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Business Process # BUD07

	ID
	BUD07



	Short Description
	Personal Services Inquiry



	Long Description
	This process describes how to use the Personal Service Inquiry.  This inquiry enables the user to quickly review Personal Services information by Department for a specified Budget Version.  This panel will also allow inquiries against prior budget periods.  



	Frequency
	As needed.  



	Responsibility
	All Roles

	Assumptions
	· None

	Security Class
	M_BUDMST (Full Access)

R_BUDINQ (Full Access)

M_BUDONL (Full Access)



	Input Source
	Budget Versions created and updated during the extract, What-If Analysis, Copy, and On-Line processes.



	Output Information
	A panel displaying Personal Services information for the specified department, budget period and budget version.



	Dependencies/Constraints
	· At least one version of the Budget must exist to inquire against.
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Procedure:

	Step 1

	Any Budget user may want to access this panel to review Personal Service information.




	Step 2
	Open the Inquire – Personal Services panel.  

	Navigation
	Go, BOR Budget Module, Inquire, Personal Services.



	Panel/Data
	Inquire Personal Services

· Use Correction mode to access the search dialogue box for the panel.

· Enter any desired search criteria to select a Department for viewing.  The criteria entered will limit the values returned by the search.

· Any existing version may be selected

· Any existing Budget Period in the Budget Module may be selected

· Any existing department may be selected.

· Once in the panel, the Personal Services data for the selected criteria is displayed.  The initial view of the Personal Services data displays the following 

· Position Number 

· Jobcode

· Paygroup

· Current Salary – This amount reflects the original salary amount loaded from the HR/Payroll system.

· Proposed Salary – This amount reflects the proposed salary after any processing in the Budget Module.

· Proposed Budget – This amount reflects the budgeted amount for a position based on proposed salary and raise effective dates.

· Change % - This amount reflects the percentage difference between proposed salary and current salary.

· Distribution % - This amount reflects the percentage of the proposed budget that will be funded to a particular Account Code.

· Distribution Proposed Budget - This amount reflects the proposed budget amount that will be funded to a particular Account Code.

· Multiple rows may appear for the same position if the position’s funding is distributed across multiple account codes or earnings codes.

· The data displayed in the first column can be changed within the panel by selecting the drop down menu in the first row.  Selecting the Emplid/Name value from the drop down menu will display the Employee Number and Name associated with each row of data.

· The data displayed in the second column can be changed within the panel by selecting the drop down menu in the first row of the column.  Selecting the Erncd/Account Code value from the drop down menu will display the Earnings Code and Account Code associated with the funding being displayed. 
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