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Exporting Budget Prep into OneUSG and
Completing the Budget Prep Process

The purpose of this job aid is to show users how to complete the FY2019 Budget Prep process
after the budget has been approved. This process takes place after Lesson 7.3 in the Budget
Prep User’'s Guide has been completed.

The following is an overview of the Budget Prep Process flow that shows the integration
between PeopleSoft Financials (PSFIN) and OneUSG Connect (HCM). This job aid walks
through the Budget Prep Export processing steps within PSFIN and HCM to complete the
loading of the FY2019 budgets.
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Running the Financials HCM Budget Prep Export Process

1. Loginto GeorgiaFIRST Financials.

@ UNIVERSITY SYSTEM OF GEORGIA
GeorgiaFIRST Financials

User ID

Password

2. Navigate to NavBar > Navigator > BOR Menus > Budget Prep > Budget Prep
Processing > HCM Export.

3. Click Search to find an existing value or click the Add a New Value tab to create a new
Run Control ID.

HCM Export
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with| TestHCMExp|

[l case Sensitive

Search | Advanced Search

4. Choose one of the following on the HCM Export Page by clicking on the radio button:
Create Report: generates only a PDF report version.

Create Report/Run HCM Export: generates a PDF report and populates the HCM
Staging tables.

5. Click Save and then Run.
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| HCM Export |
; Run
Run Control ID TestHCMExp Report Manager Process Monitor
Create Report @® Create Report/Run HCM Export O

“Business Unit 30000 | Q Biudiet Refererce:

|[G]Save | |=] Notify [k Add | ] Update/Display
6. Click OK to run the process.
Process Scheduler Request
Halp
User ID CITEVANS Run Control ID TestHCMExp
Server Name “ Run Date 05/21/2013 [
- P <] Run Time [7 55 08AM £l | Resetto Cument Date/Time
Time Zone O.,

Process List
Select Description Process Name Process Type “Type *Format Distribution
[  HCMBP Fxpart BORRPHFX SOR Report Weh ~|[PDE | Distribition

|| OK | Cancel
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7. Click Process Monitor link.

Peoplegeft

| HCM Export |
Run Control ID TestHCMExp Report Manager | Process Monitor R
Create Report @ Create Report/Run HCM Export @]
“Business Unit|30000] |Q Boiel Haference:
[5] save ||i=] Notify [+ Add || 2] Update/Display

© ®

Click Details.

Click Refresh until the Run Status is Success and the Distribution Status is Posted.

| Process List Server List .

View Process Request For

UserID/ONIEVANS @ Type v [Last | 1 [Days v
Server w Mame C, Instance From Instance To
Runstatus[ ]

Distribution Status || Save On Refresh

Process List

Fersanaize | Firc | View Al |ﬂi'| E First ‘4 1cf1 '® Last
Select Instance  Ser. Process Type ::‘?nciss lser Run Data/Time Run Srans E::'rllllzmlon Netails
1732329° SCR Report BOREPHEX OITEVANS 05/21/2018 7:58:03AM EDT [ Success Posted Deiails ]

Go bac«to HCM Export
Hl5ave |[=] Netify |

Process Lt | Server List
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10. Click View Log/Trace.

Peoplegeft

Pracess Detail )
Help
Process
Instance 113232281 Type S0R Report
Name BORBPREX Description HCM BP Exporl
Run Status Success Distribution Status Mosied
Run Update Process
Run Control ID TesIHCMEx Hold Request
Location Server Queus Request
Server P3LI? L Caneel Request
{.) Delete Raquest
Becumence Re-zend Content Restart Request
Date/Time Actions
Request Created On 0£/21/2018 7T-5820AM EDT Farameters Trarsfer
Run Anytime After 0£/21/2018 7-58:C8AM EDT Meszage Log
Began Process At 05/21/2018 7:58:£0AM EDT Batch Timirgs
Ended Process At 05/21/2018 &01:C0AM EDT
OK | Cancel
11. Click the borbphex pdf.
View Log/Trace
Hep

Report
ReportlD 10163423
Name EORBFHEX
Run Status Success

HCM BP Export
Distribution Details

Distribution Node DMNODE

File List

Name

SR BURBPHEX 71323291109
borbphex_11323291.PDF
borbphex_11323291.vul
Distribute To

Distribution 1D Type

User

Return

Process Instance

11323291

Process Type SOR Report

Expiration Date

File Size (bytes)
1,851

235,482
1,968,624

*Distribution 1D
OITEVANS

08/19/2018

Datetime Created

05/21/2018 8:01:00.72"438AM EDT
05/21/2018 8:01:00.72"438AM EDT
05/21/2018 8.01.00.72°438AM EDT
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Note: The PDF file provides a detailed report of the data that has been loaded into the HCM
Staging tables. The title of the report will have either (REPORT) if the Report Only version was
run or (EXPORT) if the Create Report/Run HCM Export version was run.

Ddqet Frep IOH Bxport Reserkt (RMPORT)
Columbus State Universicy

FOSITION  EMFLID EWFL D EFFSEQ  NAMEZ DEPTID  JOBCODE  PATSROUF RIMUAL RATE FROPOSED SATARY FROFOSED EUDGET JERM ACTY  SKEP
BUT ERRCU ADUT UL AUTUUNT STAHL DAFE  END LTS FHT TS JEHN 2CT

10000511 a3 € 1200101 251x30 ELES E1E43.49 S1€43.10 ELE42. 40 o a ®
100,00 =EE 511100 OTA01FR0I0 BCSA0 2010 L0, 00 2,00

L000003¢ 2 < 1300105  200x00 Jor B3254.02 a3e34.00 33054.00 4 & ¥
b3 REG 511120 27/01/2018  0&€/30/201% 23.36 3.00

REG 511100 07/01/2018  04/23/2019 76.44 3.00

10000308 1 o 4300000  S10X1E ELTS 2E552.40 2ESSE. 10 2888 40 El a K

0d =EE SEE100 OTAULFR0IE DS A0S20L0 100, O 3,00

12. The data loaded into the staging tables can be reviewed using the following BOR queries,
accessible through the Query Manager:
BOR_BP_HCM_STG_POS to review Position-related data
BOR_BP_HCM_STG_JOB to review Job-related data
BOR_BP_HCM_STG_DBUD to review Department Budget-related data
BOR_BP_HCM_STG_JERN to review Job Earn Dist-related data

Query Manager

Enter any infoanativn you have and clics Sezich. Leave fizlds bians [ a st ol all values.

Find an Existing Cuery | Creste Mow Query

¥ | Qucry Mzme ceging with BOR_BF_HCM_STG

i Advanced Scarch

d

Search Results

“Falder View — Al Foldors —

Check Al Lncheck Al *Action| Choose \,| Gu
Query Pesunslice | Find | View A6 | 2] E Fist "% tdufe "% Lad
y Runte Runtc Runte oS

Selcet Query Hame Descr Cwner Folder Edht HTML Excel XL D

O ROR_BP_ICM_STG_DNUN BE Guery Stage Dept Dudget Cubvic. Cdit 1T Mxrel KM firhedire I nokup Refererces

[[] BOR BP HCM 3TG JERK BP Gue:y Slaye Jui Earn Disl Fubic Edii. HTML Excel XML Schadue Luvkup Relee ces

[0 BOR_BP_HCM_STG_JCE BP Guery Stage Joz Data Fubiic Edit HTML Bxcel XML Schodulc Lookup Reforerees

[0 HOR_BP_HOM_S1E5 POS  BF Cuery Stage Posibion Uata Fubic Edt HIML Excel XML Schadue Lookup Hetererces

Once the Financials Budget Prep Export has populated the OneUSG staging tables, the next
step is to run the Audit Report. After running the report, users must review it, determine what
errors exist, and resolve those errors before proceeding with the Budget Prep Load.
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Il. Running the Audit Report

1. Log into the Core OneUSG HCM URL: https://core.hprod.onehcm.usg.edu

Sesct & Language

English

B Enzbi= Accessibility Mods

2. Navigate to NavBar > Navigator > BOR Customizations > Budget Prep > Audit
Report

Note: To access the Budget Prep menu in OneUSG, practitioners will need to be
assigned the BOR Budget Prep Processing role by Shared Services.

MavBar: Navigator

Racent Macee

bl - 1 @)

47 | Budget Prep

Aot et

Budyet Fivp Luad

My Feacrite
HERIEINE st Steaging Tk
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3. Click the Search button to search for an existing value or click the Add a New Value tab
to create a new Run Control ID.

€ Employes 38lf 3arvice

CP Dudget Frep Audit Report
koor ary winemaban yan hove R e Sea | Rsve iR Bk s s ke el oa
indl a7 bnstmg ks
S ch Coiluiia

Sezarch by:  Wun Control U segins weh

_ Cane Sensitive

Swnch | Avzird Svard

Fnd =n Exeting veus | fdd : baw Valug

4. Enter or search for your Company’s 3-digit number.

€ Employee Self Service

Audit Report

New Window | Personaize Page

Run Controd 1D LBUSH

Seport Manager Process Mondor | RN
Language Englsn
JiSave | 5h Fstum to Search ol Nextinist | [0 hotify & Add

5. Click Save and then Run.
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< Employes 3t 3ervice

Hewe ‘Wadow  2wrgun glze Pzye
Audit Report

Mun Controf 13 _Z.24 Meoor Managsr Troccas Mﬂ"

Campany 430 |G Ceorgia Sausmwencse £ Lk

6. Click OK.

Process Scheduler Request

UserID MS_LBUSH Run Control ID LBUSH

Server Name| vl Run Date 05/18/2018 B
Recurrencel y ‘ Run Time [11:11:07AM E Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
B Budget Prep Audit BORBPAUDIT Application Engine | Web vl | T + | Distribution
oK Cancel

—

7. Click the Process Monitor link.

€ Employee Self Service

Hew Anriswerannabee g
Audt Heport

fun Controd 1D 2.3

Lewguese [Ergian_

Company [+ |t Gaorgls SoutweeteT S Uk

Boviow) Lal | 40 Neslinbsl  [=|Nuily T bl | [ 4] ol Ty
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8. Click Refresh until the Run Status is Success and the Distribution Status is Posted.

9. Click the Details link.

< Employee Self Service

Process List Server List

View Process Request For
user 1D JTS_LBUSH QA Type | [Last ] 24 Refrash

Ser\.rer Name [@ | Instance From Instance To
Runstatus[  ~|  Distribution Status B save on Refresn

Process List Personalize | Find | View all| 2] B First 4 10f1 * Last

Select Instance Seq. Process Type Erocess User Run Date/Time Run Status Disletnon Details
Name bbb

412412 Application Engine BORBPALUDIT MS_LBUSH 0518208 11:11:07AM EDT Success Posted Details

Go back to BP Budget Prep Audit Report

Process List | Server List

10. Click the View Log/Trace link.

Process Detail
Process
Instance 412412 Type Application Engine
Name BORBPAUDT Description Budget Prep Audit
Run 5tatus Success Distribution Status Posted
Run Update Process
Run Control ID LBUSH Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
- —— QDelete Request
Re-zsend Content Restart Request
Date/Time Actions
Request Created On 05/18/2018 11:11:37AM EDT Parameters Transfer
Run Anytime After 05M18/2018 11:11:07AM EDT Me=sage Log Wiew Locks
Began Process At 05182018 11:11:54AM EDT s
Ended Process At 05/182018 11:12:09AM EDT View LogiTrace
oK Cancel
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11. Click on the .stdout file to see the steps the Audit Report goes through to evaluate for
potential errors that may impact the OneUSG Budget Prep Load.

View Log/Trace
Report

Report1D 314381

Run Status Success

Hame BORBRAUDIT

Process Instance 412412

Process Type Application Engine

Return

PeopleTools

411 Rights Reserved

Budget Prep Audit

Distribution Details

Distribution Hode  DNODE Expiration Date  |[06/17/2018

File List

Name File Size {bytes) Datetime Created
AE_BORBPAUDIT_412412 stdout g22 05182018 11:12:09.350923AM EOT
Budget_Prep DBE_4-000_Audit.ba 1,395 0541812018 11:12:09.350923AM EOT
Budget Prep_Job 42000_Audit bt 304 05/18/2018 11:12:09.350923AM EOT
Budget Prep_ Position_42000_Audit. bt 284 05M8/2018 11:12:09.350923AM EDT
Distribute To

Distribution 1D Type *Distribution 10

User TS _LBUSH

LIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIJ

8.55.21 - Aprlication Engine Server
Copyright (c) 1988-2018 Cracle and/or its affiliates.

PSAESRV started service request at 10.37.49 2C18-06-04

Pozition Data Aucdit — Step 1: Future Dated Positions 83000 (0,0)

Pozition Data Audit — Step 3: This position has active incumbent (3) 83000 (0,0)

Position Data Aucit - Step 4: This position has been inactivated83CO00 (0,0)

Job Data Andit -

Job Data Audit -

Jop Data Audit -

Jop Data Audit -

DEE Audit

DBE Audit

DBE Audit

DBE Aundit

DEE Audit

DBE Audit

DEE Audit

DEE Audit

Step
Step
Step
Step
Step
Step
Step

Step

Step 1: Non-Paid Affliate in wrong paygroup 83000 (0,0)

Step 2: Missing SWB Action/Action Reason 83000 (D,0)

Step 3: Paygroup invalid for Payroll System and Absence System combination 83000 (0,0

Step 4: EZfective Date Exiscs w/ Different Action Reason 83000 (0,0)

1B

2:

3

4

Inactive Departments B8300C (0,0)
Invalid Account Ccdes 830DCO (0,0)
Invalid Suspense Codes 83C00 (0,9)

Funding Date Errar 83000 (0,0)

: Budget Amount And Percent o Discribution 8300C (0, 0)

: Percent Discributions must total 100% 83000 (D,0)

: Earn Code Distribution 83C00 (0,0)

: Position not eligible for budget definition 83C00 (0,0)
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12. After running the Audit Report, retrieve the following files that will provide a list of errors

found.
File List
Hame File Size [bytes) Datetime Created
AE BORBPAUDIT_ 412412 stdout G2 05182018 11:12:09.350923AM EDT
Budget_Prep DBE_42000_Audit. tct 1,395 0582018 11:12:09.330923AM EDT
Budget Prep Job_ 42000 _Audit. bt 304 05N 82018 11:12:089 35092346 EDT
Budget Prep Position_42000_Audit. tx o4 0582018 11:12:09.350923AM EDT

Budget_Prep_DBE_Company_Audit.txt: Department Budget Earn
(PS_DEPT_BUDGET_ERN table)

Budget Prep_Job_Company_Audit.txt: Job Data

Budget Prep_Position_Company_Audit.txt: Position Management
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I, Reviewing the Audit Report and Correcting Errors

After running the Audit Report, the next step is to review it to determine what errors must be
resolved in order to proceed with loading Budget Prep into OneUSG. Below are examples of the
types of errors you might find on the audit reports and how to fix those errors.

Note: Under no circumstances should you attempt to make corrections in Budget Prep unless
expressly instructed by ITS and Jason Matt (BOR Executive Budget Director).

1. Examples of Position Data Audit errors you may find on the
Budget_Prep_Position_Company_Audit.txt and how to correct them.

\\
Future Dated Position Rows Found This is just a warning, but users should

verify that future dated rows are correct
and should remain.

Note that these rows will not load from
Budget Prep since they already exist in
OneUSG.

This Position Has Active Incumbent(s) 1. If the position should be inactivated:
Insert a future dated 7/01/2018 row,
moving the incumbent to another
position, or terminate them.

Budget Prep load will insert 7/01/2018
row to inactivate position.

2. If the position was erroneously
inactivated in Budget Prep and should
remain active:

Insert an active 7/01/2018 row for the
position.

This will prevent the inactive row from
loading.

Note that the error will not fall off the
Audit Report and will create a Future
Dated Position error for the same
position.

(The load is inactivating a position, but the
position has an active incumbent.)
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Position has been inactivated and has an - Staged data contains an active
employee assigned in Job staging table employee being placed in a position
being inactivated.
Insert an active 7/01/2018 row for the
position to prevent inactive row from
loading.
Correct in OneUSG after load, if
needed.

The Job Code has been Inactivated - To resolve this error, go into the Job
Code table (Set up HCM > Foundation
Tables > Job Attributes > Job Code
Table) and activate the Job Code.

3. Example of Job Data Audit errors you may find on
Budget_Prep_Job_Company_Audit.txt and how to correct them.

. ___Eror . Comecton |
Non-Paid Affiliate in Wrong Pay - Update pay group on position to ‘xxN.’
Group
Missing SWB Action + Return From - This error occurs when Budget Prep attempts to
Work Break insert a Return from Workbreak (RWB) row and

does not find a preceding Short Work Break
(SWB) row. Review each employee’s job data to
determine what action needs to be taken.
If appropriate, ensure that the employee has a
payroll status of “W” (Short Work Break) by
adding a Short Work Break row.
Employees with future-dated rows for
termination, retirement, etc., who will also be
placed on Short Work Break prior to termination
or retirement MUST use the following effective
dated sequencing:

= EXAMPLE 1

7/1/2018 SWB
8/1/2018 RWB EFF SEQO
8/1/2018 Termination, Retirement, etc.
EFF SEQ 1
= EXAMPLE 2
7/1/2018 Promotion EFF SEQ O
7/1/2018 SWB EFF SEQ 1

8/1/2018 RWB
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Pay Group Invalid for Payroll
System & Absence System
Combination

Effective Date Exists w/Different
Action Reason

Peoplegeft

This error occurs when the pay group being
loaded for an employee is inconsistent with their
current Absence System and the pay group on
position.

To correct, update the most recent Job row to the
appropriate pay group and Absence System to
“Other” on the payroll tab in job data.

Then contact ITS to request a reset to allow you
to run the Financials HCM Export again.

This occurs when Budget Prep attempts to insert
a SWB or RWB action row, but a row that carries
a different action/reason combination already
exists.

To correct, either update the action/reason
combination to match the action reason being
loaded from Budget Prep or remove the existing
row and let Budget Prep load the row.

4. Example of Department Budget Earn errors you may find on
Budget_Prep_DBE_Company_Audit.txt and how to correct them.
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‘ Error Correction ‘

Inactive Departments Set department to Active in OneUSG.

Invalid Account Codes - Add the account code in Financials.

Invalid Suspense Code - Contact ITS for assistance.

Funding Date Error - Extend Project or Grant end date in Financials.

Update: Known Issue K19.2-007-CA - Integration
Broker Messages from GeorgiaFIRST Financials
Are not Reaching OneUSG Connect has been
resolved (June 1, 2018).

Budget Amount and Percent of - Work with ITS to correct this error. DO NOT try to
Distribution edit in Budget Prep.

Percent Distributions must total - Work with ITS to correct this error. DO NOT try to
100% edit in Budget Prep.

Earn Code Distribution Error - Earn - This error will prevent loading to the Department
Code is Not Blank Budget tables.

Contact ITS for assistance.
Position Not Eligible for Budget - Contact ITS for assistance.

Definition

Once all necessary data cleanup has been completed, you are ready to proceed with running
the OneUSG Budget Prep Load process.
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V. Running the Budget Prep Load Process in OneUSG

=

Navigate to BOR Customizations > Budget Prep > Budget Prep Load

2. Click Search for an existing Run Control ID value or click the Add a New Value tab to
create one.

3. Choose one of the following on the HCM Export Page by clicking on the radio button:

Report Only.

Update Database.

4. Click Save and then Run.

Budget Prep Load

hun Control 10 BP_LOAD ReootManager Process Maonicr B

[ Repuoil Only Uptiels Dalabrse ' ]

company 950 T4 Boarc of Raganis (USG)

[F save ||[=] Motty = Aod | Update/Lisplay

o

Click OK to run the process.

Click the Process Monitor link.

Click Refresh until the Run Status is Success and the Distribution Status is Posted.
In an effort to allow the Budget Prep Load (BORBPLOAD) to run most efficiently,
ITS has configured OneUSG Connect production to only allow a single instance
of the load to run at a time.
If your process is in a Run Status of Blocked, another institution has already
initiated the Budget Prep Load and your request will begin processing once the
other instance runs to Success.

8. In the event your process instance encounters a status of “No Success,” contact the ITS

Helpdesk for assistance.

No

The Clear Staging Tables page (Navigation: BOR Customizations > Budget Prep > Clear
Staging Tables) will only be used under ITS directive in unique situations. This step should
not be necessary, as the re-export will delete the staging tables before loading.
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V. Running the Financials Export and Processing Budget Journals

The final step in the Budget Prep process is running the Financials Export process and verifying
and posting Budget Journals.

1. Loginto GeorgiaFIRST Financials.

2. Navigate to NavBar > Navigator > BOR Menus > Budget Prep > Budget Prep
Processing > Financials Export

3. Click Search to find an existing value or click the Add a New Value tab to create a new
Run Control ID.

Financials Export

Run Ceontrel ID Tinandals_Cxport Report Manager Process Monitor L
Create Report O Create Report/Run FIN Export ®
*Business Unit 28000 ;f_)\ Budget Reference: 2019
ClExclude Inactive Department/Fund Code
O Suppress ALL Zero Budgets from Finance
|G]Save | =] Notiy L+ Add || 2| Update/Cisplay

4. Choose one of the following on the Financials Export Page by clicking on the radio
button:
Create Report: generates only a PDF report version.
Create Report/Run FIN Export: generates a PDF report and creates Budget Journals
in Financials.
5. Click Save and then Run.

Budget Prep Load

hun Control 10 BP_LOAD ReootManager Process Maonicr B

[ Repuoil Only Uptiels Dalabrse ' ]

Company 360 |4 Boarc of Raganis (USG)

5 save | (=] Motry =h Aod | F] Update/Lisplay
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6. Click OK to run the process.

7. Click the Process Monitor link.

8. Click Refresh until the Run Status is Success and the Distribution Status is Posted.

9. In the event your process instance encounters a status of “No Success,” contact the ITS
Helpdesk for assistance.

10. Once the process runs to success, review the created budget journals for accuracy.
Note that all journals will begin with B2019.

11. When appropriate, post budget journals as usual.
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