
 
 

Job Aide: Running the BAT HCP vs Op Plan 
Compensation Reconciliation Report 
 
This job aide 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. 

 

 
 

 

2. Click the + next to the BAT Reports folder. 

 

 
 

 

 



 
 

Step Action Notes 

3. Click the Human Capital Planning folder.  

The Human Capital Planning Reports display in the view pane.  

 

 
 

 

4. Double-click the BAT HCP vs Op Plan Compensation 

Reconciliation Report. 

 

 
 

 

5. From the Respond to Prompts screen you will see 2 fields exist 

labeled Enter Entity.   

 
 

 

  



 
 

Step Action Notes 
6. Enter your department code in both Entity fields. Be sure to add a leading 

‘E” in front of the department code. 

Example: for department PD you will enter EPD. 

 

 
 

You may type directly in 
the Entity field or you 
may click the Search 

Icon  and locate the 
Entity in the hierarchy.  

7. Click OK. 

 

 
 

 

  



 
 

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. 
 

 
 

 

9. Export to Microsoft Excel, click File > Export > Excel. 

 

 
 

 

 
  



 
 

 

Step Action Notes 
10. On the message screen, click the Open option. 

 

 
 

 

11. The BAT HCP vs OP Plan Compensation Reconciliation 

Report is displayed in Microsoft Excel. 

 

Note: Save report to your computer if needed. 

 

 
 

 



 
 

12. The report loses its format when it is exported to Microsoft Excel. 
 

Note: Data displayed below HCP Data is Operating Plan data. 

 

 
 

 



 
 

13. Highlight all Operating Plan data (including column headers) Right-

Click > Cut. 

 

 

 

 



 
 

14.  Paste Operating Plan data in cell F14. 

 

 
 
 

 



 
 

15. Be sure newly copied Operating Plan data rows align up properly with 

HCP Index Codes. 

 

 
 

 

16. If data exceeds one page on the report, those records display on Sheet 

2.  

 

Click Sheet 2. 

 

 
 

 



 
 

17.  Highlight HCP data excluding column headers, Right-Click > Cut.   

 

Note: The first set of data on Sheet 2 is from HCP. Include Totals. 

 

 
 

 



 
 

18. Click Sheet 1. 

 

 

 

 

19. Click in the first blank row in Column A. Right – Click > Paste HCP 

data into Sheet 1 below the last HCP index code. 

 

 
 

 



 
 

20.  Shown below is the copied HCP data. 

 

 
 

 

21. Click Sheet 2. 

 

 

 

 



 
 

22. Highlight Operating Plan data excluding column headers, Right-

Click > Cut.   

 

Note: The second set of data on Sheet 2 is from Operating Plan. Include 

Totals. 
 

 
 

 

23. Click Sheet 1. 

 

 

 

 



 
 

24. Click in the first blank row in Column F. Right – Click > Paste 

Operating Plan data below the last Operating Plan index code. 
 

 
 

 

25. Highlight numbers with green triangles in the left corner of the cells. 
 

 
 

 



 
 

26. Click icon  and select Convert to Number. 

 

 
 

 

27. Click in cell J15 and type FTE Variance.  

 

 
 

 

28.  Click in cell K15 and type Compensation Variance. 

 

 

 

 



 
 

29. In cell J16, type formula =B16-G16 > Press Enter. 

 

 
 

 

30. In cell K16, type formula =D16-I16 > Press Enter. 

 

 
 

 

31. 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. 

 

 
 

 



 
 

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. 

 

 
 

 

33. The results of FTE Variance and Compensation Variance are 

displayed. 
 

 
 

 

34. Use Compensation Variance to troubleshoot position and 

employee discrepancies.  
 

 

 

--END-- 


