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Business Process # BUD11

	ID
	BUD11



	Short Description
	Update Personal Services Budget Online



	Long Description
	This process describes how to use the Personal Services Update panel.  This panel enables users to manually modify individual Personal Service budgets created during the HR/Payroll Extract.  The final results of these changes will be exported as Position Data, Job Data, and Department Budget changes to HR/Payroll and as personal service budgets to Financials for the defined To Budget Period.



	Frequency
	As needed.  



	Responsibility
	All Roles

	Assumptions
	· The HR/Payroll Extract process completed successfully, and a CURRENT version of the budget has been created.



	Security Class
	M_BUDMST (Full Access)

R_BUDINQ (Display Only)

M_BUDONL (Full Access)


	Input Source
	Only the CURRENT version of the budget created during the extract, What-If Analysis, Copy, and On-Line processes for the To Budget Period.



	Output Information
	Any additions or changes to the budgets are saved in the Budget Module.  The Personal Service budgets will eventually be exported back to HR/Payroll as Job, Position, and Department Budget data.  In addition, the Personal Service budgets will be used to generate fringe estimates and Appropriation, Organization, and Grant budgets to be exported to Financials.



	Dependencies/Constraints
	The HR/Payroll Extract process completed successfully, and a CURRENT version of the budget has been created.
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Procedure:

	Step 1

	A Budget user will access this panel to manually modify Personal Service budgets and attributes.




	Step 2
	Open the Personal Services panel.  

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



	Panel/Data
	Personal Services 

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

· Enter any desired search criteria to select an existing Personal Service record for viewing.  The criteria entered will limit the values returned by the search.

· Any existing Position Number may be selected.

· Any existing Department may be selected.

· Any existing Position Pool ID may be selected.

· Any existing Employee Number may be selected.

· Records may also be selected by Employee Name

· Only the CURRENT version of the budget is available for on-line manipulation.

Budget Data Panel

· Once in the Budget Data panel, the selected Position is displayed.  The panel displays the following information 

· Version – This value will always equal ‘CURRENT’.  

· Position Number – This field will display the Position selected in the search dialogue.

· Inactive – This field enables the user to inactivate the selected position.

· Position Pool ID - This field will display the Position Pool ID selected in the search dialogue (If applicable).

· Effective Date- This field defaults to July 1st of the To Budget Year, and is not available for edit. (Note:  The calendar year may differ from the To Budget Period, but reflects the beginning of the fiscal year for which the budget applies.

· Department - This field will display the Department the current position is assigned to and is available for changes.

· Job Code – This field will display the Job Code the current position is assigned to and is available for changes.

· Pay Group – This field will display the Pay Group the current position is assigned to and is available for changes.

· Emplid – This field will display the Employee number for Single Incumbent positions and ‘VACANT’ for vacant positions .

· Empl Rcd# - This field will display the Employee Record number for the Employee that the funding applies to.  

· Current Salary - This field displays the position’s salary at the time of extraction.  This value will be selected from Job Data for single incumbent positions.  For Multi-Incumbent and Vacant positions, the value will be selected from the Budgeted Amount field in Position Data. 

· Raise Effective Date – This date reflects when the proposed salary change will take effect.  The field defaults from the Paygroup Raise Effective Dates configuration (BUD02), or to July 1st of the new fiscal year if no entry exists on the Paygroup Raise Effective Date table.

· Equity Adjustment – This value reflects an equity adjustment amount that can be added to a position.  When this value is populated, it will create a Job Data row effective July 1st of the To Budget Year.  If a Job Data row already exists for July 1st of the To Budget Year as an equity adjustment, the value will be 0 and the Equity Adjustment will be included in the Current Salary.

· Proposed Salary – This field displays the salary amount being proposed for the position as of the Raise Effective Date.  Changing this field will automatically recalculate the Change % field. 

· Change % - This field displays the percentage change between the Current Salary and the Proposed Salary.  Changing this field will automatically calculate the Proposed Salary amount.

· Supplemental Amount – This value reflects any additional money to be budgeted with a position, but should NOT be included in the Proposed Salary.  An example would be using this value to budget for additional pay.

· Proposed Budget – This amount reflects the Proposed Budget for the selected position.  The calculation takes the Current Salary prorated from July 1 of the To Budget Year to Raise Effective Date plus the Proposed Salary prorated from the Raise Effective Date until the end of the To Budget Year plus the Supplemental Amount.  For Hourly Employees, the Proposed Budget factors the actual number of work hours entered on the Setup Year Hour Parameters panel for the To Budget Year.

· Reason – This value enables the user to assign a reason to the position to justify the Proposed Salary.  If the Change % is over the configured threshold amount, a reason will be required.

· Override Proposed Budget – By selecting this checkbox, the Proposed Budget field becomes active.  This enables you to override the calculated Proposed Budget amount.   May be useful in scenarios where a filled position exists, but may be terminating before the end of the fiscal year.

· FTE – This value is the FTE associated with a Position.  For pay groups other than M03, this value is initially populated with the FTE amount found on Position Data by the HRMS extract process.  For positions in the M03 pay group, the HRMS Extract process will convert the FTE of 1.0, from Position Data, to .75.  NOTE:  Values in this field will NOT export back to Position Data when the HRMS Export is processed.

· Proposed Monthly Salary – Display only field showing the Proposed Annual Salary divided by 12 months, or 10 months for M03 paygroup.

· Proposed Hourly Salary – Display only field showing the Proposed Annual Salary divided by 2080 hours, or blank for M03 paygroup. 

New Distribution Panel

· Earnings Code – This value reflects the particular earnings code the specified funding applies to.  A blank earnings code indicates that selected funding applies to all position earnings.  A blank earnings code will be the only value used to create Financials Personal Service budgets. 

· Account Code – This value defines the funding associated with the Position and Earnings Code.

· Distribution % - This value indicates the percentage of a position’s total funding for the selected account code.  A position may be funded by numerous account codes whose Distribution % sum to 100%.

· Fringe % - This value indicates the percentage that fringe estimates will be calculated.  This value can be changed to calculate fringe estimates on a different percentage than earnings.  The total percentage of fringes must equal 100% for each month.

· Proposed Budget – This value reflects the portion of the position’s overall Proposed Budget assigned to the particular account code.  The calculation uses the distribution % or Start Date and End Date to obtain this value.

· Start Date  & End Date – These values reflect the start and end dates for each account code distribution.  These fields can be edited to enable the configuration of account codes for different periods throughout the fiscal year.  The total distribution of all account codes must equal 100% for each month.

· Chart Fields – These values are selected from the HR Account Code table, and simply show the Financials chart fields associated with the selected Account Code.  The chart field combinations will be used to build Personal Service Appropriation, Organization, and Grant budgets.

Original Distribution Panel

· The fields on this panel are display only, and are the same as the New Distribution panel.  The values represent the original budget and account code information for the position.  This panels displays the information from the REFERENCE version, and is useful as a reference point when changing the position budget information in the CURRENT version. 

· To update any field in the Personal Services panel, navigate to the field and change the value. Consider the following nuances.

· Changing the Raise Effective Date, Equity Adjustment or Change % will impact the Proposed Salary and Proposed Budget Amounts.  

· Changing the Proposed Salary amount will impact the Change % amount and Proposed Budget amount

· Changing the Department, Pay Group or Job Code fields will change the corresponding values in Job and Position Data when exporting back to the HR/Payroll system.  

· Changing the Account Codes and Distribution % will impact the Personal Service financial budgets in the Financials system, and Department Budget data in the HR/Payroll system.

· Inactivating the Position in the Budget Module will create a new Position Data row, making the position inactive on July 1st of the To Budget Year.

· Save the panel.

Part 2: Special Business Processes

Multiple Employees in Single Incumbent Position

· Occasionally multiple employees are in the same single incumbent position.  This may happen when one employee starts in a position as another is leaving some time in the To Budget Year.  Both employees will appear in the Budget Module.  The following process will budget for this scenario. 

· Zero out the Proposed Salary for the employee that is leaving.

· Add the budget Amount associated with the employee leaving to the Supplemental Amount for the new employee.  

· This process will result in an accurate Proposed budget for the position, without impacting the HR/Payroll export data.
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