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BP.040.010 - Processing HR/Payroll to BP Load
[bookmark: pp_ref_BEFORECONCEPT]
Concept

This topic provides an overview and demonstrates the HR/Payroll to BP LOAD process.  This process loads Personal Services budget information from the HR/Payroll system into the Budget Preparation module via file obtained from the HR/Payroll source (ADP).  

Topic Objectives:
Upon completion of this topic, you will be able to:
- Explain the purpose of the ADP Load process
- Identify the types of information that are and are not included when the HR/Payroll to BP Load process is run
- Run the HR/Payroll to BP Load process 



	Assumptions

	Security Role setup complete by internal Security Administrator.




	Dependencies/Constraints

	Extract file epoh009_XXX.txt has been received from ADP and saved to a local directory.







Additional Information

The file name is epoh009_XXX.txt where XXX represents the first three digits of the business unit ID number.  This file will be saved to a local directory.

The file contains four rows of data pertaining to active positions.  Positions which are active and not filled will only contain two rows of data.  The information is extracted from EV5 (ADP) for the budgeting process.  These rows are as follows:

“D” rows assigned for the Demographic information:
	POSITION_DATA.POSITION_NBR
	JOB.EMPLID
	JOB.EMPL_RCD
	JOB.EFFDT
	JOB.EFFSEQ
	POSITION_DATA.DEPTID
	POSITION_DATA.JOBCD
	POSITION_DATA.PAYGROUP
	POSITION_DATA.COMPANY
	JOB.ANNUAL_RT
	POSITION_DATA.POSITION_BUDGET
	POSITION_DATA.STD_HRS
	POSITION_DATA.FULL_PART_TIME
	POSITION_DATA.REG_TEMP

“J” rows assigned for the Job Earnings Distribution information:
	POSITION_DATA.POSITION_NBR
	JOB.EMPLID
	JOB.EMPL_RCD_NBR
	JOB.EFFDT
	JOB.EFFSEQ
	POSITION_DATA.ERNS_DIST_TYPE
	EP_POS_JED.GL_PAY_TYPE
	EP_POS_JED.STD_HOURS
	EP_POS_JED.DIST_PCT
	EP_POS_JED.ERNCD
	EP_POS_JED.JOBCODE
	EP_POS_JEB.COMPRATE
	EP_POS_JED.ACCT_CD

“R” rows assigned for the Retirement information:
	POSITION_DATA.POSITION_NBR
	JOB.EMPLID
	JOB.EMPL_RCD_NBR
	JOB.EFFDT
	JOB.EFFSEQ
	BENEF_PLAN_TBL.BENEFIT Plan
	BENEF_PLAN_TBL.PLAN TYPE
	Description based on RTRMNT_PLAN.BENEFIT_PLAN. LINK TO XLATTBLE

“H” rows assigned for the Health information:
	POSITION_DATA.POSITION_NBR
	JOB.EMPLID
	JOB.EMPL_RCD_NBR
	JOB.EFFDT
	JOB.EFFSEQ
	EP_WIN_EE_ELCTN.BIX_PLAN_TYPE
	EP_WIN_EE_ELCTN.OPTION_NAME
	Health Benefit Type = ‘MED’
	Health Benefit Type Description EP_WIN_EE_ELCTN.OPTION_NAME
	EP_WIN_EE_ELCTN.COVRG_LEV_CD
	EP_WIN_EE_ELCTN.COVRG_LEV_NAME
	

Procedure

In the following topic, you will process the HR/Payroll to BP LOAD.  The Process Name is BORBU8HX.


	Step
	Action

	1. [bookmark: ID0x00000002] 
	Click the BOR Menus link.
[image: Action area of the screen image]

	2. [bookmark: ID0x00000003] 
	Click the BOR Budget Prep link.
[image: Action area of the screen image]

	3. [bookmark: ID0x00000004] 
	Click the Budget Prep Processing link.
[image: ]

	4. [bookmark: ID0x00000005] 
	Click the HR/PAYROLL BP link.
[image: ]

	5. [bookmark: ID0x00000006] 
	Click the Add a New Value tab.
[image: Action area of the screen image]

	6. [bookmark: ID0x00000007] 
	Enter "LOAD" in the Run Control ID field. 
[image: ]

	7. [bookmark: ID0x00000008] 
	Click the Add button.
[image: Action area of the screen image]

	8. 
	Once the new Run Control is saved the FIN Budget Extract page will be opened:
[image: ]

	9. 
	In the Deptid Values group box enter or search [image: ] for the Business Unit.

	10. 
	Click the Add button.
[image: Action area of the screen image]

	11. 
	This will open a Browser page which will enable you to search for the location of the directory and file (epoh009_XXX.txt) where XXX represents the first three digits of the business unit ID number.  Once located simply double click to select the file.
[image: ]

	12. 
	Click the Upload button.
[image: ]
This will return the screen to the HR/PR to BP Load page and will have the Server File Name and Local File Name populated.
[image: ]

	13. [bookmark: ID0x00000009] 
	Click the Run button.
[image: Action area of the screen image]

	14. 
	The Process Scheduler Request page will open.
Default values will be pre-populated:
[image: ]

	15. 
	Click the OK button.
[image: Action area of the screen image]
This will return the window to the HR/PR to BP Load page.

	16. 
	Click the Process Monitor link.
[image: Action area of the screen image]
The Process list will be displayed.
[image: ]

	17. 
	Click the Refresh button.

Select Refresh until the Run Status displays as Success and the Distribution Status displays as Posted.
[image: Action area of the screen image]

	18. 
	Click the [image: ] link to view the Process Detail.
[image: ]


	19. 
	Click the [image: ] link to view the Trace file contents.  The [image: ] contains a view of data loaded during the HR/Payroll Load process.

	20. 
	The View Log/Trace also contains a .PDF report.  The report contains summary information which may be used to valid the number of rows (D, J, R and H), Total Annual Salary and Total Position Budget amounts successfully loaded from the epoh009_XXX.txt file.

[image: ]

	21. [bookmark: ID0x0000000A] 
	Some changes to the HR/Payroll source system that may necessitate running additional budget extracts are:

•Changing a Position Budget.
•Changing salary for an employee in a filled position.
•Inactivating a position.
•Terminating an employee but leaving the position active.
•Adding a new position

	22. [bookmark: ID0x0000000B] 
	Running subsequent HR/Payroll to BP Loads will create the following changes in all budget versions:

•Updates the Current Salary for positions changed in the HR/Payroll system.
•Adds or deletes positions added or inactivated in the HR/Payroll system.
•Updates the status of a position from Filled to Vacant, or from Vacant to Filled

	23. [bookmark: ID0x0000000C] 
	The following will not occur when running subsequent HR/Payroll to BP Loads:

•Department, Job Code, and Pay Group changes in the HR/Payroll system will not be updated in the Budget Preparation module. Department and Job Code changes made in the Budget Preparation module will, however, update the HR/Payroll system when the final export file to the HR/Payroll system is created. 

Note: The Budget Prep user controls the Department, Job Code and Pay Group changes made after the initial load.  Changes to these fields must be made in Budget Prep, even if the HR/Payroll system has been updated to avoid unwanted changes to the new Budget Year.

	24. [bookmark: ID0x00000012] 
	Congratulations. The HR/Payroll to BP LOAD process is complete. Below is a summary of the key concepts of this lesson:

- The initial HR/PR to BP Load creates a REFERENCE version. 
- Subsequent loads may be completed to capture interim changes in HR/Payroll 
- Some changes to HR/PR which may require running subsequent loads are -changing a position budget, changing a salary for an employee in a filled position, inactivating a position, terminating an employee but leaving the position active, and adding a new position.
- Subsequent loads will not update changes made in HR/PR to pre-existing Positions for Department, Job Code, and Pay Group in the Budget Preparation module. 
End of Procedure.
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