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Activity 1. Opening Internet Explorer, Launching BAT,
and accessing the MDCBUD application

In this activity you will log into the BAT workspace directly from your machine and complete BAT
related activities.

Step
1.

Action
On your local desktop, open Internet Explorer.
=1

In the URL bar, type:
https://epmprd.miamidade.gov/workspace/index.jsp

m: 2 https://eprmprd.miamidade.gov/workspace/index.jsp

Add this URL to your Favorites. Click Favorites >
Add to Favorites.

G & hittp:/ feesnamniarnidade.gov budget
File Edit View EERU W Tools Help
. e B to favorites, .

Bdd to Favorites bas
Add current tabs to favorites.,

Cirganize favortes,.,

In the Name Field type the desired description, then
click Add.

Add a Favorite &J

Add a Favorite
E/\f Add this webpage as a favorite. To access your favorites, vistt the

Favorites Center

MName: BAT Production Application

Create in: [73 Favorites 'H New folder ]

The item is now saved in your Favorites list.

Notes

This step is a one-time process.
Once complete, you will access
the BAT Production
application by clicking the
Favorites option.

To access the saved Favorite,
simply click Favorites and
select the BAT Production
Application item.
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Step Action Notes
S. Selecting the URL will take to the BAT Log In page.

BUDGETING ANALYSISTOOL

=3

To log in to BAT, enter your eKey into the cell marked
User Name. All BAT passwords default to “Password1”.
But if you have changed your password, please use
your updated password to log in.

6. Upon entering BAT, you will see the Home Page
shown below. Please select the MDCBUD application
to access the budgeting system.

--End Activity--
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Activity 2: Launching Task List and Setting User
Preferences

In this activity you will open the application Preferences and set the User Variable
Options.

In the steps below, you will:
e Launch the Task List and navigate to Preferences
e Select User Variable Options
e Enter a value for each Dimension
e Save settings

Step Action Notes

1. On the left-hand side of the screen, you will see a Window will display the status of

navigation pane, select My Task List. all your “Task List” which you
have access to.

Forms Task List Status
Manage Task Lists

Task List Status - All
Dedision Package Types

My Task List

> B Operating Preparation

> B Human Capital Planning Preparation B incompiete
2 B Complste
Human Capital Planning Analysis e din

(> I Operating Smart View Forms
Incomplate, 1000%

Task List Status - All

Task List Tasks - All
Task
[§2 Operating Preparation
{3 Finandial
g4 Develop Future Year Budget by Entity
i Develop Current Year Forecast By Entity
1. i Sead Forecast Data
o9 Calculate Attrition
0 BPREP Adjustments
9 Amend Adopted Budget
9 Budgetary
& Map Finandial to Budgetary View
4 Budget Activity Summary
g9 Activity Marrative, Comments, and Issues
i Manage Performance Measures
9 Update Performance Measures
9 Proposed Change to Base
P Inquire
9 Department Summary
i Organization Summary
#Fund Summary
G Project Summary
9 Stage Summary
2 Human Capital Planning Preparation
» {2 Human Capital Planning Analysis

 efabenoes » 9 Oerating Smart View Forms
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2. Expand the Preferences option by clicking the >
icon as shown below.

> Forms Task List Status
» Manage Task Lists
Task List Status - All
» Decision Package Types

My Task List

» B Operating Preparation
& ¥ Human Capital Planning Preparation M Incomplete
P M Complete
3 '; Human Capital Planning Analysis Overdus
o B Operating Smart View Forms
Incomplete, 100.0%
i Task List Status - All
Task List Tasks - All
Task Type Status Start Date
A Operating Pr_. fiF (=]
garinancial [ (=]
e Devel . [y (=]
e Devel . [y (=]
t@sesd . [By ]
cpTTEEeT =
3. From the User Preference screen, click the User

Variable-Options tab.

User Preferences

Application Settings = Display Options  Printing Options | User Variable Options

4. The User Variable Options screen displays: You will see 2 rows for Entity.

e Please write the Entity
(Department Activity) value
here

e Please write the Entity
(Department) value
here

Gove: |Beoet

Note: Use the search icon next to each dimension to

find the desired members. )
Hint:
The Department Activity

e Scenario = Budget
contains the 2 digit code followed by

e Version = Working < BA" (e.9. MM_BA)
e Year = Current Budget Year
o Request = Current Service Level The Department contains the 3

digit code where the leading letter is

Entity (Department Activity) = Contains
* y (Dep Y) an ‘E’ (e.g. EMM)

the 2 digit code for your department followed by
“ BA” (located in the All GL Budget
Activity hierarchy).

¢ Entity (Department) = Contains the
department 2 digit code preceded with a letter E
(located in the GL Entities hierarchy).

10
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S. To set the Entity / Department dimension, click the
Search icon.

User Prefenences

apphcan Sgttegs | Uppley Optiors. frining Optiors. Usier Vierialgle Opticen

o :
=]
e Beset
6. Click the [> next to Entity > GL Entities and click
the Department/Entity code.
Click the Add arrow to move the member to the
Selection Pane.
Click OK.
Member Selection -
Dimensions Entity
Members
ko
Member Name TELT TS
ntity Entity
> Unspecified Entity EMM
3+ Generic Entity
| a|GL Entities
EMM
> All GL Budget Activity >
» Total Budget Activity Add
4
Remowe
%
Remove Al
£ >
Help E Cancel
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7.

To add the Entity / Department Activity, click the
Search icon.

Usar Proferences

Click the > next to Entity > All GL Budget
Activity and click the Department/Entity code.

Click the Add arrow to move the member to the
Selection Pane.

Click OK.

Member Selection x
Dimensians Entit\_f'

Members

Member Name Member Name
ntity Entity
= Unspecified Entity MM_BA
 Generic Entity
» Gl Entities
| GL Budget Activity
MM_BA

»» Total Budget Activity

Remove

Help E Cancel

12
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9. You may use the Search icon — or simply type the If you type the members in the
dimension members in each of the remaining fields. fields, be sure to type exact
The members should display as follows: member name. If in doubt, click

the Search icon.

User Preferences

Application Settings | Display Options | Printing Options | User Variable Options

Dimension User Variable Name Selected Member

Scenario Current Scenario Budget .
Version Current Stage Waorking 4.
Year Current Year of Vi FYi7 #.,
Request Context Request | Current Service Level #,
Entity DepartmentActivity | MM_BA .
Entity Departmeant EMM #.

When complete, click the Save icon.

10. At the confirmation message, click OK.

] @ Information x

IUser Preferences have besn saved.

OK

The User Preferences are now set.

--End Activity--

13
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Human Capital Planning (HCP) Training Activities

15
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Activity 3: Validating Position Data

In this activity, you will:
e Open the Task List and navigate to Human Capital Planning Preparation>
Manage Position and Employee Data > Maintain Position Data
e Enter your Entity information
Analyze the expense and FTE associated with a position

Step Action Notes
1. From the My Task List, click the > next to My
Task List.
> Forms

» Manage Task Lists

> Decision Package Types

I""I1||r Task List

Preferences
Preferences
2. Click the I> next to Human Capital Planning The options to manage position
(HCP) Preparation > Manage Position and and employee information are

displayed.
Employee Data ey
My Task List

> B Operating Preparation
' Human Capital Planning Preparation
v B cearch by Employee Name

I Manage Position and Employee Data
> B Maintain position data

> O Maintain employees by position
> B9 Fill to-be-hired vacancies

17
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3. Click Maintain position data.

My Task List

[ ij Operating Preparation
P2 I-!uman Capital PFlanning Preparation
= iy Search by Employes Name
B Manage Position and Emplovee Data
= & Maintain position data

= o Maintain employees by position

[+ S Fill to-be-hired vacancies

] o MDC Sync Employee Allocations from Position
] P Review entity compensation budgets

] E’ Review and approve positions

4. From the Entity box, click the drop-down arrow

and select an Entity member that contains position
data.

You may type any part of the name in the Search field

MBI TEYD-TOT Yol mH MENTAL | (o[ ]

| Page Dimension *®
armula
Member  mm| ® bl
Member
MM2017EXP-TCT YOUTH MENTAL HALTH CONF EXP ;;13132“
MM245688-MMAP - SURTAX ™

MM467787-COM JUV JUSTICE PARTNERSHIP
MMAPADM-MMAP TRUST

[ MMOEATADM-MDEAT ADMINSTRATIVE EXPENSES |
MMRO77545-DOC STAMP SURTAX
MMRO77552-INT - INVEST
MMRO77560-INT - MTG INT
MMRO77578-CASH CARRY-OVER
MMRO77669-CASH MISC INCOME
MMRO81919-GRANT STATE ATTY GEN
MMR2017EXP-TCT YOUTH MENTAL HALTH CONFEXP
MMR2017INT-TCT YOUTH MENTAL HALTH INT INC

Note: Entity and Index Code
are interchangeable terms in
Hyperion Planning

Please write the Index Code
selected.

18
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S. Click the right arrow Go icon to display the
positions.

Task - Maintain position data Task Instructions

MMDEATADM-MDEAT ADMINSTE [+ ﬂl

Position Poe
Mumber M

POSOOO  AC

6. A list of Positions for the Entity displays on the
screen.

0_1 Context Request: Current Service Level

MMDEATADM-MDEAT ADMINSTE | ¥ ﬂ

No Year

Position  Position
Number Name Position T!E Job
POS000 ACCQOU

[ACCOUNTANT 3 (00010641) Single Incumbent  ACCOUNTANT 3 (JC000317)
POSO00  SPEC PI

[SPEC PROJECTS ADMINISTRATOR 2 (00010647) Single Incumbent  SPEC PROJECTS ADMINISTRATOR 2 (3C00083
POS000 MDEAT

MDEAT SENIOR EXECUTIVE SEC (00010650) Single Incumbent  MDEAT SENIOR EXECUTIVE SEC (JC003343)
POSO00 EXEC D

EXEC DIR MDEAT (00010652) Single Incumbent  EXEC DIR MDEAT (J0003359)
POS000 CONTR

(CONTRACTS OFFICER (00010653) Single Incumbent  CONTRACTS OFFICER (J0003820)

7 Choose a position from the list and using your mouse, Please write the Position
.

right-click the position name and click MDC Edit number.
Position Details.

Q__.' Context Request: Current Service Level

MMDEATADM-MDEAT ADMINSTF |+ ﬂ

Mo Year
Position  Position
Number Name Position Type
POSDO0  ACCOU
ACCOUNTANT 3 (00010 Single Incumbent  ACCOUNTANT 3 (JCOC

|4 MDC Edit Position Details

@ MDC Calculate and Allocate Position
MDC Add Position ¥ Single Incumbent  MDEAT SENIOR EXEC

SPEC PROJECTS ADMII

ISingIe Incumbent SPEC PROJECTS ADM
MDEAT SENIOR EXECU

BXEC DIR MDEAT (000 LE1 MDE Exclude Position from Budget Single Incumbent  EXEC DIR. MDEAT (10

19
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8. Located at the bottom of the screen on the Total
Position tab, the salary related expenses are
displayed by YearTotal and by Month - for the

position. Click the Vacancy tab to review the salary

expense for the vacancies in this position.

Expense

ITutaIPusitiun Vacancy I

YearTotal Oct Mov
Basic Salary Expensa 81,150.80 7,585.9 7,595.9
Eamings Expense 6,046.03 275.96 275.96
Benefits Expense 16,483.14 1,373.58 1,373.58
Tokal Taxes 435,36 502.20 £02.20
9. Located at the top of the screen, the Position

Details are displayed. Select the Employee tab to

view the Employees. Select the FTE tab to view the
Proposed FTE for the position.

Note: Full Time positions cannot be changed into
Part Time positions (and vice versa).

Position Details

IGEneraI Employee || FTE | Status Changes | Salary Grades | Additional Eamings | Benefits = Tax Details AHDEatlnnsI

J Empl

Position Number Position Name Position Type FT/PT Job Position Start Date

POS00010641 ACCOUNTANT 3
Single Incumbent Full-time ACCOUNTANT 3 (JC.

e From the breadcrumbs trail click MDC
Manage All Positions.

Task List Status

Task - Maintain position data  Task Instructions

I MDC Manage All Positions } MDC Manage Position Details

1/1/50

:“_—-’ Entity: MMDEATADM-MDEAT ADMINSTRATIVE

Position Details

If a Vacancy exists in the
position, click the Vacancy

Tab to view the compensation
dollars.

The Operating Budget and

Forecast form data is updated
from HCP two times daily. If the
data on the form is incorrect,
wait until the next refresh, then
check the form.

HCP to Operating Plan data
push is refreshed and available
for analysis approximately at
9:00am, and 2:00 pm and
7:00pm daily

Please write one (if multiple)
Employee Name and Number.

How many employees in this
position?

What is the Year Total

Compensation Expense for
this position?

Please note that any Part

Time positions should be
checked to ensure that the
positions is receiving the right
level of benefits (i.e. health and
dental insurance, retirement,
etc.)

20
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10. By clicking on the Salary Grades tab, ensure that
Grade Step and Option Value are in accordance
with Employee Pay Plan.

--End Activity--

21
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Activity 4. Validating Employee Data

In this activity, you will:

Step

Open the Task List and navigate to Human Capital Planning
Preparation(HCP)> Manage Position and Employee Data > Maintain
Employees by Position

Enter an Entity and analyze the employees associated with each position
View Employee Expense by Period and
Review Employee level detail

Action Notes

From the Manage Position and Employee Data
task list, click the Maintain Employees by
Position option.

My Task List

i r:’ Operating Preparaticn
i Human Capital Planning Preparation
= S Search by Employes Name
P Manage Position and Employee Data

> B Maintain position data

I > % Maintain employees by position I
> B Fill to-be-hired vacancies

23
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2. From the Entity box, click the drop-down arrow
and select the Entity member.

@3 Current Year of View:

Lmt.m:.-.'r.-.r\.w MCEAT ALATMET DA Iv b |

Page Dimension *

Member | L

Member
[ MMDEAT ADM-MDEAT ADMINGTRATIVE EXPENSES |

MMRO77545-DOC STAMP SURTAX e
MMRO77552-INT - INVEST
MMRO77560-INT - MTG INT
MMRO77578-CASH CARRY-OVER
MMRO77669-CASH MISC INCOME
MMRO81919-GRANT STATE ATTY GEN
MMR2017EXP-TCT YOUTH MENTAL HALTH CONF EXP
MMR2017INT-TCT YOUTH MENTAL HALTH INT INC
MMR2017REV-TCT YOUTH MENTAL HALTH

CONFERENCE REV
MMRGFTRANF-TR FR. GENERAL FUND ECONOMIC

DEVELOPMENT v

RABANLATIBARMCCCS 07 S RARATT CCC

3. Click the right arrow Go icon to display the
positions.

Task - Maintain employees by position  Task Instructions

iy Current Year of Vie

MMDEATADM-MDEAT ADMINSTRA |-

Please write the Entity (Index

Code) selected.

24



BUDGETING ANALYSIS TOOL

4. A list of Positions (column 1) and associated Choose a Position and write the
Employees (column 2) display on the screen. position number.

[mmoETADM-MDEAT ADMINSTRA [*i[2]

Position Number Position Name

IACCOUNTANT 3 (00010841) POSD0010641 ACCOUNTANT 3
GONZALEZ,JOSE (00035120}
POSD0010641 ACCOUNTANT 3
Vacancy
SPEC PROJECTS ADMINISTRATOR 2 (00010647) POS00010647 SPEC PROJECTS £
POLLOCK, TRACI (00037103)
POS00010647 SPEC PROJECTS £
Vacancy
MDEAT SENIOR EXECUTIVE SEC (D0010650) POS00010650 MDEAT SENIOR E
VAUGHNS,ANGELA (0DDDB400)
PO500010650 MDEAT SENIOR E
Vacancy
EXEC DIR MDEAT (00010652) PO500010652 EXEC DIR. MDEAT

DIXON JR,JOHN (00056571)

PO500010652 EXEC DIR. MDEAT
Vacancy

‘CONTRACTS OFFICER (00010653) POSD0010653 CONTRACTS OFF]
SIMMONS,WILLIAM (00137442)

POSD0010653 CONTRACTS OFF]
Vacancy

5. Right-click the position number selected in the last step
and select MDC View Employee Cost by Period.

MMDEATADM-MDEAT ADMINSTRA | ¥ il

GONZALEZ,JOSE (00035120)

% MDC View Employee Cost by period I
MDC Assign Employes 4

SPEC PROJECTS ADMINISTRATO

)
MDC View Position Details 4
Edit 3
MDEAT SENIOR. EXECUTIVE SEC .
Adjust 00)
@Comrnents
6. Click the [> next to Total Compensation Expense What is the Total Compensation
for Total Employees. Expense for Total Employees for
December?
oct Now Dec 4 Q1
|Tntal Emp\oa«aes| Mm 9,760.17 9,760.17 9,760.17 29,280.51
Basic Salary Expensa 7,595.90 7,595.50 7,595.90 22,787.70
Eamings Expense 200.00 200.00 200.00 600.00
Benefits Expensa 1,367.88 1,367.88  1,367.88  4,103.65
Total Taxes 596.39 596.39 596.39 1,789.16

GONZALEZ,JOSE (00035120) > Total Compensation Expense 9,760.17  9,760.17 9,760.17 29,280.51

25
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7. From the breadcrumbs trail click MDC Manage
Position-Employee Assignments.

Task List Status

Task - Maintain employees by position = Task Instructions

I MDC Manage Position-Employee Assignments I> MDC Position Employes Expenses for each Period

8. From the Position selected above, choose an Please write the employee name
employee within that position. and number.

ACCOUNTANT 3 (00010641)

GONZALEZ JOSE (00035120)

Vacancy
SPEC PROJECTS ADMINISTRATOR 2 (00010647)
POLLOCK, TRACI (00037103)

Vacancy

Note: Every position will have a “vacancy” line. It
does not necessarily indicate that a vacancy exists in
the position. Scroll to the right to view the Available
FTE.

9. Right-Click the employee name and select MDC
Edit Employee Details.

POS00010641 ACK

GONZALEZ,]
Vacancy % MO Edit Employes Details
MDLC Change Status |

POLLOCK, TR MDC Employee Transfer ¥ .
[P_| MO Reverse Employes Transfer
[P_| MO Terminate Employes
VAUGHNS, A [P_| MO Restore Terminated Employes
[P_| MDC Calculate and Allocate All

MDC Assign Employes .
DIXON IR, [ Delete Employes Assignment

Vacancy

Vacancy

26
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10.

11.

12.

At the bottom of the screen, an annual view of the
employee’s salary expense is displayed.

Expanss
:“-.Enﬁty:MM DEATADM-MDEAT ADMINSTRATIVE EXPENSES

rearTotal oct Mov

Basic Salary Expense 91,150.80 7,505.9 7,505.0
Eamings Expense 5,043.37 200 200
Benefits Expenss 16,414.59 1,367.88 1,367.88
Total Taxes 7,358.85 596.39 596.39
Total Compensation Expenss 119,967.62 9,760.17 9,760.17
Gross Earmings 94,894.17 7,687.57 7,687.57
06,194.17 795.9 795.9

At the top of the screen, a list of Employee Detail
components is displayed.

Employee Details

General _Position Details_FTE _ Status Changes _Salary Grades | MDC Step Pay Exception _Additional Earnings | Benefits __Tax Details|_Allocations

5%, Entity:MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES

Years Default
of  Assignment Adjustment Salary Weekly

Employes Employes Employes ir
PayType  FT/PT  Date Service End Date

Number  Name  Type Union Code
EMPO003 GONZALE
Regular K - GSAF/ OPEIU LOCAL 100-SUPERV Non-sxem... Fullti. 2/23/. 28

Basis  Hours

5/26/14 Biwee. 0

Note: Ensure that any applicable Pay Exceptions can
be applied to the employees in your department.

If employees are part time, please verify that benefits
are being accurately reflected.

From the breadcrumbs trail click MDC Manage
Position-Employee Assignments.

Task - Maintain employees by position  Task Instructions

IM:-C Manage Position-Employes Assignments F MDC Manage Employee Details

Note: This action will take you back to the position
and employee listing for the Entity you selected.

--End Activity--

JPosition:ACCOUNTANT 3 (000101

The Operating Budget and

Forecast form data is updated
from HCP two times daily. If the
data on the form is incorrect,
wait until the next refresh, then
check the form.

HCP to Operating Plan data
push is refreshed and available
for analysis approximately at
9:00am, and 2:00pm

What is the Position number for
this employee?

Is this employee Full Time or
Part Time?

Does this employee have
Additional Earnings?

If Yes, what is the Option Start
Date (of one option)?

27
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Activity 5: Assign Existing Job Code to an Index Code

In this activity you will assign a Job Code when you need to add a position to an Index Code.

By using the Job Code to assign a position, the system will automatically load the personnel
elements to the position. Except for those index codes that were not loaded with position
information from PeopleSoft Position Management. In these cases, users are required to
populate the allocation information to ensure that HCP dollars are allocated to the correct Op
Plan entity, and automatically set the allocation for future assigned employees.

No employees are transferred in the Assign Existing Position business rule. Once the Assign
Existing Position process is complete, you may use the Single Step Employee Transfer (Lateral
or Reclass) process to move employees into the target position. Once the employee is
transferred to the new position, all compensation expenses end for that employee (in the source
position) based on the transfer date.

Follow the steps below to complete the process.

Step
1.

Action

From the Task List, navigate to My Task List > Human
Capital Planning Preparation > Manage Position
and Employee Data > Maintain Position Data.

= Forms
» Manage Task Lists
» Decision Package Types
My Task List
o D Operating Preparation
= Hurman Capital Planning Preparation
by [f' Search by Employes Mame

[ Manage Position and Fmployee Data
» EW Maintain position data

> 59 paintain employees by position
% EW |l to-be-hired vacancies
» B MDC Sync Employee Allocations from Position

> Review entity compensation budgsts

Notes
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2. From the Page drop-down list, select the Index Code
where the new position needs to be added.

Click the down-arrow next to the Index Code field.
Task List Status

Task - Maintain position data = Task Instructions

@ Context Request: Current Service Level

MMDEATADM-MDEAT ADMINSTRA' Eil

Position Position
Number Name Fosition Type

POS0D0  ACCOU
ACCOUNTANT 3 {00010641) single Incumbent  ACCOUNTAP

POS000 SPEC PI
SPEC PROJECTS ADMINISTRATOR 2 (00010647) Shared SPEC PROJE

POS000 MDEAT

3. Type any or all or the Index Code name in the Search
field and click the resulting name.

MMOEATANM-MOEAT ANMINETE S [w | [obe]

Page Dimension

Member | mmde] x|

Member

| MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES I

4, Click the Go arrow.

Task - Maintain position data = Task Instru

MMDEATADM-MDEAT ADMINSTE | ™
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5. From the list, right-click any Position.

Position Position
Mumber Name Position Typs

POSDO0  ACCOU
ACCOUNTANT 3 {00010641) Single Inoumbe

MDC Edit Position Details
MDEAT SENIOR EXECUTIVE SEC (0001 [ MDC Calculate and Allocate Position

MDC Add Position o
@ MDC Excude Position from Budgat :
CONTRACTS OFFICER (00010553)  [§ MDC Delete Assigned Job

EXEC DIR. MDEAT (00010652)

6. Click MDC Assign Existing Job.

[ MDC Edit Position Details

[ MDC Calculate and Allocats Position
E MDC Assign Existing Job
[ MDC Copy Position Data
E& MO Exclude Position from Budget
E& MO Delete Assigned Job

EE| Synchronize Position Properties

7. At the confirmation screen, click OK.

Launch Confirmation Message *

After assigning the Position, review the new Position's detail
information then calculate compensation expenses.

i Cancal |

8. The MDC Assign Exisiting Job Screen displays: Make
selection for the 2 available fields:
e EXisting Position
e Enter FTE

9. To change the Existing Job field, click the Search Icon  If you know the Job Code (or name)
located on the right side of the field. ?alr(rj\e, you may simply type itin the
ield.
n?::w Punation ‘?:;WDC"T E

|8 * Enter FTE 1
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10. To display the Job Code descriptions, click the Display
Properties and select Member Name:Alias.

Members Varizbles

QP P E o Eism

Member Name Membear Name

Position | & Alias

» PO5ICO00010 ‘Ii Member Name:Alias I

» POSICO00011 N

> 000012 Alias:Member Name

5 POSICO00013 «  Additional Display Proparties  »
11. In the Search Field, type any part of the job code or name.

Members Variables

[Fosicooonio |-a P PETR'STE

Member Name Alias
Position Position
» POSICOD0010 CLERK 1 (3CD00010)
» POSICODD011 CLERK 2 (JCD00011)
12. Click the Search icon.

Members Variables

POSIC000010 Ryrerar7@s@

Member Name Alias
Pasition Paosition
» POSICO00010 CLERK 1 (3C000010)
» POSICO00011 CLERK 2 (3C000011)
13. Click the Job Code from the list and click the Add Arrow.

Members  Varizbles

POSICO00010 AP P THEH's®

Member Name Alias
Position Position
1 POSICO00010 LERK 1 (J0000010) |

2
Add

]

Remowve

&

Remave All
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14.

15.

16.

17.

At the bottom right corner of the screen, click OK.

Member Name Alias
Position Position
POSICODO010 "CLERK 1 {3JCODO0010)"
Cancel
In the Enter FTE field, type the total number of FTEs for FTE = Full Time Equivalent.

the Position.

Runtime Prompts - MDC Assign Existing Job

Prompt Text Value
_-+ * Existing Position POSIC000010

|1=8] = Enter FTE

Once the fields are populated, click Launch.

Cancel

Once the rule has been launched you will see the new
Position has been added to the current Index Code.

POS000  ACCOU

ACCOUNTANT 3 (00010641) Single Incumbent ACCOUNTANT 3 {JC000317)
POS000 SPECPI
SPEC PROJECTS ADMINISTRATOR 2 (00010647) Shared SPEC PROJECTS ADMINISTRATOR 2 (JC00083.
POS000 MDEAT
MDEAT SENICR EXECUTIVE SEC (00010650) Single Incumbent MDEAT SENIOR EXECUTIVE SEC (JC003343)
POS000 EXECD
EXEC DIR MDEAT (D0010652) Single Incumbent  EXEC DIR MDEAT (1C003359)
POS000 CONTR
CONTRACTS OFFICER (00010653) Single Incumbent CONTRACTS OFFICER (JC003820)
ll POSICD ULERK I
FRK 1 (30000010) Sharad CLERK 1 (30000010
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18.

19.

20.

21.

Right-click the new Job Code Number and select MDC
Edit Position Details.

POSDOO0  ACCOU
ACCOUNTANT 3 (00010641) !
POS0DD0  SPEC PI
SPEC PROJECTS ADMINISTRATOR 2 (00010647) !
POS0D0 MDEAT
MDEAT SENIOR EXECUTIVE SEC (000106500 !
POS0DD0 EXEC D
EXEC DIR. MDEAT (00010652) !
POSDDD CONTR
COMNTRACTS OFFICER (00010853) !
POSICO CLERK
RE 1 10
g7 MDC Edit Position Details
MOC Calculate and Allocats Position
MDC Add Position ¥

[E| MO Exclude Position from Budget
[E| MOC Delets Assigned Job

All of the characteristics of the existing Position are displayed
in the Position Details. Click the FTE tab and it will display
the number you selected in step 15 above.

Position Details

General =~ Employee @ Status Changes | Salary Grades ~ Additional Eamnings | Benefits | Tax Details = Allocations

J Employ

Proposed FTE FTE Start Date
Current Service Level  1st Asslgnment 1/1/50

FTE End Datz

Click the Salary Grades tab. You will see the Salary
Grade is populated based on the Job Code.

General Employee FTE  Status Changes Additional Eamings  Benefits  Tax Details = Allocations

o Employee:Vacancy

Salary Grade Type Grade Salary Basis  Grade Step Option Valus

Current Service Level CLERK 1 (SGD0D010) 1st Element Changs Grade Step Biweekly StepS 554.2§

Click the Allocations Tab. You will notice that the fields
are populated based on the Entity defaults for the position

General Employee FTE  Status Changes  Salary Grades =~ Additional Eamings ~ Benefits = Tax Details Mlncatlons

. Employss:Vacancy

Account Segment  Entity Segment  Fund Segment  Activity Segment  Grant Segment
‘Current Service Level 1st Allocation | EMPLOYEE REG... MMDEATADM-M... ECONOMIC DEV... UndefinedActivity  UndefinedProject

Click the following tabs to view the
copied characteristics of the
Position:

e Additional Earnings

e Benefits

e Tax Details

The System has been defaulted to
start the Position to coincide with
the beginning of the fiscal year (i.e.
October 1Y) and at a Step 5 for
those OCC Code with steps and the
mid-range for non-Step OCC codes.
If you need to change the Grade

Step number for the Position, then
see section 5C below.
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22. In order to view the compensation for the Position, you must
perform the calculation. Go to the lower portion of the screen

and right-click the words Year Total and from the list, click
MDC Calculate and Allocation Position.

Account Segmen

Current Sejp i =
MDC Calculate and Allocats Position

Return to Previous Form

Edit bk
Adjust »
@Cﬂm ments

*= Supporting Detail
@ Change History
&P Attachments
Lock/Unlock Cells
Filter 3

Sort k
rotal Posit ,
"@ Analyze

&P New Ad Hoc Grid
Right-click z Apply Y

Expense

Oct Nov Dec Q1 Jan Feb Mar Q2

23. Once the calculation is complete click OK.

(i) Information -

MO CCalcallocPosition was sucoessful,

0K

24. The position has now been calculated. You may click the
Vacancy Tab to view the compensation calculation for the
number of FTEs you selected.

Expanss
Total Position
YearTotal Oct Nov Dec Q1
Basic Salary Expense 46,502.56 3,875.21 3,875.21 3,875.21 11,625.64
Eamings Expense 4,800 400 400 400 1,200
Benefits Expense 22,299.33 1,858.28 1,358.28 1,358.28 5,574.83
Total Taxes 3,924.65 327.05 327.05 327.05 981.16
Total Compensation Expense 77,526.53 6,460.54 6,460.54 6,460.54 19,381.63
Gross Eamings 48,702.56 4,058.55 4,058.55 4,058.55 12,175.64
Taxable Compensation 51,302.56 4,275.21 4,275.21 4,275.21 12,325.64
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25. Now that the Position is complete, you may begin See the Activities 10 and 12 for

transferring employees into the Position using the MDC instructions on MDC Employee
Employee Transfer (Lateral or Reclass) business Transfers.
rule.
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Section 5B: Updating Allocation Tab for Index-Codes with No Position
Information

In this section of the activity you will:
¢ Identify an index code without Position Information

Update Allocation Tab to ensure that HCP personnel expense data is mapped to the
correct Op Plan financial members (Entity, Fund, Project, and Grant)

Step Action

Notes
1. Use the steps outlined in the section above and navigate to
an index code without position information.
Task List Status
Task - Maintain position data  Task Instructions
gy Context Reguest: Current Serace Level
e e S o [ T T
Number  Karme Type Jb FTPT  Date Date st Code  Code Bage Spread Houre  Siabu FTE FTE  Hasdoourd  Facior
2. From the position title bar, right click on Position Number,
then click MDC Add Position > MDC Assign Existing Job.
MMRO77545-DOC STAMP SURTA [+ | [ 2]
Right-click and add positions
No Formula
Neo Year Year Label
Position  Position
Position Position Position Start End Occupancy  Location
Mumber MName Type Job FT/PT Date Date Status Code
[Z4 MDC Edit Position Details
E;l| MDC Calculate and Allocate Position
3 @ MDC Assign Existing Job |
E;l| MD{C Exclude Position from Budget
|:E'| MD{C Delete Assigned Job
3.

After you assign an existing job code, as outlined in the
section above click the Allocation Tab. You will notice that
the fields are not populated for any of the financial members

Position Details

General Employee FTE  Status Changes  Salary Grades  Additional Eamings  Benefits | Tax Detzils

Right-click and add allocations

# Emplc

Allecation
Account Entity Fund Activity Grant Start

Allocated
Segment Segment Segment Segment Segment Dates

Allocation  Percentage Fat
End Date  Allocation  Amount

In the Account Segment field, right-click and select Add
Allocation Information.

Right-click and add allocations

Account Entity

Fund Activity Gr
Segment Segment Segment Seg

m Add Allocation Information I
I:E| Delste Allocation Information

[-_nll MDC View Allocation Expenses
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On the Add Allocation screen, complete the fields as
follows: Click Add.

Fromgt Text Value
|l * Enter Effective Crart Cuate | 1
‘ Enter Effecttor End Date

& = Mlocation Type |'=\:|-.=|::.1;|e Allchion hesignmeniis” n
] Enter Alkocation Percantage
s Enter Alkxcated Flat Amount
o Rt “Current Sarvic Lovwsl” .

100

Click Ok when the AddDistribution was successful
screen pops up.
@ Information =

AddDistribution was successful.

|

Click the drop-down arrow next to the Account Segment
field and select Employee Regular.

Account Segment Entity Segment Fund Ssgment Ac
Current Service Level 1st Allocation
Entries =

Search
Mame

EMPLOYEE REGULAR (00110

PART TIME EMPLOYEE (00112) -~
EXECUTIVE BEMEFIT PAYMENTS {00120)
FLEX DOLLARS (00122)

Make a selection from each of the following tabs:
e Entity Segment (Index Code)
e Fund Segment (Fund/Subfund)
e Activity Segment (Project)
e Grant Segment (Grant)

Account Segment | Entity Segment Fund Segment  Activity Segment  Grant Segmant |

Allocation Start

Current Sarvice Level | 1st Allocation

ne

Note: If no Activity or Project is required, search and select
Undefined Activity and Undefined Project.
To save the changes, click the Save icon on the toolbar.

Enterprise Performance Man

MNavigate FHle Edit View Favorites Tools Ad

A m tBooe B ® Z |/ 4
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Section 5C: Updating Salary Grades Information

As noted in step 20 of the first section of Activity 5, if the system default settings for the Salary
Grade line is not at the step/range for planning the budget, then this section will show you the
steps to update the Salary Grade line.

In this section of the activity you will:
o Delete the default Salary Grade setting
e Add new salary information line

Step Action Notes
1. Use the steps outlined in the section above and navigate to
MDC Edit Position Details > Salary Grade Tab.

o Task List Statug
Managa Task Lists
Docison Package Types

2. On the Salary Grade line, right-click and select Delete
Salary Information.

General Employee FTE Status Changes Salary Grades Additional Eamings

Element =
I Current Servica Levall DATA ENTRY SPECIALIST 1 {SG000015) I 1st Element Change &
Return to Previous Form
34 Add Salary Information
I Ijﬁll Delete Zalary Informatiunl

3. Click Delete on the prompt shown below.

== o
4, At theconfirmation screen, click OK.
(i) Information =

DelstesalElement was successful.

OK
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5.

Information.

Position Details

General Employee FTE  Status Changes  Salary Grades  Additional Eamings ~ Benefits

Right-click and add Salary Grades

Option  Option  Allows  Owverride
Stat End  Value Option
Date Date Change Value

Opticn
Valug
Raturn to Previous Form
|Ep_|Add Salary Information I
E& Delete Salary Information

At the Add Salary Information prompt box, click the
Member Selection Icon.
Runtime Prompts - Add Salary Information

Prompt Text

7 * Slect Salary Grade

M Select Grade Sequence
I‘_“.'I * Select Grade Step

] * Eter Efectve St Date
i * Request

Valie
"Salary Grades"
None

Stepd

"Current Senvice Level'

In the Search Field, type any part of the job code number
or name.

Dimensions Element| v

Members  Variables Filtered Search

000021 AP P
Member Name

Element

 Salary Grades

Q@

Click the Search icon.

Dimensions Element | v

Members = Varizbles

000021 '@? b =2 5
Member Name
Element

» Salary Grades

On the Salary Grade line, right-click and select Add Salary

Refer to step 10 in the first section
of this activity for instructions on

displaying Member Name,
Alias.
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9. Click the Job Code from the list and click the Add Arrow.
Dimensions Element [+ |
Members Variables
000021 AP PERTETE
Member Name
Element
| sGoooo2i |
&
Add
9
Remowve
Remove All
10. At the bottom right corner of the screen, click OK.
Member Name
Element
SGO00021
@ Cancel
11.

In the Select Grade Step field, select the Step thatyou  Note, if user selects a Step Salary
want to add. for a Step 99 Salary grade or Step

99 Salary for Step Salary Grade, the
P p—— o system will generate an error
[ pr—— (oo message.

] Sebecz Grnctn Samncn ~]
E ===
Wl " Erter Effectve St Date:

&~ Regvest

"Current Senvice Level”
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12.

13.

14.

15.

In the enter Effective Start Date, specify the date that
the salary calculation should start.

Once the fields are populated, Click Add.

Cancel

Once the Salary Grade is added, click OK.

(i) Information *
Add=alElement was successful.

Refer to steps 22, 23, and 24 in the first section of this
Activity for instructions on performing salary calculation by
running the MDC Calculate and Allocation Position
rule.

42



BUDGETING ANALYSIS TOOL

Section 5D: Zeroing Out a Position

You will come across instances where you will want to zero out the information that is currently
in BAT for a particular position. This activity will guide you through the process of zeroing out a

position.

Please note that this is the first step in Reclassifying a position in the budget (the second part of
this process is detailed in Activity 12).

In this section of the activity you will:

Step
1.
2.
3.

Clear out position information so there is not impact to the budget for the position

Action Notes
Use the steps outlined in the section above and navigate to Ensure that the position that you
MDC Edit Position Details > FTE Tab. want to clear out does not contain

any employees.

> Forms Task List Status

» Manage Task Lists Task - Maintain position data  Task Instructions
> Decision Package Types

My Task List

MDC Manage All Positions > MDC Manage Position Details

o Entity: MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES J Po:

& I Operating Preparation

Position Details
General | Employee E Status Changes | Salary Grades | Additional Eamings | Benefits | T

Proposed FTE  FTEStartDate  FTE End Date
Current Service Level 1st Assignment 1 10/1/16

On the FTE line, right-click and select MDC Update FTE.

Proposed FTE FTE Start Date FTE End Date
Qurrent Sg=c==t =mt Tk femiom et ] 1 10f1/16

[ MDC Update FTE

RetUm 10 Previous Fol

rm

Edit 3

Adjust 3
@Cﬂm ments

Fill in the Effective Start Date of the change. The
Effective End Date is optional and can be left blank. And

enter a “0” for Enter FTE. Click Add on the bottom right
hand corner when you have entered all the data.

[§
1 Busline Prosapts - MDE Updale FTE

ik

|
|
]
[
1
H
|
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Step
4.

Action
At the confir_mation screen, click OK.

@ Information S

MDCADDFTEApproveCalc was successful.

A review of the Expense portion of the form will show that
all position expenses have been cleared.

Task - Maintain position data = Task Instructions

MDC Manage All Positions > MDC Manage Position Details
.’%“Enﬁty:l\"lh'ﬂ'EENE)(P-TEEN COURT OPERATIONAL EXPENDITURES ]
Position Details

General Employee  FTE | Status Changes  Salary Grades  Additional Earnings | Benefits

Proposed FTE FTE Start Date FTE End Date
‘Current Service Level 1st Assignment 0 10/1/16

Vacancy

Right-click and calculate the compensation budget

YearTotal Oct NMov Dec O1 Jan Feb Mar 02 Apr May Jun 03 Jul Aug Sep 04

--End Activity--

Notes
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Activity 6: Exclude Position from Budget

When a position in your department is vacant (without employees), the position can be excluded
from the budget. The compensation for this position will stop calculating and thus not be
included in your budget.

When a Position is excluded from the Budget:
o All employees are transferred out; the position Occupancy Status must be vacant.
e Compensation expense for vacancies no longer calculates
e The Position remains in BAT with no compensation calculation

In this activity, you will:

Review the compensation results of a position.
Exclude the position from the budget.

Execute the compensation calculations.
Review the results.

Step Action Notes
1. From the task list navigate to Human Capital

Planning (HCP) Preparation > Manage

Position and Employee Data > Maintain

position data.

» Forms
> Manage Task Lists
» Decision Package Types
My Task List
[+ r: Operating Preparation
= Human Capital Planning Preparation
= [3: Search by Employee Name

[- Manzage Position and Employes Data
» 5 Maintain position data

¥ Maintain employess by position
» B Fill to-be-hired vacancies
> EW MDC Sync Employes Allocations from Position

> Raview entity compensation budgsets
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2. From the Entity box, click the drop-down arrow
and select an Entity member used in the last activity.
MMDOEATANM-MDOEAT ANMINSTE | w -I~|

Page Dimension x

Member Immteel )'1

Member

MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES I

3. Click the right arrow Go icon to display the
positions.

MMTEENEXP-TEEN COURT OPER [+

4. From the Position listing, locate a position with an
Occupancy Status of Vacant.

Mo Year

Peamon, Postien
Fosman Murmber  Mame  Posiion Type Mb

OFFICE SUPPORT SPECIALIST 2 (00010638}
OFFICE SUFPORT SPECLALEST 2 (00010635)
TRAINING SPECIALIST 7 (0010647

ADMINISTRATIVE OFFICER 2 (DO0L0S43)

ADMINISTRATIVE OFFICER 3 (DOOL0646)

Note: If you need to exclude a position that contains
active employees, you need to Transfer Out all

employees, then proceed with the Exclude Position
process.
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5. To review the compensation expenses, in the Position
you wish to exclude, right-click the Position and
select MDC Edit Position Details.

MMTEENEXP-TEEN CD

Position = Position
Mumber MName
| POSDDO OFFICE

[ MDC Edit Position Details FICE
OFFICE SUPPORT
MEC Calculats and Allocate Position
AINI
TRAINIMG SPECIAL MDC Add Position
. [#5mDC Exdude Position from Budgst IMINI
6. At the bottom of the screen the compensation expense
for the vacant position displays.
Expense
Total Position
YearTotal Oct Nov Dec Q1L
Basic Salary Expense 30,109.56 2,509.13 2,509.13 2,509.13 7,527.39)
Eamings Expanse 2,400 200 200 200 600
Benefits Expense 11,681.46 97345 97345 97345 2,920.36|
Total Taxes 2,486.98 207.25 207.25 207.25 621.75|
Total Compensation Expense 46,678.00 3,889.83 3,889.83 3,889.83 11,669.50|
Gross Eamnings 31,209.56 2,600.80 2,600.80 2,600.80 7,802.39
Taxable Compensation 32,509.56 2,709.13 2,709.13 2,709.13 8,127.39

Note: Since this is a vacant position, both the Total

Position tab and Vacancy tab will display the same
compensation expense values.

7. From the breadcrumbs trail click MDC Manage All

Positions.

Task - Maintain position data

Task Instructions

I MDC Manage All Positions I} MDC Manage Position Details
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8. Right click the Vacant Position to exclude and
select Exclude Position from Budget.

POS0D0  OFFICE

OFFICE SUPPORT SPECIA! 15T 7 fARA1A&3SY Single Incumbent

OFFICE SUPPORT SpeCrs L2 MDC Eit Position Details Single Incumbent
@ MDC Calculatz and Allocate Position

TRAINING SPECIALIST 2 o ai position , Shared

ADMINISTRATIVE OFFIc| (1 MDC Exclude Position from Budgat | single Incumbent
MDC Delete Assigned Job

ADMINISTRATIVE OFFICI @ Synchronize Position Properties single Incumbent
9. At the confirmation message, click OK.
Launch Confirmation Message =

Do you want to exclude this position from Budget?

10. The Exclude Position from Budget screen
appears:

Enter Effective Start Date - Specify when to
exclude the Position from the budget calculation.
Enter Effective End Date (Optional) - Specify
when to include the Position again in the budget
calculation.

Enter the Effective Start Date.

| Runtime Prompts - MDC Excdlude Position from Budget

Prompt Text Valus

_d * 1:Enter Effactive Start Date 10/1/16
{8 1:Enter Effective End Date

Note: Effective End Date is optional and can be left

blank to exclude the Position from the budget ;5
indefinitely.
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11.

12.

13.

14,

In the lower right corner of the screen, click the
Exclude button.

Cancel

At the confirmation message, click OK.

(i) Information "
MOCExcludePosCalcAlloc was successiul,

Right-click the Position and select MDC Edit
Position Details.

Position Number Mame Pesition Type
BOSNN OFFTCF
I OFFICE SUPPORT SPECIALIST 2 {0001063!!}' 1
| 2 MDC Edit Position Details |

OFFICE SUPPORT SPECIALIST 2 (00010639) @ MDC Caleulats 2nd Allocate Position 1

TRAINING SPECIALIST 2 (00010642 MDC Add Position '
EE;J MDC Exclude Position from Budget
ADMINISTRATIVE OFFICER 2 (00010643) [ MOC Delete Assigned Job 1

ADMINISTRATIVE OFFICER 3 (00010646) (1 Synchronize Position Properties 1

The compensation expense for the Vacant position has
ended.

Expense

Total Position  Vacancy

Right-click and calculate the compensation budgst

YearTotal Oct Mov Dec Q1 Jan Feb Mar Q2 Apr May Jun Q3 Jul Aug Sep Q4

--End Activity--
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Activity 7. Add/Reduce FTE on a Position

This activity will guide you through the steps to add and reduce FTE on a position. If you have a
position that requires addition or reduction in FTE, follow the steps below.

Important: When entering new, adjusted FTE numbers for a position, the FTE number
entered on the screen will be the New Total FTE Amount for the position.

For example: If the current FTE for a position is 5 and you need to add 4 new FTEs, the FTE

amount entered for the position is 9.

Step Action

1. From the My Task List, navigate to Human
Capital Planning Preparation > Manage
Position and Employee Data > Maintain
position data.

My Task List

i3 f: Operating Preparation
i Human Capital Planning Preparation
[ C Search by Employes Name
i .
> tp Maintain position data
> ) Maintain employees by position
[+ tp Fill to-be-hired vacancies

Data

» B mpe Sync Employee allocations from Position
v B Raview entity compensation budgets

> B peview and approve positions

2. From the Entity drop-down list, select the desired

Entity (Index Code).

MMOEATANM-MNEAT ANMINETRA [w | [ o]

Page Dimension b

Member mmd| »

Member

I MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES

Notes
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3. A list of Positions display on the screen. Select the
position which you want to add FTE(S).

§ il

PR

Locate the Position Type column and change from
Single Incumbent to Shared.

POS000 ACCOU
Single Incumbent  ACCOUNTANT 3 (JCO00317)

POS000 SPECPI
SPEC PROJECTS ADMINISTRATOR 2 (00010647) igle Incumbentw | SpEC PROJECTS ADMINISTRATOR 2 (300008;

POS000 MDEAT | prsdec

ACCOUNTANT 3 (00010541)

=

*
MDEAT SENIOR EXECUTIVE SEC (00010650)

POSO00 EXECD | search |
EXEC DIR MDEAT (0D0010652)

POS000 CONTR. ;‘;ma
CONTRACTS OFFICER (00010653)
Single Incumbent
Pooled

5. Click the Save icon.

Enterprise Performance Man

Nawvigate Fle Edit View Favorites Tools Ad

A & TbBpore B & E | g 4

6. Right-click the position name and select MDC Edit
Position Details.

POS00D0  ACCOU
ACCOUNTANT 3 (00010641} Single Incumbent  AC

PROJECTS ADMINISTRATOR 2 (0001
u[&lmm Edit Position Details I

MDEAT SENIOR EXECUTIVE SEC (00010650) L] MDC Calculate and Allocate Position

MDC Add Position 3
EE| MDC Exclude Position from Budget
CONTRACTS OFFICFR (000106531 74 MDC Delete Assianed Job

EXEC DIR. MDEAT (00010652)

7. Click the FTE tab.

Position Details

General = Employee Status Changes | Salary Grades = Additional Eamings | Benefits = Tax Details | Allocations

Position Number Position Name Position Type FT/PT Job F
POS00010647 SPEC PROJECTS ADM
Shared Full-time SPEC PROJECTS AD...

Please write the Position

Number here. We will use this
position in an upcoming Activity.
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8.

10.

11.

Right-click the Proposed FTE field and select MDC
Update FTE.

Proposed FTE FTE Start Date FTE End Dat=

Curmrent Service Level  1st Assignment — =
MDC Update FTE

Return to Previous Form
Edit 3

The following prompts will appear:

e Enter Effective Start Date = FTE Start Date

e Enter Effective End Date = FTE End Date
(optional)

e Enter FTE = Total FTE for the position

Important: In the Enter FTE field, type the new total
FTE for the position.

Example: If current FTE in the position
is 3 and you need to increase it by 2 FTE.
The amount in the Enter FTE field is 5.

: Runtime Prompts - MDC Update FTE ®

Prompt Text Value
| j * LEnker Effective Start Date

A L:Enter Effective End Dete

i * nter FTE

At the bottom right hand corner of the dialog box shown
in step 9, click Add to add or reduce FTE. The new
FTE total will be updated.

[l o

Once the FTE has been updated, you may view it on
the Position / FTE tab.

:‘l_'"Er‘tit}':MP-’DEAT_&DM—MDEAT ADMINSTRATIVE EXPENSES
Position Details
General | Employee Status Changes = Salary Grades =~ Additional Eamings =~ Benefits | Tz

Proposed FTE FTE Start Date FTE End Date
Current Service Level  1st Assignment 1 10/1/15 9f30f16
| 2nd Assignment 3 10/1/16 |

--End Activity--
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Activity 8: Search for an Employee by Name

This activity will guide you through the steps to Search by Employee Name in HCP. As
you are working though the Position and Employee information in your department, you may
need to search for existing employees and view their assignment details.

Step Action Notes
1. From the My Task List, navigate to Human

Capital Planning Preparation > Search by

Employee Name.

) Forms

» Manage Task Lists

» Decision Package Types
My Task List

M [ Operating Preparation

X Human Capitgl Planning Prepargtion
5 B9 cearch by Employes Mame

& Manage Position and Employees Data
= & Maintain position data

[ & Maintain employees by position
[ L Fill to-be-hired vacancies

2. To search for an employee, click the down-arrow
next to the Employee Search field.
i@y Current Year of View: FY16-17

M FRK 1 (EMPONONLNY E - |
| Page Dimension *

Member |

Member
CLERK 1 (EMPOODOLD)
MOREMO, CRISTINA (00002154) ~
SANABRIA,JOHMNY (00003399)
YMASTRILLA,PABLO (D00D0G04L)
GEORGE,ANTHONY (00008156)
SANCHEZ,MERCEDES (00008963)
SPIVACK,ROY (00011512)
WRIGHT,LAURA (00011529)
FRANCIS,PERLIME (00013606)
DURAN, NORMA, (00014074)
ODELLA,MERCEDES (DD016581)
WALLES, LUCLA (000165911)
SMITH,CAROLYM (00020040)
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Step
3.

Action
Type any part of the Employee Name or
Employee Number in the search filed.

Make your selection by clicking the Employee
Name.

i@y Current Year of View: FY15-16

IOHNSON FRTC (21 A3 16 - -il

| Page Dimension *

Member pollock

Member
POLLOCK, STEPHEN (00152591)
POLLOCK, TRACI (00037103)
POLLOCK, BRANDON (00305405
POLLOCK,STARLA (00312237)
POLLOCK,LATOYA (00196795)
POLLOCK, ANTOINETTE (00025342
POLLOCK JR,WILEY (00018123)
POLLOCK,STEPHEN (00143718)

Click the Go arrow.
POLLOCK, TRACT (00037103) - E

The Employee Details (Position, Entity, etc.) display
on the screen.

o;i Current Year of View: FY15-1& i

[FoLiockTRACT (D0037103) ] [~ ][]

MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES SPEC PROJECTS ADMINISTRATOR 2 (00010647

Right-click the Position Name. From the menu
select Manage Employee by Position.

POLLOCK, TRACT (00037103) | |[=]

MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES ‘

EE] Manage Employes by Position
Edit 3
Adjust 3
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7.

The employee details, including earnings, display on
the screen.

[ e T o i i o e i e BT e s

= = = = - = o
o Sy P ~ = ™ - memm " . .
tres . mn = . =an r |
= o o ™ Lmm e ™ ma
o o e sy o [ ey il
et - -t man - e tman -

You may search for additional employees using the
same steps above.

--End Activity--
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Activity 9: Hiring a New Employee

This activity describes how to add a new employee (To-be-Hired employee) to an existing
position in an Entity within your department. When you have vacancy in a position, the
compensation expense for the vacancy is calculated in the position. If you know that you will be

filling the position at a future date, you may use the MDC To-Be-Hired Employee function
outlined below.

If you will be filling the vacancy with an existing employee (and that employee already exists in
BAT), you will follow the steps below and use the MDC Assign Existing Employee option.

In this activity, you will:

¢ Open the Maintain Employees by Position task list item and locate the vacant
position you added in the last activity
e Assign a To — Be —Hired employee to the vacant position

Step Action Notes
1. From the task list navigate to Human Capital

Planning (HCP) Preparation > Manage

Position and Employee Data > Maintain

Employees by Position.

My Task List

[ i: p Operating Preparation
P Human Capital Planning Preparation
v B cearh by Employee Name
P Manaoe Position and Employes Data
» EM Maintain position data

I > B Maintain employees by pasition I

» " Fill to-be-hired vacancies
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2. From the Entity box, click the drop-down arrow
and select the Entity member used in the last activity

MMTEENEYE-TEEN rrUeT noenat [ )

Page Dimension *

Member  mm| x

Member
MMTEENEXP-TEEN COURT OPERATIOMAL
EXPEMDITURES L]

MM2012ADM-OVERTOWN REVITALIZATION
ADMINISTRATION

MM2012PROG-OVERTOWN REVITALIZATION PROGRAM
MMAPP1995001-CHRITIAN HAITIAN-AMER. 95
MMAPP1995002-COCONUT GROVE FAM HEALTH CTR 95
MMAPP1995003-CONCERNED AFRICAN WOMEN 95
MMAPP1995004-FCAA 95
MMAPP1995005-FAMILY FOUNDATION 55
MMAPP1995006-INMNER. CITY CHILDREN TOUR DANCE

93
MMAPP1995007-GOULDS COALITION OF MINISTERS 95 W
MMAPE19950N0R-HFAI TH CHOTCF NFTWORE 85

3. Click the right arrow Go icon to display the
positions.

4, A list of positions and employees display for the Entity
selected. Scroll to the right and locate a position that
contains a vacancy.

OFFICE SUSPORT SPECIALIST 1 {00030638) Vaerey Lierwe & Apprmd
OFFICE SLSWORT SPECIALIST 2 (00020609)
ACOSTAMRACELL (00134083 deerage = Appeoved

acsrey Bmrac a0 gt 1
TRAINING SPECIAL IS 3 (0010643 rarey - 0 dppeved
ACHINSSTRATIVE CAFICES 3 (30415641} Vacancy hrnc o dpproend
ADMINGSTRATIVE CFFICER 3 (20010646} vaeweey Brne o dppived
CLINICAL PEPOMOLOGIST 1 (0001064H)
ROBERTSONISCHAT (0001 Aesrage 4 Apgeoved

ncancy O a1 dgpeend ]
AATIELE SIRVCES SPRC (20010635}
CECER DALY [DOHN)  Averace o depenved

ALCARDELIGEP (S0158010)  hemrage o) gt

ASPAN M (D0LSE04) Larne

- - (] —

Please write the Entity/Index

Code here.

Choose the Position you

selected on Page 56 Step 3.
You increased the FTE on this

position.
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Right-click the Vacancy and select MDC Assign
Employee > MDC Assigned To-Be-Hired
Employee.

Rp—
[F4 MO Edit Employee Details

ACOSTAM
E MO Change Status

40 Approved

Vacancy MDD Employes Transfer » 40 Approved
E MDC Reverse Employee Transfer
Vacancy 40 Approved
E MDC Terminate Employes
Vacancy E MDC Restore Terminated Employee 40 Approved
E MOC Calculate and Allocats all
Vacancy 4n Anneo =
I MDC Assign Employes I LS EEI MDC Assign Existing Employes
ROBERTS( I—-El Delete Employes Assignment I[:Q_I MDC Assign To-be-Hired Employeel
Edit »

S P E——

The MDC Assign To-Be-Hired Employee screen
appears. Complete the following fields for the New
TBH employee as follows:

Runtime Prompts - MDC Assign To-be-Hired Employee

Promipt Text Value
s Enter Employes Number

ﬁ * Enter Employes Name

_._3_;] * Select Employes Type Tempaorary

|_s_a] * Select FT/PT Full-time

_._s_;] * Select Pay Type Exempt

_|_3_3] * Select Union Code A - AFSCME LOCAL 121 - WASD
_._s_;] * Select Location Code Mo Location Code Assigned

1] * Enter FTE
|1#] Enter Overtime Hours
[ = Enter Hire Date

1] * Is Replacement Mo 1S

Note: All fields with an * are a required field.

Enter Employee Name - Enter the Employee’s
name

Select Employee Type - Select the appropriate
Employee Type. Select Regular.

Select FT/PT - Select either Full-time or Part-time
Select Pay Type - Select the appropriate Pay Type
Select Union Code - Select the Union Code
Select Location Code - No Location Code
Assigned

Enter FTE - Enter the # of FTEs

Enter Hire Date - Hire Date

Is Replacement - Select the appropriate response
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7. When finished, click Assign.
At the confirmation message, click OK.
I:D Information X |

MODCFillPositionApprove was successful.

8. The To Be Hired 2 Employee is added to the screen.
TRAINING SPECIALIST 2 (00010642)
-TUbEH\redZ
- POSD0010642 TRAINING SPECL
To be Hired 106
POSDD010642 TRAINING SPECL
Vacancy
9. To view the New Employee details, right-click To Be

Hired 2 and select MDC Edit Employee Details

To be Hired 2
MDC Edit Employee Details f

To be Hired 106 IE = I

EZ| MDC Change Status :
Vacancy MDC Employes Transfer 3
Vacancy E@ MD{C Reverse Employes Transfer .

E@ MDC Terminate Employes |

10. The New Employee details display on the screen.

Employes Details

General| Position Details  FTE | Status Changes | Salary G

:“:" Entity:MMTEENEXP-TEEN COURT O

Employes Employes Employes
MNumbsr Mame Type Union Code

TBH John Smith

Regular L - NON BARGAINI...
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11. Click the FTE tab to review the new FTE.

Employee Details
General = Position Details Status Changes =~ Salary Grades = MDC Step Pay Exception &
:",—-.Entit‘,':MMTEENEXP—TEEN COURT OPERATIONAL EXPEMDITURES

Proposed FTE ELE FTE End Date

Lcurrent service Level 1t asgionment 1 10/1/18

12. To calculate the Employee compensation, in the
Expense (lower) portion of the screen, right-click the
YearTotal cell and click MDC Calculate and
Allocate All.

F el L AARATECRIWE T

Return to Previous Form
D'-“Te"l [y MDC Calculate and Allocate Al I
[:l MDC View Allocation Expenses

Edit 3
Adjust 3
@Cﬂmmentﬁ

*= Supporting Detail
{E Change History

& Attachments
& LockfUnlock Calls
Filter 3
Sort 3
Expense Q Analyze

&P New Ad Hoc Grid
ghi-click

g

A
YearTotal| Oct Nov Dec Q1 Jan Feb Mar

At the confirmation message, click OK.

13. At the bottom of the screen you will see that Please note that you CANNOT
compensation has been calculated for this employee transfer To Be Hired employees
beginning on October 1, 2016. in BAT.

YearTotzl Oct Nov Dec Q1
Basic Salary Expansa 44,126.60 3677.22 3,677.22 3,677.22 11,031.65
Eamings Expense 3,467.01 232.93 232.93 23293 698.80
Bensfits Expense 12,798.05 1,066.50 1,066.50 1,066.50 3,198.51
Total Taxes 3,640.91 299.13 299.13 299,13 897.38
Tatal Compensation Expense 64,032.58 5,275.78 5,275.78 5,275.78 15,827.34
Gross Eamings 46,293.61 3,801.82 3,801.82 3,801.82 11,405.45
Taxable Compensation 47,593.61 3,910.15 3,910.15 3,910.15 11,730.45
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14, Users should double check allocation tab to verify that
a new hire has been allocated to the correct index code

financial combination.

--End Activity--

If there is no data in the
allocation, the user will need to

follow Section 5B instructions
to properly allocate dollars.
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Activity 10: Transferring an Employee within a
Department

This activity describes how to transfer an employee to an existing position in another Entity
within your department.

You will use the Transfer process when an employee is transferring to a new index code and
position.

Once the transfer process is complete, open the employee record and verify that the original
salary grade for the employee is correct.

In this activity, you will:

e Open the Task List and navigate to the Human Capital Planning Preparation >
Manage Position and Employee Data > Maintain Employees by Position
option

o Go to the target index code and verify that availability exists in the position.

o Use the MDC Employee Transfer option to move the employee to a new index code
and equivalent position within a department

e View the updated compensation expense

Step Action Notes

1. From the Task List, navigate to Human Capital
Planning (HCP) Preparation > Manage Position
and Employee Data > Maintain Employees by
Position.

My Task List

by ' J Operating Preparation
P Hurnan Capital Planning Preparation
v B earh by Employes Name
i Manage Position and Employee Data

» EW Maintain position data

I > 5 pMaintain employees by position I

» B Fll to-be-hired vacancies
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2. From the Entity drop-down list, select an Entity Please write down the Index
(source Index Code) that contains the employee to be Code selected.
transferred. We will transfer an employee from this
location.

Click the GO icon.

MMOEATANM-MNOEAT ANMINSTE | W E

Page Dimension =
Member  mm| b L
Member

I MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES I

MMRO77545-DOC STAMP SLIRTAX ~

MMROF7S52-INT - INVEST

MMRO77580-INT - MTG INT

MMRO77578-CASH CARRY-OVER

MMRO77669-CASH MISC INCOME
MMROB1919-GRANT STATE ATTY GEN
MME2017EXP-TCT YOUTH MENTAL HALTH COMF EXP
MME2017INT-TCT YOUTH MENTAL HALTH INT INC
MME2017REV-TCT YOUTH MENTAL HALTH

CONFERENCE REV
MMRGFTRANF-TR FR. GENERAL FUND ECONOMIC
DEVELOPMENT v
KMBNLATOAMMECCS 27075 SOIMBMATT CEC
[
3. A list of Positions and Employees display on the Please write the Position
screen. Number and Employee Name
and Number (to be
| MMDEATADM-MDEAT ADMINSTRA |+ || =] transferred).
Position Number Employee Name
ACCOUNTANT 3 (D0010641) POS00010641
GONZALEZ, JOSE (00035120)
POS0D0010641 .
latxicy Paosition Number
SPEC PROJECTS ADMINISTRATOR 2 (00010647) POS00010647
POLLOCK, TRACI (D0037103)
POS00010647

Vacancy
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4. Right-click the employee name and select MDC Edit
Employee Details.

Position Number Position Name

ACCOUNTANT 3 (00010641) POS00010641 ACCOUNTANT 3
GONZALEZ,JOSE (000351
| [ MDC Edit Employee Details |
pacancy; I_‘E| MDC Change Status
SPEC PROJECTS ADMINISTRATOR 2 (00010647)
POLLOCK, TRACI (0003710 MDC Employee Transfer 3
I:E| MDC Reverse Employes Transfer
Vacancy [ MDC Terminate Emplayes
5. Click the Salary Grades Tab to view the salary grade ~ Please write the Employee
for this employee. Salary Grade

Employes Details
General | Position Details | FTE | StotusChanges  palary Grade  MDC Step Pay Exception | Additional Eamings | Benefits  Tax Details  Allocati

% Entity:MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES 1, Position:ACCOUNTANT 3 {
ot o T S e st e S O N
6. Before the employee is transferred to the new entity Please write the target Entity
location (target), the target position must contain a and Position Name and
vacancy. Number.

@y Current Year of View:

MMTEENEYPE-TEEN T IRT OPER | W m

Page Dimension *

Member mmtes] ®

Member
I MMTEENEXP-TEEM COURT OPERATIOMAL EXPENDITURES I
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7.

To verify the vacancy, open the target Entity and verify
that the position has an Available FTE (scroll to the right
and locate the Available FTE column).

sl

OFFICE SUPPORT SPECIALIST 7 (00010438)
Tobeted 1 15 Dby dverage #) Approved

Vacancy
OFFICE SUPPORT SPECTALIST 7 (00010639)
ACTETAARMCIL (90156303

TRAINING SPECIALIST 2 (001042}

Note: When an employee is transferred — the target
Entity must contain at least 1 vacancy.

If the Entity does not have a vacancy, you may add
availability as outlined in the Add - Reduce FTE to a
Position activity.

Right-click the target position and select MDC View
Position Details > MDC View Salary Grades.

IA.DMIN]SI'RM‘NE omcml 50 Biweskly
[zl MDC View Employee Cost by period
ADMINISTRATIVE OFFICER ) | , 50 Biweskly
CLINICAL PSYCHOLOGIST 1 _1IDC Assian Employes
MDC View Position Details F 1L MDC View Salary Grades
Edit » [ MDC View Additional Eamings
JUVENILE SERVICES spec | Adiust ¥ [24MDC View Taxes

The salary grade for the Target Position displays.

Salary  Grade
Grade  Salary  Grade
Type Basis Step

Current Service Level [ADMINISTRATIVE QFFICER 2 (5G000811) | 15t Element Change Grade.. Biwes. StepSs

Note: When you use Employee Transfer, the
employee will be transferred into the target position — but
the employee will retain their existing Employee Salary
Grade. When complete, the employee salary grade will
not match the salary grade displayed here.

Please write the target
Position Salary Grade.

68



BUDGETING ANALYSIS TOOL

10.

11.

12.

From the Task List, click Maintain Employees by
Position.

My Task List

g ij Operating Preparation
P Human Capital Planning Preparation
[ & Search by Employes Name
i:jgl"«“lanagna Position and Employee Data |
= o Maintain position data

I [ e Maintain employees by position I
[ 5 5l to-be-hired vacancies

Navigate back to the Source Entity (Step 2 above)
and click the Go button. Right-click the employee to be
transferred and select MDC Employee Transfer.

Pasition Paosition Mumber Pos

Z00 HOSPITAL TECHNICIAN (00011738) _ POSD0011739 Z00

ROMEQ,NIC [ MDC Edit Employee Details
MDC Change Status
Vacancy
@ MDC Employee Transfer I
Z0O MIAMI KEEPER (00011740) Vacancy ml MDC Reverse Employes Transfer
G;'_| MDC Terminate Employes

ASSOCIATE Z00 VETERINARIAN (00011741) Vacancy

At the confirmation screen, click OK.

Launch Confirmation Message *
After the transfer, please review the Employes Details (Salary Grade)
for accuracy.
@ Cancel|
) |

You may transfer to another
Position in the same Entity.
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13.

14.

The MDC Employee Transfer screen appears.
Complete the following fields as follows:

Runtime Prompts - MDC Employee Transfer - Lateral

Prompt Text Valus

_a * 1:Enter Effective Start Date 1/1/17
4 * Select Employes "EMPDO035120"
_‘-"' * Select Source Entity "EMMDEATADM™
¥ * Select Source Position "POS00010641"
_‘-"' * Select Target Entity "EMMDEATADM™
2% * Select Target Position "POS00010641"

Note: All fields with an * are a required field.

Enter Effective Start Date - Enter the Employee’s
Start Date for the new positions

Select Employee — This field defaults to the employee
that is being transferred.

Select Source Entity — This field defaults to the
employee’s original entity.

Select Source Position — This field defaults to the
employee’s original position.

Select Target Entity — The user would enter the
entity to which the employee is being transferred.
Select Target Position — The user would enter the
position the employee will hold post transfer.

If you do not know the entity/position to which the
employee is being transferred to, you can search for them
using the search icons shown below.

= Sebect Target Entty

W ™ Select Torget Pedion “POG0001064L" D

You can enter any part of the entity in the search field as
shown below.

Members  Variables

$E/Rw®
Member Name

Entity
|  EMMTEENEXP |
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15.

16.
17.

18.

19.

Use the Add arrow to move it to the selection area.

&

Add
4

Remaowve

£

Remave All

Click OK.

Member Name
Entity

EMMTEENEXP

You can enter any part of the position in the search field
as shown below.

Members

Variables

Er»a 2w

Member Name Alias
Position Position
| » POSDDD10643 ADMINISTRATIVE OFFICER 2 (000106.]

Use the Add arrow to move it to the selection area.

Remave

&

Remaove All

Click OK.

Member Name Alias
Position Position
I POSO0010643 "ADMINISTRATIVE OFFICER 2 I
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20.

21.

22.

23.

24.

Click Transfer.
At the confirmation message, click OK.

To confirm the transfer occurred, right-click the employee
name you just transferred and select MDC Edit
Employee Details.

Pasition Number Position Name

ACCOUNTANT 3 (00010641) POS00010641 ACCOUNTANT 3
GONZALEZ,JOSE (00035120)| _
[}, MOC Edit Employee Details

placancy EE| MDC Change Status
SPEC PROJECTS ADMINISTRATOR 2 (00010847)
POLLOCK,TRACI (00037103)  MDC Employse Transfer

1

Click on the Status Changes tab to confirm the
transfer.

Employee Detzils

General =~ Position Details = FTE  [Status Changed  Salary Grades = MDC Step Pay Exception s

:‘JT' Entity:MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES

Assignment Start Assignment End

Hi QECCIRE Action Date Date
Current Service Level  1st Assignment  Active 2{23{5&- 12/31/16
2nd Assignment |Transfer Out 1/1{17 1/1f17

Click the Breadcrumbs trail to return to the Position
and Employee screen.

Task - Maintain employees by position  Task Instructions

IMD-C Manage Position-Employee Assignments l: MDC Manage Employes Details

To confirm the transfer, change to the Target Entity
and click Go.
| MMTEENEXP-TEEN COURT OPER |v

Position
OFFICE SUPPORT SPECIALIST 2 (DD010638)

To be Hired 1
Vacancy
OFFICE SUPPORT SPECIALIST 2 (00010639)
ACOSTA ARACELI (00156303)
Vacancy
TRAINIMNG SPECIALIST 2 (00010642)
To be Hired 2
To be Hired 106

Vacancy

ADMINISTRATIVE OFFICER 2 (00010643}
GONZALEZ, JOSE (00035120)

Vacancy
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25.

26.

30.

31.

32.

Right-click the Employee name and select MDC Edit
Employee Details.

ADMINISTRATIVE OFFICER 2 (00010543) Iw POS00010643 || [ADMINISTRATL
GONZALEZ,J0SE (i m
S | (2 Moc Edit Employes Details |
@ MDC Change Status
ADMINISTRATIVE OFFICER 3 (00010546) Vacancy MDC Employes Transfer ,

CLINICAL PSYCHOLOGIST 1 (00010648)
ROBERTSOMN,ISCHATI (003 EE| MDC Reverse Employee Transfer

Click the Status Change tab to view the Transfer In
status.

Employee Details
General  Position Details  FTE  [Btatus Changes| Salary Grades = MDC Step Pay Exception  #
:‘J,"' Entity:MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES

Assignment Start  Assignment End

Action Date Date
Current Sarvice Level 1st Assignment 1/1/17 1/1/17
2nd Assignment  Active 1/1/17

Click the Salary Grades tab. The salary grade for the
employee is the same as it was in the source position.

Employes Details
General | Position Details | FTE | Status Changes  palary Graded = MDC Step Pay Exception | Additional Eamnings  Benefits | Tax Details  Allocati

:’:,Ent\tyJMMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES A)[Positlon:ADMINIFFRAHVE OFF
Salary Grade Type Grade Salary Basis Grade Step Option Value
Current Service Level |ACCOUNTANT 3 (5G000317)] 1st Element Change Grade Step Biweekly Stepll 3,505.8

Click the remaining tabs and verify that the information is
correct.

General | Position Detals  FTE  Status Changes | Salary Grades  MDC Step Pay Exception [ Addifional Earmings _Benefits _Tax Details _Allocations |

:‘“:',Ent\ty:MM'I'EENEXP'TEEN COURT OPERATIONAL EXPENDITURES o Position:ADMINISTRATIVE OFFICE!

Required Element  Payment Terms Option Value

Current Service Level  HEALTH INSURANCE RATE (01_01110) 15t Element Change No Monthly (Fiscal... 738.83333
LIFE INSURANCE RATE (01_01111) 1st Element Change No Monthly (Fiscal... 0.234
DENTAL PLANS (01_01114) 1st Element Change No Monthly (Fiscal... 31.91667
FLORIDA STATE RETIREMENT SYSTEM (01_21) 1st Element Change No Monthly (Fiscal... 7.52

The employee salary calculations are displayed at the
bottom of the screen.

Expense
:‘f". Entity:MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES
YearToial Dt o Oec fatl
Basic Salary Expenss o1,150.80 7,595.8 7,595.9 7,505.0 22,787.70
Eamings Expense 3311.51 275.96 275.96 275.96 827.88
Benefits Expense 16,483.14 1,373.58 1,373.58 1,373.50 4,120.78
Total Taxes 7,226.37 602.20 602.20 602.20 1,806.59
Total Compensation Expense | 118,171.81 5,847.65 9,847.65 9,847.65 20,542.95
Gross Earnings 93,162.31 7,763.53 7,763.53 7,763.53 23,290.58
Taxable Compensation 94,462.31 7,871.86 7,871.86 7,871.86 23,615.58

--End Activity--

The transfer keeps the
employee salary grade with
the employee regardless of the
position.

The salary grade displayed

here should match the note
you made in Step 5 above.
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Activity 11: Reverse Employee Transfer

This activity describes how to reverse an employee transfer. The employee and all of the
details are restored in the source Entity and Position.

You will use the Reverse Employee Transfer when you need to return an employee to
their original Entity and Position.

In this activity, you will:
e Open the Task List and navigate to the Human Capital Planning Preparation >

Manage Position and Employee Data > Maintain Employees by Position
option

e Go to the current index code and locate the position where the employee currently
resides.

e Use the MDC Reverse Employee Transfer option to move the employee to the
target index code and Position
¢ View the updated compensation expense

Step Action Notes

1. From the Task List, navigate to Human Capital
Planning (HCP) Preparation > Manage Position
and Employee Data > Maintain Employees by
Position.

My Task List

i3 P Operating Preparaticn
P Human Capital Planning Preparation
» B earh by Employes Name
P Manaoe Position and Employee Data

» B Maintain position data

I > 5 Maintain employees by position I

» B Rl to-be-hired vacancies

75



BUDGETING ANALYSIS TOOL

2. From the Entity drop-down list, select an Entity
(source Index Code) that contains the employee to be
reverse transferred. We will transfer an employee from
this location.

Click the GO icon.

i@y Current Year of View: |

Ivmreenexe.TEEN cruieT npERafw | (o]

Page Dimension *
Member  mm| =
Member
MMTEEMEXP-TEEN COURT OPERATIOMAL
TTURES ™
MM2012ADM-OVERTOWN REVITALTZATION
ADMINISTRATION

MM2012PROG-OVERTOWN REVITALIZATION PROGRAM
MMAPP1995001-CHRITIAN HAITIAN-AMER. 95
MMAPP1995002-COCONUT GROVE FAM HEALTH CTR 95
MMAPPL935003-CONCERNED AFRICAN WOMEN 95
MMAPP1995004-FCAA 85

3. A list of Positions and Employees display on the
screen.

QFFICE SUPPORT SPECIALIST 2 (00010638)
To be Hired 1

Vacancy
QOFFICE SUPPORT SPECIALIST 2 (00010639)
ACOSTA ARACELT (00156303)
Vacancy
TRAINING SPECIALIST 2 (00010642)
To be Hired 2
Ta be Hired 106

Vacancy

Please write down the Index
Code where the employee
currently exists (same as
target index code from the last
Activity).

Please write the Position
Number and Employee

Name and Number (to be
reverse transferred). This will
be the same target information
you used in the last Activity.

Employee Name

Position Number

oMminsTRATIVE OFFICER 2 (00010643) |

GONZALEZ,JOSE (00035120)

Vacancy
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4. Right-click the employee name and select MDC
Reverse Employee Transfer.

TRAINING SPECIALIST 2 (D0010642)

To be Hired 2
POSD0010642  TRAINING SPECK
To be Hired 106
POSD0010642  TRAINING SPECH
Vacancy
ADMINISTRATIVE OFFICER 2 (00010543) POSINNTNRA3 ADMINTSTRATIVF
GOMZALEZ,JOSE (00035120)
I:] MDC Edit Employes Details
Vacancy @ MDC Change Status
ADMINISTRATIVE OFFICER 3 (00010646) Vacancy MOC Employse Transfer '
CLINICAL PSYCHOLOGIST 1 (00010648) |2 MDC Reverse Employes Transfer |

ROBERTSON,ISCHAII (00309441 Ql MDC Terminate Employee

5. Click the Search icon located next to the Select Enter the entity where the
Target Entity field. Search or type the Target Entity in  €MPloyee will be returned to.
this field

Refer to Page 70, Step 3
e rets X e Exvlere T * for target Entity information.
o

6. From the selection window, click the Display
Properties icon to display the descriptions of the
entities.

Dimensions Entity | »
Members Varizbles

mmde "Q?.&)@ B b= [

Member Name

Member Name Alias
Entity Entity Alias
» EMMDEATADM MMDEATADM—II... Mamber Name:Miasl
Alias:Member Name
Additional Display Properties  #
7. Expand Entity and locate the Entity in which to reverse

transfer the employee.

Dimensions Entity | v

Members  Variables

SR L
Member Name alias
Entity Entity
I > EMMDEATADM MMDEATADM-MDEAT ADMINSTRATIVE E}(PENSEI

Note: If you know the name or number of the Entity, you
may type any part of the name in the search field. Then
click the Search icon.
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8. Use the Add arrow to move it to the selection area.

Member Name Alias
Entity Entity
| EMMDEATADM "MMDEATADM-MDEAT ADMINS...I
®
add
4
Remaove
*K
Remaowve All
9. Click OK.
10. Click the Search icon located next to the Select Refer to Page 70, Step 3
Target Position field. for target Position information.

Fusntimne Prompts - MDC Reverse Employes Tramsber

LN

",
()

.

11. Expand Position and locate the Position in which to
transfer the employee.

Dimensions Position| v

Members = Variables

10641 QAP PETHTR
Member Mame Alias
o Position
> POS00010641 ACCOUNTANT 3 (00010641) |

Note: If you know the name or number of the Position,
you may type any part of the name in the search field.
Then click the Search icon.
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12. Use the Add arrow to move it to the selection area.
Member Name Alias
Position Paosition
| POSDD010641 "ACCOUNTANT 3 (00010641)" |
b
Add
g
Remove
&
Remove All
13. Click OK.
14. Click Launch.
rkmlime Prompts - MDC Reverse Employee Tramsfer x
o :
ey
15.

(i) Information

At the confirmation message, click OK.

MO ReverseXFEREmpapproveCalc was successful.
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16. To confirm the reverse transfer, change the Entity to the
new employee (target) location.

MMTEEMEYP-TEEN L IRT CPERAT [w | [ wk]

Page Dimension b

Member mmd| X

Member
I MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES I

17. Right-click the employee and select MDC Edit
Employee Details.

Position Number Position Name
ACCOUNTANT 3 (DDD10641) mAcAnnanEas B T

| £ MDC Edit Employes Details |
Vacancy [ MDC Change Status

SPEC PROJECTS ADMINISTRATOR 2 (00010647)

»
POLLOCK, TRACI (DD037103) VDG Employee Transfer i

MDC Reverse Employes Transfer

18. Click the remaining tabs and verify that the information is
correct.

General Postion Detalls | FTE | Status Changes | Salary Grades  MDC Step Pay Exception [Addibonal Eamings _Benefits_ Tax Details _Allocations |

%, Entity:MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES J Pasition:ACCOUNTANT 3 (000

Years Defau
Employee Employee Employes Hire  of  Assignment Adjustment Salary Wesk
Number  Name  Type Union Code PayType  FT/PT  Date Senice End Date Date Basis  Hour
EMPO0O3  GONZALE

Regular K - GSAF/ OPEIU LOCAL 100-SUPERV Non-exem.. Fulbti.. 2/23/.. 28 5/26/14 Biwee. <

19. The employee salary calculations are displayed at the
bottom of the screen.

Expense
;":"Enht\f:MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES _d)_dEr
YearTotal Oct Nov Dec Q1

Basic Salary Expensa 91,150.80 7,595.9 7,595.9 7,595.9 22,787.70
Eamings Expense 3,311.51 275.96 275.96 275.96 827.88
Benefits Expense 16,483.14 1,373.58 1,373.59 1,373.39 4,120.78
Total Taxes 7,226.37 602.20 602.20 602.20 1,806.59
Total Compensation Expense, 118,171.81 9,847.65 9,847.65 9,847.65 29,542.95
Gross Eamings 93,162.31 7,763.53 7,763.53 7,763.53 23,290.58
Taxable Compensation 54,462.31 7,871.86 7,871.86 7,871.86 23,615.58

--End Activity--
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Activity 12: Reclassifying an Existing Employee

Reclassifying an employee is a three step process that combines activities previously covered in
this document.

The first step in reclassifying a position is ensuring that there is a vacant position to which an
employee can be transferred. Please refer to Activity 5 for a detailed description on how to

create a new position in BAT. This new position should be the reclassified position that the
employee will now occupy.

If the reclassified position is to be filled by an employe that is already in BAT, the employee
must be transferred to the new position created in the prior step using the transfer process

described in Activity 10. If the position is vacant, this step is not required.

The final step in reclassifying a position is clearing the data from the old position. This can be
done following the steps detailed in Section 5D of Activity 5. This step eliminates the

budgetary impact of the reclassed position and leaves only the newly reclassified position in
BAT.

o Important: When the Reclassification of the position is complete, the salary grade on

the position should align with the pay plan for the new position. If it does not, please
update the salary information per Section 5C in Activity 5 of this document.
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Activity 13: Terminate an Employee

In this Activity you will view the accrued hours for an employee in the Maintain Employees by
Position screen. Once the hours are verified, you will terminate the employee from BAT using
an effective date. Once the employee is terminated you will review the Additional Earnings tab
for the employee to view the total termination payout for the employee.

In the activity, you will:

Open the Maintain Employees by Position form

Set the Point of View members

Open the Edit Employee Details screen

Validate the hours for Vacation, Sick, Holiday and Comp

Terminate the Employee

Open the Additional Earnings Tab to view the Termination Payout amount

Action Notes

From the My Task List, open the Maintain
employees by position form.

My Task List

[+ IT’ Operating Preparation
P Human Capital Planning Preparation
> ¥ search by Employes Name
P Manage Position and Employee Data

> B Maintain position data

> " maintain employees by position
» 2 Fll to-be-hired vacancies
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2.

3.

4.

On the Point of View bar, click the drop-down arrow
next to the Entity (Index Code) dimension. Select the
Entity (Index Code) member where the employee

currently exists.

MMTEENEYR-TEEN o T npenat [ ) =l

Page Dimension
Member  mm| X
Member
MMTEENEXP-TEEN COURT OPERATIOMAL
EXPENDITURES

MM201.2ADM-CVERTOWN REVITALTZATION
ADMINISTRATION

MM2012PROG-OVERTOWN REVITALIZATION PROGRAM
MMAPP1995001-CHRITIAN HAITIAN-AMER 95
MMAPP1995002-COCONUT GROVE FAM HEALTH CTR 95
MMAPP1995003-CONCERMED AFRICAM WOMEN 95
MMAPP1995004-FCAA 95

MMAPP1995005-FAMILY FOUNDATION 55

MMAPP1995006-IMMER. CITY CHILDREN TOUR DANCE
93

MMAPP1995007-GOULDS COALITION OF MINISTERS 95 W

MMAPP1995N0R-HFAI TH CHOTCF NFTWORK 85

Click the Go icon.

MMTEENEXP-TEEN COURT OPERAT | v i[3]

The list of Positions and Employees displays.

MMTEENEXP-TEEN COURT OPERAT | ¥ i‘
Position Number

POS00010638
‘OFFICE SUPPORT SPECIALIST 2 (D0010638) Vacancy
OFFICE SUPPORT SPECIALIST 2 (D0010639) POS00010639
ACOSTA,ARACELT (00158303)
POS00010639
Vacancy
POS00010642
TRAINING SPECIALIST 2 (00010642) Vacancy
POS00010643
ADMINISTRATIVE OFFICER 2 (00010643) Vacancy
POS00010646
ADMINISTRATIVE OFFICER 3 (00010646) Vacancy
CLINICAL PSYCHOLOGIST 1 (00010648) POS00010648
ROBERTSON,ISCHAJI (00309441)
POS00010648
Vacancy
JUVENILE SERVICES SPEC (00010649) POSD0010649
SIEGER,SHIRLEY (00001828)
POS00010649
ALEANDRE,JOSEPH (00155910)
POS00010645
ASPAID,JUAN (00156024)
POS00010649

Vacancy

Position Name
OFFICE SUPPORT

OFFICE SUPPORT

OFFICE SUPPORT

TRAINING SPECL

ADMINISTRATIVE

ADMINISTRATIVE

CLINICAL PSYCHC

CLINICAL PSYCHC

JUVENILE SERVIC

JUVENILE SERVIC

JUVENILE SERVIC

JUVENILE SERVIC
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S. Right-click the employee and click MDC Edit
Employee Details.

JUVENILE SERVICES SPEC (00010649) POS00010649 JUVENILE SERVIC
SIEGER,SHIRLEY (00001829) Shared

POS00010649 JUVENILE SERVIC
ALEANDRE,JOSEPH (00155510) Shared

Shared

ASPAIO,JUAN (00156024)
Vacancy @ MDC Change Status Shared
MDEAT TEEN/STUDENT COURT SPEC. (00010651) MDC Employes Transfer N
MCCLOUD,RALPH (00311061) Single Incumbent
[ MDC Reverse Employes Transfer
Vacancy L‘\?ﬁ MDC Terminate Employee single Incumbent
6. From the General Tab, scroll right to view the The termination hours:

accrued hours fields.
Vac Hrs = Vacation Hours

Sick Hrs = Sick Hours
Hol Hrs = Holiday Hours
© e <= e elmw. | Comp Hrs = Comp Hours

i) s

7. Click the breadcrumbs trail to navigate back to the
MDC Manage Position-Employee Assignment
form.

Task - Maintain employees by position = Task Instructions

I MDC Manage Position-Employes Assignmenisl> MDC Manage Employee Details

Q__.‘ Context Request: Current Sarvice Level
Employee Details

General Position Details = FTE | Status Changes | Salary Grades = MDC Step Pay Exception = Additional

:‘J.'"Entity:l\'WTI'EENE)(P-TEEN COURT OPERATIONAL EXPENDITURES

8. Right-click the employee and select MDC Terminate
Employee.

JUVENILE SERVICES SPEC (00010649) POSD0010649 JUVENILE SERVIC
SIEGER,SHIRLEY (0DD01829) Shared

POSD0010649 JUVENILE SERVIC
ALEANDRE,JOSEPH (00155910) Shared

POSD0010649 JUVENILE SERVIC
ASPAID,JUAN (00156024) Shared

[ MDC Edit Employee Details
@ MDC Change Status
MCCLOUD,RALPH (00311061)  MDC Employee Transfer

@ MDC Reverse Employee Transfer

Vacan Single Incumbent
= [ MDC Terminate Employes <

Vacancy Shared

MDEAT TEEN/STUDENT COURT SPEC. (00010651)

Single Incumbent

ADMINISTRATIVE OFFICER 3 (00011779) Vacancy @ MDC Restore Terminated Employee Single Incumbent
[ MDC Calculate and Allocate Al
MDEAT TEEN COURT COORD (00015450) Vacancy Single Incumbent
MDC Assign Employes 3
All Positions > Total Emolovees [ Delete Emploves Assianment
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9.

10.

11.

12.

13.

At the confirmation screen, please verify and click OK.

Launch Confirmation Message *

Have the payout hours besn entered? (Vacation Hours, Sick Hours,
Holiday Hours, Compensation Hours)

Enter the termination date, and from the Select Termination Type:

Termination Type drop-down, select Departed. o Departed = Left County
e Terminated = Mandated Term

Runtime Prompts - MDC Terminate Employee

Prompt Text Value
[ * 1:Enter Effective Date
18] * t:Select Termination Type rted

Click Launch.

Launch | Cancel

Right-click the employee and click MDC Edit
Employee Details.

JUVENILE SERVICES SPEC (00010649) POS00010645 JUVENILE SERVIC

SIEGER,SHIRLEY (00001829) Shared
POSO0010643 JUVENILE SERVIC
ALEANDRE,JOSEPH (00155910) Shared
ASPAIO,JUAN Shared
- - |EE| MDC Edit Employes Details |
Vacancy [ MDC Change Status Shared

MDEAT TEEN/STUDENT COURT SPEC. (00010651) MDC Empleyes Transfer N
MCCLOUD,RALPH (00311061) = Single Incumbent

MDC Reversa Employee Transfer
Vacancy [ MDC Terminate Employes single Incumbent

Click the Status Changes tab to view the departed
date. Also at the bottom of the screen you will see that
compensation stops based on the termination date.

Employes Details

General | Position Details | FTE [Gtatus Changes] | Solary Grades | MDC Step Pay Exception | Additional Eamings || Bencfits || Tax Details | Allo
%, Entity:MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES. J_Position:JUVENILE £
Assignment Start  Assignment End
Action Date Date
Current Service Level 1st Assignment Active 701 11/29/16
[2nd Assignment_Depart=d 11/30/16 11/50/16)]
Expense
4, Entity:MMTEENEXP-TEEN COURT OFERATIONAL EXPENDITURES 3, Employee:ASPAIO, JUAN
‘earTotal oct Nov Dec @ Jan
Basic Salary Expense 9,311.17 473448 4,576.68 9,311.17
Eamings Expense 19,457.09 247.34 19,248.74 19,457.09
Benefits Expense 371588 1,149.57 2,566.31 371588
Total Taxes 2,203.83 38111 1,822.72 2,203.83
Total Compensation Expansa 34,727.97 6,512.52 28,215.45 34,727.97
Gross Earnings 28,501.59 2,873.50 23,718.08 28,501.59
Tarable Compensation 28,808.26 4,581.84 23,826.42 28,808.26
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14. Click the Additional Earnings tab. The MDC
Termination Pay amount will display.

Option Sia? Datn  Ction £ Dite

The Termination Pay amount is
calculated based on the hours

outlined in Step 6 above.

Please write the Termination
Dollar Amount here;:

15. The Termination Pay amount will be moved to the

Operating Plan two times daily (at approxiamately
9:00 am, and 2:00pm).

You may view this amount by accessing the Develop
Revenue and Expense Budget by
Organization form.

Task - Develop Future Year Budget by Entity = Task Instructions

MMTEENEXP-TEEN COURT OPERAT |+ JUDICIAL ADMINISTRATION PR{ |+ P106125-TEEN COURT £
FY15-16 FY15-16 FYig-17 FYi6-17
Actual Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance
Adopted ‘Working
Working  Budget Working Proposed
SALARIES - BUDGET ONLY {00155) 289 289
COLA - BUDGET ONLY (00110C) 5,456 5,496
TERMINATION PAYMENTS (00155) 19,004 19,004
ANNUAL LEAVE PAY {00152) 29,620
HOLIDAY PAY (00151) 17,134
SICK PAY (00150) 12,729
EMPLOYEE OVERTIME OT (00160} 3,169

--End Activity--
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Activity 14 — Restore a Terminated Employee

In this Activity you will restore a terminated employee to an active status in BAT.

Note:

You will need to find the position record of the employee restored and run MDC Calculate and
Allocate All to clear vacancy compensation from HCP.

In the activity, you will:

Open the Maintain Employees by Position form

Set the Point of View Entity member

Open the Edit Employee Details screen

Verify that the Employee has been terminated

Click the MDC Restore Terminated Employee option

Validate that the employee has been returned to Active status

Action

Notes

From the My Task List, open the Maintain
employees by position form.

My Task List

[+ IT’ Operating Preparation
P Human Capital Planning Preparation
> ¥ search by Employes Name
P Manage Position and Employee Data

> B Maintain position data

> " maintain employees by position
» 2 Fll to-be-hired vacancies
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2. On the Point of View bar, click the drop-down arrow
next to the Entity (Index Code) dimension. Select the

Entity (Index Code) member where the employee
currently exists.

MMTEENEYR-TEEN o iRT nperat ] ]

Page Dimension *
Member  mm| b4

Membear
MMTEENEXP-TEEN COURT OPERATIOMNAL
EXPENDITURES ”~
MM2012ADM-OVERTOWN REVITALIZATION
ADMINISTRATION
MM2012PROG-OVERTOWN REVITALIZATION PROGRAM
MMAPP1935001-CHRITIAN HAITIAN-AMER. 35
MMAPP1995002-COCONUT GROVE FAM HEALTH CTR 95
MMAPP1995003-CONCERNED AFRICAN WOMEN 95
MMAPP1935004-FCAA S5
MMAPP1995005-FAMILY FOUMNDATION 55

MMAPPL995006-INNER. CITY CHILDREN TOUR DAMNCE
95

MMAPP1995007-GOULDS COALITION OF MINISTERS 95 W
MMAPP1995NN3-HFAI TH CHOTCF NFTWORK 05

3. Click the Go icon.
MMTEENEXP-TEEN COURT OPERAT | w

4. The list of Positions and Employees displays.

MMTEENEXP-TEEN COURT OPERAT | v i‘

Position Number Position Name

PO500010638 OFFICE SUPPORT
OFFICE SUPPORT SPECIALIST 2 (00010638) Vacancy

OFFICE SUPPORT SPECIALIST 2 (00010633) POSO0010633  OFFICE SUPPORT
ACOSTA,ARACELT (00156303)
POS00010639 OFFICE SUPPORT

vacancy

POSO0010642  TRAINING SPECH
TRAINING SPECIALIST 2 (00010642) Vacancy

POS00010643  ADMINISTRATIVE
ADMINISTRATIVE OFFICER 2 (00010643) Vacency

POSO0010646  ADMINISTRATIVE
ADMINISTRATIVE OFFICER 3 (00010646) Vacancy
CLINICAL PSYCHOLOGIST 1 (00010645) POSO0010648  CLINICAL PSYCHC

ROBERTSON,ISCHAII (00309441)

POSO0010648  CLINICAL PSYCHC
Vacancy

JUVENILE SERVICES SPEC (00010649) POSD0010649 JUVENILE SERVIC
SIEGER, SHIRLEY (00001829)

POS00010645 JUVENILE SERVIC
ALEANDRE,JOSEPH (00155910)

POSD0010645 JUVENILE SERVIC
ASPAJO,JUAN (00156024)

POS00010645  JUVENILE SERVIC
Vacency

S. Scroll right and locate the Termination Date

column. The terminated employee line(s) will indicate
terminated employees.

DreiopeaTyps  Grionode  Locaton Code Fox Tron AT e Dotn

sy O T L.
SCOSTAMRACELI (0ONSE0RT)  Magulr HoMSCMELDE e Loesmen G Mumesevet e e
sy "o MEMELOC Tl-trma
hey (=TT T Tt
e Mocs R M [y
ACMISTRATIVE CPFICIR 3 (00106461 Facancy e W Tt
CLMGCAL PEPDHOLOGIST 1 (Do010b)
ECRERTROMISCHAR [00XMAL)  Ragular LoWONBMIGS! e Lomen Gl Exmregt e
. LooNBuGs M e

JNOALE SERSTCH SPYC (20620645)
gl oGEMYOPTL e lacmce Cad eyt Tt am

LT MG O e loceen G Monsmmet [

fr MG ML e loceen G Mensmmet [

wncacy ORI R e
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6. Right-click the employee to be restored and select
MDC Restore Terminated Employee.

‘OFFICE SUPPORT SPECIALIST 2 (00010638)
OFFICE SUPPORT SPECIALIST 2 (00010632)

Vacancy
Q MDC Edit Employes Details

ACOSTA,ARACELT (00156303) [ MDC Change Status

- MDC Employee Transfer 3
acancy
|1| MDC Reverse Employes Transfer
TRAINING SPECIALIST 2 (00010642) Vacancy @ MDC Terminate Employes
I @ MDC Restore Terminated Employes I
ADMINISTRATIVE OFFICER 2 (00010643) Vacancy @
MDC Calculats and Allocatz All
ADMINISTRATIVE OFFICER 3 (00010646) Vacancy MDC Assign Employse [
CLINICAL PSYCHOLOGIST 1 (D0010648) i
Delete Empl As: it
ROBERTSON,ISCHAT! (0030544, L1 P12 Employee Assignm
Edit 3
Vacancy Adjust >
JUVENILE SERVICES SPEC (00010649)
SIEGER,SHIRLEY (00001829) [ comments

"=—= Supporting Detail
ALEANDRE,JOSEPH (00155910} @ Change History

v

ASPAIO,JUAN (D0156024) KeguiEr M = WSAM UPEL..

7. At the confirmation screen, click OK.

-

Launch Confirmation Message *

Are you sure you want to restore this employes?

8. To verify the restore, right-click the employee and
select MDC Edit Employee Details.

JUVENILE SERVICES SPEC (00010643) POS00010649 JUVENILE SERVIC

Shared
JUVENILE SERVIC
Shared

SIEGER,SHIRLEY (00001829)

POS00010649
ALEANDRE,JOSEPH (00155910)

ASPAIO,JUAN (00156024)
E] MDC Edit Employee Details

Vacancy [y MDC Change Status
MDEAT TEEN/STUDENT COURT SPEC. (00010651)
MCCLOUD,RALPH (00311061)

Shared

Shared
MDC Employee Transfer »

Single Incumbent
MDC Reverse Employee Transfer

Vacancy [2 MDC Terminate Employee

Single Incumbent

9. Click the Status Changes tab and verify that the
employee status has been returned to Active.

Employee Details

General ~ Position Detgils | FTE ~ Status Changesi Salary Grades =~ MDC Step Pay Exception

:"7-' Entity:MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES
Assignment Start  Assignment End
Action Date Date

Current Service Level 1st Assignment 7/9f01

--End Activity--

You will need to find the position
record of the employee restored
and run MDC Calculate and
Allocate All rule to clear vacancy
compensation from HCP.
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Operating Plan Training Activities
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Activity 15: Develop Current Year Forecast by Entity

The Develop Current Year Forecast by Entity is the data entry form for inputting forecast values
into the Beg Balance period. The Beg Balance represents the Department’s projected end of
year value for revenue or expense.

Additionaly, the Forecast form provides a rolling forecast under the Year Total period. The Year
Total forecast will be initialized to match the current year Adopted Budget. The system will
spread the Adopted Budget to the Year Total period by taking the total value of the available
monthly actual, and then spreading evenly the balance of the budget value to the remaining
months.

As the fiscal year progresses, forecast values will be replaced by monthly actual and the Year
Total will automatically adjust to reflect the impact of the actual.

Users can update the forecast values in the Year Total to reflect seasonality.

In this activity, you will:

e Open the Develop Current Year Forecast by Entity task list item

e Change the Point of View (POV) for Entity (Index Code), Fund, Activity and Project

¢ Add Revenue and Expense Accounts (Sub-object codes) to the form

e Enter forecast data in the BegBalance

e Evaluate forecast value in the Year Total, and spread to the Year Total quarters and
months

e Seed Year Total Forecast to BegBalance

e Locking Forecast Periods

¢ Display seasonality for spreading data

e Create Supporting Detail hierarchy for an Account

e Submit the data to the database

In this section of the activity, you will:
¢ Open the task list and navigate to the Current Year Forecast by Entity form
e Change the point of view on the form and view the form layout
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Step
1.

2.

Action
From My Task List, navigate to Operating
Preparation > Financial > Current Year
Forecast by Entity

My Task List

f: Operating Preparation

© Financial

i e Develop Future Year Budoet by Entity

1 cw Develop Current Year Forecast By Entity
» B Seed Forecast Data

= G Calculate Attrition

b E:' BPREF Adjustments

b o Amend Adopted Budgst

The Current Year Forecast by Entity form
displays:
e The first column displays the Prior Year
Total Actual amount.
e The second column displays Total Adopted
Budget amount from the current year
e The third column represents the input cells for
entering Forecast data at the YearTotal
dimension in the current year.
e The fourth column represents the input cells for
entering Forecast data at the BegBalance
dimension in the current year.

MMTEENEXP-TEEN COURT OPERAT | ¥ | JUDICIAL ADMINISTRATION PROG | ¥ | P106129-TEEN COURT ADMINISTR | ¥ | No Operating Grant

FY1e-17 FYi6-17 FY16-17 FY16-17

Actual Budget  Forecast  Forecast
YearTotal YearTotal » YearTotal BegBalance
Adopted
Wiorkin Budget  Workin Wiorkin

EMPLOYEE REGULAR (00110) 267,010.84 124,234.66

FLEX DOLLARS (00122) 630L7 2,383.33
LONGEVITY PAYMENTS (00125) 2,11864
WORKING OUT OF CLASSIFICATION (00126) 708.55
SICK PAY (00150) 12,729.24
HOLIDAY PAY (00151) 17,13439
ANNUAL LEAVE PAY (00152) 29,620.26
EMPLOYEE OVERTIME OT (00160) 3,169.47
WAGE ACCRUALS (00157) (8,735.27)

COLA - BUDGET ONLY (00110C) 1,214.18

SALARIES (001) 330,057.82 127,832.17

SOCIAL SECURLTY (01010) 19,954.05 7,925.5%

RETIREMENT (01011) 27,783.12 9,994.39
FRINGE ACCRUALS (01098) (3,536.80)

GROUP HEALTH INSURANCE (01110) 50,516.68 19,209.67

GROUP LIFE INSURANCE (01111) 763.72 284.12

MICA MEDICARE HOSPITAL INSURANCE (01113)  4,666.64 1,853.57

DENTAL PLANS (01114) 2,187.02 829.83

FRINGE BENEFITS (010) 102,334.43 40,097.17

PERSONNEL SERVICES (01) 432,392.25 167,929.34
MANAGEMENT SERVICES FOOL -MAS POOL (21110) 5,160
CONSULTING SERVICES (211) 5,160
CONTRACTUAL PROFESSIONAL SERVICES (21) 5,160
SECURITY SERVICES (22310) 13,534.86
INDUSTRIAL SERVICE RELATED (223) 13,534.86
OTHER CONTRACTUAL SERVICES (22) 13,534.86

Notes
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Section 15B: Changing the Point of View (POV)

In this section of the activity, you will:
e Change the Point of View (POV) on the form
e Display the Forecast and Budget data for your department selection

Step Action Notes
1. On the Point of View bar, click the drop-down arrow

next to the Entity (Index Code) dimension. Select the

Entity (Index Code) member from your Department.

Task - Develop Current Year Forecast By Entity ~ Task Instrud

MMTEENEYP-TEEN COHIRT OPERAT E WINTCTAL ADMIMTSTEATTY

Page Dimension =

Member |

Member

MMTEEMEXP-TEEN COURT OPERATIOMAL
EXPENDITURES ]

MM2012ADM-OVERTOWN REVITALIZATION
ADMINISTRATION

MM2012PROG-OVERTOWN REVITALIZATION PROGRAM
MMAPP1935001-CHRITIAN HAITIAN-AMER. 95
MMAPP1995002-COCONUT GROVE FAM HEALTH CTR 95
MMAPP1995003-CONCERNED AFRICAM WOMEN 95
MMAPP1935004-FCAA 35

MMAPP1995005-FAMILY FOUNDATION S5

MMAPP1995006-INMER. CITY CHILDREN TOUR DANCE
95

MMAPP1995007-G0MLDS COALITION OF MINISTERS 95 W
MMAPP19350NA-HFAl TH CHOTCF NFTWORK 95

FRTELST RERE T e
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Repeat the above step to select the Fund member.

TWINTCTAL ADMIMTSTRE ATTM JE'ﬁﬁE P11 70-TEEN O IRT AT

Page Dimension

Member |

Member
[ JUCICIAL ADMINISTRATION PROGRAMS (50100106) 1
LEGAL SERVICES (SO100107)
INSPECTOR GEMERAL (S0100108)
LEASE/SIUBLEASE AGREEMENTS (50100109)
WATER. MANAGEMENT (50100110)
FPL RADIOLOGICAL EMERGENCY PREP. (S0100111)
HIV/AIDS PREVENTIOM PROGRAMS (S0100112)
CORRECTIONS & REHABILITATION (S0110111)
! CRIME PREVENTION & ENFORCEMENT (50110112)
MEDICAL EXAMINER. {S0110113)
CABLE TELEVISION (50110114)
SCHOOL CROSSING GUARD TRUST FUND (50110115)
BUSINESS IMITIATIVES (S0120120)

[

AT mAs ar

Note: The Fund chosen must be associated to the

Entity (Index Code) selected.

Select the Activity (Project) dimension member.

P1NG129-TEEN CnlIRT anmMinTSTRIE] Mn Oineratinn Grant
Page Dimension
Membar

Member

I P106125-TEEN COURT ADMINISTRATION PROGRAM I

P106132-JUDICIAL ADM FAMILY MEDIATION ACCOUNT  #

P107022-5PECIAL ELECTIONS

P107032-CALEEB CENTER. TRUST FUND ACCOUNT
P107130-DEFERRED ZOMING HEARINGS
P107143-PHT HEALTH POLICY AUTHORITY

P108000-3FFICE OF THE MIA-DADE CTY INSPECTOR
GEN

P108001-COMMISSION OM ETHICS AND PUBLIC TRUST
P105001-GOVERNMENT CENTER

P110001-50UTH MIAMI FIRE STATION
F110002-RICHMOND FIRE STATION

P110005-FISHER. ISLAND FIRE STATION

ATy NALC AC

FAMIS Departrment users can
verify that the correct Fund
member has been selected by
using screen 5300 in FAMIS.

FAMIS Departrment users can
verify that the correct Project
member has been selected by
using screen 5300 in FAMIS.

In addition, if a Department
budgets an index-code to
multiple FAMIS projects, then
you can budget to each project
by changing the Project POV
and saving data
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4.

6.

Select the Project (Grant) dimension member.

Mo Cnaratinn Crant

Page Dimension

Member |

=1

- |

I Mo Operating Grant

GO3IFEMA - 93FEMA - 93-E0-3T-11-23-01-234
GOBAFEM - SBAFEM - $8-RM-N4-11-23-01-015
GOSBFEM - SBBFEM - 99-RM-05-11-23-01-077
GOBCFEM - SBCFEM 93-004-027-056

G98DFEM - SBDFEM

GO9AFEM - FEMA DECL 3143-HURE.FLOYD
GAP2033 - ARTCARE PROGRAM FY2001
GARTR10 - ARRA 2009-10 NEA EASE GRANT

GAU2024 - HHS HIV EMER. RELIEF FORMULA GRANT

GAUZ025 - HIV EMER. RELIEF SUPP HHS

GAUZ026 - HHS HIV EMER RELIEF FORMULA GRANT

GAUZ027 - HHS HIV EMER RELIEF

Once all dimensions are set, click the GO icon.

MMTEENEXP-TEEN COURT OPERAT[~| JUDICIAL ADMINISTRATION PROG [ ] P106129-TEEN COURT ADMINISTR [+ | No Operating Grant

The form displays with the selected dimension data.

MMTEENEXP-TEEN COURT OPERAT [ | JUDICIAL ADMINISTRATION PROG [ | P106129-TEEN COURT ADMINISTR [ | No Operating Grant

EMPLOYEE REGULAR (00110)

FLEX DOLLARS (00122)

LONGEVITY PAYMENTS (00125)

[WORKING OUT OF CLASSIFICATION (00126)
SICK PAY (00150)

HOLIDAY PAY (00151)

[ANNUAL LEAVE PAY (00152)

EMPLOYEE OVERTIME OT (00160)

WAGE ACCRUALS (00197)

COLA - BUDGET ONLY (00110C)

SALARIES (001)
SOCIAL SECURITY (01010}
RETIREMENT (01011)
FRINGE ACCRUALS (01098)
‘GROUP HEALTH INSURANCE (01110)
‘GROUP LIFE INSURANCE (01111)
MICA MEDICARE HOSPITAL INSURANCE (01113)
DENTAL PLANS (01114)
FRINGE BENEFITS (010)

PERSONNEL SERVICES (01)
MANAGEMENT SERVICES POOL -MAS POOL (21110)

CONSULTING SERVICES (211)

(CONTRACTUAL PROFESSIONAL SERVICES (21)
|SECURITY SERVICES (22310)

INDUSTRIAL SERVICE RELATED (223}
‘OTHER CONTRACTUAL SERVICES (22)

FY16-17
Actual
YearTotal
Working
267,010.84
63017
2,118.64
708.55
12,729.24
17,134,339
29,620.26
3,169.47
(8,735.27)

330,057.82
19,854.05
27,783.12

(3,536.80)
50,516.68
763.72
4,666.64
2,187.02
102,334.43
432,392.25
5,160

5,160
5,160
13,534.86
13,534.86
13,534.86

Fri6-17
Budget
YearTotal
Adopted
Budget

FY16-17
Forecast

» YearTotal BegBalance

Warking
124,234.66
2,383.33

1,214.18
127,832.17
7,925.59
9,994.39

15,209.67
284.12
1,853.57
829.83
40,097.17
167,929.34

Fr16-17
Forecast

Working

v

FAMIS Departrment users can
verify that the correct Grant
member has been selected by
using screen 5300 in FAMIS.
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Section 15C: Adding an Revenue/Expense Account (subobject codes)

In this section, you will:

e Add a Revenue/Expense account (subobject) to the form (when you first open the
Current Year Forecast by Entity Form, you may find that some
Revenue/Expense accounts (subobjects) may not display (Only accounts that contain
data display on the form). You will add Expense (or Revenue) accounts to the form
using the following steps below):

Step Action Notes
1. Based on the Point of View (POV) set above, you NOTE: On the Forecast form,
will view Revenue and Expense Accounts on the form.  only accounts that contain data
Review the accounts that display in the rows. will display. A function called
Suppress Missing Data is
MMTEENEXP-TEEN COURT OPER |+ JUDICIAL ADMINISTRATION PR( | P106129-TEEN COURT ADMINIS | * | No Operating Grant
FY16-17 FY16-17 FY16-17 Fr16-17 e nabled b
Actual Budget Forecast Forecast
YearTotal YearTotal » YearTotal BegBalance
wortg | 22| e | workig If you need to enter forecast data
e -~ s to an account that does not
n s e e oons appear, use these steps to add
] 1272924 revenue or expense accounts on
(00151) 17,134.39
ANNUAL LEAVE PAY (00152) 29,620.26 the form'
EMPLOYEE OVERTIME OT (00160) 3,169.47
'WAGE ACCRUALS {00197) (8,735.27)
(COLA - BUDGET ONLY (00110C) 1,214.18
SALARIES (001) 330,057.82 127,832.17
SOCIAL SECURITY (01010) 19,954.05 7,925.58
RETIREMENT (01011) 27,783.12 9,994.39
FRINGE ACCRUALS (01098) (3,536.80)
GROUP HEALTH INSURANCE (01110) 50,516.68 19,209.67
2. Right-click an account (sub-object) on the form and

click Add Expense Account.

TRAVEL EXPENSE-U.5. (31210) 326.91
REGISTRATION FEES (31220) o0
TRAVEL (3™ 415,91
5 NSORSHIPS;IEP—' Adid Expense Acoourt | ¥ 491.4
ADVERTI=] [I,i| Add Revenue Account 491.4
OTHER GEMERAL 100
[_E| Aggregate Forecast Year Total
MISCELLAM . 100
Edit 3
GENERAL . R 1,008.31
oA CFERMTDAI CF 4 288 o
3. From the Add Expense Account (subobject)
screen, click the Search icon.
rmm!lm Prompts An}mmmrm‘rmr o
& bpense Aocount repcified Accournt” EI
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4.

5.

Members

Member Name
Account

» AVB50100
» AVB50150
» AVF71030
» AVFT1050

Members Variables

Member Name

» AD100100123
» AD100100124
> AD100100125
» AD100100126
» A0100100127
» AD100100123
» AD100100129
» AD100100130
» AD100100131
[» AD100100132
> AD100100133
» AD100100134
» AD100100135
> AD100100135
» AD100100137
> AD100100138

Variables

Click the Display Properties icon and select
Member Name: Alias.

- P P EE

® Member Name
Alias

I Member Name:Alias I

Alias:Member Name
Additional Display Properties

The Expense Account (subobject) descriptions
display.

Dimensions .ﬂu:ccuunt

AP PE /T My@
Aligs

3

FLEX RETROACTIVE ADJUSTMENT (00123)
SALARY BONUS (00124)

LONGEVITY PAYMENTS (00125)

WORKING OUT OF CLASSIFICATION (00126)
SALARIES IN LIEU OF HOLIDAY LEAVE (00127)
TUITION REFUMD (00128)

DEATH BENEFIT PAYMENTS (00129)
FIREFIGHTER SUPPLEMENTAL EIP (00130)
MILITARY ACTIVE DUTY (00131}

MILITARY LEAVE PAY (00132)

JURY DUTY PAY (00133)

UNIOMN ACTIVITY PAY (00134)

JOB INJURY P&Y (00135)

UNIFORM & LIEU OF ALLOWAMNCES (00138)
TOOL ALLOWANCE (00137)

EMPLOYEE SUGGESTION AWARD (00138)
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6. Enter the Expense Account (subobject) number or

Alias (name) in the search field. Click the Search icon.

Members Variables

Member Name

- ADL00100123
» AD100100124
- ADL00100125
> AD100100125
> ADL00100127
» ADL00100123
> ADL00100129

s s =

Alias

SALARY BONUS {00124)
LONGEVITY PAYMENTS (00125)

TUITION REFUND {00128)
DEATH BENEFIT PAYMENTS (00129)

Gl

FLEX RETROACTIVE ADJUSTMENT (01

WORKING OUT OF CLASSIFICATION |
SALARIES IN LIEU OF HOLIDAY LEAV

7. Select the account you need to add and click the Add

arrow.

Members Variables

travel

Member Name

Account

> WS5731210

» ANT31210

» WS731211

n WS731212

» W5731215

» WS731216

» A3031231210

AP S ERTEHT@
Alias
Account
Travel Expense-U.5, (WS5731210)
Travel Expenss-1.5. (731210)
Travel Expenss-Foreign (W5731211)
Travel Expensa-Air Charges (W5731212)
Travel Expense-Pcard-Travel (WS731215)
Travel Exp-Pcard-Distr Of Chgs (W5731216)
TRAVEL EXPEMSE-U.S, (31210)

| A3031231211

TRAVEL EXPENSE-FOREIGN (31211) |

> WS5731255
» A1011311307

8. Click OK.

Travel Budget Only (WS731299)
TRAVEL EXPENSE EXPERT WITNESS (11307)

Member Mame
Account

2

add
<]

‘emove

move All

A3031231211

Alias
Account
"TRAVEL EXPENSE-FOREIGN (3.

[x] (Ganeet

&
Add

]

Remowve

You may type the account name
or account number in the search
field
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9. Click Launch.
==
10. The Travel Account is added to the form. You may

now enter forecast data for the Account.

FY16-17 FY16-17 FY16-17 FY16-17

Actual Budget Forecast Forecast
YearTotal  YearTotal » YearTotal BegBalance
Adopted
Working Budget Waorking Working
GSA PRINTING & REPRODUCTION (26050) 285
G5A POSTAGE (26051) 1.28
FM LT EQ MILEAGE (26062) 1,507.29
FM ACC/ABU/MOD (26068) 365
F-POOL VEHICLE HOURLY RENTAL CHARGES (2 1,576.45
G54 CHARGES (260) 12,189.32
IT FIELD SERVICES-TIME & MATERIALS (26118) 45
ITD (261) 46
CHARGES FOR COUNTY SERVICES (26) 12,235.32
TRAVEL EXPENSE-U.S. (31210) 326.91
[FRAVEL EXPENSE-FOREIGN (31211) 0 |
REGISTRATION FEES (31220) S0
TRAVEL (312) 416.91 o
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Section 15D: Entering and Submitting Data in the Beg Balance

In this section of the activity, you will:
e Enter data in the Beg Balance period, and submit it to the database.

Step Action Notes

1. Identify the column with Beg Balance period. All
cells shaded in white, are available for entry. Click in a
cell and enter a value. Press the Enter key.

FY16-17 FY16-17 FY16-17 Fr16-17

Actual Budget Forecast Forecast
YearTotal YearTotal [» YearTotal BegBalance
Adopted
Working Budget Working Working
RENTAL & LEASES (25) 71.19
GSA SERVICE TICKET CHARGES (25028) 360.8
GSA AFT.HOUR CHRGS[ASSOC COSTS CNTY DEPT (2603 8,422
GSA PRINTING & REPRODUCTION (26050) 285
GSA POSTAGE (26051) 128

Note: A cell shaded in yellow indicates that data has

been entered but not yet submitted. A cell shaded in
brown indicates data submitted.

2. To submit the data to the database, click the Save The system has been
icon located on the toolbar. programmed to aggregate the
saved data to all levels, which

Enterprise Performance Management System WI” aIIOW users to VieW op Plan

o e BT e oot Tt Grmren chang_es instantaneously in the
reporting database.

A reEoe|B ® & | == B

3. Once the data is saved, it will populate to the parent
members in the form.

GSA SERVICE TICKET CHARGES (26028) 360.8 10,000
GSA AFT.HOUR CHRGS/ASSOC COSTS CNTY DEPT (26032) 8,422
GSA PRINTING & REPRODUCTION (26050) 285
GSA POSTAGE (26051) 128
FM LT EQ MILEAGE (26062) 1,507.29
FM ACC/ABU/MOD (26068) 36.5
FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1,576.45
G5A CHARGES (260) 12,189.32
IT FIELD SERVICES-TIME & MATERIALS (26118) 46
17D (261) 46
CHARGES FOR COUNTY SERVICES (25) 12,235.32
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Section 15E: Copying Data within a Form

In this section of the activity, you will:
e Copy data within the form

Step Action Notes
1. Any value or range of values can be copied within

Hyperion Planning. Click and drag your mouse to

select a range of values in Column 1, right-click the

cell and click Edit > Copy.

FY15-16 FY16-17 FY16-17 FY16-17
Actual Budget Forecast Forecast

)3
YearTotal YearTotal YearTotal BegBalance

Adopted
Working Budget Working  Working

EMPLOYEE REGULAR (00110) 47430409 479,000
VACATION RELIEF AND SEASONAL HELP (00113} 7,728
POLL WORKERS (COUNTY EMPLOYEES ONLY) (00114) 281.07
FLEX DOLLARS (00122) 3,912.34 | gnan
LONGEVITY PAYMENTS (D0125) 152036 4, [ Agoregate Forecast Year Total
Edit v ¥
WORKING OUT OF CLASSIFICATION (00126) 697.49 ! ot
e i
JURY DUTY PAY (00133) 305.29 B ]
Comments
SICK PAY (00150) 27,151.66 - 0 Paste
*2 supporting Detail & Clear
HOLIDAY PAY (00151) 24,819.41 =
(Tl Change History
ANNUAL LEAVE PAY (00152) 41,184.19
&P Attachments
PAYMENT FOR UNUSED SICK LEAVE (00154) 7774 .
Lock{Unlock Cells
2. To paste the value, navigate to the Current Year

Budget column (column 2) Locate a cell in which to
paste the data. Right-click and select Edit > Paste.

FY13-16 FY16-17 FY16-17  FY16-17

Actual Budget Forecast  Forecast
YearTotal  YearTotal YearTotal BegBalance
Adopted
Working  Budgst Working  Working
EMPLOYEE REGULAR (00110) 47430408 479,000
VACATION RELIEF AND SEASONAL HELP (00113) 7,728
FOLL WORKERS (COUNTY EMPLOYEES ONLY) (00114) 281.07
FLEX DOLLARS (00122) 991234 9,000 DL‘Q Aggregate Forecast Year Tatal
LONGEVITY PAYMENTS (00125) 1,92036 4,000 .
WORKING OUT OF CLASSIFICATION (00126) 557.45 st v B copy
JURY DUTY PAY (00133) 305.29 [ comments [ rosc ]
B
SICK PAY (00150) 27,151.66 2 Supporting Detail & Cler
HOLIDAY PAY (00151) 24,819.41 &0 Change History
ANNUAL LEAVE PAY (00152) 41,184.19 & Attachments
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3.

Only the zero level members (cell shaded in white) are
populated during the paste function. The pasted cells
are shaded as yellow.

FY15-16 FY16-17 FY16-17 FY16-17
Actual Budget Forecast  Forecast

>
‘YearTotal  YearTotal YearTotal BegBalance
Adopted
Working Budget Working  Working
eprnaioer

L P L

SALARIES (001) 607,085.84 492,000

SOCIAL SECURITY (01010} 35,354.37 30,000 | 30,000.0
RETIREMENT (01011) 46,703.54 40,000 |40,000....
FRINGE ACCRUALS (01098) 1,627.82

GROUP HEALTH INSURANCE (01110} 77,236.18 92,000 |52,000....
GROUP LIFE INSURANCE (01111) 1,185.66 1,000 | 1,000.0
MICA MEDICARE HOSPITAL INSURANCE (01113) 8,268.29 7,000 | 7,000.0
DENTAL PLANS (01114) 3,298.08 3,000 0000

Note: Brown shaded cells indicate data submitted.
Yellow shaded cells indicate cell value has changed
and it has not been submitted.

Click the Save icon on the toolbar to submit the data.

Enterprise Performance Management System

Navigate FHle Edit Wiew Favorites Tools Administration Help

A om Tegee|B ® Z |/

The data is populated to all parent members on the
form.

FYi6-17  FyY1e-17 F¥17-18 FY17-18
Actual Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance

Adopted ‘Working

Working  Budget ‘Working Proposed
FRINGE BENEFITS (010) 102,334 230,430 230,430
PERSONNEL SERVICES (01) 432,392 971,638 971,638
MANAGEMENT SERVICES POOL -MAS POCL (21110) 5,160 5,160 5,160
CONSULTING SERVICES (211) 5,160 5,160 5,160
CONTRACTUAL PROFESSIONAL SERVICES (21) 5,160 5,160 5,160
SECURITY SERVICES (22310) 13,535 13,535 13,535
INDUSTRIAL SERVICE RELATED (223) 13,535 13,535 13,535
OTHER. CONTRACTUAL SERVICES (22) 13,535 13,535 13,535
MAINT & REPAIR:OFFICE MACHINES (24130} 7 79 79
EQUIPMENT MAINTENANCE (241) 79 79 79
MAINTENANCE & REPAIRS (24) 79 79 79
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Section 15F: Adding a Comment to a Cell on the Data Form

In this section of the activity, you will:
e Add a comment to a cell on the data form

Step Action

1. You may add a comment to any data cell (white or
gray) on the form. Right - click a cell in the Current
Year Budget column and select Comments.

FY15-16 FY16-17 FY16-17 FY16-17
Actual Budget Forecast Forecast

3
YearTotal  YearTotal YearTotal BegBalance
Adopted

Working Budget Working  Working
WAGE ACCRUALS {00157) 2,607.07
SALARIES (001) 607,085.84 492,000
SOCIAL SECURITY (01010) 3535437 30,000 -
EE| Aggregate Forecast Year Total
RETIREMENT (01011) 46,703.54 40,000 <0,
Edit
FRINGE ACCRUALS (01038) 1,627.82

Adjust
[ Heemere ]
1,185.66 1,000 1Ly
*= Supporting Detail

GROUP HEALTH INSURANCE (01110)
‘GROUP LIFE INSURANCE (01111)

7723618 92,000

To add a comment, click the Green + icon.

Comments

Service Level OPERATIONAL EXPENDITURES

Actions »  View «

Comment
Mo data to display

3. Type the following text in the entry portion of the
screen.

Comments

u)ﬂR.aquast: Current _‘.‘Ent\ty: MMTEENEXP-TEEN COURT

u)ﬂFund: JUDICIAL ADMINISTRATION
Service Level OPERATIONAL EXPENDITURES

PROGRAMS (50100106)
Account: A2121121110, Year: FY18, Scenario: Budget, Period: BegBalance, Version: Wnrk]ngﬂ

Tahoma [v] 27 B g @ a W& M
BIU S5 = =

i Activity: P106129-TEEN COURT
ADMINISTRATION PROGRAM

EEEE EE S0
This is the preliminary value based on discussions with our Budget Analyst.l

Note: You can format your comments by using the
icons located on the toolbar.

_:ldﬂ_equest: Current :‘f"'Entity: MMTEENEXP-TEEN COURT _ZJ_JFund:

Account: AZ121121110, Year: FY18, Scenario: Budget, Period: BegBalanc:

Notes
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4, Located at the bottom right corner of the screen, click
the ADD button.

==

Close |

5. The comment displays along with the user name and
current date.

Comments %

1), Request: Curent| #&, Entity: MMTEENEXP-TEEN COURT | () Fund: JUDICTAL ADMINISTRATION | ) Activity: P10G125-TEEN COURT | ) Project: No
Service Level OPERATIONAL EXPENDITURES PROGRAMS (50100106) ADMINISTRATION PROGRAM Operating Grant
Account: A2121121110, Year: FY18, Scenario: Budget, Period: BegBalance, Version: Working [ v |

actions » View» 4 ¢ [ER

Comment User Date

This is the preliminary value based on discussions with our Budget Analyst.

< >

MMUSER1 8/3/16

Note: Any user with write access to this intersection
can create a note. All history is retained on the screen
with user id and date information.

6. At the bottom right corner of the screen, click the
Close button.

7. Cell comments are indicated with a triangle in the upper
right corner of the cell.

432,392 9?1,633
5,160 5,1
5,160 5,160

5,160 5,160
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8.

10.

To view an existing comment, right-click the cell and

click Comments.

071,638 971,638

5,1&]‘ CHAcn
5,160 Aggregates
Edit ¥
5,160
13,535 et ISt '

Col t=

+= . .
13,535 = Supporting Detail
7o (Bl Change History

The comment displays. You can add additional
comments by simply clicking the Green +.

Comments

£3

) Request: Current| %, Entity: MMTEENEXP-TEEN COURT | ) Fund: JUDICIAL ADMINISTRATICN | ) Activity: P106128-TEEN COURT
Service Level OPERATIONAL EXPENDITURES PROGRAMS (SO100106) ADMINISTRATION PROGRAM
Account: A2121121110, Year: FY18, Scenario: Budget, Period: BegBalance, Version: Working [ ]

Adtions + View %

Comment User

19 Project: No
Operating Grant

Date

his is the preliminary value based on discussions with our Budget Analyst. MMUSER1

8/3/16

< >

To close the comment screen, click the Close button.
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Section 15G: Adjusting Cell Values on the Form

In this section of the activity, you will:

e Adjust values on the form (all input cells on a web form can be adjusted by a percentage
or fixed value)

Step Action Notes
1. From the Budget form, select an input level cell that

contains data.
2. Right-click the cell and select Adjust > Adjust

Data.

FY15-16 FY16-17 FY16-17 FY16-17
Actual Budget Forecast  Forecast

YearTotal YearTotal YearTotal BegBalance
Adopted

Working  Budget Working  Warking

WAGE ACCRUALS (00157) 2,607.07

SALARIES (001) 607,085.84 492,000

SOCIAL SECURITY (01010) EITET| ALY 2 Agaregate Forecast Year Total

RETIREMENT (01011} 46,703.54 40,000 40,1 Edit »

FRINGE ACCRUALS (01098) 1,627.82 »
GROUP HEALTH INSURANCE (01110) 772618 92,000 92 [ comments B and spread
GROUP LIFE INSURANCE (01111) 118566 1000 10 supporting Detai 4 Mass Allocate
MICA MEDICARE HOSPITAL INSURANCE (01113) 8,268.29 7,000 7,000 @ (Change History

Note: Aninput level cell is the lowest level of data
entry.

3. From the Adjust Data screen, click the By
Percentage and Increase By radio buttons.

Adjust Data *®

~

(_) Decrease by W

Adjust Data
-

(®) By Percentage

Help Adjust Data | | Close

4. Type a value of 8 in the text field and click Adjust
Data.
Adjust Data *
Agljust Data PN
I} By value ®) Increase by
(®) By Percentage () Decrease by v
Help Adjust Data| Close
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Step Action Notes

S. The value is increased by 8%. Click the Save icon to

submit the value to the database.

FY15-16 FY16-17 FY16-17 FY16-17

Actual Budget Forecast Forecast
YearTotal  YearTotal Yaar>TotaI BegBalance
Adopted
Account Working Budget Working  Working
WAGE ACCRUALS (00157) 2,607.07
SALARIES (001) 607,085.84 492,000
SOCIAL SECURITY (01010) 3535437 30,000
RETIREMENT (01011) 46,703.54 40,000 40,000
6. You may adjust multiple cells simultaneously if they are
consecutive (in sequence); you cannot adjust fixed gray
cells.
7. Select the range of input cell by using click and drag

functionality.

FY15-16 FY16-17 FY16-17 FY16-17

Actual Budget Forecast  Forecast
YearTotal  YearTotal Year>TotaI BegBalance
Adopted
Working Budget Working  Working
GROUP HEALTH INSURANCE (01110) 77,236.18 92,000 92,000
GROUP LIFE INSURANCE (01111) 1,185.66 1,000 1,000
MICA MEDICARE HOSPITAL INSURANCE (01113) 8,268.29 7,0000 7,000.00
DENTAL PLANS (01114) 3,298.08 3,000/ 3,000
FRINGE BENEFITS (010) 173,673.94 173,000 173,000

Right-click a single cell and select Adjust > Adjust

FYIS16  FYI617 FY1617  FY1617
Actusl  Budget Forecast Forecast
YearTotal YearTotal YearTotal BegBalance
Adopted
Working  Budget Working  Working
GROUP HEALTH INSURANCE (01110) 77,236.18 92,000
GROUP LIFE INSURANCE (01111) 1,185.66 1,000
MICA MEDICARE HOSPITAL INSURANCE (01113) §268.20 7,000 Aggregate Forecast Year Total
DENTAL PLANS (01114) 329808 3,000 ? Edit 4
QBT
FRINGE BENEFITS (010) 173,673.94 173,000 173,00 7 Adjust Date
PERSONNEL SERVICES (01) 780,759.78 665,000 173,00 [ comments 7 Grid Spread
.z
MANAGEMENT SERVICES POOL -MAS POOL (21110) 11,073 10,000 = Supporting Detai T Mass Allocate

S Chanae Historv

9. Click the By Percentage and Decrease By radio

buttons.

Adjust Data
Adjust Data
{J By value

<>

_ Increase br 8
Decrease by I

Adjust Data || Close
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Step
10.

11.

12.

13.

Action
Type a value of 3 in the text field and click Adjust
Data.

Adjust Data *
Adjust Data A
] "
L.i By Value () Increase by
(@) By Percentage (@) Decrease by (¥

Help Adjust Data || Close

All cells in the range have been decreased by 3%. The
cells are shaded as yellow indicating the values have
changed.

FY15-16 FY16-17 FY16-17 FY16-17
Actual Budget Forecast Forecast

>
‘YearTotal  YearTotzl YearTotal BegBalance

Adopted
Working Budget Working  Working

GROUP HEALTH INSURANCE (01110) 77,236.18 92,000 [89,240....
GROUP LIFE INSURANCE (01111) 1,185.66 1,000 | 970.00
MICA MEDICARE HOSPITAL INSURANCE (01113) 826829 7,000 | 6,790.00
DENTAL PLANS (01114) 3,208.08 3,000 | 2,210.0
FRINGE BENEFITS (010) 173,673.94 173,000 173,000

Click the Save icon on the toolbar to submit the data to
the database.

Enterprise Performance Management System

Mavigate Hle Edit View Favorites Tools Administration Help

A m roooelB @ & |/

The values at the input level along with the parent level
accounts are updated with a 3% reduction.

FY15-16 FY16-17 FY16-17 FY16-17

Actual Budget Forecast  Forecast
YearTotal  YearTotal Year>TolaI BegBalance
Adopted
Working Budget Working  Working
FRINGE ACCRUALS (01098) 1,627.82
GROUP HEALTH INSURANCE (01110) 77,236.18 92,000 89,240
GROUP LIFE INSURANCE (01111) 1,185.66 1,000 970.00
MICA MEDICARE HOSPITAL INSURANCE (01113) 8,268.29 7,000 6,790
DENTAL PLANS (01114) 3,298.08 3,000 2,910
FRINGE BENEFITS (010) 173,673.94 173,000 172,310

Notes
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Section 15H: Cell Locking Function — Preserving Year Total Data

In this section of the activity, you will:
e Expand the Year Total time periods.

o Use the Lock icon to prevent changes being made to forecast data in the Year Total.
e Modify a Year Total value to show the spread to the unlocked periods

Important: The Lock function is released each time you Save or Refresh data. Be
sure to reset the Lock after each of these actions.

Step Action Notes
1. From the Forecast form, expand the Year Total

See the Seed Forecast Data
member until the four Quarters display.

Activity for instructions to
FAGHE) | FAGAT PAED populate Year Total data in
Actual Budget Forecast

YearTotal YearTotal [ Q1 I Q2 > Q3 > Q4 YearTotal II the Beg Balan Ce-

Adopted
working  Budget Working Working Working Working  Working

RENTAL & LEASES (25) 71.19
GSA SERVICE TICKET CHARGES (26028) 380.8
GSA AFT.HOUR CHRGS/ASSOC COSTS CNTY DEPT (26032) 8,422 3,000 3,000 3,000 9,0
GSA PRINTING & REPRODUCTION (26050) 285 5,000 5,000 5,000 15,000.00
GSA POSTAGE (26051) 1.28 1,000 1, 1,0 3,
FM LT EQ MILEAGE (26062) 1,507.29
FM AQC/ABU/MOD (26068) 36.5
FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1,576.45
GSA CHARGES (260) 12,189.32 9,000 9,000 9,000 27,000
2. In our example, Quarter 2 3, and 4 have been The system will automatically
populated with forecast data. lock forecast cells for the months
in which the financial system has
T e been closed.
YearTotal YearTotal > Q1 Q2 Q3 > Q4 YearTotal |
Wiorking Aadu”fg‘if Working Working Working Working  Working ACtU a| d ata in the Ye ar Tota|
RENTAL & LEASES (25) 71.19 . .
e et periods will be grayed out and
GSA AFT.HOUR CHRGS{ASSOC COSTS CNTY DEPT (26032) 8,422 3,000 3,000 3,000 9,0 Iocked (See Q 1) .
GSA PRINTING & REPRODUCTION (26050) 285 5,000 5,000 5,000 15,000.00
G5A POSTAGE (26051) 1.28 1,000 1,000 1, 3,0
FM LT EQ MILEAGE (26062) 1,507.29
FM ACC/ABUSMOD (26068) 36.5
FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1,576.45
GSA CHARGES (260) 12,189.32 9,000 9,000 9,000 27,000
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3. You may need to adjust the Forecast Year Total values
(that spread data into the months), and preserve
previously entered forecast data by locking the
columns.

Click and drag the column headers for Q2 (Q1 is
already locked out).

FY16-17 FY16-17 Frie-17

Actual Budgsat Forecast
YearTotal YearTotall > Q1 Q2 > Q3 Q4 YearTotal
Adopted

Working Budget | Working Working | Working Werking Warking
RENTAL & LEASES (25) 71.19
G5A SERVICE TICKET CHARGES (26028) 360.8

GSA AFT.HOUR CHRGS/ASSOC COSTS CNTY DEPT (26032) 8,422 3,000 3,000 3,000 9,000

GSA PRINTING & REPRODUCTION (25050) 285 5,000 5,000 5,000 15,000.00

GSA POSTAGE (26051) 1.28 1,000f 1,000 1,000 3,000
FM LT EQ MILEAGE (26062) 1,507.29
FM ACC/ABU/MOD (26068) 36.5
FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1,576.45

G5A CHARGES (260) 12,189.32 9,000y 9,000 9,000 27,000

4. On the icon bar at the top of the screen, click the Lock The Lock function is undone
Cells icon. each time you Save or Refresh

data in the database. You will
need to relock October after

Enterprise Performance Management System Works .
each of these actions.

Mavigate Fle Edit View Favorites Tools Administration Help

5. After cells are locked, they are shaded brown,
indicating that no changes may be made.

Fr1617  Fr1617 FY16-17
Actual Budgst Forecast

YearTotal YearTotal > QL Q2 > Q3 > Q4 YearTotal

Adopted
Working  Budget Working Working Working Working Working

RENTAL & LEASES (25) 71.19

(GSA SERVICE TICKET CHARGES (26028) 360.8

GSA AFT.HOUR CHRGS/ASSOC COSTS CNTY DEPT (26032) 8,422 3000| 3000 3000 9000
GSA PRINTING & REPRODUCTION (26050) 285 5000| 5000 5000 15,000.00
GSA POSTAGE (25051) 128 1,000 1000 1000 3,000
FM LT EQ MILEAGE (26062) 1,507.29

FM ACC/ABU/MOD (26068) 36.5

FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1,576.45

GSA CHARGES (260) 12,189.32 9,000 9,000 9,000 27,000
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6. The Q3, Q4, and Year Total columns are available
for entry. All other columns are locked for data entry.

FY16-17 FY16-17 Frie-17
Actual Budget Forecast

YearTotal YearTotal > Q1 ©>Q2 Q3 Q4 YearTotl

Adopted
Working Budget Working Working Working Working  Working

RENTAL & LEASES (25) 71.19
GSA SERVICE TICKET CHARGES (25028) 360.8
GSA AFT.HOUR CHRGS/ASSOC COSTS CNTY DEPT (26032) 8422 3,000 3,000 3,000 9,000
G5A PRINTING & REPRODUCTION (260507 285 5,000 5,000 5,000 15,000.00
GSA POSTAGE (26051) 1.28 1,000 1,000 1,000 3,000
FM LT EQ MILEAGE (26062) 1,507.29
FM ACC/ABU/MOD (26068) 36.5
FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1,576.45
GSA CHARGES (260) 12,189.32 9,000 9,000 9,000 27,000
7. Type a value of 12,000 into an operating account. Be = Please use the account used in
sure that the value is entered in the Year Total, the previous exercise Page
Forecast column. 120, Step 1.
FY16-17
Forecast
) | F 02 > Q3 > ¥ YearTotal
Working Working Working Working  Working
3,000 3,000 3,000 9,000
5,000 3,500.... 3,snn....
1,000 1,000 1,000 3,000
9,000 9,000 9,000 27,000
8. If the cell that you selected had a value in it, the new Example:
amount will change the Q3 and Q4 value by the
difference between the new and old value. New Year Total value $12,000.
FY16-17 Existing value in Q1 and Q2
Forecast $5,000.
= 0l F Q2 > 03 » 04 YearTotal
New Q3 and Q4 value
Working Working Working Working  Working ($12,000 — $5,000)/ 2 =$3,500.
3,000 3,000 3,000 9,000
5,000] 3,500, 3,500._] 12,000.0
1,000 1,000 1,000 3,000

9,000 9000 9000 27,000
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9.

10.

11.

12.

13.

To save the data to the database, click the Save icon
on the toolbar.

Mavigate File Edit Wwew Favorites Tools Help

A B 2= Bglors B & L o =

The data is saved to the database, but the Lock for
Q2 is removed. If you wish to update other accounts

and preserve entered data, you MUST RELOCK
these columns.

FYi6-17
Forecast

>0l > Q2 > Q3 > 04 YearTotal

Working Working Working Working  Working

3,000 3,000 3,000 9,000
5,000 3,500 3,500 12,000
1,000 1,000 1,000 3,000

To reset the lock, click and drag to select columns Q2
— Q4 click the Lock icon on the toolbar.

Enterprise Performance Management System Works,

Mavigate Fle Edit View Favorites Tools Administration Help

A vogoe|B ® & |/ EE R ]

Continue entering values at the Year Total level and
verify the automatic distributing functionality across Q3
and Q4.
Once all of your entries are complete, click the Save
icon. If you have additional entry, be sure to reset the
Lock function.

Enterprise Performance Management System

Mavigate FHle Edit Wiew Favorites Tools Administration Help

A om Teooe|E ® 2 |s a8 ogm
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14.

15.

When selecting the Refresh icon the following
message displays:

Warning ®

There is unsaved data. If you proceed, this data will be lost. Do you wish to
continue?

Click OK and the data is returned to its original state.

Note: Remember, clicking the Refresh icon will
remove the column Lock. If you are making additional
entries, be sure to reset the Lock function.
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Section 15I: Setting Seasonality Factors

In this section of the activity, you will:

Step

3.

Set seasonality factors to control the distribution across the open months or quarters.
Note, in some cases departments will have seasonality across periods. BAT will spread
data based on input by the user. For example, your Department has expenses that are
25% higher in September (than the other months in the quarter). To adjust the data to
reflect seasonality, follow the steps below:

Action Notes
Be sure that the Q1 — Q3 columns are locked.

Locate an expense account (base level) that has no
data in the Q4 column at the lowest base level.

FY16-17 FY16-17 Fr1e-17
Actual Budget Forecast
YearTotal YearTotal » Q1 > Q2 > Q3 Q4

Adopted
Working Budget Working Working Working  Working
CONSULTING SERVICES (211) 5,160

CONTRACTUAL PROFESSIONAL SERVICES (21) 5,160
SECURITY SERVICES (22310) 13,534.86 —1

Click the [> next to Q4 to display the months.

P67 FEIT Fr16-17
Actusl
vearT
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4, To weight the 25% increase in the 3 month distribution,
enter the following values in Jul, Aug and Sep.

e July=230
e Aug=230
e Sep=40
Total 100
Fre17 el Pris-az
Actusl gt Forecast
vesTosl vesTow Qi Q2 @ o A e o
Adagrtrd
Working Budget Werking Working Working  Werking  Warking Working Warkng
CONSULTING SERVIEES {211) R
CONTRACTUAL PROFESSIONAL SERVICES (31) 5,160
SECURTTY SERVICES (22310) 1153488

Note: The values in each cell represent the % of the
distribution. The total of the 3 cells must equal 100%.

S. Enter a value of 25,000 in the Q4 member. Press
Enter.
0. The data is distributed across the 3 Months with a 25%

increase in Sep.

AIBT  PrElr Frig1?
sl Dudge Fanscast
YeuTetal  YeaTod O Qu w® q@ i) g = ] vearToal

Adeptnd
Working Budget Working Working Working  Working  Warking Wortrg Working Wrking

7. To save the data to the database, click the Save icon

on the toolbar.

Enterprise Performance Management System

Mawvigate Hle Edit WView Favorites Tools Administration Help

A e I,,3| B & = |/‘ o= g= =
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Section 15J: Creating Supporting Detail in Forecast and Budget

In this section of the activity, you will:

e Create a Supporting Detail hierarchy that will include detailed information for the
Postage account. The items will be aggregated using the addition sign. Forecast dollars

will be entered for each item and saved to the database.

Step Action

1. From the Forecast form, locate account that you wish
to add supporting detail. The example below uses
Sponsorships/Marketing Items Promotional
(31420).

TeaToml

5,000 7500, 2500, 250000 250000 750000 24,000

9000 7500 2500 350000 250000  7,500.00 24,000

2. Under the Forecast scenario right - click the data cell
in Sponsorships/Marketing Items Promotional
(31420) and click the Supporting Detail.

Notes

Note: Supporting Detail
functionality is only available on
the base (zero level) members
on the form.

You cannot apply Supporting
Detail to Quarters or Year Total
members in the Year Total
scenario.
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3. The Supporting Detail screen appears:
i Dehaill *
Mctons v Vews dh ot KB E B AV HD| Bowen = E D S )

4. Click Actions > Add Child.

You may also click the Add
[ Supporting Detail

Child icon.
View » | g g 3¢ % B 3 ¥ [ & petach
i Add Child ctri+W

" ghaddsibling  Ctri+Shift+B

il
T+

On the first row, in the Label field, type Postage
Expense.

r

Supporting Detail

Adtions +~ View » ok 9B o€ ¥g &= 9= = RNE| i Detach =]
17
Label Operator ;';;ecai
Working
:
Taotal
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6. Click the Actions drop-down and click Add Child. You may also click the Add

) Child icon.

Supporting Detail

Cul+w
@ Add Sibling  Ctrl+Shift+B Operator
R Delete Cirl+De

:% Delste All — U ﬂ

" 48Z Promote
EE Demote

7. On the new line, in the Label field, type Booklets For each data row, you can

select the operand from the
drop-down list:
- ~ Ignore: ignore this row

Leave the Operator set to addition (+).

S T N = @ § - + Add: add this row to the
I total
Label Operator ' - - Subtract: subtract this row

] from the total
- Multiply: multiplies the prior

Sponsor Expenses Label [~| .
total by this number
> * [v] - / Divide: divides the prior
¥ Total total by this number
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8.

10.

With the Booklets line highlighted, click Actions >
Add Sibling.

-"ul'iEWv gl K W & o=

i, Add Child Ctri+w
gl Add Sibling | Ctl+Shifte+B Operato
3 Delete Ctri4Del
%2 Delete Al —— =
E Promote *
: PE Demote
A Maove |

On the new line, type Pens. Leave the Operator set

to addition (+).

Actions - View ~ o gl 38 ¥ & 3= A BRI  LF Detach

FY17
Label Operator ;‘;‘:caﬁ
Working
Sponsor Expenses +
[ Booklets Label
> :
y Tatal

With the Pens line highlighted, click Actions > Add

Sibling.
PGSR ven v e OB R W & O
i Add Child Ctri+w
gl Add Sibling | Ctl4Shift+B Operato
3 Delete Ctri+Del
& Delete all L=t +
E Promote *
A & ove 1

You may also click the Add
Sibling icon on the toolbar.

You may also click the Add
Sibling icon on the toolbar.
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11. On the new line, type Mouse Pads. Leave the
Operator set to addition (+).

Supporting Detail

Actions » View - o o o8 ¥ & 9= A E@a ;:j'Detach = T

Fri7
Forecast
Label Operator =
‘Working
Sponsor Expenses + ﬂ
[ Booklets + ﬂ
o Pens + ﬂ
: -
[ Total
12. In the FY17 Forecast for Sep column, enter the
following amounts:
Booklets: 500
Pens: 100
Mouse Pads: 200
FY17
Forecast
Label Operator Sep
‘Working
SponsorExpenses 4+ [v] 8000
5 Booklets + [v] [s00
b Pens + [v] (o0
3 Mouse Pads + [~] [zo0
o Total 800.0
13. The Total displays the sum of the three Postage
items.
P17
Label Operator _E:;l:cast
‘Working
Spomnsor Expenses + ﬂ B00.0
> Booldets + [v] s00
3 Pens + [~] 100
13 Mouse Pads + ﬂ 200

> Total
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14.

15.

16.

In the upper right corner, click the Save button.

Supporting Detail x

Help || Refresh Cancel

Actions » View v g ol 3 W E vlID Homh ETEW
Fr17
Label Operator E‘;fcm
Working
Sponsar Expenses + [v] =000
> Booklets + [v] s00
> Pens + [l 100 F¥17,Forecast,Sep,Working
b Mouse Pads + [~ 200
> Total 300.0

The Sponsorships/Marketing Items

Promotional account displays the new total. The
data cell is shaded a turquoise color indicating the
Supporting Detail.

FY16-17 | FY16-17 FY16-17
Actusl  Gudget Forecast

YearTotal YearTotal > Q1 > Q2 Q3 Jul Aug sep

Adopted
working  Budget Working Working Working Working  Working  Working

GSA PRINTING & REFRODUCTION (26050) 285 5000 3500 116667 116667 1,166.67
GSA POSTAGE (25051) 1.28 1,000 1,000 33333 33333 33333
FM LT EQ MILEAGE (26062) 1,507.29
FM ACC/ABU/MOD (26068) 36.5
FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1,576.45
GSA CHARGES (260) 12,189.32 9,000 7,500... 2,500... 2,500... 2,500...
IT FIELD SERVICES-TIME & MATERIALS (26118) 4%
ITD (261) 46
CHARGES FOR COUNTY SERVICES (26) 12,235.32 9,000 7,500... 2,500... 2,500... 2,500...
TRAVEL EXPENSE-U.S5. (31210) 32691
TRAVEL EXPENSE-FOREIGN (31211)
REGISTRATION FEES (31220) 50
TRAVEL (312) 416.91
[EPORSORSHIPSMARKETING TTEMS PROMOTIONAL (31420)] 4914

800

ADVERTISING (314) 4914

To view or edit the Supporting Detail, highlight the data
cell and right-click the cell and click Supporting
Detail.

=2 onn
I:E| Aqgaregate Forecast Year Total
Edit 3
Adjust 3

BCumments

"= Supparting Detail I
(& Change History

B Attachments
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17.

18.

19.

The Supporting Detail screen appears. Click the > next

to Sponsor Expense to view the detail.

Actions » View » | gk @8 o0 g T o BE [ &4 Detach
Fri7
Forecast
Label Operator =
Working
Sponsor Expenses | | + ﬂ 200.0
o Total 800.0
The details display:
FY17
Foracast
Label Operator Sep
‘Working
SponsorEipenses 4+ [v] 8000
> Booklets + [v] [s00
3 Pens + [~] fioo
13 Mouse Pads + ﬂ 200
5 Tatal 800.0

Click Save to keep the changes.

--End Activity--
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Activity 16: Seed Forecast Data

In this activity, you will:

Open the Seed Forecast Data task list item

Execute the Business Rule

Validate that the Beg Balance forecast data has been replaced with Year Total forecast
data

Summary:

In the current year, each BAT user will have the ability to populate the Forecast Beg
Balance with the Forecast Year Total.

Example: At the beginning of the year, all periods in the forecast columns will contain
forecast data. As each month closes, actuals data from the previous month will be
loaded and replace the initialized forecast data in the Year Total period for reporting.
The Seed Forecast Data may be run so that it will populate the Year Total forecast
data to the Beg Balance forecast period. BAT users may choose to not run this option
and retain the forecast data throughout the year.

When the Seed Forecast Data rule is run, all Beg Balance forecast data will be replaced
with Year Total forecast data. User can run the rule at any of the Department’s various
entity levels. Once Year Total data has populated in the Beg Balance column, users
have access to make changes to the new values.
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Step Action Notes
1. From My Task List, navigate to Operating

Preparation > Financial > Seed Forecast

Data.

My Task List

b3 P2 Budget Administration

by P Budget Preparation

b4 P Operating Administration
i:' Operating Preparation

i o Develop Future Year Budget by Entity

[+ E’ Develop Current Year Forecast By Entity 1
> B9 Seed Forecast Data
[ E’ Caloulate Attrition

> 5 BPREFP Adjustments
iy i Amend Adopted Budget

2. Click Launch.
Task - Seed Forecast Data = Task Instructions

Launch Business Rules

Plan Type OpPlan
Business Rule MDCSEEDFCSTROLLING
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3.

Click the Entity Search icon.

Runtime Prompts - MDCSEEDFCSTROLLING

PR i

The department member displays.

Members Variables

QP ®i
Member Mame Alias
% EMM MM-MLAMI-DADE ECONOMIC ADVOCACY TRUST

Note: You can drill down to the level at which you wish
to seed forecast from by clicking the + next to entity.

Click the Add Arrow to move the Entity to the
selection area.

Member Mame Alias
Entity Entity
EMM "MM-MIAMI-DADE ECOMNOMIC... I
b
Add
4
Remove
&
Remaove All
Click OK.
Cancel
Click Launch.

Cancel || Create runtime prompt values file

The member displays based on
the Entity selection in User
Preferences.
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8.

10.

11.

At the confirmation prompt, click OK.

(i) Information

. MDCSEEDFCSTROLLIMG Rule was run successfully

From the Task List, open the Forecast form.

My Task List

» Budget Administration

» Budget Preparation

> B QOperating Administration
I Operating Preparation

I~ Financial

> ¥ Develop Future Year Budget by Eni
g 5 g Develop Current Year Forecast By Entity

> B Seed Forecast Data

> & Calculate Attrition

b E’ BPREP Adjustments

3 & Amend Adopted Budget

The periods forYear Total and Beg Balance will

now be equal.

MMDEATADM-MDEAT ADMINSTF | ¥ ECOMNOMIC DEVELOPMENT (GFO |+ | Mo Operating Program halll
FYi6-17 FY16-17 FY16-17 FY16-17
Actual Budget Forecast Forecast
YearTotal YearTotal |  YearTotal BegBalance
Adopted
Waorking Budget Working Working
EMPLOYEE REGULAR. (00110) 311,722.99 78,730.51 78,730.51
POLL WORKERS {COUNTY EMPLOYEES ONLY) (D0114) 264
EXECUTIVE BENEFIT PAYMENTS (00120) 11,442.2 1,916.67 1,916.67
FLEX DOLLARS (00122) 4,346 918.67 916.67|
LONGEVITY PAYMENTS (00125) 5,690.55
WORKING OUT OF CLASSIFICATION (00126) 1,296.83
SICK PAY (00150) 12,916.97
HOLIDAY PAY (00151) 16,789.26
ANNUAL LEAVE PAY {00152) 24,370.49
WAGE ACCRUALS (00157) (6,727.24)
COLA - BUDGET OMLY (00110C) 778.47 770.47)
SALARIES (001) 382,112.05 82,340.31 82,340.31
SOCIAL SECURITY (01010) 22,113.78 3,503.71 3,503.71
RETIREMENT (01011) 46,155.65 9,986.91 9,986.91
CROSS INDEX FRINGE DISTRIBUTION (01092) 1,500
FRINGE ACCRUALS (D1098) {1,861.13)

Even though Year Total data has been populated in

the Beg Balance period, users may make
modifications to this data.

--End Activity--

The forecast data in Year Total
is copied into the Beg Balance.
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Activity 17: Develop Future Year Budget by Entity

In this activity, you will:

¢ Open the Develop Revenue and Expense Budget Organization task list item

e Change the Point of View (POV) for Entity (Index Code), Fund, Activity, and
Project

¢ Add Expense and Revenue Accounts to the form

e Enter data into the form and submit to the database

e Use the copy / paste functionality

e Insert a comment into a cell

e Adjust a range of values by percentage and/or value

e Open the form in Smart View

e Modify your data in the Smart View sheet and submit to the database

In this section of the activity, you will:
e Open the task list and navigate to the Operating Plan
e Change the point of view on the form and view the form layout

Step Action Notes
1. From the Task List, navigate to Operating

Preparation > Financial > Develop Future
Year Budget by Entity.
My Task List

f:’ Operating Preparation

- Financial

> B Develop Future Year Budget by Entity
o 5 Develop Current Year Forecast By Entity

> B Seed Forecast Data

> 9% Calculate Attrition

» B BPREP Adjustments

» 9 Amend Adopted Budget

2. Located on the POV, set the Entity (Index Code),
Fund, Activity, and Project dimension members.
Then click Go.

I!“\T'TTEE‘IEX.)'TEETI COURT OPERAT| | JUDICIAL ADMINISTRATION PROG | ¥ | P106129-TEEN COURT ADMINISTR | ¥ | No Operating Grant I e
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3. The Develop Future Year Budget form displays:

e The first column displays the Actual Year
Total amount from the prior year.

e The second column displays Total Adopted
Budget amount from the current year

e The third column represents the input cells for
entering Budget data in the future year.

e If an enhancement was created in the
Proposed Change to Base form, the
fourth column represents the input cells for
entering Enhancement data in the future
year

¢ If areduction was created in the Proposed
Change to Base form, the fifth column
represents the input cells for entering
Enhancement data in the future year

e The last column displays the Working
Proposed version, which represents the sum
total of the Budget plus Enhancement less

Reduction
FY16-17 FY16-17 | FY17-18 Fr17-18
Actual  Budget | Budget Budget
‘YearTotal YearTotal | BegBalance | BegBalance
Adopted Working
Working  Budget | Working | Proposed
EMPLOYEE REGULAR (D0110) 267,011 747,778 7,779
EMPLOYEE REGULAR ATTRITION (001104) (37389)| (37,389)
FLEX DOLLARS (00122) 6,302 14300 14,300
FLEX DOLLARS ATTRITION (001224) (715) (715)
LONGEVITY PAYMENTS (0D0125) 2,119
WORKING OUT OF CLASSIFICATION (00126) 709
SICK PAY (00150) 12,729
HOLIDAY PAY (00151) 17,134
ANNUAL LEAVE PAY (00152) 29620
EMPLOYEE OVERTIME OT (00150) 3,169 10,000 10,000
WAGE ACCRUALS (00197) (8,735)
SALARIES - BUDGET ONLY (00199) 289 289
COLA - BUDGET ONLY (00110C) 7,309 7,309
COLA - BUDGET OMLY (00110CAT) (365) (365)
SAL ARTFS (0011 330.n58 el 2070 741207
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4.

Note that all functionality in the Develop Future
Year Budget form is the same as in the Current
Year Forecast form. For step by step instruction on:

Changing the Point of View, refer to Section
15B

Adding an Revenue/Expense Account
(subobject codes), refer to Section 15C
Entering and Submitting Data, refer to Section
15D

Copying Data Within a Form, refer to Section
15E

Adding a Comment to a Cell on the Data Form,
refer to Section 15F

Adjusting Cell Values on the Form, refer to
Section 15G

Cell Locking — Preserving YearTotal Data, refer
to Section 15H

Setting Seasonality Factor, refer to Section
151

Creating Supporting Detail in Forecast and
Budget, refer to Section 15J

--End Activity--
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Activity 18: Create Supporting Detail Hierarchy in
Operating Plan Budget Form

In this activity, you will:

e Open the Develop Future Year Budget by Entity form

e Set the Point of View on the Form

¢ Add the Travel Expense — US account to the form

o Create a travel expense hierarchy using Supporting Detalil
e Save and Submit data to the database

In this section of the activity, you will:

e Navigate the Task List and open the Develop Future Year Budget by Entity form.
e Set or verify the POV

e Add the Travel Expenses — US account to the form

Step Action Notes
1. From the Task List, navigate to Operating

Preparation > Financial > Develop Future

Year Budget by Entity.

My Task List

I Operating Preparation

I~ Financial

> P Develop Future Year Budget by Entity

[+ G Develop Current Year Forecast By Entity

» " seed Forecast Data

> O Calculate Attrition

> ¥ BPREP Adjustments 4
v 5 Amend Adopted Budget
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2. On the Point of View bar, select the Entity, Fund, Please make note of your Point
Activity and Grant as applicable. of View Settings:
|l~‘U‘fITEEVEk.1TEEI‘I COURT OPERAT| ¥ | JUDICIAL ADMINISTRATION PROG | ¥ | P106129-TEEN COURT ADMINISTR | ¥ | No Operating Grant | Entlty
Fund
Activity
Grant
3. Once the dimensions are set, click the GO icon.
4. The Budget Column is available for data entry.
Frie-17 Frie-17 Fr17-18 Fri7-18
Actual Budget Budget Budget
YearTotal YearTotal |BegBalance | BegBalance
Adopted Working
Working  Budget Working Proposed
RENTAL & LEASES (25) 71 17,040 17,040
G5A SERVICE TICKET CHARGES (26028) 361
GSA AFT.HOUR CHRGS/ASSOC COSTS CNTY DEPT (26032) 8,422 970 970
GSA PRINTING & REPRODUCTION (26050) 285 1,990 1,940
GSA POSTAGE (26051) 1 2,910 2,910
FM LT EQ MILEAGE (26062) 1,507 3,880 3,880
FM ACC/ABU/MOD (26068) 37 4,850 4,850
FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1,576
G5A CHARGES (260) 12,189 14,550 14,550
T FIELD SERVICES-TIME & MATERIALS (26118) 45
ITD (261) 46
CHARGES FOR COUNTY SERVICES (26) 12,235 14,550 14,550
TRAVEL EXPENSE-L.S. (31210) 327 1,000 1,000
REGISTRATION FEES (31220) 90 300 300
TRAVEL (312) 417 1‘.3{!] 1,300
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5.

We will create a Supporting Detail hierarchy for a

Travel Expense account. We will now add the
account to the form.

Right-click a data cell in the Budget column and click

Add Expense Account.

CHARGES FOR COUNTY SERVICES (25)
TRAVEL EXPENSE-U.5. (31210)
REGISTRATION FEES (31220)
Add Bxpense Accounts I
TRAVEL (312) T —
NEWSPAFER ADVERTISING-PROMOTIC SVENUE Actoun
SPONSORSHIPS/MARKETING ITEMS PR [} Aggregates
From the Add Expense Account (subobject)
screen, click the Search icon.
Click the Display Properties icon and select
Member Name: Alias.
Members Variables
Q% P R EE
Member Name i Member Name
Account i Alias
i AVB50100 1 #® Member Name:Alias I
> AVESO150 q -
\ AVT71030 , Alias:Member Name

= AMTT1050 | Additional Display Properties

12,235
327

417
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9.

10.

11.

12.
13.

The Expense Account (subobject) descriptions
display.

Members Variables

AP P @
Member Name Alias
Account Account
> AVB50100 Carryover Cash - End Budget (850100) ~
b ANMBS0150 Contingency Reserve (850150)
n ANFT1030 Principal Fayment On Rev Bonds (771030)
 ANWFF1050 Principal Payment On Motes (771050)
 AVTT3030 Int On Revenue Bonds (773030)
> AVZTI040 Int On Loans (773040)
 AVTF3050 Int On Notes (773050)
- AVTTR036 LOSS OM DISPOSAL OF FINED ASST (776036)
 ANTFT010 (Other issuance cost (777010)
- ANWTFFT060 Bond Issue-Rating Agency Fees (777060)
» AVZTBOL0 Trustee Agent Fees (778010)
> AV701010 Social Security (701010}
- AVFO1011 Retirement (701011)
> AVFO01013 QOther Fringe Benefits (701013)
o AVIO01089 Ot Fringe Benefit Reimb (70108%)
» ANF01091 Fringe Benefit Reimbursements (701091)
n ANWTF01098 Fringe Accruals (701096)
» AV701110 | Gropp Health Tosurancs (7011100

In the Search field, type 31211 and click the Search
icon.

Members Variables

Ayrsra [De@

Click the Travel Expense-Foreign (31211)
(subobject) and use the Add arrow to move it to the
Selection area.

Hembers  Variables
ETEIT rAaPPBTH@
Ay

b Mreviter Merme s
Account Account Acecami Acconrt

WsT31211 Travel Exnenss Foreign (WST31211) (= RAVEL DFDEETOREICN 5]
RS TRAVEL EXFENSE-FOREIGH (312111

Click OK.
Click Launch.

iLaunch:{ Cancel
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14.

The Travel account (subobject) is added in the
appropriate hierarchy on the form. The Budget value

is populated with a zero.

FYi6-17 Fri16-17 Fri7-18 FY17-18
Actual Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance
Adopted Working
Working Budgst  Working Proposed
ITD (261) 46
CHARGES FOR COUNTY SERVICES (26) 12,235 14,550 14,550
TRAVEL EXPENSE-L.S. (31210) 327
| TRAVEL EXPENSE-FOREIGN (31211) | E 0
REGISTRATION FEES (31220) 90
TRAVEL (312} 417 0 0
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Activity 19: Calculating Attrition in BAT

This activity will guide you through the steps to run the Calculate Attrition business rule.

In the steps below you will:

Step
1.
2.

Verify that Preferences for Entity are set correctly

Navigate the Task List and choose the Calculate Attrition option
Enter attrition percentages and save to the database

Calculate the attrition values

View the attrition calculation results

Action
On the left-hand navigation pane of the page, select My Task

List > Preferences. You must verify that the Entity options are
set correctly.

> Forms
» Manage Task Lists
» Decision Package Types

» My Task List

Preferences

Preferences

From the User Preference screen, click the User Variable-
Options tab.

User Preferences

Application Settings  Display Options  Printing Options I User Variable Options I

Notes
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3. Ensure User Variable Options for Scenario, Version, Year,
Request, and Entity are set correctly.

Note: Be sure that the fields for DeparmentActivity and
Department are set correctly.

User Preferences

Application Settings  Display Options  Printing Options ~ User Variable Options

Dimension User Variable Name Selected Member
Scenario Current Scenario Budget
Version Current Stage Waorking
Year Current Year of Vi... FY18
Request Context Request Current Service Level
Entity Departmentactivity MM_BA
Enitity Department EMM
4. Click the Save button.

save] |Reset

S. From My Task List, navigate to Operating Preparation >
Financial > Calculate Attrition.

My Task List

i:' Operating Preparation
I Financial

> G Develop Future Year Budget by Entity

B E‘:' Develop Current Year Forecast By Entity
G
¥ [Calculate Attrition]
> : BPREP Adjustments
> G Amend Adopted Budgst

=]
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6. Click the [> to display the list of entities. Click through until you
reach the desired level in the hierarchy.

Task List Status

Task - Calculate Attrition = Task Instructions

Aftrition

Percentages FResults

I"«'1I"-'1 -MIAMI-DADE ECONOMIC ADVOCACY TRUST

Task - Calculate Attrition  Task Instructions

Afttrition

Percentages FResulis

Entity Percent Attrition
MM2017EXP-TCT YOUTH MENTAL HALTH CONF EXP
MM245688-MMAP - SURTAX
MMaE7787-COM JUV JUSTICE PARTNERSHIP

MMAPADM-MMAP TRUST
MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES
MMRO77545-DOC STAMP SURTAX
MMRO7FS52-INT - INVEST
MMRO7FSS0-INT - MTG INT
MMRO77578-CASH CARRY-OVER
MMROTFE59-CASH MISC INCOME
MMROB1919-GRANT STATE ATTY GEN
MMR2017EXP-TCT YOUTH MENTAL HALTH COMF EXP
MMR201TINT-TCT ¥Y'OUTH MENTAL HALTH INT INC
MMR2017REV-TCT YOUTH MEMTAL HALTH COMFERENCE REV
MMRGFTRANF-TR. FR. GEMERAL FUND ECONOMIC DEVELOPMENT
MMRHCOMMFEES-3% COMMIT FEE
MMRMMAPL-MMAP TRUST MISCEL REV
MMRMMAP3-MMAP GENERAL FUND CARRYOVER
MMRTEENCCREV-TEEM CRT COURT COST REV 938.19(2)
MMRTEENCO-TEEN COURT CARRYOVER
MMRTEENINT-TEEN COURT INTEREST REVENUE
MMRTRANFOF-TR FR OTHER. FUNDS
MMTEENEXP-TEEN COURT OPERATIOMAL EXPENDITURES
EOMMO1-MMAP ADMINISTRATION
> EOMMO2-MMAP CBO PROGRAMS
> EOMMO3-MMAP ECONOMIC DEVELOPMENT

Note: The entities displayed are based on member selection in
Preferences >User Variable Options.

You may apply attrition
on any desired level
(e.g. Department,
Division, or Index-
code).

If you apply the attrition
% at base level (zero
level) member(s), the
amount will calculate
for that index code. If
you apply the attrition
% at a parent member,
all members below that
parent will be
calculated with that
percentage
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7. Click the Percentages tab. Type the attrition percentage for
each entity member.

Note: For 3%, type .03. For 4.5%, type .045

Task - Calculate Attrition =~ Task Instructions
Aftrition
Entity Percent Attrition
MM2017EXP-TCT YOUTH MENTAL HALTH CONF EXP 3%
MM245688-MMAP - SURTAX 4.5%

MMae787-COM JUV JUSTICE PARTMERSHIP
MMAPADM-MMAP TRUST
MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES

8. After entering the percentages, click Save.

Mavigate File Edit Wiew Favorites

g =

Toolz Help

® &

A v Eoe B ® &

Note: User must save changes before completing the next
steps. If data is not saved, the business rule will not calculate the
attrition percentages correctly.

9. Click the Results tab. To calculate attrition, right-click on either
the FY17-18/Budget column header or the FY16-

17/Forecast column header and select Calculate Attrition.
Task - Calculate Attrition  Task Instructions

Aftrition

Results

Percentages

J Request:Curment Service Level

Al Funds (FAMIS) v ||+
There are no valid rows of data for this form.

Ff17-18 Fr1g-17
Budgetl@ | Calculate Attrition I
BeoBalan Edit b
Working
Adjust K
@D:nrn meants

Note: You can now
calculate attrition for
the Forecast
scenario.
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10. At the confirmation screen, click OK.

@ Information "

MDCAtrition was successful,

11. Click the Results tab. From the Fund drop-down list, choose the

desired fund or select All Funds. Expand the Entity hierarchy to
display the Index Codes. The calculated values display for the

attrition accounts.

Attrition

Percentages

__)_‘Request:Current Service Level _L"
T2l Funds (FAMIS) ] [~][+
Fr17-18 FY16-17
Budget Forecast
BegBalance BegBalance
Working Working
MM245688-MMAP - SURTAX EMPLOYEE REGULAR ATTRITION (001104) (11,491)
FLEX DOLLARS ATTRITION (001224) (248)
SOCIAL SECURITY ATTRITION (010104) (735)
RETIREMENT ATTRITION (010114} (1,005}
GROUP HEALTH ATTRITION (01110A) (1,995)
GROUP LIFE ATTRITION (01111A) (26)
MICA MEDICARE HOSPITAL ATTRITION (01113A) (172)
DENTAL PLANS ATTRITION (011144) (86)
‘COLA - BUDGET ONLY (00110CAT) (112)
MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES EMPLOYEE REGULAR ATTRITION (001104) (18,835) (3,149)
FLEX DOLLARS ATTRITION (001224) (220) (37)
SOCIAL SECURITY ATTRITION {010104) (1,135)
RETIREMENT ATTRITION (01011A) (2,397)
GROUP HEALTH ATTRITION (01110A) (1,773)
GROUP LIFE ATTRITION (011114) [44)
MICA MEDICARE HOSPITAL ATTRITION (01113A) (287)
DENTAL PLANS ATTRITION (011144) (77)
COLA - BUDGET OMLY (00110CAT) (188)
MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES EMPLOYEE REGULAR ATTRITION (001104) (37,389)
FLEX DOLLARS ATTRITION (001224) (715)
SOCIAL SECURITY ATTRITION (010104) (2,385)
RETIREMENT ATTRITION (01011A) (3,007)
GROUP HEALTH ATTRITION (01110A) (5,763)
GROUP LIFE ATTRITION (01111A) (85)
MICA MEDICARE HOSPITAL ATTRITION (01113A) (558)
DENTAL PLANS ATTRITION (011144) (249)
'COLA - BUDGET ONLY (00110CAT) (365)

Note: In BAT Reports, attrition results will be displayed after the

next scheduled Reporting refresh.

--End Activity--
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Activity 20: Calculating Overtime Expense

This activity describes how to enter overtime dollars on a web form. Once the overtime
amount is entered and saved, BAT will automatically calculate the fringe benefit portion
and display it on the form.

In this activity, you will:
e Open the Develop Future Year Budget by Entity form

e Set the Point of View for Entity, Fund, Project and Grant
e Use the Add Expense Account function to add the Employee Overtime Account
e Enter overtime dollars on the form
e Save the new data
¢ Review the Overtime Fringe Benefit accounts and calculated values
Step Action Notes
1. From the task list navigate to Operating

Preparation > Financial > Develop Future
Year Budget by Entity.

My Task List

I Operating Preparation

I Financial

> P Develop Future Year Budoet by Entity

» 2P Develop Current Year Forecast By Entity
» B Seed Forecast Data

> ™ calculate Attrition

» ¥ BPREP Adjustments

» B Amend Adopted Budget
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2.

i

On the Point of View bar, click the drop-down arrow

next to the Entity (Index Code) dimension. Select the
Entity (Index Code) member from your Department.

Task - Develop Current Year Forecast By Entity =~ Task Instrud

MMTEENEYE-TEEN rowiRT ceerat Bl 1inicial anminrsTraT
Page Dimension x

Member | I

Member
MMTEENEXP-TEEN COURT OPERATIOMAL
EXPENDITURES N

MM2012ADM-OVERTOWN REVITALIZATION
ADMINISTRATION

MM2012PROG-OVERTOWN REVITALIZATION PROGRAM
MMAPP1995001-CHRITIAN HAITIAM-AMER. 85
MMAPP1935002-COCONUT GROVE FAM HEALTH CTR 95
MMAPP1935003-CONCERNED AFRICAN WOMEN 55
MMAPP1995004-FCAA 95

MMAPP1995005-FAMILY FOUNDATION 95

MMAPP1995006-INNER. CITY CHILDREN TOUR DANCE
93

MMAPP1995007-GOULDS COALTTION OF MINISTERS 85 W
MMAPP1935NNR-HFAI TH CHOTCF NFTWORK 95

FATR LA AR Fad A

Repeat the above step to select the Fund member

TINTCTAL ANMIMTSTR AT 3F‘|"‘|ﬁm P10G129-TEEN (W IRT AL

Page Dimension =

Member |

Member

[ SUCICIAL ADMINISTRATION PROGRAMS (50100106) ] |
LEGAL SERVICES (S0100107) ~
INSPECTOR GEMERAL (SO100108)
LEASE/SUBLEASE AGREEMENTS (S0O100109)
WATER. MANAGEMENT (S0100110)
FPL RADIOLOGICAL EMERGENCY PREP. (SO100111)
HIV/AIDS PREVENTION PROGRAMS (SO100112)
CORRECTIOMS & REHABILITATION (SO110111)
CRIME PREVENTION & EMFORCEMENT (S0O110112)
MEDICAL EXAMINER (50110113)
CABLE TELEWISION (S0110114)
SCHOOL CROSSING GUARD TRUST FUND (S0110115)
BUSINESS INITIATIVES (50120120)

W

N L

Note: The Fund chosen must be related to the Entity
(Index Code) selected.
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4. Select the Activity (Project) dimension member. You may type any or the entire
member name in the search

field. The results will display

P11 70-TEFFN (W IRT &“rﬂT'\I'ﬁT?E Mo Cneratinn Grant X
under the Member field.

Page Dimension

Member

Member
I P106125-TEEN COURT ADMINISTRATION PROGRAM I
P105132-JUDICIAL ADM FAMILY MEDIATION ACCOUNT P
P107022-5SPECIAL ELECTIONS
P107052-CALEE CENTER TRUST FUND ACCOUNT
P107130-DEFERRED ZOMING HEARIMNGS
P107143-PHT HEALTH POLICY AUTHORITY

P108000-3FFICE OF THE MIA-DADE CTY INSPECTOR
GEN

P108001-COMMISSION OM ETHICS AND PUBLIC TRUST
P105001-GOVERNMENT CENTER

P110001-50UTH MIAMI FIRE STATION
F110002-RICHMOND FIRE STATION

P110005-FISHER. ISLAND FIRE STATION

ATy NALC AC

5. Select the Project (Grant) dimension member. If there is no Project (Grant),
select No Operating Grant.

M Cinaratinn Grant =1

Page Dimension

Member |

INDOpelatingGlalt I

GO3FEMA - 93FEMA, - 83-E0-3T-11-23-01-234 ~
GOBAFEM - SBAFEM - $8-RM-N4-11-23-01-015

GOSBFEM - SBBFEM - 99-RM-05-11-23-01-077

GOBCFEM - S8CFEM 93-004-027-056

GOBDFEM - SBDFEM

GO9AFEM - FEMA DECL 3143-HURE.FLOYD

GAP2033 - ARTCARE PROGRAM FY2001

GARTR10 - ARRA 2002-10 NEA EASE GRANT

GAU2024 - HHS HIV EMER. RELIEF FORMULA GRANT
GAUZ025 - HIV EMER. RELIEF SUPP HHS

GAU2026 - HHS HIV EMER. RELIEF FORMULA GRANT W
GAUZ027 - HHS HIV EMER. RELIEF

6. Once all dimensions are set, click the GO icon.

MMTEENEXP-TEEN COURT OPERAT[~| JUDICIAL ADMINISTRATION PROG [~] P106125-TEEN COURT ADMINISTR [=] Mo Operating Grant [5e = |
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7.

Task List Status

The form displays with the selected dimension data.

Task - Develop Future Year Budget by Entity  Task Instructions

MMTEENEXP-TEEN COURT OPER | ™ JUDICIAL

ADMINISTRATION PR( | ™ P108125-TEEN COL

FY16-17  FY16-17 Fri17-18 FY17-18

EMPLOYEE REGULAR: (00110)

EMPLOYEE REGULAR ATTRITION (001104)
FLEX DOLLARS (00122)

FLEX DOLLARS ATTRITION (D01224)
LONGEVITY PAYMENTS {00125)
WORKING QUT OF CLASSIFICATION (00126)
SICK PAY (00150)

HOLIDAY PAY (00151)

ANNUAL LEAVE PAY {00152)

EMPLOYEE OVERTIME OT (00160)

WAGE ACCRUALS (00157)

SALARIES - BUDGET ONLY (00159)

COLA - BUDGET ONLY (00110C)

COLA - BUDGET ONLY (00110CAT)
SALARIES (001)

SOCIAL SECURITY (01010)
SOCIAL SECURITY ATTRITION {010104)

RETIREMENT (01011)
RETIREMENT ATTRITION (010114)

FRINGE ACCRUALS (D1098)
FRINGE BENEFITS - BUDGET OMLY (01093)

GROUP HEALTH INSURANCE (01110)
GROUP HEALTH ATTRITION (01110A)

GROUP LIFE INSURANCE (01111)

GROUP LIFE ATTRITION {01111A)

Actual Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance
Adopted Working
Working  Budget Working Proposed
267,011 747,775 747,779
(37,389)  (37.389)
6,302 14,300 14,300
(715) (715)
2,119
709
12,729
17,134
29,620
3,169
(8,735)
285 289
7,309 7,309
(365) (365)
330,058 731,207 731,207
19,554 47,702 47,702
(2,385) (2,385)
27,783 60,145 60,146
(3,007) (3,007)
(3,537}
5 ]
50,517 115,258 115,258
(5,763) (5,763)
754 1,710 1,710
(3) (so)
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Section 20B: Adding The Employee Overtime Expense Account (subobject code)

In this section, you will:

[ )
Step
1.

2.

Add the Employee Overtime Expense account (subobject) to the form. When you first
open the Budget from, you may find that Employee Overtime account may not display.
Only accounts that contain data display on the form. You will add the account to the form
using the following steps below:

Action Notes
Based on the Point of View (POV) set above, you NOTE: On the Budget form,
will view Revenue and Expense Accounts on the form.  only accounts that contain data

You may notice that the Employee Overtime account will display. A function called
may not display on the form. Suppress Missing Data is
enabled.
Task - Develop Future Year Budget by Entity = Task Instructions
MMTEENEXP-TEEN COURT OPER ||  JUDICIAL ADMINISTRATION PRC ||  P106129-TEEN COl If the Employee Overtime
P57 | Priet7 | IRIS | 718 account does not display, please
Actual Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance fol |0W the Steps |n Secti on
Adopted Working
Worlg | Budget  Woding | Proposed 15C of this document to add the
EMPLOYEE REGULAR (00110) 267,011 747,775 747,779
EMPLOYEE REGULAR ATTRITION (001104) (37,383) (37,389) aCCOu nt
FLEX DOLLARS (00122) 6,302 14,300 14,300
FLEX DOLLARS ATTRITION (D01224) (715) (715)
LONGEVITY PAYMENTS (00125) 2,115
WORKING OUT OF CLASSIFICATION (00126) 709
SICK PAY (00150) 12,729
HOLIDAY PAY (D0151) 17,134
ANNUAL LEAVE PAY (00152) 29,620
| EMPLOYEE OVERTIME OT (00160) 3,168 |
WAGE ACCRUALS (00157) (8,735)
SALARIES - BUDGET ONLY (00153) 285 285
COLA - BUDGET ONLY (00110C) 7,309 7,300
COLA - BUDGET ONLY (00110CAT) (365) (365)
SALARIES (001) 330,058 731,207 731,207

Enter the 10,000 dollars into the Employee
Overtime OT (00160) account.

MMTEENEXP-TEEN COURT OPER |+ JUDICIAL ADMINISTRATION PRC |+ P106125-TEEN COL
FY16-17 FY16-17 FY17-18 FY17-18
Actual Budget Budget Budget
‘YearTotal YearTotal BegBalance BegBalance
Adopted Working
Working  Budget Working Proposed
EMPLOYEE REGULAR (00110) 267,011 747,779 747,779
EMPLOYEE REGULAR ATTRITION (001104) (37,383}  (37,389)
FLEX DOLLARS (00122) 5,302 14,300 14,300
FLEX DOLLARS ATTRITION (001224) (715) (715)
LONGEVITY PAYMENTS (00125) 2,119
WORKING QUT OF CLASSIFICATION (00126) 709
SICK PAY (00150) 12,729
HOLIDAY PAY (00151) 17,134
ANNUAL LEAVE PAY (00152) 29,620
[[ErPLOYEE OVERTIME OT (00150) ] 3169
WAGE ACCRUALS (00157) (8,735)
SALARIES - BUDGET OMLY (00155) 285 289
COLA - BUDGET ONLY (00110C) 7,309 7,309
COLA - BUDGET ONLY (00110CAT) (365) (365)
SALARIES (001) 330,058 731,207 731,207
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Step Action Notes
3. Click the Save icon.

Mavigate File Edit Wwew Favorites Tools Help

# e T EBqre B & £ | F # E =
14, The following accounts are calculated and populated For high-risk departments the
on the form: following accounts may also be
calculated.
e Overtime Fringe Retirement
e Overtime Fringe FICA / MICA e OT Retirement High Risk
e OT Special Events Police /
Fire

MMTEENEXP-TEEN COURT OPERAT | ¥ | JUDICIAL ADMINISTRATION PROG | ¥ | P106125-TEEN COURT ADMINIZ
FY16-17 Fri6-17 Fri7-18 FY17-18

Actual Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance
Adopted Working
Account Working  Budget Working Proposed

EMPLOYEE REGULAR (00110) 267,011 747,779 747,779

EMPLOYEE REGULAR ATTRITION (001104) (37,389)  (37,389)

FLEX DOLLARS (00122) 5,302 14,300 14,300

FLEX DOLLARS ATTRITION (001224) (715) (715)
LONGEVITY PAYMENTS (00125) 2,119
WORKING OUT OF CLASSIFICATION (00126) 709
SICK PAY (00150) 12,729
HOLIDAY PAY (00151) 17,134
ANNUAL LEAVE PAY (00152) 29,620

EMPLOYEE OVERTIME OT (00160} 3,169 10,000 10,000
WAGE ACCRUALS (00157) (8,735)

SALARIES - BUDGET ONLY (00159) 289 289

COLA - BUDGET ONLY (00110C) 7,309 7,308

COLA - BUDGET ONLY (00110CAT) (385) (385)

SALARIES (001) 330,058 741,207 741,207

SOCIAL SECURITY (01010) 19,954 47,702 47,702

SOCIAL SECURITY ATTRITION (D10104) (2,385) (2,385)

RETIREMENT (01011) 27,783 50,146 50,146

RETIREMENT ATTRITION (010114) (3,007) (3,007)

OT FRINGE FICA & MICA (BAT ONLY) (010%4) 765 765

OVERTIME FRINGE RETIREMENT (BAT ONLY) (01095) 752 752
FRINGE ACCRUALS (01098) (3,537)

FRINGE BENEFITS - BUDGET ONLY (01099) 9 9

GROUP HEALTH INSURANCE (01110) 50,517 115,258 115,258

GROUP HEALTH ATTRITION (011108) (5.753) (5,763)

--End Activity--
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Activity 21: Creating an Adjustment to the Base
Budget

In this activity, you will:
¢ Navigate the task list and open the Proposed Change to Base option
Create a master enhancement request in Operating Plan
Create an operating plan expense request (OpPlan)
Create a personnel expenditure request (HCP)
Add a position and availability in HCP
Executing the HCP to OpPlan merge process

Section 21B: Creating and Enhancement Request in Operating Plan

In this section you will:
¢ Open the Proposed Change to Base task list
Create a new master Enhancement Request
Populate the request
Open the Develop Revenue and Expense Budget By Organization form
Clear any unneeded data in the E1 column
Add a new expense account on the form
Populate the accounts that are included in the enhancement

Step Action Notes
1. From the task list navigate to My Task List >

Operating Preparation > Proposed Change

To Base.

My Task List

i:-"' Operating Preparation

= Financial

» B Develop Future Year Budoet by Entity
o Develop Current Year Forecast By Entity
©¥ ceed Forecast Data
5 Calculate Attrition
¥ BPREP Adjustments
> 5P Amend Adopted Budget

=
=
=
=

I Budgetary
> Proposed Change to Base
» I Inquire
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2. Click the Enhancement tab.

Task - Proposed Change to Base  Task Instruchions

Fropose Change to Base

Enhancements | Reductons = Unmet Nesds | All Requests
3. From the Entity box, click the drop-down arrow
and select the Entity.
MMTEENEXP-TEEN COURT OPERAT [+
4, Right-click the row anchor cell (located below Request
Amount) and click Create Request.
Enhancements Reductions | Unmet Mesds  all Reguests
MMTEENEXP-TEEN COURT OPERAT | il
Right Click to create New Budget Request
>
Total
Request FTE Reguest Request Request

Amount  (All}  Tite Priority Recumring  Status

I:_?_| Create Request I

Populate Reguest 4
[ Edit Request Detzils
I:Ll Delete Request

Filter »
:@ Analyze
5. Set the following fields as follows:

Runtime Prompts - Create Revision Request

Prompk Text
i Enhancement Requet

e
] * vprrty
(s Lheauring

Please be sure to enter more than
one reduction request in the
system during your testing.

Please be sure to enter at least
two Reductions for testing as

well following the same
instructions as an

Enhancement.

Please make note of the index
code you select:

Version: The Select Version

. field must be unique for each

' enhancement request. For

| example, this request is E1; the
| next request will be E2 etc.

|| Title. A description of the

request.

Priority: 1= High
2= Medium
3= Low
Select Permanent Option:
Yes = Enhancement
Permanent
No = A one-time change
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6.

7.

10.

Click Launch.

iLaunchy Cancel

The request is created:

Task - Proposed Change to Base =~ Task Instructions

Propase Change to Base

Enhancements Reductions UnmetNesds Al Requests

MMTEENEXP-TEEN COURT OPERA1 | ¥ i‘

ETE (Al Reguest Title Reguest Priority. Regurring
Mew Enhancemen
E1 1.00 Yes Request Proposed

To populate the Enhancement Request with Operating
Plan data, right-click the E1 cell and select Populate
Request > By Entity.

Task - Proposed Change to Base  Task Instructions

Proposs Change to Base
Enhancements Reductions = Unmet Nesds | All Reque

MMTEENEXP-TEEN COURT OPERAT |+ ﬂ

Request Amount > Total FTE (All) Reguest T
Mew Enhance

@ Create Request
| Populate Request | 2 I@ by Entity I
[y Edit Request Details
L‘FJ Delete Reguest
Edit 3

When the following message displays, click OK.

(i) Information =
i
MDCGenerateMassEntriesByEntityOF was successful.

The Request Amount field is now populated with the
total Operating Plan data for this index code.

Propose Change to Bage
Enhancements = Reductions Unmet Needs = All Requests

MMTEENEXP-TEEN COURT OPERAT | ¥ ﬂ
Request Amount > Total FTE (All) Request Title Request Pricrity Recurring Request Status

ol e
El 458,578.86 1.00 Yes Request Proposed
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11. To review the details by account, right-click the E1 cell
and select Edit Request Details.

Enhancements Reductions  Unmet Nesc

MMTEENEXP-TEEN COURT OPERAT | ™ il
Reguest Amount > Total FTE (all)

@ Create Request
Populate Regquest 3
L?_| Delete Request
Edit k
Adjust 3

12. The current Operating Plan data displays for Index
Code, Fund, Project and Grant.

Note: an MRA push must be run to populate HCP

data.
e
JUDICIAL ADMENISTRATION PROGIAMS, (SO100L06) PI0S129-TEEN COURT AGHINESTRATION PROGRAM ho Cperating Geant | OF FRINGE FICA & MICA (BAT CMLY) (0309H)
L
mmr.—s B.ME'U.A_"EOI(DE: = 28900
e i |
L4 snEace s et
o ARG (3050 inghAe
CONTINGENCY RESERVE (34000) 900
GRANTS TO OTHERS (60620) 300000
AN Fuscle AN Programe. A Grante EPEROITLRRS 14,0401.00
13. To make changes to the enhancement request, open
the Develop Future Year Budget by Entity
form.
My Task List
f:“ Operating Preparation
I~ Financial
I iy ™ Develop Future Year Budoet by Entity I
G 5 Develop Current Year Forecast By Entity
» 9 sead Forecast Data
iy t Caloulate Attrition
» ¥ BpREP Adjustments
» B amend Adopted Budget
» B Budgetary [
3 G Proposed Change to Base
o Inguire
14. Set the Page members from step 12 above and click

If you leave all data as displayed,
it will become the amount of the
enhancement.

Please make note of the following
members:

Fund:

Project:

Grant:
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15.

16.

the Go icon.

[FETEENEE-TEEN COURT OPERAT]~ | JUDICIAL ADMINISTRATION PROG [~ | FI06125-TEEN COURT ADMINISTE |~ | No Opersting Grant il

You will see that a new column has been added to the
form. This column will contain the data populated from

the Enhancement Request.

FY16-17 FY16-17 FY17-18 FY17-18 FY17-18
Actual Budgst Budgst Budgst Budgst
YearTotal YearTotal BegBalance| BegBalance |BegBalance
Adopted ) Working
Working  Budgst Working | Enhancement | Proposed
EMPLOYEE REGULAR. (00110) 267,011 747,779 747,779
EMPLOYEE REGULAR ATTRITION (001104) (37,389) (37,389)
FLEX DOLLARS (00127} 6,302 14,300 14,300
FLEX DOLLARS ATTRITION (001224) (715) (715)
LONGEVITY PAYMENTS (00125) 2,119
WORKING OUT OF CLASSIFICATION (00126) 709
FIREFIGHTER SUPPLEMENTAL EIP (00130) 0 0 0

Click the > next to Enhancement to view the E1
enhancement you created.

Fl6-17  FYl1s-17 FYi7-18 FY17-18 FY17-18
Actual Budget Budget Budget Budget
YearTotal YearTotal BegBalance BeoBalance BeoBalance

Adopted Working
Working  Budaget Waorking El Enhancement Proposed
267,011 747,779 747,779
(37,389) (37,389)
5,302 14,300 14,300
(715) (715}
2,119
f09
1] 0 1] 0
12,729
17,134
29,620
3,169 10,000| 10,000 10,000 20,000
(8,735)
289 289 289 578
7,309 7,309
{385) (365)
330,058 741,207 | 10,2... 10,289 751,496
19,554 47,702 47,702
(2,385) {2,385}

The data in the E1 column will

match the data in the Budget
column (on the left)
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17.

18.

19.

20.

You may choose to delete the values in the E1 column
and enter the new request amounts.

Click the column header E1. All cells are highlighted.

FYI6-17 FYI617  FY17-18 FY17-18 FY17-18
Acual  Budget  Budget Budget Budget
YearTotal YearTotal BegBalance, BegBalance BegBalance
Adopted Working
Working  Budget  Working | EL | Enhancement Proposed
EMPLOYEE REGULAR (00110) 267,011 747,779 747,779
EMPLOYEE REGULAR ATTRITION (001108) (37,389) (37,389)
FLEX DOLLARS (00122) 5,302 14,300 14,300
FLEX DOLLARS ATTRITION {001224) (715) (715)
LONGEVITY PAYMENTS (00125) 2,119
WORKING QUT OF CLASSIFICATION (00126) 709
FIREFIGHTER SUPPLEMENTAL EIP (00130) 0 0 [ [
SICK PAY (00150) 12,729
HOLIDAY PAY (00151) 17,134
ANNUAL LEAVE PAY {00152) 29,620
EMPLOYEE OVERTIME OT (00160) 3,169 10,000| 10,000 10,000 20000
WAGE ACCRUALS (00157) (6735
SALARIES - BUDGET CNLY (00199) 28| 289 289 578
COLA - BUDGET ONLY (00110C) 7,309 7,309
COLA - BUDGET OMLY (00110CAT) (365)] (365)
SALARIES (001) 330,058 741207102 | 10,289 751,49

Press the Delete key on your keyboard.

All base level account values on the form will be
deleted and shaded yellow.

FYI6-17 FY1617  FY17-18 FY17-18 Fr17-18
Acusl  Budget  Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance BegBalance
Ad Working
Working Budget  Working _ E1 _ Enhancement Proposed
EMPLOYEE REGULAR (00110) 267,011 el | 747,779
EMPLOYEE REGULAR ATTRITION (00110A) (37,389) (37,389)
FLEX DOLLARS (00122) 6,302 14,300 14,300
FLEX DOLLARS ATTRITION (001224) (715) 715)
LONGEVITY PAYMENTS (00125) 2,119
WORKING OUT OF CLASSTFICATION (00126) 709
FIREFIGHTER SUPPLEMENTAL EIP (00130) ° [ o
SICK PAY (00150) 12,729
HOLIDAY PAY (00151) 17,134
ANNUAL LEAVE PAY (00152) 29,620
EMPLOYEE OVERTIME OT (00160) 3,169 10,000 10000 20,000
WAGE ACCRUALS (00197) (8,735)
SALARTES - BUDGET ONLY (00195) 89 280 578
COLA - BUDGET ONLY (00110C) 7,309 2,309

Type a value of O in the first yellow shaded account in
the E1 column.

FYI617 FYI617  FYI7-18 FY17-18 FY17-18
Acual  Budget  Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance BegBalance
Adopted Working
Working  Budget  Working __EL _ Enhancement Proposed
EMPLOYEE REGULAR (00110} 267,011 747,779@ 747,779
EMPLOYEE REGULAR ATTRITION (001104) (37,389) (37,389)
FLEX DOLLARS (00122) 6,302 14,300 14,300
FLEX DOLLARS ATTRITION (001224) (715) (715)
LONGEVITY PAYMENTS (00125) 2,119
WORKING OUT OF CLASSIFICATION (00126) 709
FIREFIGHTER SUPPLEMENTAL EIP (00130) 0 0 0
SICK PAY (00150 12,729
HOLIDAY PAY (00151) 17,134
ANNUAL LEAVE PAY (00152) 29,620
EMPLOYEE OVERTIME OT (00160) 3,169 10,000 10,000 20,000
WAGE ACCRUALS (00197) (8,735)
SALARIES - BUDGET ONLY (00159) 289 29 578
COLA - BUDGET ONLY (00110C) 7,309 7,309

Click the Save icon.

Mavigate File Edit WView Favonles Toolz Help

# B 1= Bxqlre B

Problem: If you clear all of the
data in the E1 column, the entire
column will disappear from the
form.

Solution: Type a zero into a
single account before you Save
the changes. All existing
accounts will remain on the form.

IMPORTANT: You must type a

value in at least one cell prior
to saving the changes.

If all data cells are cleared, the
E1 column will disappear from
the form. If this occurs, repeat
Step 8 above and the column
will reappear on the form.
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21.

22.

23.

The cells in E1 are cleared and now available for entry.

FY16-17 FY16-17 FY17-18 FY17-18 FY17-18
Actusl Budget Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance BegBalance
Adopted Working
Working  Budget Working E1l Enhancement  Proposed
EMPLOYEE REGULAR (00110) 267,011 747,779 [ [} 747,779
EMPLOYEE REGULAR ATTRITION (00110A) (37,389) (37,389)
FLEX DOLLARS (00122) 6,302 14,300 14,300
FLEX DOLLARS ATTRITION (001224) (715) (715)
LONGEVITY PAYMENTS {00125) 2,119
WORKING OUT OF CLASSIFICATION (00126) 09
FIREFIGHTER SUPPLEMENTAL EIP (00130} o 1]
SICK PAY (00150) 12,729
HOLIDAY PAY {0D151) 17,134
ANNUAL LEAVE PAY (00152) 29,620
EMPLOYEE OVERTIME OT (00160) 3,169 10,000 10,000
WAGE ACCRUALS (00157) (8,735)
SALARIES - BUDGET ONLY (00129) 289 289
COLA - BUDGET ONLY (00110C) 7,309 7,309

Enter 2 new values that represent an enhancement for
this index code.

FY16-17 FY16-17 F¥17-18 FY17-18 FY17-18
Actual Budaet Budaet Budget Budaet
YearTotal YearTotal BegBalance BegBalance BegBalance
Bdopted Working
Working  Budget Working El Enhancement Proposed
5,160 5,160 5,160
3,160 3,160 3,160
13,535 13,535 13,535
13,535 13,535 13,535
13,535 13,535 13,535
79 79 79
79 79 79
79 79 79
71
71

3,000 3,000

3,000 3,000

Click the Save icon.

Mavigate File Edit Vwew Favortes Tools Help

# f T EBqglore Bl & £ |/ oF =

The cells are shaded yellow.

The new values are included in
the enhancement column.

159



BUDGETING ANALYSIS TOOL

24, If you need to add an account that is not listed on the
form, right-click the account column and click Add
Expense (or Revenue) Account as needed.

FY16-17 FY16-17  FY17-18 FYL
Actual Budget Budget Buc
YearTotal YearTotal BegBalance BegBi
Adopted
Working  Budget Working El
CONSULTING SERVICES (211) 5,160 5,160
CONTRACTUAL PROFESSIONAL SERVICES (21) 5,160 5,160
SECURITY SERVICES (22310) 13,535 13,535
INDUSTRIAL SERVICE RELATED (223) 13,535 13,535
QTHER CONTRACTUAL SERVICES (22) 13,535 13,535
MAINT & REPAIR:OFFICE MACHINES (24130) 79 79 1,000
EQUIPMENT MAINTENANCE (241) 79 79
MAINTENANCE & REPAIRS (24) T Add Experse Accounts 79
PASSENGER VEHICLES LEASES (25210)
@ Add Revenue Accounts
VEHICLES-RENTAL (252) = —
COPY MACHINE RENTAL (25330) Aggregates 3,000 2,000
Edit
COMMUNICATION EQUIPMENT-RENTAL (253] '_ 3,000
PAYMENTS TO LESSORS (25511) Adjust 4 14,040
s

25. Type 5000 into the E1 column and click the Save

Icon.
FY16-17 FY1&-17 FY17-18 FY17-18 FY17-18
Actual Budget Budget Budget Budget
YearTotal YearTotal BegBalance BegBalance BegBalance
Adopted ‘Working
o ot LA Tt a2y Working  Budget \-‘.'arli.l’rlgm E1 Enhancement Pmpojhancju
PAYMENTS TO LESSORS (25511) 14,040 14,040
RENT PAYMENTS TO LESSORS {255) 14,040 14,040
RENTAL & LEASES (25) 71 17,040 17,040
GSA SERVICE TICKET CHARGES (26028) 361
GSA AFT.HOUR CHRGS/ASSOC COSTS CNTY DEPT (260 8,422 970 970
GSA PRINTING & REPRODUCTION (26050) 285 ].,940 1,940
GSA POSTAGE (26051) 1 2,910 2,910
FM LT EQ MILEAGE (26062) 1,507 3,880 3,880
FM ACC/ABU/MOD (26068) 37 4,850 4,850
Mavigate File Edit Viiew Favorites Toolz Help
. " - L}
-, =] = B
#h & oo Bl @ £ |/ & B
26. That data is saved to the E1 request.

You will now perform and Aggregation on the

These steps are detailed in
Section 17B.

An Aggregation must be
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28.

29.

Enhancement Request.

From the Task List click Operating Preparation >
Proposed Change to Base.

My Task List

f: Operating Preparation
= Financial
i S Develop Future Year Budoet by Entity
1 E‘:' Develop Current Year Forecast By Entity
= S Seed Forecast Data
= o Caloulate Attrition
= E’ BPREP Adjustments
b o Amend Adopted Budget
f: Budgetary
[> C Proposed Change to Base

[> I Inquire

Click the All Requests tab.

Enhancements | Reductions = Unmet Needs | All Requests]

Request Amount
MM245588-MMAP - SURTAX UEL
MMDEATADM-MDEAT ADMINSTRATIVE EXPEMSES El
MMTEENEXP-TEEN COURT OPERATIOMAL EXPENDITURES
E1 8,000.00

Right-click the E1 member and select Edit Request
Details.

El [= R alalala sl

E@ Create Enhancement
[ Create Reduction
El Populate Request 3
uez [ Edit Request Details |
@ Delete Reguest

Edit »

Enhar

completed for every
Enhancement, Reduction
and Unmet Need that you
create.
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30. Right-click the first Account on the form and select
Agg Request.

JUDICEAL ADMINISTRATION FROGRAMS (SO100106) PLOGIZS-TEEN COURT ADMINISTRATION PROGRAM Mo Dpérsting uﬂ@‘m S

&l Funds AN Prograens &1 Grasks 2

(444 expense sccount
Eit
At

31. At the confirmation screen, click OK.

Pt menm e i a0
@ Information "
MDCAgoProposedEntityFormOP was successful.

32. Click the breadcrumbs trail member at the top of the
screen.

Task - Proposed Change to Base  Task Instructions

MDC Froy Change bw Entity OFl= MDC Request Details OP
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Section 21C: Creating and Enhancement Request in Human Capital Planning

(HCP)

In this section you will:
Open the Operating Plan > Proposed Change to Base task list

Step

2.

Create a new Enhancement Request for a new Position
Populate the request by Position

Open the HCP > Proposed Change to Base form

Add a New Position Enhancement

Calculate the Position Enhancement

Review the Proposed Change to Base Dashboard

Action

From the task list navigate to My Task List >
Operating Preparation > Proposed Change
To Base.

My Task List

f: Operating Preparation
i Financial
i S Develop Future Year Budget by Entity
[ E?’ Develop Current Year Forecast By Entity
[ o Sead Forecast Data
> S Calculate Attrition
> [:’ BPREP Adjustments
= i Amend Adopted Budgst

b e Budgstary

I » ®® proposed Change to Base I
v Inguire

Click the Enhancement tab.

Task List Status

Task - Proposed Change to Base  Task Instructions

Propose Change to Base

Reductions = Unmet Needs | All Requests

MMTEENEXP-TEEN COURT OPERAT | w | [ =]

From the Entity box, click the drop-down arrow
and select the Entity.

Notes

Please make note of the index
code you select:
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4, Right-click the row anchor cell (located below Request
Amount) and click Create Request.

Enhancements Reductions Unmet Neasds  All Requests

MMTEENEXP-TEEN COURT OPERAT [ _I
Request Amount » Total FTE (All) Request Title

MNew Enhancemen
Create Request

Populate Request 3
[ Edit Request Details
L'E| Delste Request

Edit 3
Adjust 3
E&mment&
5. Set the following fields as follows: Version: The Select Version
field must be unique for each
| Runtime Prompts - Create Revision Request enhancement request. For
i T — ok example, this request is E2; the

— next request will be E3 etc.

|| = Title New HCP Reguest

uz_a] = 1:Priority 1

i8] 1:Recuring Yes Title. A description of the
request.
Priority: 1= High

2= Medium
3= Low
Select Permanent Option:
Yes = Enhancement
Permanent
No = A one-time change
6. Click Launch.

iLaunchy Cancel

7. The request is created:

Enhancements Reductions Unmet Nesds — All Requests

MMTEENEXP-TEEN QOURT OPERAT (¥ i‘
Request Amount ~ » Total FTE (All) Request Title Request Priority Recurring Request Status
New Enhancemen

El 5,000.00 1,00 _ves uest Proposed
New HCP Requesi
E2 1.00 Yes Request Proposad
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8. The enhancement request has been created in the
system. To populate the request, you must now

navigate to Human Capital Preparation >
Proposed Change to Base.

My Task List

> = Jperating Preparation

I Human Capital Planning Preparation |

iy e search by Employes Name
» ¥ Manage Position and Employee Data

i i MDC Sync Employes Allocations from Positior

> B Review entity compensation budgets

[ 5 Review and approve positions

> Propossd Changs to Base

> B Human Capital Planning Analysis

9. To add a new Position Enhancement, right-click E2

and select Edit Request Details > By Position.

Enhancement Reduction Unmet Mesds
Reguest Title Revision Amount Total FTE
Mew Enhancemsn
El #missing #missing
MNew HCP Requesi
#missing #missing

Populate Reguest

k

Edit Request Details

@ Recalculate Reguest
Edit

Plﬁhy Position

[E| by Postion and Employes

To add an employee to an
existing position, select By
Position and Employee.
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10.
and select MDC
Position.

Position = Position = Position

Mumbsr MName

EE, MDC Edit Position

To add a new position, right-click the row anchor cell

Add Position > MDC Add New

Mo Formula
Year Labsl
Position  Position
Start
Job FT/PFT Date

Mo Year

Type Date Status

Details

[£4 MO Calculate and Allocate Position

MDC Add Position

*I§| MDC Assign Existing JDbI

G;’_| MDC Exclude Position from Budget
[ MDC Delete Assignad Job

11.

At the confirmation screen, click OK.

Launch Confirmation Message

After assigning the Position, review the new Position's detail

information then calculate compensation expenses.

12.
add.

| Runtime Prompts - MDC Assign Existing Tob
|| Promes Text
= Existing Postion

s = Erer FTE
|

13.

Click the Search icon to select the existing position to

Click the Display Properties icon and select

Member Name:Alias.

Members = Varizbles

Member Name

Position

= POSICO00010
» POSICO00011
» POSICO00012
r» POSICOD0013
= POSICO00015
» POSICO00016

B = fdR
Membear Mame
Alias

-a 9 »lE]

Alias
Position

CLERK 1 (JD:":'UU]-I ® Member Name:Alias I A

CLERK 2 (3000001
Alias:Member N
CLERK 3 (3000001 tas:iember Hams

CLERK 4 (3c00001  Additional Display Properties  *

DATA ENTRY SPECIALIST 1 (JCOD0015)
DATA ENTRY SPECIALIST 2 (JCODOD1E)

End Occupancy Lc

If you are adding an existing
position to this enhancement

request, select MDC Assign
Existing Job.
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14, Type any part of the position name or number in the
Search field and click the Search Icon.

Members \Variables

Apesa As@

Member Mame Alias
Position Position
» POSICO00010 CLERK 1 (3C000010) ~

> POSICO00011 CLERK 2 (3C000011)
> POSICO00012  CLERK 3 (JC000012)
= POSICO00013  CLERK 4 (JC000013)
» POSICOD001S DATA ENTRY SPECIALIST 1 (JC000015)

15. Click the position and click the Add Arrow.

Members  Variables

clerk 'Q?&’?%Eﬁ'@ﬂ
Member Name Alias
Position Position
» POSICOOD010  CLERK 1 (3C000010) ~

» POSICOD0011  CLERK 2 (3C000011)
> POSICO00012  CLERK 3 (3C000012)
POSIC000013  CLERK 4 (30000013

> POSICODDOBT SECRETARY TO SR DEP CLERK (JCOODDET)
» POSICODDOBS EXEC SECRETARY TO CLERK (JCODD0SS)
» POSICODDOBS SENIOR EXEC SEC TO CLERK (JCO0D083) »
» POSICOD0101 SENIOR PROP APPRAISER CLERK (JC0D00101) Add
> POSICO00102 PROPERTY APPRAISER CLERK 1 (1C000102) @
» POSICOO0103  PROPERTY APPRAISER CLERK 2 (J0000103) Remove
» POSICO00104 REALTY CHANGE CLERK (1C000104) «g
» POSICO00118 SENIOR REALTY CHANGE CLERK (1C000118)
Remove All
% MACIFAARANT  CTANCE M1 ERE f1enAnnn
16. Click OK.
Member Name Alias
Position Position
POSICO0D013 “CLERK 4 (JC000013)"
2
Add
Remowve
temove All
E Cancel
17. Enter the number of FTEs for this position.
Prompt Text Value
.‘-,+ * Existing Position POSICOD0013

|i#] * Enter FTE

Single Incumbent Position = 1
Shared Position = 2 or more
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18. Click Launch.

19. The new position has been added to the
Enhancement Request.

No Year
Position
Account Position Position Position Start
Mumber Name  Type Job FT/FT Date
POSICO CLERK:
CLERK 4 (JC000013) Shared CLERK 4 (3C00001... Full-ti.. 1/1/50
20. To view the position details, right-click the New
Position name and select MDC Edit Position

Details.
MMTEENEXP-TEEN COURT OPERAT | v || #|

MNo Year

Position Position  Position
Mumber Name  Type Job

pASITn C1FRK .

CLEREK 4 [J(J]]]]BI
' g7 MDC Edit Position Details

I:PJ MDC Calculate and Allocats Position
MDC Add Position k

21. Click the FTE tab and verify that 1 FTE exists.

Position Details

General ~ Employese E Status Changes = Salary Grades | Additional Eammings = Benefits 1

Proposed FTE FTE Start Date FTE End Date
Current Service Level 1st Assignment 1/1/50

22. Click the Salary Grades tab and verify that the
Salary information is correct.

Position Details
General || Employez | FTE | Stabus Changes Additionl Eammings | Benefits || Tax Detsils | Allocations

2 Employee:Vacancy

Salary Grade Type Grade Salary Basis  Grade Step Option Value

Current Service Level | CLERK 4 (SG000013)] 1st Element Change Grade Step Biweekly Step5 1,538.53
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23. Click the remaining tabs and verify that all information

is populated correctly.

| Additional Eamings | Benefits | Tax Details | Allocations |

o Employes:\Ve

Zalary Grade Type Grade =alary Basis Grade Step |
¢ Grade Step Biweakly Steps

24, To calculate the vacancy compensation, right-click
Year Total > MDC Calculate and Allocate

Position.

Expense

Total Position = Vacancy

Right-click and calculate the compensation budget

at
10,000.45
700.00
3,119.64
818.58
14,638.68
10,375.45

A
. na - -t = = 'l Tl = 1
|j?_| MOC Calculate and Allocate Position
Return to Previous Form
Edit k
Adjust k
@ Comments
25. Click the Vacancy tab to display the Position
Compensation detail for the Enhancement Request.
Expense
Total Position
i Period YearTotal Oct Nov Dec
Basic Salary Expenss 40,001.78 3,333.48 3,333.48 3,333.48
Eamings Expense 2,800.02 233.33 233.33 233.33
Benefits Expense 12,478.58 1,039.88 1,039.88 1,039.88
Total Taxes 3,274.34 272.86 272.86 272.86
Total Compensation Expense 58,554.71 4,879.56 4,879.56 4,879.56
Gross Eamings 41,501.80 3,458.48 3,458.48 3,458.48
Taxable Compensation 42,801.80 3,566.82 3,566.82 3,566.82

10,700.45

All HCP Enhancement /
Reduction request data is
uploaded to Operating Plan two
times daily at approxiamately:

9:00am
2:00pm
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27. All other position / employee maodifications may be
made in the Enhancement / Reduction request. Simply
follow the standard steps in the Human Capital
Planning portion of this courseware — but perform them
in the HCP Proposed Change to Base option.
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Section 21D: Viewing All Enhancement and Reductions Department

In this section you will:
e  Open the Operating Plan > Proposed Change to Base task list
e  Select the required Entity
¢ Review the data on the All Requests tab
e Make modifications as needed.

Step Action Notes
1. From the task list navigate to My Task List >
Operating Preparation > Proposed Change
To Base.
My Task List

L’_-Dp-arating Preparation |

P Financial
by G Develop Future Year Budaet by Entity
> E’ Develop Current Year Forecast By Entity
[ G Seed Forecast Data
& G Calculats Attrition
b E' BPREP Adjustments
P 5 Amend Adopted Budget
[+ P Budagstary
= o Proposed Change to Base
[+ - Inguirs

2. Select the Entity (index code) you need to view.

Enhancements FReductions Unmet Needs Al Requests

| MMTEENEXP-TEEN COURT OPERAY | (=]
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3. Select the All Requests tab, all Enhancements,

Reductions and Unmet Needs display on the
screen.

Task - Progased Change to Base  Task insinictions

Propose Change 1o Base

s [ ] [ GRS

Recuming Request St
MMGALE- MMAD - SURTAX i Racrant Lnrrat
MMDEATACH MOEAT ASMIMETEATIVE BXPENSES o = Puacpanst Proposed
MMTEENEVPTEEN COURT OPERATIONAL EXPEMDITURES
B 8,000,00 s Request Frogosed
] = Recysest Propesed
Erhancernent B.000.00
MMECOOEVHT-MMAP ECONCHIC DEVELOPHENT tem HCP R
o e Rasysat Progasad
Tesnams davslsg
T = Racpiest Unimat

4, Modifications to requests may be made on this screen = You may also make
by using the right-click menu. modifications to requests using
the steps displayed above.

Erbancamerss | Raductions  Unest Nasde  All Requests.

Reguest Ameurt  © Tolal FTE (A1) Reguesk Tike  Raauest Priceity Ry Fequest Stehis
Phew HEP Fisquest
MMDMEEIE MMAP - SURTAN. uEL 1 Reuest Lnmet
MMDEATADM-MDIAT ACMINETEATIVE DXETRGTS [ 100 var Ragquast Prepoead
MMTEEMEXP-TEEN COURT GPERATIONAL EXPENDITURES
£l 100 Yes Rt rzpresd
a 100 ve Bt prqunmd
Enancement
MMECTIDEVMT-MMAR CONCMIC DEVELCEMENT
£ 0 Tes Rt Propned
vez 100 Yes Reguest Linmet

--End Activity--
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Activity 22: Installing the Smartview Add In

In this activity you will add the Smartview Add In to your Excel program. This is a one
step process that will only have to be run once on your machine.

Step
1.

2.

Action
From the BAT Home Page, click on Tools
>|nstall > Smartview

| [®] Oracle Enterprise Performa... N+

€ ) (8, | https://epmuat miamidade.gov/workspace

index.jsp

Enterprise Performance Management System Workspace, Fusion Edition

Mavigate File View Favorites wmi Help

A B m % Explore Change Password. ..

»

Predictive Planning

Launch Finandial Reporting Studio...

/Shared Workspace Pages/Homef Launch Reporting Web Studio. . Finandial Reporting Studio
0 ?
Links " S HFM Client for 54bit Windows
HFM Client for 32hit Window: _
Recently Opened o M Client for it Windows =i

When prompted by BAT, select Save File on the pop
up screen below.

Opening SmartView.exe ﬁ

You have chosen to open:

[="] SmartView.exe
which is: Binary File (124 ME)

from: https://epmuat.miamidade.gov

Would you like to save this file?

Save File [ Cancel ]

e

When this step is complete, log into Smartview as
you have done previously.

Notes

If you encounter any problems
during this installation, please
contact your service
technician.
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Apendix A: Optional: Open Forecast Form in
Smart View and email file to Budget Users

In this Activity you will:

Outline the steps that the Budget Liaison (BL) will perform to prepare and extract the
Forecast form to Smart View (Microsoft Excel). Once the form is in Excel, the
Budget Liaisons will email the file to the Budget Users (BU) within their
department. The Budget Liaison will save a copy of the file sent to departments.

The Budget Users will open the Excel file and complete the forecast entry. Once
complete, the Budget Users will email the Excel file back to the Budget Liaison.

After Budget Liaisons review the data, they will open the original Excel file and
connect the Smart View (Excel) file to the BAT Application. The Budget Liaison
will then copy the data from the Budget User file into the current Smart View file —
and submit the data to the database.

In this section of the activity, you will:

Open the Forecast Smart View Export Form

Follow the steps to export the Forecast form to Hyperion Smart View (Excel)
Verify Smart View Options are set correctly

Add Expense or Revenue accounts on the form

Step Action Notes
1. Navigate to My Task List and select Operating

Smart View Forms > Forecast Smart View

Export Form

My Task List
I Operating Preparation

I~ Human Capital Planning Preparation

' Human Capital Planning Analysis
E .

[ Operating Smart View Forms

'*"IFurecast SmartView Export Fuu-rml

& Budget Expense and Revenuse Detail Export Form
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2.

To display the form in Hyperion Smart View (Microsoft
Excel Addin), click File > Open in Smart View.

Mavigate File Edit View Favortes Tools

New
Open ]

| & Openin Smart View

tus *

Close ]
H save
Form = Print
Man; Preferences...
B Log Off
[+] i
[ Deci: Exit
My Task List
IEI 2 Operating Preparation
=1

To verify the Smart View Options are set correctly, click
Smart View > Options.

X Book2 - Microsoft Excel

Home Insert Page Layout Formulas Data Review View | Smart View
3 Und

=i 3 3 Copy @ @ HE |2 e~
N =
R Paste a= 5" Sheet Info
Panel | Connections = A Refresh | Submit | Options | _
- I.Q] Functions ~ - Data él More ~
Start Edit Data General

Click the Data Options button.

Options

Member Options t - Change Smart View ¢
Data Options ]
Suppress Rows
Advanced [ Mo Data / Missing
Formatting [ zero
[ Mo Access
Cell Styles
Invalid
Extensions Underscore Characters
Repeated Members
Suppress Columns
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5.

In the Suppress Rows and Suppress Columns
section, be sure that all items are unchecked.

Suppress Rows

o Data | Missing
Fero
o Access

Invalid
Underscore Characters

Repeated Members

o Data [ Missing
ern )]
[ []No Access (1)

In the Replacement sections be sure that the

#NoData/Missing Label: field is clear (no text in
the field).

Replacement { l |
#MoData/Missing Label: -

#MoAccess Label: #Mo Access
#Invalid

Click the Formatting button.

Options

Member Options
Data Options

Advanced

Formatting

Cell 5tyles

Extensions
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8. In the Formatting section, click Use Cell Styles.

j Change grid formatting, styling and col

Formatting

[ Use Thousands Separator

IJse Excel Formatting
Move Formatting on Operations
|:| Retain Mumeric Formatting
Adjust Column width

9. Once complete, locate the OK button at the lower right
corner of the screen. Click the down-arrow next to OK
and Save as Default Options.

| Save as Default Optionsl

10. Click Smart View > Refresh to display the data.

Book2 - Microsoft Excel
Home Insert Page Layout Formulas Data Review View

B |2 .' Eg Copy @é) ég P Help ~

Paste (& Sheet Info
Panel Connections o Refresh | Submit = Options _
- \.ﬂ] Functions ~ - Data Mare ~
Start Edit Data General

11. The Forecast form displays in Microsoft Excel.

POV MDC FCST Expense and Revenue Detail (SV Only) - S0143269_MDCBUD_1

MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES *  JUDICIAL ADMINISTRATICON PROGRAMS {S0100106) v P106129-

<[
Al - =

[ A | B c D E 3 G
1| | F
2 Budget
3 YearTotal Oct Now Dec Jan Feb
4 Adopted Budget Working Working Working Working Workin
5 EMPLOYEE REGULAR (00110) 788000 49383
6 |LONGEVITY PAYMENTS (00125) 6000
7 |SICK PAY (00150) 1628
3 |ANNUAL LEAVE PAY (00152) 927
9 |COMPENSATORY TIME PAY (00153) o
10 WAGE ACCRUALS (00157} 14415
11 SALARIES - BUDGET ONLY (00199) -26000
12 SOCIAL SECURITY (01010) 43000 2961
13 RETIREMENT (01011) 63000 4188
14 FRINGE ACCRUALS (01098) 2528
15 FRINGE BENEFITS - BUDGET ONLY (01099) -4000
16 GROUP HEALTH INSURANCE (01110} 99000 5454
17 GROUP LIFE INSURANCE (01111) 2000 93
18 MICA MEDICARE HOSPITAL INSURANCE (01113) 12000 692
15 DENTAL PLANS (01114} 4000 238
20 |SECURITY SERVICES (22310) 13000 1183
M 4 ¥ M| Sheetl , Sheet? .~ Sheet3d | MDC FCST Expense and Revenue De .~ {1 4T
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12. To add an Expense Account on the form, right-click NOTE: On the Forecast form,
a data cell on the Excel sheet. Select Smart View > only accounts that contain data

Add Expense Account. will display. A function called
Suppress Missing Data is

] e c ; e ;- enabled.
— | Formatcets. If you need to enter forecast data
-a1 to an account that does not
o 2 S __fan__ :::rk" appear, use these steps to add
|:E [Smartview ] * | %y oniktarough I revenue or expense accounts on
il = Cell Comments I~ the form

m Calibri - 11~ A" 47 § - % [El Supporting Details

B I=EHh-A Cell Attachment

) 0-- Cell History
= 215 T8 Lok
26000 -- - :
768000 66354 - 1 | Adust - -
495000 2961 -- - 8 Options.. L
oo - -
- 2505 1 Add Revenue Account =
[01099) -4000 -- — -
13. In the Run Time Prompts section, Click the

Search icon.
Add Expense Account ﬁ

Plan Type

Business Rule Plan Type Type
MDCAddExpenseAccount OpFlan Rule

llun Time Prompts

| "Unspecified Account” | -

OK l [ Cancel ]
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14.

15.

Click the Show Aliases check box.

Dimension

Account

Members | System Variables

B+ =

- [Cws701010

- [Cws701011 [
- [Cws701110

- [Cws7o1111

- [Cws701113

- [Clws701114

-] AG06 1061010

- [C]A5055455411

-[T]A5052352302

-[]A5051351384

[ A5050850802

-[]A0103503510

[ A5050950950

-[C]A5052152101

[ AS055056200 -

»

D}Show Aliases

=
<

£

Selected Members
&

Help ] [ oK. ] [ Cancel

To search for an account, click the Binocular icon. In
the search field type any or all of the account name.
Click the Search Up or Search Down icons.

-
Member Selection

o3

Dimension

Account

Members | system Variables

=+ - [&]

[|Social Security (W5701010) ~
[ |Retirement (W5701011) [
-[]Group Health Insurance (W570111
|| Group Life Insurance (WS701111)
|| Mica Medicare Hospital Insuran (W

[ |pental Plans (Ws701114)
DCOGENERATION PLANT THERMOEI

- [CISELF-INS TRF OUT (55411)

- [CILOAN AGREEMENTS -TRF QUT (52
D HUMAMN SERY-HEALTH -TRF QUT (¢

=
<

ej

Selected Members
S B
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16.

17.

Click the check box next to the account and click the
Right Arrow to move it to the Selected Members

area. Click OK twice.

Find: Other Rental g4 24

Dimension

Account

Members | System Variables

I Selected Membersl

|+ = |[#]

-

M il OTHER RENTAL EXPENSE (25910)

- [C]REIMBURSEMENT FOR RENTAL EXF |
- [T|REVENUE COLLECT &PROCFACR
.[”| OTHER RENTAL EXPENSE-BUDGET
[ C|PROPERTY & FIRE, CVM, AND M Al
[ T|BOILER & MACHINERY INS (23411

[ 7] AIRCRAFT LIABILITY INS (23412)
[ |PROPERTY DAMAGE FIRE INS. BUI
[ |PROPERTY DAMAGE NOT FIRE INS
.[7]911 COSTS-CITY OF MIAMI (5141¢
[ | VEHICLE & EQUIPMENT INS (2361 -

Scroll down the form and locate the new account just
added. You will notice that the account appears with a

value of O in the first column.

1| 1 | r

- [C]HEAVY EQUIPMENT RENTAL-BUDGI =

Show Aliases

<

£l

OTHER RENTAL EXPEMSE (25310)

[ Help ] l [a]'4 I [ Cancel ]

A B £

28 -EQUIPMENT MAINTENANCE (241) 1000 --

29 | -MAINTENANCE & REPAIRS (24) 1000 --

30 COPY MACHINE RENTAL (25330) 3800 --

31 -COMMUNICATION EQUIPMENT-RENTAL (253) 3800 --

32 PAYMENTS TO LESSORS (25511) 12400 --

33 -RENT PAYMENTS TO LESSORS (255) 12400 --

34 OTHER RENTAL EXPENSE (25910} |

a5 -OTHER RENTAL EXPENSE (253) o —

36 | -RENTAL & LEASES (25) 16200 --

37 GSA AFT.HOUR CHRGS/ASS50C COSTS CNTY DEPT (26032) 5000 --

38 GSA PRINTING & REPRODUCTION (26050) 4500 460 --
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Section AppendixA_B: Open Form in Analyze mode and select multiple

Entities

In order to send the Smart View sheet to the Budget Users, we will open the Smart View
sheet in Ad Hoc mode. We will then select the Entities (index codes) to be forecasted
for the Budget User.

In this section of the activity, you will:

[ ]
[ ]
Step
1.
2.
3.

Action
On the Forecast Smart View sheet, click Planning >
Analyze Ad Hoc.

\‘._—',I Bookl - Microsoft Excel

Home  Insert Smart View

Page layout  Formulas  Data  Review  View

@ B Cell Actions ~ (B3 Adjust ~
2 2| B Lock

N, Drill-through
Analyze | Refresh || POV
v - M calculate R Submit Data

B More - 5 Approvals
2.3 Copy Version

The form displays in Ad Hoc mode. The Point of
View (POV) window displays on the screen.

| GEERT]

|2 Budget Forecast
YearTotal

3 oct Nev  Dec  Jlan Feb  Mar  Apr
a Adopted Budget Working Working Working Working Working Working Working
5 EMPLOYEE REGULAR (00110} THEO00 43383

& LONGEVITY PAYMENTS (00125) 6000
| 7 sick paY (00150) o =
8 ANNUAL LEAVE PAY (00152) 27

9 COMPENSATORY TIME PAY (00153) o

10 WAGE ACCRUALS (00197} 14415 AL LFLDITAL

11 SALARIES - BUDGET ONLY (00199) 26000 (501001

12 SOCIAL SECURITY (01010) 45000 2961 F106129-TEEN COURT ADMINISTRATION PRIOGRAM.
| 13 RETIREMENT [01011) 63000 4188 b D Gt .
| 18 FRINGE ACCRUALS (01098) 2518 Fehesh i
15 FRINGE BENEFITS - BUDGET ONLY (01059) 4000

16 GROUP HEALTH INSURANCE [01110) 99000 5454

17 GROUP LIFE INSURANCE (01111) 2000 2

18 MICA MEDICARE HOSPITAL INSURANCE (01113) 13000 652

19 DENTAL PLANS (01114) 4000 28

20 SECURITY SERVICES {22310) 13000 1183

To select multiple Entities (Index Codes) for entry, click
the drop-down arrow next to the Entity dimension.

!FY13-14
Budget Forecast
YearTotal YearTotal
Adopted Budget Working POV [Bookl[Sheet5 1 - x
783000 49383.48 Current Service Level
5000 -- -
Mo Operating Grant -
1628.12
927.13 [ -
0 ’ MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES |
14415.35 P106129-TEEN COURT ADMIMISTRATION PROGRAM -
25000 ®
768000 66354.08

45000 2960.73
200N A197 97

Once in Smart View, choose the Analyze icon to view in Ad Hoc mode

Verify the current Point of View and select multiple Entities (Index Codes) on the
form

Notes
Now that the accounts are all
present on the Smart View from,

we will open the form in Smart
View Ad Hoc mode.

The order of the POV
dimensions ( and members)
display as follows:

Request — Current Service Level
Entity - MMTEENEXP

Fund - Judicial Administration
Activity — Teen Court Admin
Project — No Operating Grant

Note: In the POV box, float your
mouse cursor over the drop
down-arrows to locate the Entity
dimension.
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At the bottom of the selection window, click the ellipsis
(3 dots).

lFv1z-14
Budget Forecast
YearTotal YearTotal
Adopted Budget Working POV [Bookl|Sheet5 1 - X
788000 49383.48 Current Service Level -
Mo Operating Grant -
- 1628.12
- 927.13 -
: EEMNEX] EEN CO QOPERATIOMNAL EXPEND
0- |
_ 14415.35 | P106120-TEEN COURT ADMINIS TRATION PROGRAM -
25000 ®
768000 66354.08

43000 2960.73
ARINNN  A187 27

The Member Selection screen appears. Click the +

next to Total Entity. Continue to expand the
hierarchy until you see the desired Index Codes.

-
Member Selection |

Enter a member name and dick Find. ’ -
Entity A
[ |Unspecified Entity B

[ElCTotal Entity
i =-[CJ6L Entities (FAMIS)
(-] MMMIAMI-DADE ECONGMIC ADVISORY TRUST
[EITIMMO1MAP ADMINISTRATION
[TIMM245688MMAP - SURTAX
[TIMMAPADM-MMAR TRUST
[T IMMDEATADM-MDEAT ADMINSTRATIVE EXPENSES
[T MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT EXPE
[T MMLKEXPMLK ACADEMY EXPENDITURES
- [C]MMRO77545-DOC STAMP SURTAX
- [CMMRO77552-INT - INVEST
- [C|MMRO77578-CASH CARRY-OVER
- [T MMRO77663-CASH MISC INCOME
["JMMRGFTRANF-TR. FR GENERAL FUND ECONCMIC DEVELC
["JMMRTEENCCREV-TEEN CAT COURT COST REV 938, 19(2)
["JMMRTEENCO-TEEN COURT CARRYOVER
["JMMRTEENINT-TEEN COURT INTEREST REVENUE
| |MMRTEENREV-TEEN COURT COURT COST REVENUE
|| MMTEENEXP-TEEN COURT GPERATIONAL EXPENDITURES
T [MMRTRANFOF-TR FR OTHER FUNDS B
[]MMO2-MMAP CEO PROGRAMS
[ MMO3-MMAP ECONOMIC DEVELOPMENT

Input Level
Eniiy / Index
Codes

1Al G Rdnet Arfivity
4 | n 3

NOTE: Input level Entity / Index
Codes display with NO Plus or
Minus (+or -) sign next to them.
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6. Click the check box next to each Entity (Index Code)
that will be included for entry on the Smart View sheet.

[ |Entity
i [[Junspecified Entity
2-[C]Total Entity

E-C]GL Entities (FAMIS)

E-[C]MM-MIAMI-DADE ECONOMIC ADVISORY TRUST
- [C/MMD 1-MMAP ADMINISTRATION

-[[¥TMz45638-MMAR - SURTAX

MAPADM-MMAR TRUST
MDEATADM-MDEAT ADMINSTRATIVE EXPENSES
MGFECODEVMT-MMAR ECONOMIC DEVELOPMENT EXPE
MLKEXP-MLK ACADEMY EXPENDITURES
MRO77545-DOC STAMP SURTAX
MRO77S52-INT - INVEST
MRO77S578-CASH CARRY-OVER
MRO7TE63-CASH MISC INCOME
- TIMMRGFTRANF-TR. FR. GENERAL FUND ECONOMIC DEVELC
- [CIMMRTEENCCREV-TEEN CRT COURT COST REV 938.19(2)
- [CIMMRTEENCO-TEEN COURT CARRYOVER
[ CJMMRTEENINT-TEEN COURT INTEREST REVENUE
[ IMMRTEENREV-TEEN COURT COURT COST REVENUE
[ CJMMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES
... [ IMMRTRANFOF-TR FR OTHER FUNDS

7. Click the Right — Arrow to move the members to the
Selection area.

{7 MM-MIAMI-DADE ECONOMIC ADVISORY TRUST
EID MMO 1-MMAP ADMINISTRATION

- MM 245588-MMAP - SURTAX
MMAPADM-MMAP TRUST
MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES
MMGFECODEYMT-MMAF ECOMOMIC DEVELOPMENT EXPE
MMLKEXP-MLE ACADEMY EXPENDITURES
MMRO77545-DOC STAMP SURTAX
MMRO77552-INT - INVEST
| [MMR.O77578-CASH CARRY-OVER « -
- [VMMRO77669-CASH MISC INCOME
- [CJMMRGFTRANF-TR FR GENERAL FUND ECOMOMIC DEVELC
[T JMMRTEENCCREV-TEEN CRT COURT COST REV 933.19(2)

m
M
4

The members now display in the
Selection area.
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8.

Click OK.

3

IMIC ADVISORY TRUST
ISTRATION

P - SURTAX

P TRUST

JEAT ADMINSTRATIVE EXPEN
T-MMAP ECONOMIC DEVELOF
CADEMY EXPENDITURES

C STAMP SURTAX

- INVEST

SH CARRY-OVER

SHMISC INCOME

R FR GEMERAL FUND ECONO
-TEEN CRT COURT COST RE'
EN COURT CARRYOVER

m

3

b
g~

@A v W T v

MMTEEMEXP-TEEN COURT OPERATIONAL EXPEMDITURES
MMLKEXP-MLK ACADEMY EXPEMDITURES

MMRO77545-DOC STAMP SURTAX

MM245588-MMAP - SURTAX

MMAPADM-MMAP TRUST

MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES
MMRO77578-CASH CARRY-OVER

MMR.O775659-CASH MISC INCOME

MMROT7552-INT - INVEST

MMGFECODEVYMT-MMAP ECONOMIC DEVELOPMENT EXPENDITURE

o 1 o |

From the POV box, click the down-arrow next to
Entity to view the list of selected members.

POV [Bookl]Sheet5_1
Current Service Level

Mo Operating Grant

MTEENEXP-TEEN COURT OPERATIONAL EXPEMDITURES u

MMTEENEXP-TEEM COURT OPERATIOMAL EXPEMDITURES
MMLEEXP-MLE. ACADEMY EXPEMDITURES
MMRO77545-DOC STAMP SURTAX
MM245538-MMAP - SURTAX
MMAPADM-MMAP TRUST

S MMOEATADM-MDEAT ADMINSTRATIVE EXPEMSES
MMRO77578-CASH CARRY-OVER

MMRO776659-CASH MISC INCOME

MMRO77352-INT - INVEST

MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT EXPENDITURE
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Section AppendixA_C: Preforming Cascade on Entity dimension.

In this section of the activity, you will:

[ )

[ )

[ ]

[ ]

Step
1.
2.
3.

Action

We will now use the newly selected Entity list to create

a Cascade report. Once complete, an individual
worksheet tab on the Excel workbook will be created
for each Entity member in the list.

Click Planning Ad Hoc > Cascade > New
Workbook.

Page Layout Formulas Data Review View Smart View Planning Ad Hoc
M - -1 - X 4
i Member Selection 53 Change Alias @h\ = Egh Cell Actions = %, Drill-through

£ Query - ] SsameWorkbook Al B caleulate - & visualize
[ Preserve Format FJ Save Ad Hoc Grid | [T§  New Workbook #] Adjust ~ 8 submit Dats
Analysis @ Different Workbooks Lata

Be sure that the Entity dimension is selected. Click
OK.

ter @ member name and dick Find. = MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITUI
MMLKEXP-MLK ACADEMY EXPENDITURES
MMRO77545-DOC STAMP SURTAX
MM245588-MMAP - SURTAX

MMAPADMAMMAP TRUST

MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES
MMRO77575-CASH CARRY-OVER
MMRO77669-CASH MISC INCOME
MMRO77552-INT - INVEST
MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT E)

[ |Unspecified Entity
[T Total Entity
[ Al GL Budget Activity
[T Total Budget Activity

< m v

Select the Cascade > New Workbook function to create a new Excel Sheet
Review the file with different worksheet tabs for each selected Entity

Save this file to your hard drive
Email to Budget Users for input

Notes

Cascade Options:

Same Workbook: Creates tabs
in in original workbook

New Workbook: Creates tabs in
new Excel workbook

Different Workbooks: Creates
separate Excel workbooks for
each new member.
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4.

A new Excel Workbook is created. Each of the Entity
members is displayed on a separate tab in the
workbook.

................. (v
15 FRINGE ACCRUALS (01098)

16 FRINGE BENEFITS - BUDGET ONLY (01093}

17 GROUP HEALTH INSURANCE (01110)

18 GROUP LIFE INSURANCE (01111)

19 MICA MEDICARE HOSPITAL INSURANCE (01113)
20 DENTAL PLANS (01114)

21 FRINGE BENEFITS (010)

22 PERSONNEL SERVICES (01)

23 SECURITY SERVICES (22310}

24 BOTTLED WATER & CHILLED WATER (22350)

STRIAI GERVICE RELATED (2231 - -
4 M MMRO77578-CASH CARRY-OVER MMRO77669-CASH MISC INCOME Entity - MMRO77552- N1 - INVEST ] |-

If there are multiple Funds, Activities or Projects
for this list of Entities (Index Codes), you must select
the new Fund, Activity and Project and complete the
above steps to create a new Cascade Workbook.

vy
1628
' 927
( ELY 0 654
: \Bm POV [Bookd]Sheet5_1 v X
=, \?0 Current Service Level -
( Fund ml MMTEEMEXP-TEEM COURT QPERATIOMAL EXPEMDITURES -
. o JUDICIAL ADMINISTRATION PROGRAMS (50 100106) -
. I P106129-TEEN COURT ADMINISTRATION PROGRAM -
( Project PO :
- 4000 Mo Operating Grant -
T aw| ®
( Grant 000 697
4000 238
13000 1183
100
1000

The Accounts and row headings
are displayed on each tab.

Use the navigation arrows to
move through the display list.

Create a new Cascade sheet
each new Fund, Project or Grant
combination.
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6.

Click File > Save As. Save the file to the Desktop.

File name is New Cascade — XX (where xx is your
initials).

NOTE: This is the Budget Liaison master copy of this
file. We will open this file again and use it to submit
data to the database.

(E] save As =)
@O-\! Desktop * <% | [ Search Deskicp |
Organize = New folder = @

\1_7.| Microsoft Excel “— Libraries

——1| System Folder
=l

i Favorites

B Desktop Roberts, Stephen (Hyperion)(OMB)
4 Downloads 31 System Folder L

% Recent Places )
Computer

S 5 e Folder

4 Libraries
(% Decuments ey Network
&' Music L System Folder
[&=] Pictures
B videos o 5 Test -
File name: |New Cascade - SR | -
Save as type: | Excel Workook -

Authors: Roberts, Stephen (Hype... Tags: Add atag

[F] Save Thumbnail

Tools = Save Cancel

“ Hide Folders

Once the Excel sheet has been saved on desktop,
return to the sheet and navigate to the first tab on the
workbook.

B R T e
37 OTHER OPERATING TRF OUT (51098) 185000 125000
38

|0 E » + [ MMTEENEXP-TEEN COURT OPERATIO~1 }* Entity - MM24S685-MMAP - SURTAX

Insert 3 blank rows at the top of the sheet.
= r e =

- |

I
[

i -
Calibi 11 + A" A" § v % o g ———

E

B I EH- A~
% cut
B3 Copy
|f Paste Options:

(00110)
ITS (00125)

E
-
E Paste Spedial...
¥
: (00152)
c Delete AE PAY (00153)
1 Clear Contents 0197)
1]

& Format Cells...

ONLY (00199)

When creating different files for
each division, be sure to indicate in
the file name the Fund, Project and
or Grant info.

Example: MMTeen100106
P106129.xls

Entity - MMAPADM-MMAP TRUST
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9. In cell A1, type Fund:
In cell A2, type Project:
In cell A3, type Grant:

F13 - I
A B
1 Fund:
2 Project
3 Grant:
a4 FY13-14
5 Budget
YearTotal
6
7 Adopted Budge
10. On the POV box, click the Fund member, right-click

and select Copy.

FY13-14
Budget Forecast
YearTotal POV [Sheet] IMMROT7669-CASH MISC INCOME_1 - X%
Current Service Level -
MMR.O77569-CASH MISC INCOME -
AdoptEdBUdge- DICIAL ADMIMISTE ATION DOOED Al 100 10S -
P 105129-TEEN { e
Mo Operating Gr| Cut
7 N Paste
Delete
11. Go to cell A1 and paste the description.
=9~ M5 =
a1 hdl F _' Fund: JUDICIAL ADMINISTRATION PROGRAMS (SO100106)
\ A B c
1 [[Fund: JUDICIAL ADMINISTRATION PROGRAMS {S0100106)
2 Project
3 Grant:
a FY13-14
5 Budget Forecast

This header information will
assist the Budget User in the
input for this Workbook.

When the Fund, Project or Grant
information changes — The
Budget Liaison must create a
new Cascade Workbook and
send to the Budget Users.
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12.

13.

Repeat steps 10 and 11 to copy and paste the
descriptions for Project and Grant.

o |~ &

9

A B C

Fund: JUDICIAL ADMINISTRATION PROGRAMS (SO100106)
Project: P106129-TEEN COURT ADMINISTRATION PROGRAM

Grant: No Operating Grant

10 SICK PAY (00150}

FY13-14

Budget Forecast
arTotal

POV [Sheetl IMMRO77669-CASH MISC INCOME_L
Current Service Level
MMRO77669-CASH MISC INCOME
EMPLOYEE REGULAR (00110)
LONGEVITY PAYMENTS (00125)

JUDICIAL ADMINISTRATION PROGRAMS (50100108)
P106129-TEEN COURT ADMINISTRATION PROGRAM

11 (ANNUAL LEAVE PAY (00152}

No Operating Grant

Click File > Save As. Save it on the Desktop as
New Cascade BU_XX (where XX represents you

12 COMPENSATORY TIME PAY (00153)

=) 4] 4] ]| x

i

MR AE A AARU AL Tana Aol

initials).

Note: These descriptions in
cells (A1 — A3) are used for
reference purposes only. When
the Budget Users open this
sheet, it will be clear that the
forecast input relates to these
members.

Note: Be sure to change the
name of this file (different for the
original file name). This is the file
that will be emailed to the
Budget Users.
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Section AppendixA_D: Email file to Budget Users for input.

When file is returned, copy and paste new data into original (Budget Liaison) sheet and
submit the data.

Business Process:

Because the Budget Users (BU) do not have login access to the BAT Hyperion system,
the Budget Liaison’s (BL) will email the Forecast Smart View sheet (steps outlined
above) to each BU. The BU will open the Excel Workbook and input the monthly
forecast data on each workbook tab. The BU will save the workbook on their local PC
and email the completed sheet back to the BL.

In order enter the forecast data into the BAT system, the BL will have both files open on
their PC (the original (BL) sheet that was saved to your hard drive — and the file that was
emailed to the BU (with the newly updated forecast data). The BL will open the original
sheet and connect it to the database. The BL will then copy the new forecast data and
paste it into the original sheet and submit the data. The BL will repeat this step for each
tab on the workbook.

In this section of the activity, we will simulate the process of exchanging data files:
e Simulate email to Budget User
e Simulate Budget User entering forecast data in static sheet
e Budget Liaison opening both files
e Budget Liaison using copy / paste to populate the forecast monthly data
e Submit data to database.

Step Action Notes
1. Now that the Forecast file (New Cascade_BU_XX) Note: Be sure to email each file
has been saved to your desktop, you will email the file  to the Budget Users. A separate
to the Budget User(s) in your department. file will be created for each
change of Fund, Project and / or
Grant.
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2.

The Budget User(s) will open the New

Cascade_BU_XX and complete the forecast entry for
each Account.

NOTE: Data in the Adopted Budget column will not

be changed. The data in the October column
represents Actuals data — and will not be changed by
the Budget Users.

A B c o E F G H 1
1 Fund: JUDICIAL ADMINISTRATION PROGRAMS [S0100106)
2 Project: P106129-TEEN COURT ADMINISTRATION PROGRAM
3 |Grant: Ne Operating Grant

4 Fr1z1a
s o Bud E ° Actusis Dt
=.;c>°c et bl Do Nox Crange
e YearTatal
Do
& . Oct Nov Dec Jan Feb Mar Ape M

7 Wworking werking Working Working Working Working working W

§ EMPLOYEE REGULAR (00110) TEBOO0 49383

9 LONGEVITY PAYMENTS [00125) 5000

10 SICK PAY (00150) k)

11 ANMNUAL LEAVE PAY [00152) 927

12 COMPENSATORY TIME PAY (00153} o 654

13 WAGE ACCRUALS (00197) 1a31%

14 SALARIES - BUDGET ONLY (00159) 26000

15 SOCIAL SECURITY (01010) 45000 2961

16 RETIREMENT (01011) 63000 4188

17 FRINGE ACCRUALS (01098) 2528

18 FRINGE BENEFITS - BUDGET ONLY {010%9) -4000

15 GROUD HEALTH INSURANCE (01110 95000 5454

20 GROUP LIFE INSURANCE (01111) 2000 93

21 MICA MEDICARE HOSPITAL INSURANCE (01113) 12000 652

22 | DENTAL PLANS [01114) 4000 18 :.
11

31 EECIRITY EEOUIFER 13931AL 13t
M 4 b M| MMTEEMEXP-TEEN COURT OPERATIO~1 -~ Entey . MMAMSGES MMAR - SURTAX i1 4

Once the Budget User has completed the forecast
entry (and is emailed back to the BL). Open the original
file (New Cascade XX) and the file from the BU (New
Cascade_BU_XX). On your Virtual Desktop.

From the New Cascade XX file, click Smart View
> Connections > Recently Used.
IMPORTANT: Be sure that you have selected the
New Cascade XX file.

|1—,| New Cascade - SR 2 (1) - Microsoft Exce
Home Insert Page Layout Formulas Data Review View
= I ) undo | B Copy @r @ af P Help -

- Vo 7 =

E o=

P & Red Paste ? Sheet Info

Fanel | [Connections ) Refresh | Submit = Options _
2 =l Funetions ~ = Data El More ~

{EL  Active Connections 3 Data General

" I.-'| Ad hoc Grid - 50143269 | MDCEUD | OpPlan I

=l Form - MDC FCST Expense and Revenue Detail (Pro.
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5.

e’.

At the login screen type your User Name and
Password. Click Connect.

Connect to Data Source @l-z_hj

- User Authentication Needed.
Enter comect usemame and password to sign on.

User Name: mmuser 1

Passwaord: senenns

[ Connect ] ’ Cancel ] ’Demils <<

Server 50143269

Application MDCBUD

Cube COpPlan

URL http: /{20143273: 19000/HyperionPlanning/Smartyie
Provider Planning

4| 1 | »

On the Smart View pop up window, click Reuse sheet
contents and POV.

Smart View - — l&]

@% The worksheet contains data from prior operation. What do you want
¥’ to do with the contents of the sheet?

% Clear sheet contents and POV

2 Reuse sheet contents only
Free form operation will take place, existing POV will be lost.

* Reuse sheet contents and POV
New ad hoc connection/Smart Slice must be consistent with existing
contents.

Cancel

On the toolbar, click Planning Ad Hoc> Refresh >
Refresh All Worksheets.

@ . Mew Cascade - SR2 (1) - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Smart View Planning Ad Hoc
...... B3 cell Adions ~

@, ZoomIn ~ [ Keep Only E# Member Selection T Change Alias T3 cascade -

@|

@, Zoom Out [ Remove Only | wJ Query - -3 e | ‘ B calaulate - G
e g Refresh} ‘ POV

= Pivot * =] Preserve Format B Save Ad Hoc Grid = | || & Adjust &}

Analysis @ Retresh ta

= s -5 = 5 Refresh all Worksheets
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8.

10.

Now open the New Cascade_BU_XX file that was
emailed from the Budget User.

Important: Do not connect this sheet to the Hyperion

database. We will use this sheet to copy data into the
master sheet.

Now with both Excel sheets open, from the Excel menu
bar, click View > Arrange All > Vertical. Click
OK.

“_Hame Insert  Pagelayout  Formulas  Data  Review SmartView  Planning Ad Hoc

= E —_ = (%) i 1 [ split 1 view

= B 3 B g @romes Q [} =y =] =2
— VN Le S TaHide | G Syncr
Mormal| Page PageBreak Custom  Full Gridlines [7] Headings Zoom 100% Zoomto = New [Amrange|Freeze o

Layout Preview  Views Screen Selection | Window| Al |Panes~ CJ Unhide sef
Workbook Views Show Zoom Windoy
FE
POV [Mew Cascade BU_ SR.xdsMMTEENEXP-TEEN COURT OPERATIO-1 L Arrange Windows | SeEd )
Current Service Level ~ TEEN COURT OPERATIONAL EXPENDITLRES ~  JUDICIAL ADMINISTRA 1257
Arrange
D17 - I \ ©) Ted
H tal
New Cascade - SR2 (1) Ch )|
A B c D 3 F
s o 1 7] Windows of active workbook | ||~
2 Budget Forecast
6

The Budget Liaison and Budget User files display
side by side.

PO [Pl Canace 1 S s JUSMTTANLIP. TEEN COURT DMRATIO-1 L

Camant Sarven Love = | MMTEENENE-TIE COLRT CPERATICNAL DPBICITLEES = LEECIA ADMDTTRATION PROGLSS SONCIN] = | PA0S1JH-TEDN COURT ACMPESTRATION PROGRAM. = | b Cowssrg et = [ Rahah

A - B TRAVEL EXPENSE-U (11210

: o £ 3 0 c [ '

1 FundlUDICIAL ADNINETRATION FROGRAMS [SCIRCE06]

Forecan 1 Projedh, TIDNIZH-TEEN COURT ADMINTSTRATION PROGRAM
1 Grarn: ik Spetating rant
B - ey
O Nov  De  hm  Fed 3 e i [P
Adopted Rudget Working Working Werking Working Working Comndlcomecio ToarTotal

5 EMBLOVES REGULAR 00110} TMEN0 43361 Eipanpeay
6 LONGEVITY PAYMENTS [2012%] o0 8 [l oy od Nov  Dee  lm
T Sk sy joorsa) 1am 7 intant Adopted Budget Working Working Werking Working
B ANNUAL LEAVE PAY 100133) ) [y . 10 mmo0  amm
3 COMPENSATORY TIME A4Y {0038 ] o 3 LOMGEVITY PATMENTS {00125} w000
10 WAGE ACCRUALS {06197 18418 19 BCK PAY [00130) W
51 SALARIES - BUCKT ONLY (D810 20000 11 ANNUAL LEAYE PAY (50152 a
13 SOCIAL SECUATY fo1830) awoo 1t 13 COMPENSATORY TIME FAY (0013 ] e
13 RETIREMENT jnia11) o0 i 11 WASE ACCRUALS {00137) preeTy
4 FRGE ACCRLMS | Y 14 SALARES . BUDGET ONLY (00158) 28000
1 FRANGE BENEFITS - BUDGET O 000 13 SOCIAL SICURITY {03050 w00 e
18 GROUP HEALTI INFURANCE (011 00 M 14 RETIREMENT [3011) w000 Aum
17 GROUS LIFE INSURANCE {01111 2000 " 17 FRINGE ACCRUALS (0309) B
55 MICA MEDICARE HOSPITAL V5L oo e 13 FRINGE BENEFITS - BUDGET ONUY 000
19 DENTAL SLANS [01034) won  aa 13 GROUP HEALTH INSLIRANCE (811 00 s
30 SECURTTY SERVICES (23310} 1000 1 20 GADUP LIVE INSLRANCE [03111) 2000 "
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11. Budget Users completed the forecast entry for months Note: DO NOT select the first
Nov — Sept (form on the rlght) Select ONLY the data 2 columns as they contain
cells for all months and all accounts (Nov — Sept). Right-  Budget and Actuals data
click and select Copy. respectively.

A B C D E
Budget Forecast
earTotal
Oct Nov Dec
|Adopted Budget Working|Working Working
]EM PLOYEE REGULAR (00110} 788000 A9383
LONGEVITY PAYMENTS (00125) 6000
SICK PAY (00 g o 1628]

ANNUAL LI 927

(WAGEI Do NOT copy data 111
SALARI from feses columns -26000

SOCIAL S| 43000 2961}
RETIREME! 63000 4188
FRINGE ACCI 2528
FRINGE BENEFITS = wwoGET ONLY -4000

GROUP HEALTH INSURANCE (011 99000 5454
GROUP LIFE INSURANCE (01111} 2000 93
MICA MEDICARE HOSPITAL INSUJ 12000 [2)
DENTAL PLANS (01114) 4000 23
SECURITY SERVICES (22310) 13000 1183

12. Move to the connected sheet New Cascade_XX (on

the left) and paste the data in the range (starting in Nov).

EX_] Mew Cascade - SR 2 (l)l [=] = 3

A B c D E F =]
1 FY13-14
2 Budget Forecast
YearTotal
3 o Calibri ~ 11 -~ A" A" §
4 Adopted Budget Working Working B £ =Eb-A-u-
zl EMPLOYEE REGULAR (00110) 738000 49383i [
6 LONGEVITY PAYMENTS (00125) 6000 % Cut
7 SICK PAY (00150) 1628 Ba Copy
8 ANNUAL LEAVE PAY (00152) 927 |, Paste Options:
9 COMPENSATORY TIME PAY (0015 0 654
10 WAGE ACCRUALS (00197) 14415 Paste Special..
11 SALARIES - BUDGET ONLY (00199 -26000 -
12 SOCIAL SECURITY (01010) 49000 2961 [nsert...
13 RETIREMENT (01011}) 63000 4188 Delete...
14 FRINGE ACCRUALS (01098) 2528 Clear Coptents
13 On the New Cascade_XX form, click the Smart

View > Submit Data button.

File Home Insert Page Layvout Formulas Data Reviewy Sig Smark Vg l Planning Ad Hoc
=4 . ) B Copy @ @ dE Prep-
¥ =
- G Faste U= & sheet Info
Panel | Connections . Refresh | Submit | Options _
> Z]) Functions - = Data E More ~
Start Edit Daga General

= =
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14.

15.

Repeat the copy / paste steps for each tab on the
workbook. Click Smart View > Submit Data on
each tab.

28 OTHER RENTAL EXPENSE (25910) o

4 4 v [MMTEENEXP-TEEN COURT OPERATIO~] Enfity - MM245688 MMAP - SURT) Entrtv—m PADM-MMAP TRUJ

Once the Copy / Paste process is complete, close both
of the Excel files.

--End Activity--
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Appendix B: Optional: Adding Supporting Detail
in Budget User Excel Sheet

If your department will use Supporting Detail information, you may create a new tab on
the New Cascasde_BU_XX file that includes the Supporting Detail hierarchy. Once the
Budget User has completed the details on the form, the Budget Liaison will then copy
and paste the Supporting Details information into the master sheet — and save to the
database.

In this Activity you will:
Before you email the New Cascade_BU_XX file to the Budget User, open the file
Create a Supporting Detail tab on the New Cascade_BU_XX workbook
BU will complete the Supporting Detail hierarchy and email back to Budget Liaison

Budget Liaison will copy and paste the Supporting Detail hierarchy into the New
Cascade XX file and submit to the database.

Step Action Notes
1. Prior to emailing the file to the Budget User, open the

New Cascade_BU_XX file.

POV [New Cascade_BU_ SR Jlsx] MMTEENEXP-TEEN COURT OPERATIO~1_1
Current Service Level -  MMTEEMEXP-TEEM COURT OPERATIOMAL EXPEMDITURES » JUDICIAL ADMINISTRATION
B3 - 2
A B C D
1 Fund:JUDICIAL ADMINISTRATION PROGRAMS (SO100106)
2 Project: P106129-TEEN COURT ADMINISTRATION PROGRAM
3 |Grant: No Operating Grant

4 FY13-14
5 Budget Forecast
YearTotal

6 Oct MNowv

7 Adopted Budget Working Working

8 EMPLOYEE REGULAR (00110) 788000 49383

9 LONGEVITY PAYMENTS (00125) 6000

10 SICK PAY (00150) 1628

11 ANMNUAL LEAVE PAY (00152) 927

12 COMPENSATORY TIME PAY (00153) 0 654
2. Scroll through the tab listing (to the right) and click the

Insert Worksheet icon.

25 MAINT & REPAIR:OFFICE MACHINES (24130) 1000
26 COPY MACHINE RENTAL (25330) 3800

Entity - MMRO77552-INT - INVEST MMRO77578-CASH CARRY-OVER MMRO77669-CASH MISC INCOME

Ready |

3. Change the name of the new sheet to Supporting
Detail.
MMR077578-CASH CARRY-OVER MMRO77669-CASH MISC INCOME ]
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4.

On the Supporting Detail sheet, type all of the
information as displayed in the screenshot below:

NOTE: You will type the name of the Index Code for
your department.

A B C D E F

Entity (Index Code): MMTEEEMN EXPEMNSE
Maow Dec
Travel Expense Type your
Airfare 5000 2000 Entity

Name
Here

Haotel 230 400
Car 120 200

1
2
3
4
]
3
=
a8

Click File > Save.

When the BU has completed the data entry (step 4), they
will email the file back to the Budget Liaison. With the file

open, the Budget Liaison will highlight the account
information and data, right-click and select Copy.

A, B C ] E F €]
1 Entity (Index Code): MMMTEEEM EXPEMNSE
2
3 Mov Dec
4 Travel Expense Colibri - 11 - A" A" § - %
5 Lirfare 5000 2000
6 Hatel 50 4oc/B £ E & A H W0
7 Zar 180 EDD[
g g Cut
:
10 4 Paste Options:
11
12

E

NOTE: In the live environment,
you will simply create the

hierarchy —and NOT
complete the data entry fields.
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7. Open the New Cascade XX Excel sheet.
Home Insert Page Layout Formulas Data Rewiew ey Smark views Plannin

@ ZoomIn = [ Keep Only EF Member selection 33 Charge &lias @ Cascade = @zb) B Cel
5]

C)\,Znnm out 2 Remawe Only | W Query v B cal

Refresh PO
o 53 Ad)

= Pivot = I Preserve Format FL Save &d Hoc Grid
Analysis

H2- My =

| POV [Mew Cascade - SR.xst]dAMTEENEXP-TEEN COURT OPERATIO~11

MMTEEMEXP-TEEN COURT OPERATIOMAL EXPENDITURES = Current Service Lewvel +  JUDICIAL ADMINISTRATION PROGRAM:

[ ] - =
A B s D E F G

1 FY13-14

2 Budget Forecast

YearTotal

3 Oct Moy Dec Jan Feb
4 Adopted Budget Working Waorking Working Working YWarking
5 EMPLOYEE REGULAR (001107 TaE000 43383

6 LONGEWITY PAYMEMNTS (00125) 6000

7 SICK PAY (00150) 1628

5 OTHER REMNTAL EXPEMSE (25910)

9 G54 AFT.HOUR CHRGS/ASS0C COS 5000

10 G54 PRIMTING & REPRODUCTION [ 4500 460 7300 7500
11 FRLT EQ MILEAGE (26062) 2000 135

12 FM-POOLYWEHICLE HOURLY REMTAL 1000 104

13 TRAWVEL EXPEMNSE-LL.S. (31210) 00

8. Scroll through the list of accounts and locate Travel

Expense - U.S. (31210).

10 GSAPRIMTIMNG & REFRODUCTION [ 4300
11 FRALT EQ MILEAGE [26062) 2000
12 [FM-POOLYWEHICLE HOURLY REMTAL looa
13 | TRAWEL EXPEMSE-LLS, (31210 l a00
14 REGISTRATIOMN FEES [31220) 200
15 |[MEWSPAPER ADWERTISIMNG-PROMC S0oa
16 SPOMNSORSHIPS/MARKETIMG I TERS 3000
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9.

10.

Click and drag your m
and Dec.

ouse to highlight the months Nov

EMPLOYEE REGULAR (00110}
LOMGEWITY PAYMENTS (00125)
SICK P&Y (00150}

OTHER RENTAL EXPENSE (25910
G54 AFT.HOUR CHRGS/ASS0C COS
10 G54 PRINTING & REPRODUCTION (:
11 FRLT EQ MILEAGE (26062

12 Fi-POOLWVEHICLE HOURLY REMTAL
13 [TRAVEL EXPENSE-U.S. (31210) |

14 REGISTRATION FEES (31220)

15 NEWSPAPER ADWERTISING-PROMC
16 SPONSORSHIPS/MARKETING ITEME

(- - T R

B C D £ F G
Fv13-14
Budget Forecast
YearTotal
Oct Mov Dec an Feb

Adopted Budget Waorking [Warking Working Morking YWarking
Tag000 49383

6000
1628

5000
4500 As0 7500 7500
J0o0 139
1000 10

200
5000 545 545 543 545
3000

Right-Click Nov and select Smart View >
Supporting Details.

L = T Y 00 w0
104
E & Cut
3 Copy
54 545 545 545
(% Paste Options:
=S|
Paste Special..,
30 Insett.. EEDTE 763 276
EEl Delete..,
Clear Contents
2070 Filter -
sort d
—d Insert Comment By copy
5 Format Cells... S Preserve Format
Pick Fram Drop-dowen List.., = Cell Comments
Define Mame.., |'§ Supporting Details
2, Hyperlink.. = cCellAttachment
= T Cell History
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11. From the Supporting Details screen, click Add

Child.

Supporting Details = @

® Request: Current Service Level

(P-TEEN COURT OPERATIONAL EXPENDITURES
* Fund: JUDICIAL ADMINISTRATION PROGRAMS (S0100106)

* Projeck: Mo Cperating Grank

* Activiby: PL06129-TEEN COURT ADMINISTRATION PROGRAM & Account | TRAYEL EXPENSE-LLS, (31210}

(] e | |
| |

F¥13-14/Forecast/Mov/Warking  FY13-14/Farecast/Dec/Warking
Tokal:

12. In the Label field, type Travel Expenses.

Expand [ Collapse | + Add Child 4 Add Sibling | % Delete 3% Delete All |

| # Duplicate Row |
Capy

Fi13-14/Forecast/Noy MWorking  FiyY13-14/Forecast/Dec/Wo

13. Click Add Child.

Expand B Collapse | + Add Child | & Add Sibling | ¢ Delete 3% Delete All |

| # Duplicate Row |
Capy

Fi13-14/Forecast /Moy Morking  Fy13-14/Faorecast/Dec/wWo
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14. Click the Paste icon.

Supporting Details

T OPERATI A= Request: Corrent Sery
® Fund: JUDICTAL ADMINISTRATION PROGRAMS (S0100106)  * Project: Mo Operating Granl
* Ackivity: PI0G129-TEEM COURT ADMIMISTRATION PROGRAM Account @ TRAVEL EXPERS

Expand & Collapse | 4 Add Child < Add Sibling | 75 Delete X Delete All

<7 Pramote | # Duplicate Row

Fi'13-14/Forecast/Moviworking  Fy13-14)Forecast/Decy
I_.T.|-Travel Expenses +
] +
O ———— Total
15. The Supporting Detail hierarchy is added on the
screen.

Expand B Collapse | | |

F\"lS—H,I'FDrecastWorking F\"IS—H,!’FUrecastWork
EF Travel Expenses + 5430 SE00
| F-aitfare + 5000 £000
! F-Hotel + 250 400
| b-Car + 180 200
b Total: 5430 BE00
16. Click Submit.
F13-14Forecast/Mov/wiorking  FY13-14/Forecast/Deciwiorking
5430 600
5000 5000
50 400
180 z00
] 600
“ Submik ]|[ Cancel
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17.

18.

19.

The Supporting Detail fields are displayed as in turquoise

color.

OTHER RENTAL EXPENISE (25910)

G5A AFT.HOUR CHRGS/AS50C COSTS CNTY DEPT (26032) 5000

G54 PRINTING & REFRODUCTION (26050) 4500 aeo

Fii LT EC) IILEAGE (26062) 2000 139

FM-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1000 104

[TRAVEL EXPENSE-U.S. (31210) | S0
REGISTRATION FEES (31220) 200

NEWSPAPER ADVERTISING-PROMOTI AL [31402) 5000 545 sas
SPONSORSHIPS/MARKETING [TEMS PROMOTIONAL (31420} 3000

To review or modify the Supporting Details, highlight the
cells, right-click and select Smart View > Supporting

Details.
gEl Calibri = 11 = A" 47 & - % » [
139 _
104 B I E&-A- )
5430 nenn
#  Cut
545 |3 Loey 545 545 545
[{®, Paste Options:
=
Paste Special..,
9300 576 765 876
Insert.,
391
Delete..,
Clear Contents
2070 Filter
0 Sart
d Insert Comment Ey Copy
& Format Cells... [ Preserve Format
Pick From Drap-dowen List.,, =|  Cell Camments
Define Mame.. |3 Supporting Details
2 Hyperiink.. :% Cell &ttachment
£ nrk

Close both of the Excel Files:

e New Cascade_BU_XX
¢ New Cascade XX

--End Activity--
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Section AppendixB_B: Open the Budget Form Hyperion Smart View

In this section of the activity, you will:

Step

122.

Action

From the Budget form, located at the top left-hand
side of the screen is File, click File > Open in
Smart View.

Edit
Open
| 5@ Open in Smart View
Close ¥ latus %

Help
]

Bo == ik a

View Favorites Tools

Havigaie

File

L

HomeP

H save
=i Print
Form, Preferences... Task List Status
Deci: :;_EﬁOﬁ [ Task - Develop Revenue and Ex)
My Tash i =
1= i Operating Preparation .
£ ¥ Financial
“a

The Budget form displays in Microsoft Excel.

(& Mic
Home Pagelayout  Formulas  Data  Review  View  SmartView | Planning
E/ @@ i B2l Cell Actions - {3 Adjust - B More -~ B2 Approvals
& Lok Ny Drill-through 8 Copy Version
i REfiEm | | B calculate -+ E}} Submit Data FY13-14 FY14-15
Ad Hoe | Data World Budget Budget
H9-e-F = YearTotal BegBalance
POV MDC Expense and Revenue Detail (Project and Grant) - 50144122 MDCEUD 1 Adopted Budget Working
MVTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES - JUDICIAL ADMINISTRATION PROGRAMS (50100108) - PIOGL
Al £
& Bookl
| A [ B c D
il lFy12-14 FY14-15
2 Budget Budget
3 YearTotal BegBalance
4 Adopted Budget Working Working Proposed
5 EMPLOYEE REGULAR (00110} - 1284855 1284855
6 FLEX DOLLARS (00122} Gt 17600 17600
2 LONGEVITY PAYMENTS (00125) 6000 23893 23893
8 FIREFIGHTER SUPPLEMENTAL EIP (00130} e o o
9 TERMINATION PAYMENTS (00155) - 2767 2767
10| -SALARIES (001) 6000 1329115 1329115
11 SOCIAL SECURITY (01010) it 82234 82234
12 RETIREMENT (01011) e 83297 89297
13 GROUP HEALTH INSURANCE (01110} - 157760 157760
14| GROUP LIFE INSURANCE (01111) - 1 1
15 MICA MEDICARE HOSPITAL INSURANCE (01113) 12000 19232 19232

Note: If there is a new version of Smart View, you will
be asked to install.

Open the budget form in Hyperion Smart View. Smart View is a Microsoft Excel
add-in which allows users to view data, submit data, and save files to your local
hard drive.
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3.

7.

The Point of View (POV) members display at the
top of the form. Click the drop-down arrow to view

the available members.

@} B} Cell Actions + [ Adjust ~
4 €@ |EF

(- & Lock Sy, Drill-through
Refresh || POV

[ calculate - [} Submit Data
Ad Hoe Data

Bl More - §E Approvals

2.3 Copy Version

Workflow

POV MDC Expense and Revenue Detail (Project and Grant) - 50142,

MMAPADM-MMAP TRUST

“| MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES

.| MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT EXPENDITURE
MMLKEXP-MLK ACADEMY EXPEMDITURES

°| MMRO77545-DOC STAMP SURTAX
MMRO77552-INT - INVEST
MMRO77578-CASH CARRY-OVER
MMRO77669-CASH MISC INCOME
MMRGFTRANF-TR FR. GENERAL FUND ECONOMIC DEVELOPMENT
MMRTEEMCCREV-TEEN CRT COURT COST REV 938.19(2)
MMRTEENCO-TEEN COURT CARRYOVER.

260 MDCOPTST 1

- | MISC ESCROW ACCOUNTS (SC700700)

-5000

The standard functionality from the Web Form is also

available in Smart View.

Click an input cell on the form, change the value and

press Enter.

The cell is shaded yellow.

FY13-14 FY14-15
Budget Budget
YearTotal BegBalance
Adopted Budget Working
-5000 8000
158000 165000
153000 173000
-1000 1571
o
11000 13580
so00[ 7622
10000 10670

152000

ntity

C c

| FY13-14 FY14-15
Budget Budget
YearTotal BegBalance

Adopted Budget Working

8000

1R=ANN

From the Excel menu bar, click the Smart View
option and click the Submit Data icon.

The data has now been submitted to the database.
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8.

10.

To view the Cell Comments that were added in the
previous steps, locate the cell that has a blue border.

FY¥13-14 FY14-15
Budget Budget

YearTotal BegBalance
Adopted Budget Working

-5000 2000

158000 165000

153000 173000

-1000 1571

10 5454

11400 13580

oo 7e22

10400 10670

20 910

32000 41808

185000 214808

Click the cell and from the menu bar click Planning.
From the icon toolbar click Cell Actions >
Comments.

Insert Page Layout Formulas Data Review Wiew Smart View
%‘ Feed Cell Actions ~ |23 Adjust = E More - B Approvals
==
= o

ough 3 Copy Version
o [E supporting Details Data
& attachment Waorkflow
nd Reven B Histary 0143269 MDCOPTST 1

The Cell Comments display on the screen. Click
the green + to add a new comment as needed.

Comments = | B )

Entity: MM245682-MMAP - SURTAX, Fund: MISC ESCROW ACCOUNTS (SC700700), Activity: P700003-DOCUMENTARY SURTAX - MMAP,
Project: UndefinedProject, Request: Current Servics Level

[ €11~ RETIREMENT (01011). FY13-14, Budget, BegB: v | 3 R

User Date Entered

MMUSERT 10/21/13 6:38 PM

This is the preliminary value based on discussions with our
Budget Analyst
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11.
12.

13.

14.

Click Close.

To adjust data cells, click and drag a range of input
level cells.

FY13-14 FY14-15
Budget Budget
YearTotal BegBalance
Adopted Budget Working
-5000 8000
158000 165000
153000 173000
-1000/ 1571
1000 5454
11000 13580
9000 7622
10000/ 10670
2000 2910

From the toolbar, click Planning and from the icon
toolbar select Adjust > Adjust.

Page Layout Formulas Data Review  View smart View
Cell Actions ~ | [:] Adjust = Evr\ﬂnrev -ﬂgApprnvals
Lock i Adjust 3 Copy Version

Calculate - [ Grid Spread
Data Workflow

From the Adjust Data screen, click the Increase
selected cell(s) by a fixed percentage.
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15.

16.

17.

Type a value of 12 in the text field and click Adjust

Data.

Adjust Data

=

values in the cells

() Add fixed value to selected cell(s)
() Subtract fixed value from selected cell(s)
() Multiply selected cell{s) by a fixed value

() Divide selected cell(s) by a fixed value

Select cell(s) and use any of the following methods to change the

|-G:‘- Increase selected cell(g) by fixed percentage

() Decrease selected cell(s) by fixed percentage

[ ]

| Adjust Data |

Cancel

e

The cells are increased by 12%.

FY13-14 FY14-15
Budget Budget
YearTotal BegBalance
Adopted Budget Working
8000
165000
173000
1760
6108
15210
8537
11350
2910

To save the data to the database, click Smart View

> Submit Data.

Data Review View Planning

) @ ﬁli P Help ~
o=

& Sheet Info
h | Submit] Options
Data E More ~

Data General
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18.

Click File > Exit to close Microsoft Excel.

Note: You can Save this spreadsheet to your hard-
drive using standard Excel functionality (File > Save or
File > Save As). The next time you open the
spreadsheet, Smart View will recognize that it is a
Hyperion spreadsheet.

It will prompt you to login with your Hyperion User
Name and Password. Once you have been
authenticated you may change the Point of View, enter
data into the spreadsheet and submit data to the
database.

--End Activity--
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Appendix C: Optional: - Open Budget Form in
Smart View and email file to Budget Users

In this Activity you will:

Outline the steps that the Budget Liaison will perform to prepare and extract the
Budget form to Smart View (Microsoft Excel). Once the form is in Excel, the
Budget Liaisons will email the file to the Budget End Users within their
department. The Budget Liaison will save a copy of the file sent to departments.

The Budget End Users will open the Excel file and complete the budget entry. Once
complete, the Budget End Users will email the Excel file back to the Budget
Liaison.

After Budget Liaison’s review the data, they will open the original Excel file and
connect the Smart View (Excel) file to the Hyperion Application. The Budget

Liaison will then copy the data from the Budget End User file into the current
Smart View file — and submit the data to the database.

In this section of the activity, you will:

¢ Open the Budget Expense and Revenue Detail Export Form

Follow the steps to export the form to Hyperion Smart View (Excel)
e Add Expense or Revenue accounts on the form

Step Action

1. Navigate to My Task List and select Operating

Smart View Forms > Forecast Smart View
Export Form

My Task I__istl

Notes

# B Human Capital Planning Preparation
= ™ Human Capital Planning Analysis
=l Operating Smart View Forms

7 B Foracast SmartView Export Form

= Budget Expense and Revenue Detail Export Form
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2.

To display the form in Hyperion Smart View (Microsoft
Excel Addin), click File > Open in Smart View.

Mavigaie File Edit View Favorites

The Budget form displays in Microsoft Excel.

¥

New

Open ]
| & Openin Smart View
Close ]
H save
Form = Print
Man; Preferences...
- Log Off
Ded; Exit
My Task List

IEI & Operating Preparation

m Home  Insert  Pagelayout  Formulss  Date
B cell Actions - # Adjust - B more - §E approvais

E @

tus *

Tools

Review Wiew

Smart Wiew

O Lock W, Drill-thraugh 58 Copy Version
Anahze | Refresh
o B calculate - G Submit Data
A Hoe Data Warkflow
] 5 =

POV MDC Expense and Revenue Detail {3V Only) - $0143269_WMDCEUD_1

MMTEENEXP-TEEN COURT OPERATIONAL EXPEMDITURES - JUDICIAL ADMIMISTRATION PROGRAMS (S0100106)
532 - Fe
A B c
1 Fv13-14 F¥14-15
2 Budget Budget
3 ‘YearTotal BegBalance
4 Adopted Budget Working
5 EMPLOYEE REGULAR (00110) 788000 EEE)
£ FLEX DOLL&RS (00122) 13200
7 LOMGEWITY PAYMEMTS (00125) 6000
8 |SALARIES - BUDGET ONLY (00193) -26000 -26000
9 |SOCIAL SECURITY (01010) 43000 53244
10 RETIREMEMT (01011} 63000 58935
11 FRIMNGE BEMEFITS - BUDGET CONLY (01093) -4000 -4000
12 GROUP HEALTH INSURAMCE (01110) 99000 152550
13 GROUP LIFE INSURAMNCE (01111) 2000 1803
14 MICA MEDICARE HOSPITAL INSURAMNCE (01113) 12000 12452
15 DENTAL PLAMNS (01114) 4000 4650
16 SECURITY SER%ICES (22310) 13000 13000
17 BOTTLED WATER & CHILLED WATER (22350) 100 100
18 MAINT & REPAIR OFFICE MACHINES (24130) 1000 1000
19 COPY MACHINE RENTAL (29330) 3800 2800
20 PAYMENTS TO LESSORS (25511) 12400 12400
71 GSAAFT.HOUR CHRGS/A550C COSTS CNTY DEPT (26032) 5000 5000
22 GSAPRINTIMG & REPRODUCTION (26050) 4500 4500
23 FW LT EQ MILEAGE (26062) 2000 2000
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4.

To add an Expense Account on the form, right-click

a data cell on the Excel sheet.

Add Expense Account.

Select Smart View >

B E F G H
o Insert Comment

Budg (&' Format Cells...

Year]

Calibri - 11~ A" A" § - %| =
B r=d-A-

) 0-

-26000 --

768000
49000
63000

-Q1
Jec Jan Feb

PP P T P Lim= \Workir
Drill-through

u
=| Cell Comments
Supporting Details

%8 { & Cell Attachment
E@J Cell History

14415 -- T8 Lok
66354 -- Adjust b D
2961 - 1 B options...
4188 - ] Add Expense Account

(01099) -4000 --

2528|-- 1 Add Revenue Account

In the Run Time Prompts section, Click the

Search icon.

Add Expense Account

=)

Plan Type

e oorian |

Business Rule Plan Type Type

MDCAddExpensefccount OpPlan Rule

Un Time Prompis
%! Expense Account

“Unspecified Account™

2] .

OK

J [

Cancel ]

NOTE: On the Budget form,
only accounts that contain data
will display. A function called
Suppress Missing Data is
enabled.

If you need to enter budget data
to an account that does not
appear, use these steps to add
revenue or expense accounts on
the form.
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6.

Click the Show Aliases check box.

Dimension

Account

Members | System Variables

F|+ = |0

- [Cws701010

- [Cws701011 [
- [Cws701110

- [Cws7o1111

- [Cws701113

- [Clws701114

-] AG06 1061010

- [C]A5055455411

-[T]A5052352302

-[]A5051351384

[ A5050850802

-[]A0103503510

[ A5050950950

-[C]A5052152101

[ AS055056200 -

»

D}Show Aliases

=
<

€

Selected Members
&

[ Help ] [ oK. ] [ Cancel ]

To search for an account, click the Binocular icon. In
the Search field type any or all of the account name.
Click the Search Up or Search Down icons.

Member Selection

==

Dimension

Account

Members | System Variables

@+ - [E

[TIRetirement (WS701011) [
[ Group Health Insurance (WS70111
[]Group Life Insurance (WS701111)
[|Mica Medicare Hospital Insuran (W
[|Dental Plans (WS701114)

[ COGENERATION PLANT THERMOEI
[ SELF-INS -TRF QUT (55411)
[7ILOAN AGREEMENTS -TRF QLT (52
H [TIHUMAN SERV-HEALTH -TRF OUT (¢

[ | Social Security (WS701010) -

=
«

4

Selected Members
S W

Unspedified Account
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8.

Click the check box next to the account and click the

Right Arrow to move it to the Selected Members

area. Click OK twice.

Dimension

Account

Members | System Variables

I Selected Mernbersl

|+ =[]

Find: Other Rental g4 g4

24

<

- [CIHEAVY EQUIPMENT RENTAL-BUDGI =
[ |REIMBURSEMENT FOR RENTAL EXH
[ |REVEMUE COLLECT &PROCFACR
| OTHER RENTAL EXPENSE-BUDGET
[ |PROPERTY &FIRE, CVM, AND M Al
-[|BOILER & MACHIMERY INS {23411

- [C]AIRCRAFT LIABILITY INS (23412)

[ |PROPERTY DAMAGE/FIRE INS, BUL
[ |PROPERTY DAMAGE NOT FIRE INS
-[1911 COSTS-CITY OF MIAMI (§141¢
-[]VEHICLE & EQUIPMENT INS (2351 «

LI} k

Show Aliases

+

£l

OTHER. RENTAL EXPENSE (25910)

[ Help ] I oK | [ Cancel ]

16 |SECURITY SERWICES (22310) 13000
17 BOTTLED WATER & CHILLED WATER (22350) 100
18 MAAINT & REPAIR: OFFICE MACHINES (24130) 1000
13 | COPY MACHINE RENTAL (25330) 3800
20 PAYMENTS TO LESSORS (25511) 12400
21| OTHER REMNTAL EXPENSE (25910} |

72 | G54 AFT.HOUR CHRGS/A550C COSTS CNTY DEFT (26032) 5000
73 G54 PRINTING & REPRODUCTION (26050) 4500
24 |FWILT EQ MILEAGE (26062) 2000
75 |FI-POOL VEHICLE HOURLY RENTAL CHARGES (26077) 1000

Scroll down the form and locate the new account just
added. You will notice that the account appears with a
value of 0 in the Budget column.

13000
100
1000
3800
12400

5000
4300
2000
1000
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Section AppendixC_B: Open the Form in Analyze mode and select multiple

Entities

In this section of the activity, you will:

Step

Action
On the Budget Smart View sheet, click Planning >
Analyze Ad Hoc.

& Bookl - Microsoft Excel

Home  Insert  Pagelayout  Formulas  Data  Review  View

@ Bl Cell Actions - [E3 Adjust ~
2 S| B Lock ), Drill-through
Analyze | Refresh || POV
v o B calculate - [} Submit Data

Data Workflow

B More - 5 Approvals

28 Copy Version

The form displays in Ad Hoc mode. The Point of
View (POV) window displays on the screen.

j zoomin - G keeoon B Membes seetin g crange Al scwont- g i
Zoom Gut T2 Remave Ory =3
o Pt + E e alll
%] 5

Al ES

A 8 c [ E F G H

1| JFv1314 Fr14-15
2 Budgat Budget
3 vearTatal BegBalance
4 Adopted Budges Working
5 EMPLOYEE REGULAR (00110) 206900 999
L3 Pu)(DULIAHs(DmH] 13200
T LONGEVITY FAYMENTS (00125) w000
8 SALARIES - BUDGET OHLY (00199) 26000 26000
5 SOCALSECURITY (B1010) 43000 53144
10 RETIREMENT (01011) 63000 58935
11 FRINGE BENEFITS - BUDGET []Nl\'(ﬂ]llq'!] 2000 2000 -
12 GROUP HEALTH INSURANCE [01110) 99000 152850 [od Reckiihentt L ALt
13 GROUS LIFE INSURANCE (01111) 2000 183 | Curenk Service Leved -
14 MICAMEDICARE HOSPITAL INSURANCE (01113) 12000 13453 |} MMTEENE-TEEN COURT QRERATIONAL EPENDITRES ~
15 DENTAL PLANS (01114) 200 2550 | Ao sormistaancamomes (o0t
16 SECURITY SERVICES (22310) 13000 13000 | p1og1ze TEDN COURT AUMINISTAATION FROGAAM
17 BOTTLED WATER & CHILLED WAATER (22350) 100 100 | 1 comratng Gront
18 MAINT & REPAIR:OFFICE MACHINES ['}Il:ﬂn 1000 1000 Rafedh 7
19 COPY MACHINE RENTAL (25330) 3900 3000
20 PAYMENTS TO LESSORS [15)11; 12800 12400
21 OTHER RENTAL EXPENSE (25510) [}
22 G54 AFTHOUR CHRGS/A550C COSTS CNTY DEPT (26032) 5000 5000

Once in Smart View, choose the Analyze icon to view in Ad Hoc Mode

Verify the current Point of View and select multiple Entities (Index Codes) on the
form

Notes
Now that the accounts are all
present on the Smart View from,

we will open the form in Smart
View Ad Hoc mode.

The order of the POV
dimensions (and members)
display as follows:

Request — Current Service Level
Entity - MMTEENEXP

Fund - Judicial Administration
Activity — Teen Court Admin
Project — No Operating Grant
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3. To select multiple Entities (Index Codes) for entry, click  Note: In the POV box, float your
the dl’Op-dOWﬂ arrow next to the Ent|ty dimenSion. mouse cursor over the drop
down-arrows to locate the Entity
-26000 -26000 H H
ool ca224 dimension.
£3000 58935
-4000 -4000
39000 153550 POV [Bookl]Sheets 1 v X
2000 1803 Current Service Level -
12000 12452
4000 4650
13000 13000 | 'p106129-TEEN COLRT ADMINISTRATION PROGRAM -
100 100 Mo Cperating Grank -
1000 1000
3800 3800 @
4, At the bottom of the selection window, click the ellipsis
(3 dots).
-26000 -26000
43000 53244
£3000 58935
-4000 -4000
35000 152550 PO\I"[BUUkl].ShEEtS_]. v X
2000 1802 Current Service Level -
12000 12452 WMTEENEXP-TEEN CO
4000 vl N1 TEENE P-TEEN OPERATIONAL EXFI
13000 13000 PT0E129-TEEN COURT ADMINISTRATION PROGRAM -
100 100 Mo Operating Grank -
1000 1000
3800 3800 @
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5.

The Member Selection screen appears. Click the +

next to Total Entity. Continue to expand the
hierarchy until you see the desired Index Codes.

Member Selection

Input Level
Enfity / Index
Codes

[ |Unspecified Entity
[ElCITotal Entity
¢ ©[C]GL Entities (FAMIS)
E-C]MM-MIAMI-DADE ECONOMIC ADVISORY TRUST
[CIMMO 1-MMAP ADMINISTRATION

[ MM245688-MMAP - SURTAX

[ |MMAPADM-MMAP TRUST

[ |MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES

[ MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT EXPE
- []MMLKEXP-MLK. ACADEMY EXPENDITURES
~[CIMMRO77545-DOC STAMP SURTAX

[ IMMRO77552-INT - INVEST

[ |MMRO77578-CASH CARRY-OVER

[ IMMRO77665-CASH MISC INCOME

- [C]MMRGFTRANF-TR. FR. GENERAL FUND ECONOMIC DEVELC
- [|MMRTEENCCREV-TEEN CRT COURT COST REV 938, 19(2)
[ MMRTEENCO-TEEN COURT CARRYOVER.

[ MMRTEENINT-TEEN COURT INTEREST REVEMUE

- ["]MMRTEENREV-TEEN COURT COURT COST REVENUE

|| MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES

|| MMRTRANFOF-TR. FR. OTHER. FUNDS

Al &

[C]MMO2-MMAP CBO PROGRAMS
[]MMO3-MMAP ECONOMIC DEVELOPMENT
Rurdnet Artivity

n 3

Click the check box next to each Entity (Index Code)
that will be included for entry on the Smart View sheet.

[CITotal Entity

i--[|Unspedfied Entity

=-[|GL Entities (FAMIS)
=4[] MM-MIAMI-DADE ECONOMIC ADVISORY TRUST
=1-[|MMO 1-MMAP ADMINISTRATION

M245535-MMAP - SURTAX

MAPADM-MMAP TRUST

MDEATADM-MDEAT ADMIMSTRATIVE EXPENSES
MGFECODEVMT-MMAP ECONOMIC DEVELOPMENT EXPE

[ [MMRGFTRANF-TR FR GEMERAL FUND ECONOMIC DEVELC

~[|MMRTEENCCREV-TEEN CRT COURT COST REV 933.19(2)
[|MMRTEENCO-TEEN COURT CARRYOVER
[]MMRTEENINT-TEEN COURT INTEREST REVENUE
["JMMRTEENREV-TEEN COURT COURT COST REVENUE

[ MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES
"] MMRTRANFOF-TR. FR. OTHER FUNDS

NOTE: Input level Entity / Index
Codes display with NO Plus or
Minus (+or -) sign next to them.
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7. Click the Right — Arrow to move the members to the

Selection area.

{7 MM-MIAMI-DADE ECONOMIC ADVISORY TRUST
EID MMO1-MMAP ADMIMISTRATION

- [¥]MM2456858-MMAP - SURTAX
- [¥MMAPADM-MMAP TRUST
MDEATADM-MDEAT ADMINSTRATIVE EXPENSES
[VIMMGFECODEYMT-MMAP ECONOMIC DEVELOPMENT EXPE
MMLKEXP-MLE ACADEMY EXPENDITURES

[V|MMR.O77545-DOC STAMP SURTAX E v
- [VIMMROTTSS2-INT - INVEST
- [V|MMROT7573-CASH CARRY-OVER q -

- [VIMMRO77669-CASH MISC INCOME
- [CIMMRGFTRANF-TR. FR. GENERAL FUND ECONOMIC DEVELC
[ IMMRTEENCCREV-TEEM CRT COURT COST REV 933.13(2)

8. Click OK.
wor T v Ev ST W T T v
9 - MMTEEMEXP-TEEN COURT OPERATIONAL EXPEMDITURES
MMLKEXP-MLK ACADEMY EXPEMDITURES
- MMRO77545-DOC STAMP SURTAX
N MM245688-MMAP - SURTAX
MMAPADM-MMAP TRUST
MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES
IMIC ADVISORY TRUST MMRO77578-CASH CARRY-OVER.
ISTRATION L MMRO77669-CASH MISC INCOME
P - SURTAX E MMRO77552-INT - INVEST
P TRUST MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT EXPENDITURE

JEAT ADMINSTRATIVE EXPEN , -
T-MMAP ECONOMIC DEVELOF
CADEMY EXPENDITURES « s
C STAMP SURTAX

- INVEST

SH CARRY-OVER

SHMISC INCOME

R FR GEMERAL FUND ECONO
-TEEN CRT COURT COST RE'

EN COURT CARRYOVER S
| 3

o ][ conm |

9. From the POV box, click the down-arrow next to
Entity to view the list of selected members.

POV [Bookl]Sheet5_1 * X
Current Service Level -
Mo Operating Grant -

MTEENEXP-TEEN COURT OPERATIOMNAL EXPENDITLRES H

MMTEENEXP-TEEM COURT CPERATIOMAL EXPEMDITURES
MMLEEXP-MLE. ACADEMY EXPENDITURES

MMRO77545-D0C STAMP SURTAX

MM245583-MMAP - SURTAX

MMAPADM-MMAP TRUST

A MMOEATADM-MDEAT ADMINSTRATIVE EXPEMSES
MMRO77573-CASH CARRY-OVER

MMRO77669-CASH MISC INCOME

MMRO77552-INT - INVEST

MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT EXPENDITURE

10. Leave this file open for the next section of the activity.
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Section AppendixC_C: Preforming Cascade on the Entity dimension.

In this section of the activity, you will:

e Select the Cascade > New Workbook function to create a new Excel Sheet

o Review the file with different worksheet tabs for each selected Entity
e Sauve this file to your hard drive
[ ]

Email to Budget Users for input

Step Action

1. We will now use the newly selected Entity list to create

a Cascade report. Once complete, an individual

worksheet tab on the Excel workbook will be created
for each Entity member in the list.

2. Click Planning Ad Hoc > Cascade > New
Workbook.
& Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Smart View
@, ZoomIn - [ Keep Only & Member Selection ®§ Change Alias _ﬁ Cascade ~|  hoy (= 8 cen adions - ¥,
@, Zoom Out 3 Remove Only | o Query - * Smart (] SsameWorkbook 2| B Coleulate -
=T Pivot ~ 15 Preserve Format [ Save Ad Hoc Grid o @3 Adjust *
Analysis @ Different Workbooks __Data
‘H Fz =
3. Be sure that the Entity dimension is selected. Click
OK.

| |Unspecified Entity
[CITotal Entity
[l GL Budget Activity
(| Total Budget Activity

- - 7 v

MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITUI
MMLKEXP-MLK ACADEMY EXPEMDITURES
MMRO77545-DOC STAMP SURTAX
MM245688-MMAP - SURTAX

MMAPADM-MMAP TRUST

MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES
MMRO77578-CASH CARRY-OVER
MMRO77669-CASH MISC INCOME
MMRO77552-INT - INVEST
MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT E)

n r

Notes

Cascade Options:

Same Workbook: Creates tabs in in
original workbook

New Workbook: Creates tabs in new
Excel workbook

Different Workbooks: Creates

separate Excel workbooks for each new
member.
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4.

A new Excel Workbook is created. Each of the Entity ~ The Accounts and row headings
members is displayed on a separate tab in the are displayed on each tab.

workbook. o
Use the navigation arrows to

351 FRINGE ACCRUALS (01058) jﬁ jﬁ move through the display list.

16 FRINGE BENEFITS - BUDGET ONLY (01093}

17 GROUP HEALTH INSURANCE (01110)

18 GROUP LIFE INSURANCE (01111)

19 MICA MEDICARE HOSPITAL INSURANCE (01113)
20 DENTAL PLANS (01114)

21 FRINGE BENEFITS (010}

22 PERSONMNEL SERVICES (01)

23 SECURITY SERVICES (22310)

24 BOTTLED WATER & CHILLED WATER (22350)

STRIAL SERVICE BEIATED (293) - -
4 4 M MMRO77578-CASH CARRY-OVER MMRO77669-CASH MISC INCOME Entity - MMRDZ7552-INT - INVEST [T

If there are multiple Funds, Activities or Projects for this =~ Create a new Cascade sheet

list of Entities (Index Codes), you must select the new each new Fund, Project or Grant
Fund, Activity and Project and complete the above combination.

steps to create a new Cascade Workbook.

vy
1628
g 927
( ELY 0 654
\}m POV [Bookl]Sheet5_1 X
- =, m Current Service Level -
( Fund ml MMTEEMEXP-TEEM COURT QPERATIOMAL EXPEMDITURES -
o JUDICIAL ADMINISTRATION PROGRAMS (50 100106) -
. I P106129-TEEN COURT ADMINISTRATION PROGRAM -
( Project PO :
_ 4000 Mo Operating Grant -
| ®
( Grant 000 697
4000 238
13000 1183
100
1000

Once the Excel sheet has been saved on Desktop
return to the sheet and navigate to the first tab in the
workbook.

h e i s
37 OTHER OPERATING TRF OUT (51098) 185000 185000
38

ﬂ ¥ M| MMTEENEXP-TEEN COURT OPERATIO~1 k Entity - MM245638-MMAP - SURTAX Entity - MMAPADM-MMAP TRUST
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8. Insert 3 blank rows at the top of the sheet.
FER R
AL ™ f

—]C‘a\ibri YA TR
5B 7 E &-A- 5958
[

& Cut
| 452 copy
48 P.asle Options:
E & = {00110)
E Paste Special... Ll
: (00152)
c Delete /IE PAY (00153)
1 Clear Contents 9197)
1 # Format Cells... ONLY (00159}

10.

In cell A1, type Fund:
In cell A2, type Project
In cell A3, type Grant

F18 - b3

1 Fund:

2 Project
3 Grant:

4

5

On the POV box, click the Fund member, right-click

and select Copy.

FY13-14
Budget
YearTotal

Adopted Budge

FY13-14
Budget Forecast
YearTotal POV [Sheet] IMMRO77669-CASH MISC INCOME 1 -

Current Service Level

MMR.O77569-CASH MISC INCOME
Adopted Budgei

P106129-TEEN Hnde

Mo Operating G Cut
Paste
Delete

This header information will
assist the Budget User in the
input for this Workbook.

When the Fund, Project or Grant
information changes — The
Budget Liaison must create a
new Cascade workbook and
send to the Budget Users.
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11. Go to cell A1 and paste the description.
9 - -5 =
Al bl 5 Fund: JUDICIAL ADMINISTRATION PROGRAMS (SO100106)
| A B C D
1k IIFund:JUDICIALADMINISTRATION PROGRAMS (SO100106)
2 Project
3 Grant:
4 FY13-14
5 Budget Forecast
12. Repeat steps 10 and 11 to copy and paste the Note: These descriptions in
descriptions for Project and Grant. cells (A1 — A3) are used for
reference purposes only. When
i B s _JL_C E the Budget Users open this
1 |Fund: JUDICIAL ADMINISTRATION PROGRAMS (S0100106) . .
2 |Project: P106129-TEEN COURT ADMINISTRATION PROGRAM Sheet, it will be clear that the
3 |Grant: No Operating Grant H
. e — forecast input relates to these
E Budget Forecast members
POV[Sheeﬂ]MMR?!;;EG';—ICASH MISCINCOME 1 * X
6 Current Service Level -
7 MMRO77669-CASH MISC INCOME 3
8 EMPLOYEE REGULAR (00110) JUDICIAL ADMINISTRATION PROGRAMS (S0100108) -
9 LONGEVITY PAYMENTS (00125) P 106129-TEEN COURT ADMINISTRATICN PROGRAM -
10 SIGKIEAH[INHS) Mo Operating Grant -
11 |ANNUAL LEAVE PAY {00152) .
12 COMPENSATORY TIME PAY (00153) e
13. Click File > Save As. Save it on the Desktop as Note: Be sure to change the
Cascade Budget BU_XX (where XX represents name of this file (different for the
you initials). original file name). This is the file
that will be emailed to the
T T - @ Budget Users.

. g T Libraries
450 Favorites

2| [y st Folder |4
B Desktop | S |

B, =it J Roberts, Stephen (Hyperion) (OB}

1 Recent Places 3) Systern Folder

45 Libraries ] | Computer
T DG O ot Folder
> @ Music -
- ] Pictures g et
= L Systern Falder
E Videos
¥ B Test -
File name: | New Budget Cascade_BU_SR -
Save as type: | Excel Workbook -
Authors: Roberts, Stephen (Hype... Tags: Add atag

[E] Save Thumbnail

= Hide Folders Tools v | Swe | Cancel
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Section AppendixC_D: Email file to Budget Users for input.
When file is returned, copy and paste new data into original sheet and submit the data.

Business Process:

Because the Budget Users (BU) do not have login access to the BAT Hyperion system,
the Budget Liaison’s (BL) will email the Budget Smart View sheet (steps outlined above)
to each BU. The BU will open the Excel Workbook and input the Budget data on each
workbook tab. The BU will save the workbook on their local PC and email the completed
sheet back to the BL.

In order enter the Budget data into the BAT system, the BL will have both files open on
their PC (the original sheet that was sent to the BU and the newly updated sheet
containing the new Budget data). The BL will open the original sheet and connect it to
the database. The BL will then copy the new budget data and paste it into the original
sheet and submit the data. The BL will repeat this step for each tab on the workbook.

In this section of the activity, we will simulate the process of exchanging data files:

¢ Simulate email to Budget User
e Simulate Budget User entering forecast data in static sheet
e Budget Liaison opening both files
e Budget Liaison using copy / paste to populate the forecast monthly data
e Submit data to database.
Step Action Notes
1. Now that the Forecast file (New Budget Note: Be sure to email each file
Cascade_BU_XX) has been saved to your desktop,  to the Budget Users. A separate
you will email the file to the Budget User(s) in your file will be created for each
department. ghan(tge of Fund, Project and / or
rant.
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2. The Budget User(s) will open the New Budget
Cascade BU_XX and complete the Budget entry for
each Account.

Y
1 Fund: JUDICIAL ADMINISTRATION PROGRAMS (50100106
2 |Project: P106129-TEEM COURT ADMIMISTRATIOMN PROGR.
3 |Grant: Mo Operating Grant

Enter Budget
data in this

a F¥13-14 FY14-15
g Budget Budget

3 ‘YearTotal egBalance
7 Adopted Budget rking

8 EMPLOYEE REGULAR (00110) 2 7esooo| N 9as
3 FLEX DOLLARS (00122) 13200
10 LONGEWITY PAYMENTS (00125) 6000

11 |SALARIES - BUDGET OMLY (00199) Adopted Budget -26000 -26000
17 |SOCIAL SECURITY (01010) DO NOT 43000 53244
13 RETIREMENT {01011) Change Data 63000 58935
14 FRIMGE BENEFITS - BUDGET ONLY (01099 -a000 -a000
15 | GROUP HEALTH INSURANICE (01110) 93000 152550
16 | GROUP LIFE INSURANCE (01111) 2000 1803
17 MICA MEDICARE HOSPITAL INSURANCE (01113) 12000 12452
18 DENTAL PLANS [01114) 4000 4650
19 | SECURITY SERVICES (22310) 13000) 13000
20 | BOTTLED WATER & CHILLED WATER (22350) 100 | 100
21 MAINT & REPAIR:OFFICE MACHINES (24130) 1000 | 1000
22 | COPY MACHINE RENTAL (25330) 3800 | 3800
23 | PAYMENTS TO LESSORS (25511) 12400) 17400
24 | OTHER RENTAL EXPENSE (25910} | 0

3. Once the Budget User has completed the budget entry
(and the file has been emailed back to you), open the
original file (New Budget Cascade_XX) and the file
from the Budget User (New Budget Cascade BU_XX)
on your PC.

8y MNew Budget Cascade_BU_SR

&Y New Budget Cascade_SR
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4.

5.

From the New Budget Cascade XX file, click
Smart View > Connections > Recently Used.

|1—,| MNew Cascade - SR 2 (1) - Microsoft Exce

Home Insert Page Layout Formulas Data Review View

:I; 5 £) undo | B Copy @)@ @ §§ P Help ~

= ] @l Red Paste & sheet Info

Refresh | Submit = Options

Panel | |Connections = ) =
- I;ﬂ Functions = - Data El More ~
1E.  Adive Connedtians J Data General
9|
2| Recently Used 4 I.:i Ad hoc Grid - 50143269 | MDCBUD | OpPlan I
1

= Form - MDC FCST Expense and Revenue Detail [Pro,

If you are prompted, enter your User Name and
Password. Click Connect.

Connect to Data Source &lﬂ—hJ

Zn User Authentication Needed.
h Enter comect usemame and passwond to sign on.

User Name: mmuser 1

Password: sensnns

[ Connect ] [ Cancel ] [Deiﬁils <<

Server 50143269

Application MDCELD

Cube OpPlan

URL http: /{s0143273: 19000/HyperionPlanning/SmartVie
Provider Flanning

< 1 | »

Note: If you are already logged
into Hyperion Smart view, you
will not see this screen.
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6.

On the Smart View pop up window, click Reuse
sheet contents and POV.

=55

@% The worksheet contains data from prior operation. What do you want
' to do with the contents of the sheet?

Smart View -

% Clear sheet contents and POV

< Reuse sheet contents only
Free form operation will take place, existing POV will be lost.

2 Reuse sheet contents and POV
New ad hoc connection/Smart Slice must be consistent with existing
contents,

Cancel

On the toolbar, click Planning Ad Hoc> Refresh >
Refresh All Worksheets.

@ New Cascade - SR2 (1) - Microsoft Excel
Smart View Planning Ad Hoc
# Member Selection 53 Change Alias T Cascade = ‘ @ B cell Adtions +

Home Insert Page Layout Formulas Data Review View

@, 7oomIn ~ [ Keep Only

¥,
@, zoom Out (2 Remove Only | +J Query - 13 Slice B Caleulate ~ &
- fr Refresn] | POV |
=7 Pivot * 15 Preserve Format R Save Ad Hoc Grid % 3 Adjust ~ 8
Analysis @{@ Refresh ta
l.ﬂ - -7 = By Refresh all Worksheets

Now open the New Cascade BU_XX file that was
emailed from the Budget User.

Now with both Excel sheets open, from the Excel menu
bar, click View > Arrange All > Vertical. Click
OK.

Home  Insert Formulas  Data  Review Smart View

=i [P | = -
k 5 E Split Vi
E & @re @ romuasar S l E»J = % FEg Do Mves
—— = = Hide 37 syn
Normal| Page Page Break | Custom Full Gridlines Headings Zoom 100% Zoomto  New |Amange|Freeze R

Page Layout Planning Ad Hoc

layout Preview  Views Sereen
Workbook Views Show Zoom

Selection | Window| Al [|Panes~ [ Unhide ' sldReset

FEE

POV [New Cascade BU_ SRudsi]MMTEENEXP-TEEN COURT OPERATIO~1 1 J Arrange Windows D | L
Current Service Level ~ MMTEENEXP-TEEN COURT OPERATIONAL EXPENDITURES w JUDICIAL ADMINISTRAJ 129-1
Arrange
D17 - 5 | ©Tied
) () Horizontal
New Cascade - SR2 (1
2 B c D E F ) Cascade
1 Fris-14 ] wtindoms of active workback
2 Budget Forecast
YearTotal

.

NOTE: Do not connect this sheet
to the Hyperion database. We
will use this sheet to copy data
into the master sheet.
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10.

11.

The Budget Liaison and Budget User files display
side by side.

a 5
ADMEPRTRATION PECGRAM (30156108}
: MESTRATICN PROGRAM

Fribie s
Bursget e
VewTotal Baghsiance
agogred Butge: Worcng
The00 E)
11200
030
a0 a0
oo M
o0 s
0 4000
WO e
000 1aa
17 BOTILED WATER & CHILLED WSTER (12350) 17 NG MEDICARE MOSSTTAL INILSANCE (9117} w1
18 MEAINT & REFAROFFICE MACHINES (1418 § DENTALFLANS (31114) a0 =50
- £ SECURIFY SERACES (23319} LT
28 BOTTLED WATEN & CHRLLEE) WATEN (73150) 10 180
e s T NMAIT B BEPAR-OFFICE MACHINES [34330) 1090 100
IS TEEN GO0 T CPERATY M ESOEIT LS - 3001 wot | | | 12 copyamo shE ReNTAL trsaoa) =4 .
LTI AP ATION IR A (0] - am 00 | || 70 RATMENTS TO LESS0RS (1311 T T
PRI TN COURT AOETATIN Mo - 000 0t ||| 3a CITMEN RENTAL EXFENSE (35956) [
[y . S0 [ 080 %0
A B - L] 0
00 080 Y

Budget Users completed the budget entry (form on the
right). Select the data (only) in column C. Right-click
and select Copy.

() Mew Budaget Caseade BU_TR
H c | & B

Fria18 1 Fund: JUDICIAL ABMINISTRATION PROGRANMS (SO100105)
Budget 2 Project: P10E1T9.TEEN COURT ADMINISTRATION FROGRAM
i 3 Granit: No Op Grant
|Budget Working 4 Fr13-14
6000 95 ||'s Bucget
13100 [ s
€000 7 Paste §pecial.
26000 26000 | EMPLOYER REGULAR (50110) Insert..
9000 53280 3 | FLEX DOLLARS (00122) Delete...
£3000 0935 | 10 |LONGETY PAYMENTS (00025) Clear Cogrerts

-4000 -4000 | | |11 SALARIES - BUDGET ONLY (0019%) T e >
99000 152550 | | |12 |SONCLAL SECURITY (01010) 43000 .

2000 1003 13 | RETIREMENT {01011) 300 - '
12000 12453 EFHNGE BEMEFITS - BUDGET OMLY (01095} 4001 ) Insert Copmert

Aanng AR50 15 | GROUP HEALTH INSURANCE (01110} Feoni
13000 13000 15 | GROUP LIFE INSURARCE (01111) o}

00 1 17 |MICA MEDICARE HOSPITAL INSURANCE (01113} RE

000 1000 || | 16 DENTAL PLANS (01114) 400

3000 w00 || 13| SECURITY SERVCES (22310) 300
12400 12400 | 20 |BOTTLED WATER & CHILLED WATER (22350) 0

© ||| 21 [MAINT & REPAIR:OFFICE MACHINES (24130) 100

5000 5000 | | | 22 | COPY MACHINE RENTAL (25330} 3801

4500 4500 | || 23 | PAYMENTS T LESSORS (25511) 12401

000 L 24 [NTUER BERTAI EWDERCE (9Ea101

Note: DO NOT select the first
column as it contains Adopted
Budget from last year.
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12.

13.

14.

15.

Move to the connected sheet New Budget

Cascade_XX (on the left) and paste the data in the
range (column C).

[Z Mew Budget Cascade_SR o B8R Mew Budget Cascade BL

A B g ~
1 Fv¥13-14 FY14-15 1 |Fund: JUDICIALAI
2 Budget Budget 2 |Project: P106129-
3 YearTotal BegBalang — T e o
Caliori =11« AT A7 85 v %
4 Adopted Budget Warking
5 EMPLOVEE REGULAR (00110) 738000 9B 7 = &AW
& |FLEXDOLLARS (00122) | FEzT M
7 LONGEWITY PAYMENTS (00125) 6000 & cut
6 SALARIES - BUDGET OMLY (00199) -26000 -260/ 43 Copy
9 S0CIALSECURITY (01010} 43000 532| ({4, Paste Options:
10 RETIREMENT (01011) 63000 583 [
11 FRIMGE BEMEFITS - BUDGET OMLY (01099) -4000 -4 Y ecial..
12 GROUP HEALTH INSURANCE (01110) 33000 1525
13 GROUP LIFE INSURAMNCE (01111) 2000 18 Insert..
14 MICA MEDICARE HOSPITAL INSURAMCE (01118) 13000 124 Delete..
15 DENTAL PLANS (01114) 4000 46 Clear Coptents
16 SECURITY SERVICES (22310) 13000 130 Filter
17 BOTTLED WATER & CHILLED WATER (22350) 100 1 Sor;

On the New Budget Cascade_XX form, click the
Smart View > Submit Data button.

File Home Insert Page Lavout Formulas Data Rewiew Wiew Smart Wiew I Planning Ad Hoc
5 & o= 2 -
:jg - J Egy copy @ BE ¥ Help
= b G Paste . U= 5 sheetinfo
Panel Connections Refresh | Submit | Options
- x@] Functians = - Data =L Mare =
Start Edit Dafa General
d 5=

Repeat the copy / paste steps for each tab on the
workbook. Click Smart View > Submit Data on
each tab.

« « » y [AHIFENEXG-TEEN CONBI OBEBVIIO-T DT - WSS SC08-HINYE - eNBLY EOTTA - YO YDR-HINED 180

52 OLHEB BEWLVT EXbEWZE (52310) 0

Once the Copy / Paste process is complete, close
both of the Excel files.

--End Activity--
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Appendix D: Summary Information Forms

This activity will guide you through the steps to calculate Operating Plan Data in the BAT
system.

As index code mapping changes take place in BAT, you may notice that the data on the
Forecast and Budget Web Forms, Smart View and Reports may not total correctly.
Whenever data does not total correctly in Operating Plan, follow the steps below to
calculate the data in your department.

Note: BAT data is calculated automatically, 3 times per day (at 7:00am, 12:00pm and

6:00pm) for the scenarios Current Year Forecast and Next Year’s Budget. You
may choose to follow the steps below and calculate your department data manually, or
wait until the times listed above and the data will be calculated in the automated
process. Actuals data is not calculated automatically and must be calculated using the
steps outlined in this activity.

In the steps below you will:

¢ Navigate the Task List and open the Department Summary form
Set the Point of View members
e Execute the Calc Year Total business rule for:
0 Actual Data
o Forecast Data
0 Budget Data
¢ Open the Forecast and Budget Web Forms to view the calculated results

Step Action Notes
1. From My Task List, navigate to Operating Preparation >
Inquire > Department Summary.

MDCBUD - Task List Status * W

Forms

Manage Task Lists
Decision Package Types

My Task List ’

Sl Operating Preparation ]
e Financial

- Budgetary
¥ proposed Change to Base

¥ Department Summary

G Organization Summary
& Fung Summary
G Project Summary

& Stage Summary
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2.

3.

The Department Summary form displays.

Task List Status

Task - Department Summary-MDC Department Summary ", Task Insiructions

1 Activity: All Programs

1IC ADVQ [ All Funds (FAMIS, -
FY13-14 FY14-15 FY15-16 FYis-16 FY15-16 FY16-17 Ff16-17
Actual Actual Actual Forecast Budget Budget BPREP
YearTotal YearTotal YearTotal YearTotal YearTotal lance )
Working Working Working Working Adopted Budget Working Propose Working
Current Service Lev) Current Service Lev) Current Service Lev) Current Service Lev] Current Service Lev) Currant Sarvice Lev) Current Service Lev|
REVENUES 5,403,807 3,635,024 3,635,024 9,858,802 8,461,000 8,461,000
EXPENDITURES 4,495,324 1,815,330 1,815,330 5,378,124 8,950,210 8,461,952
Fund Balance (FAMIS) 907,484 1,819,505 1,819,685 4,480,678 (489,210} (352)
Employee Merit (69,912} 47,055 72,548
Total FTE (All) 25 2 20

Click the drop-down arrow next to Entity. Select your department

Entity member.

Task List Status

[ Task - Department Summary-MDC Department Summary

W Activity: All Programs

oo ElbuniCa s

[ Page Dimensiuﬁ . [x]

Member ||

Membear

GL Entities (FAMIS)

Click the drop-down arrow next to Fund.

In the Search field type All Funds. Click the member All

Funds (FAMIS).

1 Activity: All Programs

M- ADE ECONOMIC ADVI]» [JUDICIAL ADMINISTRATIO! “’-’-E'*l
- - -
Fy111z| Page Dimension [x] i
Actual
Member |All Fun | 3
YearTotal ‘ i
Working L
Current Servid | Funds (FAMIS) 1
REVENUES 1,281 |
EXPENDITURES 1,380 |
Fund Balance (FAMIS) -8

Total FTE Filled
Tatal FTE Available

If you are a Non-
FAMIS department,

select the correct All

Fund member for
your department.
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5.

Click the Go icon.

Task List Status

[ Task - Department Summary-MDC Department Summary . Task Instruction
W Activity: All Programs

LAMNI-LAL LUNUMIL AUV | JULDICIAL ADIFINIS TRA T

.--,_,-,_-v

The Calc Year rule may be run for different scenarios (Actual,
Budget and Forecast) in BAT.

To calculate Actual FY14-15, click the column header.

Task List Status
Task - Depal : Summary-MDC ary | Task Instructions
19 Activity: All Programs
IC ADVQ | All Funds (FAMIS ~ %
FY13-14 FY14-15 FY15-16 FY15-16 FY15-16 FY16-17 FY16-17
Actual Actual Actual Forecast Budget Budget BPREP
YearTotal YearTotal YearTotal YearTotal YearTotal lance 153
Working Working Working Working Adopted Budget Working Pg%j Waorking
Current Service LenL{ugrant Sanice Leyl Current Service Lev) Qurment Service Lev] Current Service Lev) Current Service Current Service Lev|

REVENUES 5,403,807 3,635,024 3,635,024 9,858,802 8,461,000 8,461,000
EXPENDITURES 4,496,324 1,815,330 1,815,330 5,378,124 8,950,210 58,461,552
Fund Balance (FAMIS) 907,484 1,819,695 1,819,695 4,480,678 (489,210} {952)
Employee Merit (69,912) 47,055 72,548
Total FTE (All) 25 2% 20

Right-click the column header for Actual FY14-15 and select
Calc Year Total.

[ Task - Department Summary-MDC Department ﬁmq\Task Instructions

L) Activity: All Progri
I-MIAMI-DADE ECONOMIC ADVCw | All Funds (FAMIS -
(FAMIS) 2
FY13-14 |Frizas] | Frisie | Fri
Actual Ac [ | cale Year TDta-II Fore
YearTotal Yeal Edit y B Wei
Waorking Wo . Wor
Current Service Lev| Current 4 Yt d =
REVENUES 5,403,807 ; ks comments g
Click the Search icon next to the Enter Budget Activity
field.
| Runtime PO Co Ve Tou ' - ' - ' ‘ [
Prompt Text Valus
& =Entity "EMM" ™
& [ Entity Budget Activity | MM .
&t = Select Scenario “Actual” g_
2 = Select Version "Working" .
i = Year "FY15” v,

Leave all other fields
as the default value.
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9. Click the Entity then click the Right Arrow to move it to the
Selection Area.

Member Selection
Dimensions |Entity
|- Members '_Va[iainles”
| APPBTVRT@) [~ V]
Member Name Member Name
[=]_Entity Enli i
() . (1 -
b
Add
g
Remove
&
Remove All
10. Click OK.
Cancel
11. Click Launch. The calculation
process may take
, Cancel several mln_utes to
— run. You will be
notified when the
process has
completed.
12. Once the process has completed, click OK at the confirmation
screen.
13. You may repeat Steps 7 -11 to calculate the other Scenarios ~ When calculating the
(Forecast and Budget) as required. Forecast
Scenario, the
- Ll D processing time is
), Activity: All Programs
e B much greater — as
FY13-14 FY14-15 FY15-16 FY15-16 FYi5-16 FY16-17 FY16-17 ‘[he deta” in the
Actual Actual Actual Forecast Budget Budget BPREP .
YearTotal earTotal F YearTotal F YearTotal YearTotal BzgBalance BegBalance Forecast IS Stored at
Working Working Working Working Adopted Budget |+l Working Proposg Working
Current Service Lev| Current Service Lev Current Service Current Service Lev] Current Service Lev] Current Service a monthly |eve|.
REVENUES 5,403,807 3,635,024 3,635,024 9,858,802 8,461,000 8,461,000
EXPENDITURES 4,495,324 1,825,370 1,815,330 5,378,124 8,950,210 8,461,852
Fund Balance (FAMIS) 907,484 1,809,655 1,819,695 4,480,678 (489,210) (952)
Employee Merit (62,912) 47,055 72,548
Total FTE (All) 25 26 20
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14. Once the calculation has completed, you may view the results in
BAT Web Forms and Smart View.

--End Activity--
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Appendix E: Hyperion Smart View Options

MS Office (Excel) Smart View has a set of options that operate as preferences. These
options affect the view of data forms ad hoc sheets and reports. These options do not
affect other users’ view of the report or their data. The options are divided into several
windows:

Member Options

Data Options

Advanced

Formatting

Cell Styles

Extensions

In this section of the activity, you will:
o Access Hyperion Smart View and set Options

[ ]
Step Action Notes
1. Launch Microsoft Office Excel and navigate to the
Smart View menu option.
@ d e
Home Insert Page Layout Formulas Data Review View
= & o Calibri 1 - A === | SiwepTed
_‘éc‘jpyv i _— = = 1 E
Pafte # Format Painter B I U-|H~ d-A- E= = |EE BEdMerge s Center
Clipboard . Font Alignment
2. From the Smart View ribbon, click the Options icon. .
Home Insert Page Layout Formulas Data Review View Smart View
B Copy & O= |7 Heln ~
T [ Paste @%ﬁ‘ @ F‘= &* Sheet Info
Panel Conneftlons 1:;" Contionsn Ref:esh S;I;trglt Options ;i B e
Start Edit Data General
3. The Options dialog box opens, with the Member

General Options:

Options panel displayed. The named links on the left

open the option panels in the dialog box Zoom In Level: allows you to set
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The Members Options link provides generic
preferences for Smart View.

Member Options > General:

Options

Data Options
Advanced
Formatting
Cel Styles

Extensions

Change member and dimension options on the arid.

‘
Zoom In Level [Rextievel e
Member Hame Display [ Member Name only -]
Indentation [subitems -
Ancestor Position [1op

Member Retention

[¥] Inglude Selection

[ within Selected Group

[ remove Unselected Groups

Comments and Formulas

[¥] Preserve Formulas and Comments in ad hoc operations (except pivat)
[~] Formula Eil
[ Enable Enhanced Comment Handiing

[ Preserve Formula on POV Change

the dimension level that
displays when you zoom in
on a dimension.

Member Name Display:
controls the appearance of
dimension member name
and description in queries.

Indentation: controls how
children dimensions are
indented in Excel.

Ancestor Position: determines
the order in which parent and
children dimensions appear
in Excel.

Mode:

Use Double Click for Operations:
When enabled, this allows you
to double-click to expand parent
dimension members in query
results.
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4, i > i . .
Member Options > Member Retention: Member Retention:
Options o
[itember optons Change menberand dmersn aptons o e grd, This option affects the display of
P— — + || members that are drilled on
Advanced Zoom e me J (either up or down). If no option
lember Name Displa lember Name Onl; - . .
Fomstis ek ey e 0 is selected, Smart View removes
Cell Styles - . . -
st Postion 3 ) the item drilled on and displays
Extensions el == '0) .
~ | only the children or descendants.
i The following options are
Remove Unselected Groups .
Comments and Furmul.asD 0] a.Va.”abIe
Preserve Formulas and Comments in ad hoc operations (except pivot) .
Flrormuis 1 Include Selection: keeps the
[ Enable Enhanced Comment Handling member When you d””‘dOWn
[7] Preserve Formula on POV Change

For example, if you drill from
YearTotal to quarters and
this option is selected, the
YearTotal member will be
retained as part of the report.

Within Selected Group: keeps
the member at the same
indentation as the resulting
member.

Remove Unselected Groups: drills
to the next level on the item
selected and remove all other
items for the row or column.
For example, if your report had
quarters on the columns and
you drill on Q1 with this option
selected, the result would be
Oct, Nov, and Dec. All other
quarters would be removed
from the report.
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5.

Data Options allow you to set row suppression

controls and replacement value controls for data grids.

Options
T

X

Member Options
Advanced
Formatting
Cell Styles

Extensions

< Change Smart View options related to grid rows and columns.

Suppress Rows

[ Mo Data { Missing
[Fzero

| No Access

[ tnvalid

|| Underscore Characters

[¥] Repeated Members

Suppress Columns

[ Mo Data / Missing

[[zero @

[T Mo Access (1)

Replacement

#NoData Missing Label:

#NoAccess Label: #ho Access

#Invalid/Meaningless: #Invalid
Submit zero

[ Display Invalid Data

[¥] Enable Essbase Format String

Mode

Cell Display Data

[ MNavigate Without Data

|| suppress Missing blocks

Suppress Rows and Suppress
Columns:

The items control how no data
and missing values display in
Smart View sheets. Each setting
will control either row or column
data

NOTE: If you attempt a new
guery and click Refresh, you
may receive an error message if
the #No Data / Missing and the
Zero options are selected.

The options available for row
and column information include:

No Data / Missing: suppresses
rows or columns that contain
no data.

Zero: suppresses any rows of
columns where the value is
0.

No Access: user does not have
access to selected members

Invalid: intersection is not valid

Underscore Characters: if
these members are used in
Planning, suppress them on
the sheet

Repeated Members: hides
repeated labels in the rows
or columns.

For example, if you were
looking at 10 accounts for
each Entity (Index Code),
rather than seeing the Entity
display next to each account,
it would only appear for the
first account — when this
option is selected.
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- Change Smart View options related to arid rows and columns.

6. Replacement:
Options

Member Options

Advanced [] Na Data / Missing

Formattng [ Zero
[T]No Access

Cel Styles ey
[ tnvalid

Extensions [ underscare Characters
[#] Repeated Members
Suppress Columns
[ No Data  Missing
[Flzero 0
[ No Access (1)
#NoData/Mssing Label:
#NoAccess Label:
#InvalidMeaningless:

Submit zero
[ Display Invalid Data
[¥] Enable Esshase Format String
Mode
Cell Display
[] Navigate Without Data
[ suppress Missing blocks
7. Mode:
Options

#No Access

#Invalid

Data

Member Options
e —
Advanced
Formatting
Cell Styles

Extensions

< Change Smart View options related to grid rows and columns.

Suppress Rows
[ Mo Data / Missing
[Flzero

[ Mo Access

[ 1nvalid

[ Underscore Characters
[¥] Repeated Members
Suppress Columns

[] No Data / Missing
[Clzero @

[] No Access (t)
Replacement

#NoData Missing Label:
#Nofccess Label:
#Invalid/Meaningless:

Submit zero

[ Display Invalid Data

[#] Enable Esshase Format String

Cell Display
[] Navigate Without Data

[ Suppress Missing blocks

#No Access

#Invalid

Data

The options in this section allow
you to enter what you want to
see for #Missing, Zero, and
Errors (usually generated from a
formula). Whatever is entered
gets saved or displayed as text.
This can be a hindrance to
formatting and formulas.

#Missing is the default setting
for #NoData/Missing Label.
You may replace this value with
—or avalue of 0. The display of
any value in this field is
displayed as text on the Smart
View sheet.

Cell Display: allows you to
select Data or Calculation
Status to appear in queries.

Navigate Without data:
Navigating for your data can
be a tedious process
involving a lot of drilling up
and down the hierarchies.
This can be time consuming
as data is retrieved every
time you drill on a member.
The Navigate Without data
option allows you to quickly
retrieve members you want
without waiting for data to be
returned from the database.
Once you have the required
metadata selected, return to
this window and deselect this
selection.

Suppress Missing Blocks: Use
this option to hide Essbhase
blocks that contain #missing.
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8. Advanced:

Cptions =z
Member Options - ,j% Change global Smart View options. +
Data Options r— ©

Shared Connections URL: http://s01432.miamidade. gov: 19000 fworkspace

F— Mumber of Undo Actions
Mumber of Most Recently Used items

Cel Stes [ Delete All MRU Items ]

Extensions e 0
Log Message Display |Errors -
[]Route Messages to File [ \sersiyobert2\AppData \Raaming\Orade \smarti]

Clear Log File on Next Launch |
[ Enable Profiing (do this only by support engineer recommendation) 3
Display @
Language English e
| Display Smart View Shortcut Menus Only
[ Disable Smart View in Outlock
[#] Enable Ribbon Context Changing
[¥] Disable options that are not valid for the active connection
[ Display Drill-Through Report ToolTips
[T Show Progress Information After (seconds) =
Compatibility (i)
[¥] Reduce Excel File Size
[¥] 1mprove Metadata storage
[ Refresh Selected Functions and their dependents .
[ e Reset ok || cancd |

Shared Connections URL: This
option allows you to establish
a connection to a shared
server, which maintains all
Hyperion connections for that
server.

Log Message Display: This option
affects how error messages
are logged in the log file by
the server. This does not
affect their display because
warnings and errors are
always displayed.

You can also choose to put
the error messages in a local
file so you can view them
and clear the local file each
time you open Smart View.

Others: There are several
additional items listed here that
can affect performance and the
display of your window:

Display Smart View Shortcut
Menus Only: controls the
right-click menu on a
member. If this is selected,
you are presented with a
menu specific to Smart View
rather than the normal Excel
right-click options:

i*% ZoomIn
lﬂ: Zoom Out

E Keep Only

‘= Remove Only

. Pivot

| PivotTo POV
47| View Qualified Mame

Member Selection...

Reduce Excel File Size: This
option is selected by default
and helps manage the file
size created when retrieving
and storing large volumes of
data.

Improved Metadata Storage: If
you want to copy all the
metadata settings from one
worksheet to another
including Smart View custom
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properties, or metadata,
associated with the original
sheet, such as connection
information, POV selections,
and alias tables, you can do
this if this option is selected.
This allows you to quickly
replicate an existing
worksheet in a new
workbook with all settings
intact. This is selected by
default. This option works in
conjunction with the Import
Metadata Option under the
Planning Ad Hoc menu.

Disable Smart View Microsoft

Outlook: Smart View often
has trouble with Microsoft
Outlook. If you know that you
will not be using Microsoft
Outlook with Smart View,
click this option to work more
productively.

Enable Ribbon Context

Changing: This option is
useful if you have multiple
Hyperion products. If this
option is selected, the menu
options under Smart View
will be focused on those
features that pertain to the
current worksheet
connection.
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9.

Formatting:

Number Formatting: The number
formatting options affect the

Options

] way formatting of the data
values render when you click

Member Options
Data Options

Advanced

Cel Styles

Extensions

1 j Change grid formatting, styling and coloring options.

Formatting
[] Use Thousands Separator
7 Use Cell Styles
@ Use Excel Formatting
[ Move Formatting on Operations
Retain Numeric Formatting

Adjust Column width

Refresh.

Use Thousands Separator:
inserts commas or other
characters into large
numbers to identify

Scale [pefault

thousands.

Preview [

Decimal Places [pefault

)
\
]‘ Use Excel formatting: enables

Preview [

the use of Excel standards

for $, etc. as defined for the
current worksheet.

Retain Numeric Formatting:
retains the number formatting
in query results.

Scale: Allows you to alter the
appearance of numbers by
scaling up or down, which is
useful when dealing with
large numbers.
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Appendix F: Running the BAT Appropriations
Report

In this activity, you will:

Navigate the Hyperion Reports structure
Open a the BAT Appropriations Report
Respond to Report Prompts

Navigate the Dimension Hierarchy
Convert Report from HTML to PDF
Export the Report to Microsoft Excel

In this section of the activity, you will:

Step
1.

Navigate to the Hyperion Reports folder structure and view existing Hyperion
Reports

Action Notes
From the Hyperion Planning Workspace page, click the

Explore button on the toolbar.

Mavigate File Edit WView Favorites Tools Help

# s = Explore

HomePage

A list of folders display. These folders contain Hyperion
reports and will display based on your security access.

HomePage MDCBUD Explore: | * BAT Vacancy Report BAT

Folders !
I-| [[] Root ! [ #|Name
#| [[] BAT Reports [C] BAT Reports
[ Sample Content [ Sample Content
[ Shared Workspace Pages [ Shared Workspace Page
| [f] Users [[J Users
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3. In the left pane, click the + next to the Bat Reports
folder.

Folders
=| [ Root

=| [ BAT Reports
[ Budgstary Reports
[ Human Capital Planning
[ Operating Plan

[ Sample Content

[ Shared Workspace Pages
# [ Users

4. Click the Operating Plan folder and the reports
display in the content window.

Folders /BAT ReportsfOperating Plan
=] [ Root 1| *|Name
=| [] BAT Reports BAT Appropriatins Report by Fund
[ Budgstary Reports BAT Appropriations Report
[] Human Capital Planning BAT Appropriations Report Naming Breakout
W BAT BPREP Appropriations Report
|71 5ample Content BAT BPREP Appropriations Report by Entity
|71 Shiared Workspace Pages BAT BPREP Revenue by Entity
# [fJ Users BAT Cross Sectional
BAT Expense by Entity
BAT Financial to Budgetary Mapping
BAT HCP-OP Allecation Check
BAT Performance Measures
BAT Revenue by Entity
BAT Revenue Report
BAT Selected Line Item Highlights
Commissioner Repart
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Section AppendixF_B: BAT Appropriations Report

In this section of the activity, you will:

e Double click the BAT Appropriations Report, respond to the prompts and view
the report

Step Action Notes
1. From the Operating Plan folder, double-click the
BAT Appropriations Report.

Folders [BAT Reports/Operating Plan
=l [7 Root 1| #|Name
-/ [] BAT Reporis | BAT Appropriatins Report by Fund
] Budgstary Reports ‘I_] BAT Appropriations Report
[ Human Capital Planning | 52| BAT Appropriations Report Naming Breakout
M |52 BAT BPREP Appropriations Report
] Sample Content | 5] BAT BPREP Appropriations Report by Entity
] Shared Workspace Pages || BAT BPREF Revenue by Entity
+/ [ Users | BAT Cross Sectional

|| BAT Expense by Entity

J BAT Financial to Budaetary Mapping
J BAT HCP-OP Allecation Check

J BAT Performance Measures

|| BAT Revenue by Entity

|| BAT Revenue Report

|z| BAT Selected Line Item Highlights
|| Commissioner Report

2. The Respond to Prompts screen appears.

Respond to Prompts

The fallowing prompts have been defined in the report. You may use the default values showr

Prompt Selection Type
Enter Entity: - H Report
Enter Fund: 2l Funds ~ B Fepot
Enter Activity Al Activities < B Repot
(Project): —

Enter Project All Grants - Report
(Grant): - ﬂ

3. Click the Search icon located next to the Entity
(Index Code) field to select your department.

Respond to Prompts
The following prompts have been defined in the report. You may use the default values shov

Prompt Selection Type
Enter Entity: - Report

4. The Entity (Index Code) hierarchy screen appears.

Click the + next to Entity > Total Entity to display
your department hierarchy. Drill down to the lowest
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level of the Entity (Index Code) hierarchy and select the

Entities (Index Codes) for the report.

Members

Available: Entity {1-7 of 7)

Find: [EET I~ = ¥ [ use wildeards

ﬁ“ | l‘ |ﬂ|Rcm'sPer Page: 250|z|

MName

Default

EFi i T Entity |

4T no Entity

QJ r Unspecified Entity

B [ otal Entity |

B Total GL Budget Activty

EH_H| ™ rotal Budget Activity

B ™ |substitution Variables

Navigate to the Entity (Index Code) hierarchy and
select the Entities (Index codes) to display on the

ST emm MM-MLAMI-DADE ECONOMIC ADVOCACY TRUST
i BT Emmot MMO1-MMAP ADMINISTRATION

9™ [emmzascas

MM245638-MMAP - SURTAX

9™ EMMapaDM

MMAPADM-MMAP TRUST

9™ EMmarEDUC

MMAPEDUC-MMAP EDUC COMMITTEE

9™ EMMAPITRADE

MMAPITRADE-MMAP INT TRADE COMMITTEE

94T EMmseiusT

MMAPIUST-JUSTICE SENSITIVITY COM

MMAPTECH-MMAP TECHNOLOGY COMMITTEE

94 I~ EMMDEATADM

MMDEATADM-MDEAT ADMINSTRATIVE EXPENSES

-9 ™ FMmMGFFCODEYVMT

MMGFECODEVMT-MMAP ECONOMIC DEVELOPMENT EXPENDITURE
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6. Place a check mark in the box next to each Entity
(Index Code) member to be displayed on the report.

B AT Eme ME-MEDICAL EXAMINER
" Eam MM-MIAMI-DADE ECONOMIC ADVC
P E MMO1-MMAP ADMINISTRATION

EMES v EmMon

W4V gMMz4seas

MM245588-MMAP - SURTAX

W4V EMMAPADM

MMAPADM-MMAP TRUST

W4 ¥ EMMAPEDUC

MMAPEDUC-MMAFP EDUC COMMITT

94 ¥ EMMAPITRADE

MMAPITRADE-MMAP INT TRADE C(

W4V EMMapIUST

MMAPIUST-IUSTICE SENSITIVITY ¢

- HEMMAPTECH

MMAPTECH-MMAP TECHNOLOGY C

04 EMMDEATADM

MMDEATADM-MDEAT ADMINSTRAT

7. Click the Right-Arrow to move the Entity (Index
Code) members to the Selection area. Click OK.

Selected: 1-8of 8
| s V|R.Dws Per Page: |20 [=]
Name

eai EMM
'“')J EMMO1

gai EMMZ45688

@J EMMAPADM

gai EMMAPEDUC

'“')J EMMAPITRADE

eai EMMAPIUST

BlimiEiEimEEEms

@J EMMAPTECH
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8.

9.

10.

The Entity (Index Code) members display in the
selection screen. Leave All Funds, All Activities
and All Grants set to the default value.

Click OK.

Prompt Selection

Type

Enter Entity: |EMM, EMMO1, EMM245683, EMMAPADM, | & Report
EMMAPEDUC, EMMAPITRADE, EMMAPIUST,|  ~

Enter Fund: all Funds < By Report
Enter Activity Al Activities| B Report
il L
Enter Project 4l Grants - Report
b -

The BAT Appropriations Report displays with the
data for the Entities (Index Codes) you selected.

Miami-Dade County
BAT Appropriations Report
For Entity: MM-MIAMI-DADE ECONOMIC ADVOCACY TRUST

BUDGETING ANALYSISTOOL For Fund: All Funds
For Activity: All Programs
:"_m‘”a For Project: All Grants
Page: || EMM, All Funds, Al Activities, All Grants [~]|

Actual Budget Actual Forecast Eudgej
FY12-13 FY13-14 FY13-14 FY13-14 FY14-15

EMPLOYEE REGULAR {00110} $1.050.242 $606.000 $886.777 $1.443581 $3.766.753
POLL WORKERS (COUNTY EMPLOYEES ONLY) (00114) $668 50 5304 530 50
EXECUTIVE BENEFIT PAYMENTS (00120) 22,687 50 $17.416 $25,083 $46.000
NON TAXABLE EXECUTIVE BENEFIT PAYMENTS (00121) 30 $15,000 s0 30 $0
FLEX DOLLARS (00122) 30 50 50 30 $57.200
LONGEVITY PAYMENTS (00125) $9.021 $9.000 $6.676 $6.676 $51.853
TUITION REFUND (00128) $9.131 50 51,644 §1,544 s0

Note: By default the report displays in HTML (Web
view)

Click the down-arrow next to Page, to choose another
Entity (Index Code).

Miami-Dade County
BAT Appropriations Report
For Entity: MM-MIAMI-DADE ECONOMIC ADVOCACY TRUST

BUDGETING ANALYSIS TOOL For Fund: All Funds

For Activity: All Programs
%@ For Project: All Grants

Page: | EMM, All Funds, All Activities, All Grants

Note: Only entities that contain data will appear in the
drop-down list
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11.

12.

Navigate File \iew Favorites Tools

A s - Bploe 7§ oA LoV

Help

The report displays in PDF format.

Miami-Dade County
BAT Appropriations Report
For Enfity: MM-MIAMI-DADE ECONOMIC ADVOCACY TRUST

For Fund: All Funds
BUDGETING ANALYSIS TOOL For Activity: All Programs

For Project: All Grants

To convert the report to PDF, on the toolbar, click the
PDF icon.

Actual Budget Actual Forecast Budget
FY12-13 FY13-14  FY1314  FY13-14 FY14-15
EMPLOYEE REGULAR (00110 11080242 $605.000 1885777 §1443381  S3TE6TSE
POLL WORKERS (COUNTY EMPLOYEES ONLY) (00114} $666 3304 $304
EXECUTIVE BENEFIT PAYMENTS (00120} 522 687 $0 $17416 525,083 46,000
NON TAXABLE EXECUTIVE BENEFIT PAYMENTS (00121} 50 $15.000 0 50 $0
FLEX DOLLARS (00122) 50 9 50 50 $57.200
LONGEVITY PAYMENTS (00125) $9.021 $2.000 6676 16576 $51.853
TUITION REFUND (001281 $9.131 $0 $1844 $184 $0
JURY DUTY PAY {00133) 5704 0 $0 0 0
AWARDS & SPECIAL RECOGNITION (09138) $180 o b $0 0
SICK PAY (00150} $51.885 $0 348,965 548,968 $0

Note: Scroll down to view separate reports for each
Entity (Index Code) selected. The report header will
identify each new Entity (Index Code) displayed.
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Section AppendixF_C: Exporting the Report to Microsoft Excel

In this section of the activity, you will:

Step
1.

Export the Report to Microsoft Excel

Action

From the PDF version of the BAT Appropriations

Report, click File > Export > Excel.

File View Favorites Tools Help

Open
Cpen [n
Close

Preferences.. Word

Log Off
Euxit

PowerPoint =

On the message screen, click the Open option.

What do you want to do with BAT Appropriations
Reportxdsx?

Type: Microsoft Excel 12
From: s0143273

< Open

The file won't be saved autematically.

2 Save

= Save as

Cancel
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3.

The BAT Appropriations Report is opened in

Microsoft Excel.

=l & Calibr TR P = W Tea General
Farte ;(A:_M_Wr, BrU- L B-A EEW RE Ewgeacetes 5% 1%
| [8%3 - 5
4] A B == === G
|1 Metropolitan Dade County
|2 BAT Appropriations Report
| 3 For Entity: MM-MAMI-DADE ECONOMIC ADMISORY TRUST
4 For Fund: All Funds (FAMIS)
=B
, | I
B
| 3
10
11 Actual Budgel Actual  Forecast  Budgel
1 Y11-12 IY12-13 £Y12-13 ©Y12-13 EY13-14
13
| 24 | awnros s sPecAL RECOGRTON 0TI 2 oo n’ w’ v’ w
15 | Wy DUTY P 1001331 3 s W w0 v "0
16 | TERMBUATION P MENTS (D0SS) s 'y n" s 0
17 | SALARES - BUOGET CALY (D01 200’ w0 " 0
18 | DECUTIVE BENEFTT Py MENTR 001260 " wmws’ rmom” n’ "
19 LOMGEVITY Bt VENTS S " owmos” v’ w o’ w
0| PaYHENT FORLMUISED S LEAVE 041 © mam” w” 0" wEr 0
21 WA ACTRL SI0TIT) " s’ w’ w s’ 0
22 FLEXDOLLARS (0T22) s w’ w0’ w 0
23| AL LLAVEERY RO sz w w o s w
[ 45 W [Sheell  Sheets _ Shest3 _ Ehuetd  Sheeis _ Shoth  Eheely . Ehest®  Eheulo . Sheetin ] Sheet

Note: Save the file to your computer if needed.

Note 2: The different Entities (Index Codes) selected
will display on the tabs located at the bottom of the

Excel sheet.

Close Excel and return to the Hyperion Report.

Mavigale Fie View Favorites Tools

A

HomeP

JTrainini

Cpen

Dpen In

Export

v v rvrow

Preferences... All

Select File > Close > All to close the report viewer.
Help

LRLFl] FILIW )

Log OFf
Exit

--End Activity--
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Appendix G: Running the BAT Vacancy Report
and BAT Position-Employee Costing Report

In this activity, you will:

Navigate the Hyperion Reports structure

Open the BAT Vacancy Report

Respond to report Prompts

Navigate the dimension hierarchy

Convert report from HTML to PDF

Export the Report to Smart View

Open and view the Vacant Position Expense — Dept. report

Open and view the FTE and Headcount by Position - Dept. report

In this section you will navigate to the Hyperion Reports folder structure and view
existing Hyperion Reports.

Step
1.

Action Notes

From the Hyperion Planning Workspace page, click the
Explore button on the toolbar.

Mavigate File Edit View Favorites Toolzs Help
# fs 7= Explore

HomePage

A list of folders will display. These folders contain your
Hyperion reports and will display based on your
security access.

Folders
=| [ Root
+| [F] BAT Reports
+| [ CBAT Reports
[ Sample Content
[] Shared Workspace Pages
+| [ Users
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3. In the left pane, click the + next to the BAT Reports

folde

r.

Explore: [BAT Reports * MDCBUD - Job Conscle MO

Folders

-l Root

g

[*] BAT Reparts

/EBAT Reports
* [ Name
[ Budgstary Reports

[) Budgetary Reports
[ Hurnan Capital Planning
[ Operating Plan

[f) Human Capital Planning

[ Operating Plan

i Reportl

+| [] CBAT Reports
[ sample Content

[ Shared Workspace Pages

# [ Users

Ijl Reports

4. Click the Human Capital Planning folder and the
reports display in the content window.

Folders
=| [ Root
- BAT Reports
Budgetary Reports

1| *|Name Type Modified

/BAT Reports/Human Capital Planning

2| BAT Annual Position Report Financial Reporti | 10/21/14 3:37 PM
BAT Department Summary Financial Reporti | 10/24/12 10:13 AM

[3[Human Capital Planning] |

BAT Employee by Position Report | Financial Reporti... | 10/24/14 10:14 AM

[i7] Operating Plan
+ [] CBAT Reports
[£] Sample Content
[ Shared Workspace Pages
*| Users

BAT Employee by Position with U Financial Reporti... | 7/15/14 12:11 PM
BAT FTE and Compensation Totzl | Financial Reporti... | 10/21/14 3:12 PM
BAT HCP vs OF Plan Compensatio. | Financial Reporti... | 10/21/14 3:18 PM
BAT Position Summary Report Financial Reporti | 10/21/14 3:18 PM
BAT Position-Employes Costing Financial Reporti | 10/21/14 3:13 PM
BAT Revenue by Entity Financial Reporti | 10/21/14 3:13 PM
BAT Vacancy Report Financial Reporti... | 10/21/14 3:22 PM
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Section AppendixG_B: Viewing the BAT Vacancy Report

In this section of the activity, you will:

[ )
Step
1.

2.
3.

Action

From the Human Capital Planning folder, double-
click the BAT Vacancy Report.

/BAT Reports/Hurman Capitzal Planning
1| # |Name Type !
| BAT Annual Position Report Financial Reporti...
::i| BAT Department Summary Financial Reporti...
:&| BAT Employee by Position Report | Financial Reporti__.
=i| BAT Employee by Position with U... | Anancial Reporti...
| BAT FTE and Compensation Total..| Anancial Reporti...
BAT HCP vs OP Plan Compensatio...| Financial Reporti...
=i:| BAT Position Summary Report Financial Reporti...
:ii:| BAT Position-Employee Costing Financial Reporti...
] BAT Revenue by Entity Financial Reporti__.
| BAT Vacancy Report | Financial Reporti...

The Respond to Prompts screen appears

Respond to Prompts|

The following prompt has been defined in the repert. You may use the default values shown,

Prompt Selection Type
Enter Entity: Entity - n Report

First you will select the Entities (Index Codes) you

would like on the screen. Click the Search icon to
open the Entity (Index Code) hierarchy.

Respond to Prompts

The following prompt has been defined in the repert. You may use the default values shown,

Prompt Selection Type

Enter Entity: Entity a ; Repart

Note: All level members are available for this report.
(Department, Division, Index Code)

Double click the BAT Vacancy Report, respond to the prompt and view the
report

Notes
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4. The Entity (Index Code) hierarchy screen appears.

Click the + next to Entity (Index Code) to display your
department hierarchy. Drill down to the desired level of
the Entity (Index Code) hierarchy and select the
Entities (index codes) for your report.

Members

Available: Entity {1-2 of 2, 84 Total)

Find: | [PER~] -

Selected: 1of1
¥ [V Use Wildcards | ‘Rows Per Page: |20 E|

ﬁx | 'ﬂ'ﬂh}ows Per Page: 20 El

Name

Name Default | - 9y Entity
AT Entity | E
B Substitution Variables
5. Navigate to the desired Entities (Index Codes).
E T Eam MM-MIAMI-DADE ECONOMIC ADVISORY TRUST
BT emmot MMO1-MMAP ADMINISTRATION

: MM245688

MM245688-MMAR - SURTAX

AT EMmapADM

MMAPADM-MMAF TRUST

Note: In this screen you have opened up the Entity
(Index Code) hierarchy to our desired level.

6. Place a check mark in the box next to each Entity
(Index Code) member to be displayed on the report.

= ¥ MM

MM-MIAMI-DADE ECONOMIC ADNISORY TRUST

B emmon

MMO1-MMAP ADMINISTRATION

"4 Emmzasess

MM245688-MMAP - SURTAX

YT emmaranm

MMAPADM-MMAF TRUST
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7.

10.

Click the Right-Arrow to move the Entity members to
the Selection area. Click OK.

Selected: 1-Zaf 3 |
FLY V|R|:|w5 Per Page: |20 [=]

Mame

Wi EMm

Vi Emmot

W EMM245688

The Entity (Index Code) members display in the
selection screen.

Prompt jon .
Enter Entity: EMM, EMMO1, EMM245688 | -

—

Next you will select the Year for your desired report.
Click the Search icon.

Enter Year: FYis = |

Note: The Preset Year is FY15. If this is the desired
report year, you do not have to change the Year.

Open the + sign next to Year and All Years to
expose the system Years.

e ear

= All ¥ears
@y ™ Fr1o
@a I ey
he LT
@y I Fr1a
@y Fria
@y I Fris
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11. Place a check next to the desired Year.
Mame
BT fvear
E‘-_-f [ Al Years
T o
94T Fria
94T iz

e

12. Click the Right-Arrow to move the Entity members to

the Selection area. Click OK.

Selected: 1of 1
|Rm.'.r5 Per Pac

Name .
[ Wi Fris
13. Click Run.
14. The BAT Vacancy Report displays with the data for

the Entities (Index Codes) you selected. The Page:
will display your entities, and have a drop down if

multiple were selected.

Miami-Dade County

BAT Vacancy Report
For Entity: MM-MIAMI-DADE ECONOMIC ADVOCACY TRUST
BUDGETING ANALYSIS TOOL ForYear: FY14-15
=

Page:| EMM, Fy15 [=]

EMPLOYEE FLEX PERSONNEL
REGULAR  DOLLARS FRINGE SERVICES
FTEVacant _ (0D110) (00122)  BENEFITS (010) __(01)
ADMINISTRATIVE OFFICER 2 (00010601} 2.00 $53.078 $1.100 $12.004 72182
ADMINISTRATIVE OFFICER 2 (00010603} 3.00 $53.078 $1,100 $18,004 §72.182
JUVENILE SERVICES SPEC (00010608) 3.00 s0 $0 $0 s0
CONTRACTS OFFICER (00010611) 0.00 $58.114 $1.100 $18.739 $77.953
8.00 5164.271 $3.300 354,748 8222317
Export In Query-Ready Mode
Page: 1 Report Run Date: 10-25-2014

Run By MMUSER1

Note: By default the report displays in HTML (Web

view).
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15.

16.

To convert the report to PDF, on the toolbar, click the

PDF icon.

Mavigaie File \View Favorites Tools Help

# B 2 Explore ﬁ ;." N

The report is now displayed in PDF format.

Miami-Dade County

BAT Vacancy Report
For Entity: MM-MIAMI-DADE ECONOMIC ADVOCACY TRUST
BUDGETING ANALYSISTOOL For Year. FY14-15
EMPLOYEE FLEX PERSONNEL
REGULAR  DOLLARS FRINGE SERVICES
FTE Vacant {00110) (00122] BENEFITS (010] m
ADMINISTRATIVE OFFICER 2 (00010601} 200 $53,078 $1,100 $18,004 $72,182
ADMINISTRATIVE CFFICER 2 (00010803} 300 £53.078 $1.100 $18,004 $72,182
JUVENILE SERVICES SPEC (00010608) 3.00 50 0 50 0
CONTRACTS OFFICER (00010611) 0.00 $58.114 $1,100 §18.739 $77.953
8.00 $164.2T1 $3.300 $54.745 s22.317
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Section AppendixG_C: Exporting Report to Microsoft Excel

In this section of the activity, you will:
o Export the Report to Microsoft Excel

Step Action Notes

1. From the PDF version of the Vacant Position
report, click File > Export > Excel.

File View Favorites Tools Help

DOpen
Open In 4
Cloze 4
»
Preferences. . Word

Log OF PowerPoint -

Exit

2. On the message screen, click the Open option.

What do you want to do with Vacant Positionxlsx?

Type: Microsoft Excel 12
Fror: 50143273

< Open

The file won't be saved automnatically.

< Save

= Save as

Cancel
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3. The Vacant Position report is now opened in
Microsoft Excel.

0] BAT Vacancy Report [Read-Only]

E F G H
1
2
3
4 BUDGETING ANALYSIS TOOL
5
L
T Miami-Dade County
2 BAT Vacancy Report
9 For Entity: MM-MLAMI-DADE ECONOMIC ADVOCACY TRUST
10 For Yoar, FY14-15
1
: mrustEs  riEA rErsnE
12 REGULAR DOLLARS  FRINGE L SERVICES
13 FTE Vacart [kl s BENEFITS 00) oy
14
15 ADMINISTRATIVE OFFICER 2 DODT0501) o Tewm T osaw T osmee | smam
16 ADMINISTRATIVE OFFICER 2 (D0010603) e Tssom s T oseces | sTni
17 JUVENILE SERVICES SPEC {0010508) L1 R R |
18 CONTRACTS OFFICER @0010611) e Tssaie s T siems | e
19 am wan 3300 S47a8 Frraibg
20 Puge)
21 Pl Fuan Dace: 10-25-200
22 o B MMUSERT

Note: Save this report to your computer if needed.

4. Close Excel and return to the Hyperion Report.

--End Activity--
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Appendix I: Running the BAT HCP vs Op Plan
Compensation Reconciliation Report

This activity will guide you through the steps to run the BAT HCP vs Op Plan Compensation
Reconciliation Report.

You will use this report to assist in the reconciliation of both FTE and compensation dollars for
your department. On each detail row you will find Index Code, Total FTE and Total
Compensation Expenses (for HCP and for Operating Plan).

Each row on the report should reconcile (FTE and Total Operating Expenses) for HCP and
Operating Plan. If differences exist, navigate to each respective component and make changes to
the problem items.

In order to complete full reconciliation analysis, you may export this form to Microsoft Excel and
add a variance column to check for differences.

In the steps below you will:

Open the Report in BAT Workspace

On the Respond to Prompts, set the Entity Dimension

Export the Report to Microsoft Excel

Change the orientation of the report in Excel

Create variance analysis in Excel

Open the MDCBUD application and make any changes to problem areas

Step Action Notes
1. From the BAT Workspace page, click the Explore button.

ORACLE" Enterprise Performance Managem

Mavigate File View Favorites Tools Help

# = "= Exlore

fshared Workspace Pages/HomePage

2. Click the + next to the BAT Reports folder.

MNavigate File View Favorites Tools Help
# e 7 Explore) g

HomePage
Folders /BAT Reports
~| [} Root ! | #|MName
[ﬁ] BAT Reports [[] Human Capital Planning
[ Sample Content [] Operating Plan
[ Shared Workspace Pages
#| [ Users
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3.

Click the Human Capital Planning folder.
The Human Capital Planning Reports display in the view pane.

Folders [BAT Reports/Human Capitzl Planning
=| [ Root ! | #|Name a
=| [[J BAT Reports BAT Annual Position Report
[f] Budgetary Reparts BAT Departmant Summary
Human i ] BAT Employee by Positicn Report
[t Operating Plan BAT FTE and Compensation Total by Index Code

[ Sample Content

BAT HCP ws OP Plan Compensation Reconciliation Report

[ Shared Workspace Pages BAT Position Summary Report

#| [[J Users BAT Position-Employes Costing

BAT Revenue by Entity

:i| BAT Vacancy Report

Double-click the BAT HCP vs Op Plan Compensation

Reconciliation Report.

JBAT Reports/Human Capital Planning
1| % | Name

i:| BAT Annual Position Report
BAT Department Summary

;| BAT Employes by Position Report

BAT FTE and Compensation Total by Index Code

BAT HCP ws OP Plan Compensation Recondiliation Report

:| BAT Position Summary Repaort

;| BAT Position-Employee Costing

;| BAT Revenue by Entity

:| BAT Vacancy Report

From the Respond to Prompts screen you will see 2 fields exist

labeled Enter Entity.

Respond to Prompts (%]

The following prompts have been defined in the report. You may use the default values shown, or select other
bers.

Prompt Selection Type Source
|Enter£nﬁty: - Report Report: BAT HCP vs OP Plan

‘Compensation Reconciliation

Report

Grid: Grid1

Enter Year: - Report Report: BAT HCP vs OP Plan
i = Compensation Recondiliation

Report
Grid: Grid1
Report: BAT HCP vs OP Plan
(Compensation Reconciliation
Report
Grid: Grid2
Enter Year: - E Report Report: BAT HCP vs OF Plan
R 5 Compensation Reconciliation
Report
Grid: Grid2

Enter Entity: Ta Report

Help cel  Reset

g
0
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6. Enter your department code in both Entity fields. Be sure to add a leading = For this report, please
‘E” in front of the department code. type your department’s

Example: for department PD you will enter EPD. index code directly in

the Entity field.

Respond to Prompts (x
The fellowing prompts have been defined in the report. You may use the default values shown, or select
other members. PI H
ease note that this

Prompt Selection Type Source

Enter Entity: = [0y Report Report: BAT HCP vs 0P repor'[ can only be run
Recondiliation Report
Recondllat at the section level or

Enter Year: 5 Report Report: BAT HCP vs OP

s ‘@ B Compencon above.

Recondiliation Repert
Grid: GridL

Enter Entity: + [ Repert Report: BAT HCP vs OP
Recondiliation Report
Grid: Grid2

Enter Year: 7 Report Report: BAT HCP vs OP

Fris il %] Plan Compensation
Recondiliation Repert
Grid: Grid2
Help (0K |Cancel |Reset

Click OK.

Respond to Prompts [
The fallowing prompts have been defined in the report. You may use the default values shown, or select
other members.

Prompt Selection Type Source
Enter Entity: EPD a Report Report: BAT HCP vs QP
i Kl Plan Compensation
Reconciliation Report
Grid: Grid1
Enter Year: Report Report: BAT HCP vs QP
FY15 -
i Kl Plan Compensation
Recondiliation Report
Grid: Grid1
Enter Entity: EPD - Report Report: BAT HCP vs QP
L “ Plan Compensation
Reconciliation Report
Grid: Grid2
Enter Year: Report Report: BAT HCP vs OP
FY15 -
L “ Plan Compensation
Reconciliation Report
Grid: Grid2
Help |Cancel |Reset
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8.

The BAT HCP vs OP Plan Compensation Reconciliation

Report is displayed.

The left grid represents HCP data and the right grid represents

Operating Plan data.

Miami-Dade County
BAT HCP vs OF Plan Compensation
Reconciliation Report

BUDGETING ANALYSIS TOOL
For Year FY14-15
s
Page: FYi5[x ] Page: FYi5[x|
Total Totzl
Compensation Compensation
Total FTE Expense Total FTE nse

EPDSE0003 9 1265914  |EPDSE0003 9 1.265.914
EPDSE0005 10 1.205.088|  |EPDS60005 9 1.305.088
EPD5E0011 19 2079762| |EPDSE0OTT 15 2.053.046
EPDSE0014 3 354775 [EPDSRO01L 3 354775
ETFPDOFFSTATE 4 426947]  [ETFPDOFFSTATE 2 412992
ETFPDOFFTREAS 2 180.372| |ETFPDOFFTREAS 2 180.372
EPDSE0037 64 7.915226|  |EPDSE0037 63 7.909.339
EPD561563 46 3958304 |EPDSG1563 43 3.938.495
EPDSE0079 3 3457642  |EPDSE007Y 3 3457642
EPD560820 55 6424004 |EPDSE0BED 55 6.484.004
EPDSE0557 3 712919  [EPDSA0SST 5 707.832
EPD343780 219 7.816493  |EPD343780 211 8.246.472
EPD560571 15 1563330  [EPDS60ST 14 1,552,180
EPDS60235 3 436002| [EPDSB0235 3 436002
EPDSE0219 255 27.109671| [EPDSE0219 246 27.045.949
EPDS60250 158 17573337 [EPDS60250 157 17.568.504
EPD560268 194 21.171.049| [EPDsB02ER 188 21104559
EPD560151 2 254417|  [EPDSEO1SY 2 254417
EPDSE0177 234 24240154 [EPDSEO1TT 233 24.834.866

19 213583 18 2131.749|

Export to Microsoft Excel, click File > Export > Excel.

File View Favorles Tools Help

Mew L4

Open L4 Ei

Open In L4

Close Lllr=: /BAT Reports/Huma
=

Preferences. .. Word r

Log OF PowerPoint
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10. On the message screen, click the Open option.

.
Windows Internet Explarer ===

What do you want to do with BAT HCP vs OF Plan
Compensation Reconciliation Reportxlsx?

Type: Microsoft Excel 12
From: 50143273 .miamidade.gov

< Open

The file won't be saved automatically.

< Save
< Saveas
11. The BAT HCP vs OP Plan Compensation Reconciliation

Report is displayed in Microsoft Excel.

Note: Save report to your computer if needed.

A Bl C D E

ak

2

3

4 BUDGETING ANALYSIS TOOL

- =D

6

7 Miami-Dade County

8 BAT HCP vs OP Plan Compensation

9 Reconciliation Report

10 For Year: FY14-15

11 Operating Plan

12 HCP

13

14 Total
Compensation

15 Total FTE Expense

16 | EPD560003 9 1,265,914

17 |EPD560005 10 1305088

18 EPD560011 19 2,053,046

19 EPD560014 3 354775

20 ETFPDOFFSTATE 4 412992

21 |ETFPDOFFTREAS 2 180,372
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12.

The report loses its format when it is exported to Microsoft Excel.

Note: Data displayed below HCP Data is Operating Plan data.

a7
38
39
40
41
42
4

&R &

46
47

45
30
51
52
53
54
55
56
57
58
39
60
61
62

a2

66
67
68
69
70
71
72
73
74

A ls] ¢ D
EPD560185 194 21,282 425
EPD560656 221 24230170
EPD560276 55 6,563,028
EPD560573 7 747,825
EPD560581 7 10,143,078
EPD561605 24 2,879,956
EPD561613 22 2,658,969
EPD560722 23 2,886,167
EPD560730 13 1,635,667
EPD560110 60 7273727
EPD5607S7 &0 4871511
EPD560045 7 776,664
EPD3038100P1 4 264,039
EPDCOPS2013 15 1,159,151
EPD560318 3 2,200,640
EPD5E1621 7 452 755
EPD561647 14 1,350,328
EPD560326 10 746,874
EPDEMAILROOM 4 152,060
EPD560375 148 5,758,018
EPD316455 1 101,869

1otal
Compensation
Total FTE Expense

EPD560003 5' 1265914
EPD560005 9" 1305088
EPD560011 15" 2053046
EPD560014 3' 35477

ETFPDOFFSTATE 2 " 412552
ETFPDOFFTREAS 2' 180372
EPD560037 63" 7909339
EPD561563 43 35384595
EPD560079 3 3457642
EPD560830 55 6434004
EPD560557 5" 707832
EPD343730 21 " 8246472
EPD560571 14' 1552180
EPD560235 3 " 436002

HCP Data

Operating
Plan Data
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13. Highlight all Operating Plan data (including column headers) Right-
Click > Cut.
| A sl ¢ | o |
57 EPD316455 1 101,869
53 Include
59 Comp'”‘d ml HCDILémn
60 Total FTE Expense eacers
&1 |EPD550003 3" 1265914
62 |EPD560005 9" caibi <11 - AT 47
&3 |[EPDS60011 15 =
| . B JZI=b-A-
64 |EPD560014 3 I
I r
&5 |ETFPDOFFSTATE 2 % [cw
66 |ETFPDOFFTREAS 2 .
o r 53 | Copy
&7 |EPD560037 63 . )
— r [ Paste Options:
&3 |EPD561563 43
69 |EPD560079 31"
70 |EPDS560820 55" Paste Special..
71 |EPD560557 5" —
, I
72 |EPD343780 an Delete.
—?3 EFIAEITT 14, Clear Contents
74 |EPD560235 3
% - Filter
75 |EFD560219 246 3 £
76 |EPD560250 1577 1 sart
— r
77 |EPD550268 188 2@ mnsert Comment
| 20| SHIZEE 2, @ Format Cells...
79 |EPD560177 233 .
] r Pick From Drop-down L
80 |EFDS60701 18 _
81 |EPD560227 1857 7 DefineName.
82 |EPD560185 137 1% Hyperlink.
83 |EPD50656 2187 24230170
84 |EPD560276 52" 6563028
85 |EPD560573 7" 747825
86 |EPD560581 76 10143078
87 |EPD561605 24" 2879956
83 |EPD561613 2" 2698969
89 |EPD560722 2" 2836167
90 |EPD560730 137 1635667
91 |EPD560110 58" 7279727
92 |EPD50757 587 4871511
93 |EPD560045 5" 776664
94 |EFD303810DF1 4" 264039
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14.

Paste Operating Plan data in cell F14.

=
=)

=
[

=
5]

(I I T SR

&

1
1
1
1
21
2.

[=E-RL R

A B 5
BUDGETING ANALYSIS TOOL

=B

BAT HCP vs OP Plan Compensation

Total FTE
EPD560003
EPD560005
EPD560011
EPD560014
ETFPDOFFSTATE
ETFPDOFFTREAS

Miami-Dade County

Reconciliation Report
For Year: FY14-15

Operating Plan
HCP
1ot
Compensation
Expense
t] 1265914
10 1,305,088
13 2,053,046
3 4,775
4 412,992
2 180372

Calibi + 11 ~ A" A % - %
B I
3 Copy

[, Paste Options:

El

Insert Cut Cells...
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15.

16.

Be sure newly copied Operating Plan data rows align up properly with

HCP Index Codes.

A Bl ¢ D F 1
1
2
3
4 BUDGETING ANALYSIS TOOL
5 0
. b
7 Miami-Dade County
8 BAT HCP vs OP Plan Compensation
] Reconciliation Report
10 For Year: FY14-15
11 Operating Plan
12 Hecp
13
14 Comp‘;r[:ation Corr;;::r:sati
15 Total FTE Expense Total FTE on Bxpense
16 | EPD560003 8 1265914 EPD560003 " 1265914
17 | EPD560005 0 1305088 EPDS60005 9" 1305088
18 |EPD560011 18 2,053,046 EPD560011 15' 2053046
19 | EPD560014 3 354,775 EPD560014 37w
20 ETFPDOFFSTATE 4 412992 ETFPDOFFS 2" a2
21 |ETFPDOFFTREAS 2 180,372 ETFPDOFFT 2' 180372
|22 EPD360037 B4 7309339 EPDSG0037 637 7909339

If data exceeds one page on the report, those records display on Sheet

2.

Click Sheet 2.

45
46
a7
48
43
50

W 4 » M| Sheetl {Sheetz |- %2

EPD560730
EPD560110
EPD560737
EPD560045
EPD303810DP
EPDCOPS2013

132
&0
60

|

1,635,
7278,
4,87,
776,
264,
1,158,
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17. Highlight HCP data excluding column headers, Right-Click > Cut.

Note: The first set of data on Sheet 2 is from HCP. Include Totals.

12

13 Do Mot Cut Lorai

14 Headers Compensation

15 Tatal FTE Expense
£ EFD560405 272 22414 517
i EFD560856 3 320813
18 |EFD560342 172 16,478,790
19 |EFD561308 2 298,293
ﬂ EPD561423 28 3,490 225
A EPD560508 2 283979
& EFPD560482 hh 6.407.147
E EPD560483 17 1.998 588
ﬂ EPDS60490 122 13,726 568
25 |EFD360240 E1l 9,333,394
26 [EPD560GED 149 16,559,453
E EPD560672 77 8,405,718
E EP D560995 L 5769311
ﬁ EPD560334 2 253076
ﬂ EFD560367 75 7.566.815
31 |EFD360417 L1 5.892,079
32 |EFD560425 4 10,671,813
i EPDEKLRED14 3 237371
i EPD560433 45 4517169
ﬂ EFD560870 21 2370774
ﬂ EFD30521AVU1 185 23.246 444
i EFD30522PORT1 M 6,490,168
38 |EPDO26001 49 hA26.481
39 |EFDO2700 46 5.309.269
ﬂ EP 0046001 58 6451932

a1 Total: 4257 4383484144

Microsol ~ &

B

I Iy

Cut

Copy
Paste Opti

Paste Spec
Insert...
Delete...
Clear Cont
Filter

Sort
Insert Com
Format Ce
Pick From
Define Nai
Hyperlink.

Include
Totals
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18.

19.

Click Sheet 1.

14

rotal

Compensation
15 Total FTE Expense
16 |EPD560409 pr] 22414517
17 [EPD5360896 3 320.813]
18 [EPD560342 172 16.478.790)
19 |EPD561308 2 298293
20 [EPD561423 28 3,450,225
21 (EPD560508 2 283.979)
_22 [ePDS6O04B2 55 6407147
23 [EPD560483 17 1,998,588
24 [EPD560430 122 13,726,568
25 [EPDS60540 81 9,333,396|
26 [EPD560680 149 16,559,493
27 [ePDS606T2 7 8405718
28 [EPD560995 51 5769311
29 [EPDS60334 2 253,076
30 [EPD560367 75 7966819
31 [EPD360417 51 5,892,079
32 [EPD560425 104 10,671.813
33 |EPDBKLRED14 3 237371
34 [EPD560433 45 4,517,169
_35 |[EPD560870 21 2370.774
_36 [EPD30521AVU1 185 23,246,444
37 |EPD30522FORT1 54 6,450,168
38 [EPDO26001 43 5426481
39 [ePDOZ7001 46 5309269
40 [EPDO46001 58 6451932
41 Total: 4257 438348414

42
# « » v |[Sheefl ]| Sheet2 /%2

Click in the first blank row in Column A. Right - Click > Paste HCP
data into Sheet 1 below the last HCP index code.

| A I B C D

33 | EPD5G0T51

34 EPDSG0177

35 | EPDSGO701

36 EPDSG0227

37 EPD560185

38 | EPD5GOES6

39 | EPDS60276

40 EPD560573

a1 EPDSE0sE |
42 EPD561605
43 EFD561613
EPD560722
EPDSG0730
46 EPD560110
47 EPD560797
48 EPD560045
49 EPD303810DI
50 EFDCOPS201
51 EPD560318
52 EPD561621
53 EPDS61647 |1
54 |EPD560326 |
55 |EPDEMAILRO|
56 EPD560375

—";Q

& B

2 254417
234 24,834 866
19 2131749
187 20,762,338
134 21282429
22 24,230,170
55 6,563,028
7 747825

Paste Options:

=

Paste Special...

Insert...

Delete..,

Clear Contents

Filter »
Sart 3
Insert Comment

Format Cells...

Pick From Drop-down List...

Define Mame...
57 EPD316455 .
58 =) perlink...
59

60

Microsol~ 8 - A A7 % - %

— A . -
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20. Shown below is the copied HCP data.
51 |EPD560318 A 2,200,640
52 |EPD561621 7 452,755
53 |EPD561647 14 1,350,328
54 |EPD560326 10 746,874
55 |EFDEMAILROOM 4 152,060
56 |EPD560375 148 9.758.018
57 EPD316455 1 101.869
58 EPD560409 272 22414517
59 EPD560856 3 320813
B0 EPD560342 172 16,478,790
61 EPD561308 2 298,293
62 EPD561423 28 3450225
63 EPD560508 2 283,979
64 EPD560482 55 6.407,147
65 EPD560483 7 1598588
66 EPD560450 122 13,726,568
67 |EPD560540 81 9.333.396
68 |EPD560680 149 16.559.493
69 |EPD560672 7 8405718
70 |EPD560995 5 5,765,311
71 EPD560334 2 253,076
72 |EPD560367 75 7.566,819
73 EPD560417 51 5,892,079
74 EPD560425 104 10671813
75 EPDBKLRED14 3 237371
76 EPD560433 45 4517169
77 |EPD560870 21 2.370.77:
78 |EPD30521AVU1 185 23246444
79 |EPD30522PORT1 54 6.490.168
20 EPDD26001 43 5426481
81 |EPDDZ7001 45 5,309,269
82 |EPDD46001 h8 6.451,932
83 Total: 4257 438348474

I Sheet? ¥J

21. Click Sheet 2.
69 |EPD045001 53 64519
70 Total: 4059 4392006
71
72

v W[ sheeti [sheeta J¥3
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22.

23.

Highlight Operating Plan data excluding column headers, Right-

Cli

Note: The second set of data on Sheet 2 is from Operating Plan. Include

ck > Cut.

Totals.

40

41 Do Mot Cut

42 Headers loral Microsol ~ 8
Compensation _

43 Total FTE Expense I =

44 [EPD560403 25 2414517|

45 [EPDS560295 37 g7aveg|

46 [EPD560342 150" 16478790(3a Copy

47 |EpD561308 2" 293293|@ Pasteo

48 [ePD561423 2" usl 5

49 [EPD560508 2 283975

— r Paste 5

50 [EPD560482 537 6407147

51 [EPD560422 16" gesses|  Imserte

52 |EPDS60490 1027 13726s68|  Delete.

53 |ePDS560540 777 93333%|  Clearce

54 [EPDS560520 1387 essassa o

55 [EPDS560672 70 BH057Ig ot

56 [EPDS609%5 " sz

57 |EPD560334 2" os307g|d Imsertc

58 |EPD560357 73" 7966813|% Format

59 [EPDS560417 8" 5s207| Rk

60 [EPD560425 @’ 106781 Derine

61 [EPDBKLRED14 3 BBNe ypen

62 [EPD560433 2" as1esf 3

63 [EPD5608TD 21" 2390774 inciude

64 [EPD30521AVU1 120"  2324ga44] Totals

65 [EPD30522PORTT 52" 6400163

66 |EPDO26001 43" 5426481

67 [ePD027001 45" 5309269

68 |EPDO46001 537 6451932

69 Total: " 4059 435200634

Click Sheet 1.

4 4 ¢ M [ Sheetl] Sheetz #1
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24.

25.

Click in the first blank row in Column F. Right - Click > Paste
Operating Plan data below the last Operating Plan index code.

o5
>
54 |EPD560326

55 |EPDEMAILROOM
5
&
5
3
5]
[D
6.

=)
(8]

A
EPD561621
EFD561647

(RN}

(=]

EFD560375
EFD316455
EFD56040%
EFD560836
EFD560342
EFD561308
EFD561423
EFD560508

M =S 0|6 |

64 EPD560482
65 EFD560483

D
452,755
1,350,328
746,874
152,060
9758018
101,865
22414517
320,813
16,478,730
298,293
3,450,225
283579
6,407,147
1,938,588

G H I
EPD561621 5 4527
EFD561647 137 135032
EFD560326 10" 74687
EFDEMZF"-= L—snoae

crosey T T T AT AT S - %
er3te B £ = - A 3

- =0
00 &

Cut

Copy
Paste Options:

B & »|

Paste Spedial...

Insert...

Highlight numbers with green triangles in the left corner of the cells.

3

H

3

tion
[3 PR |

r
j
r

S|

r
3

r
H

1aral
Compensa

1305088
2053045
364775
a1z
180372
7909333
3938495
3457642
B4g4004
707832
B24E4TE
1552150
438002
" 27045949
| 17568504
2H04559)

254417
" 24534868

3

| 131749
——

FTE Variance

L = - VI Y= I =~ R - - I el = I = A~ L= I I~
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26.

27.

28.

Click icon & - and select Convert to Number.

1atal
Compensa
tion FTE Varianze  Dallar
1265914 o

nnnnnnn a

Number Stored as Text

| Convert to Number

Help on this error

Ignore Error

Error Checking Options...

2iy 246472
14 1552180
3 436002

246) 27045343
157] 17568504
128) 21104553

2 264417)

233) 2483456E|

18 2131?49=

= R - T =T

Click in cell 315 and type FTE Variance.

R e | O Yy

J | K
1
2
3
4 BUDGETING ANALYSIS TOOL
5 o
~ e
7 Miami-Dade County
8 BAT HCP vs OP Plan Compensation
E] Reconciliation Report
10 For Year: FY14-15
11 Operating Plan
12 HCP
13
14 Cnm:::\:Imlnn Cnm;:;:laﬂnn
Total FTE Expense Total FTE Expenss
16 | EPD560003 9 1265914 EPD560003 9 1265914
17 | EPD560005 0 1305088 EPD560005 9 1305088
18 |EPD560011 19 2053046 EPDSE0011 15 2053046

Click in cell K15 and type Compensation Variance.

A B c D E F G H |

1

2

3

4 BUDGETING ANALYSIS TOOL

5

6

7 Miami-Dade County

] BAT HCP vs OP Plan Compensation

9 Reconciliation Report

10 For Year: FY14-15

11 Operating Plan

12 Hep

13

14 Total Total

Compensation Compensation

Total FTE Expense Total FTE Expense
16 |EPD560003 3 1265914 EPD560003 9 1265914
17 |EPD560005 10 1305088 EPD560005 9 1305083
13 |EPD550011 19 2053046 EPD550011 15 2053046

n|
FTE Variance Variance
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BUDGETING ANALYSIS TOOL

29.

30.

31.

In cell 316, type formula =B16-G16 > Press Enter.

A B C D E F H 1 ] K
1
2
3
4 BUDGETING ANALYSIS TOOL
AR
6
7 Miami-Dade County
2 BAT HCP vs OP Plan Compensation
E] Reconciliation Report
10 For Year: FY14-15
1 Operating Plan
12 HCP
13
14 Total Total
Compensation Compensation Compensation
15 Total FTE Expense Total FTE Expense FTE Variance Variance
16 |EPD560003 1,265,914 EPD560003 I Ei] 1255514':!316-616 l ]
17 EPD560005 10 1,305,088 EPD560005 9 1305088 1 ]
In cell K16, type formula =D16-116 > Press Enter.
SUM - K ¥ Jx | =D16-116
A B[ C D E F H 1 ] K
1
2
3
4 BUDGETING ANALYSIS TOOL
s
6
7 Miami-Dade County
2 BAT HCP vs OP Plan Compensation
3 Reconciliation Report
10 For Year: FY14-15
1 Operating Plan
12 HCP
13
14 Tetal Total
Compensation Compensation Compensation
15 Total FTE Expense Total FTE Expense  FTE Variance Variance
6 |EPD560003 5 EPD560003 ol 1265914 o[zp16-116 ]
17 EPD560005 10 1,305,088 EPD560005 9 1305088 1 ]

Highlight the FTE Variance cell, hover over the right corner of the cell
until a black cross appears. Drag cell until you reach the last row of data.

Note: This will copy the formula down the rows.

A B C D E

1

2

3

4 BUDGETING ANALYSIS TOOL

s

6

7 Miami-Dade County

8 BAT HCP vs OP Plan Compensation

E] Reconciliation Report

10 For Year: FY14-15

1 Operating Plan

12 HCP

13

14 Total
Compensation

15 Total FTE Expense

16 |EPD560003 9 1,265,914

17 EPD560005 10 1,305,088

18 EPD560011 15 2,053,046

19 EPD560014 3 354,77

20 |ETFPDOFFSTATE 4 412992

21 |ETFPDOFFTREAS 2 180,372

22 |EPDS60037 B4 7509339

23 |EPD561563 46 3938495

24 |EPDS60079 31 3457642

25 | EPD560880 55 6484004

26 EPD560557 6 707,832

27 EPD343780 219 8,047,188

EPD560003
EPD560005
EPD560011
EPD560014
ETFPDOFFSTATE
ETFPDOFFTREAS
EPD560037
EPD561563
EPD560079
EPD560380
EPD560557
EPD343780

Total FTE

Total
Compensation Compensation
Expense FTE Variance Variance

1265914 o
1305088
2053046
35477
412992
180372
7909333
3938495
3457642
6484004
707832
8245472
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32. Highlight the Compensation Variance cell, hover over the right corner of
the cell until a black cross appears. Drag cell until you reach the last row
of data.

Note: This will copy the formula down the rows.

A B € (] E F G H [ J K
1
2
3
4 BUDGETING AMALYSIS TOOL
S
= .
7 Miami-Dade County
E BAT HCP vs OP Plan Compensation
9 Reconciliation Report
0 For Year: F¥14-15
1 Operating Plan
12 ([l
13
14 Totsl

Compensatin Comperantion

15 Toesl FTE Toedl FTE Egense  FIEVaioce  Visance
16 |EPDS50003 EPDSH000) T 1T il
17 |EPDS50005 EPDSE0005 3 1500
18 | EPDSENI1 EPDSENNT 15 0saMe
19 |EPDSENI1S EPDSENNTE 1 4TS
20 FTFFDOFFSTATE FTFFDOFFSTATE ) ATEEE
21 | ETFFOOFFTREAS ETFFOUFFTREAS 2z 180372
22 | EPDSGU0AT EPDSEU03T o 7
23 |EPDS6ISE) EPDSEISE) a0 s
24 EPDSE0079 EPDSE0079 N M2
25 | EPDSE0000 EPDSE0000 L J Y
26 | EPDSENSET : EPDSENSAT 5 7RI
27 EPD437E0 28 788 EFD43780 M EMET
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33.

34.

The results of FTE Variance and Compensation Variance are

displayed.

4 BOCHTAG W T

)
7 Miami-Dade Counry
] BAT HCF vs OF Plan Compensation
) Reconciliation Report
0 Fus'fou POH=15
u Umeiatan [Maa
n B
1
Y et
e
15 TMFTE e
18 EFDMEI 3 L
17 EFosens u o Leson
18 EFosN B 2son
18 EFDSENN 1 wmm
M0 ETFROOFFETATE . s
ETFROOFFTRERS ] maim
EFDmT? BWooTam
3 ErFomTE) “ e
24 eFosenn e
3% crosme G
3% o 8 mum
7 erovam m o amrm
8 erosamn LIRS
23 Erosus 1 e
0 erosn = s
3 erose T mamaM
13 EroRn W e
3 grosim ] o
34 eromom I
5 EFoseT n 2o
8 EFOseT W
17 EFOmMmS ™ s
8 EFOMNN m mzem
¥ EFoMmN LI T
40 EFomemsT) T
&1 EPOs L LT
42 eromwm w
43 eromn & e
44 gromentzs o s
25 ot LI
45 erosem w o aam
47 erosan? @ g

Use Compensation Variance to troubleshoot position and

[T
[EntE
[t
[y
Lo

(et
[
[
o
e
[

employee discrepancies.

FTE Vasietn

[
Py

#

ccocsescccccccoocoscolkleccccccsenen

--End Activity--
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