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Course
Description

Training
Audiences

Delivery
Method

Estimated
Duration

Course Overview

This course provides a comprehensive review of the Hyperion Personnel planning
processes.

This course consists of the following modules:
e Module 1: Course Introduction
e Module 2: Big Picture Items
e Module 3: Hyperion Basics
e Module 4: Position and Employee Forms
e Module 5: Position and Employee Modifications
e Module 6: Personnel Buckets
e Module 7: Review Personnel
e Module 8: Running Position Reports
e Module 9: Personnel Current Year Forecast

e Module 10: Course Summary

The following audience(s), by Hyperion Security role(s), are required to complete this course
prior to being granted related system access:

e Department Users with both Personnel and Financials access

e Department Users with only Personnel access

e This course is intended to be delivered through Instructor-led Training.

The total duration of this course, when delivered through Instructor-led Training, is 6 hours.
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Course Outline
Content

Module 1: Course Introduction
Module 2: Big Picture Items

e Topic 1: Application architecture
e Topic 2: Nightly position and employee refresh from HCM

e Topic 3: Attrition and personnel buckets
e Topic 4: Data map and rounding schedule
Module 3: Hyperion Basics
e Lesson 1: Logging into the application
Lesson 2: Hyperion Account Set Up
Lesson 3: Using member selectors
Lesson 4: Using data form point of views (POVs)
Lesson 5: Saving data to a data form
Module 4: Position and Employee Forms
e Lesson 1: Manage Employees by Department
e Lesson 2: Manage Positions by Department
e Lesson 3: Manage Single Employee
Lesson 4: Manage Single Position
e Lesson 5: Personnel Details
Module 5: Position and Employee Modifications
e Lesson 1: Change Position from Full Time to Part Time
e Lesson 2: Change Part Time FTE
e Lesson 3: Change Position from Part Time to Full Time
e Lesson 4: Change Position Max Headcount
e Lesson 5: Move Position
e Lesson 6: Sync Position with HCM
e Lesson 7: Inactivate / Reactivate Position
e Lesson 8: Add / Delete New Position
e Lesson 9: Terminate / Reactivate Employee
e Lesson 10: Update Accrued Balances
e Lesson 11: Transfer Employee / Undo Employee Transfer
e Lesson 12: Change Salary — Step
e Lesson 13: Change Salary — Range
e Lesson 14: Add / Delete Pay Component
e Lesson 15: Add / Delete Executive Benefits

06:00

00:15
00:30

00:30

00:30

02:00

nferms
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Lesson 16
Lesson 17
Lesson 18
Lesson 19
Lesson 20

nferms

: Update Retirement

: Update Allocation

: Set Attrition Rates

: Manage Department Allocation Defaults
: View HCM Refresh Flag

Module 6: Personnel Buckets 0:40

Lesson 1:
Lesson 2:
Lesson 3:

Manage Overtime Buckets
Manage Seasonal and Temp Buckets
Manage FTE Buckets

Module 7: Review Personnel 0:25

Lesson 1:

Review All Personnel Records

Lesson 2: Attrition Budget Impact Review

Lesson 3:

PSTN Driven Account Review

Module 8: Running Position Reports 0:45

Lesson 1:
Lesson 2:
Lesson 3:
Lesson 4:
Lesson 5:
Lesson 6:
Lesson 7:
Lesson 8:
Lesson 9:

Lesson 10:
Lesson 11:
Lesson 12:
Lesson 13:
Lesson 14:
Lesson 15:

BAT Annual Position Report

BAT Department Summary

BAT Employee by Position Report

BAT Employee by Position with Union Code

BAT Employee Position (Full Time) Variance Report
BAT Employee Position (Part Time) Variance Report
BAT Fringe Expense by Employee Report

BAT FTE and Compensation Total by Department
BAT PSTN vs. OP Plan Compensation Reconciliation Report
BAT Position Summary Report

BAT Vacancy Report

BAT Employee Position by Project and Activity
BAT Personnel Overrides

BAT Attrition Impact Report - Detail

BAT Attrition Impact Report - Summary

Module 9: Personnel Current Year Forecast 0:15
Lesson 1: View Current Year Forecast
Module 10: Course Summary 0:10

Total Duration 06:00
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Module 1: Course Introduction
Topics This module covers the following topics:

e Course Administrative and Logistical Matters
e Course Learning Objectives

inferms
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Module 1: Course Introduction

Course To receive credit for completing this course, which is necessary to be granted system
Administration access for performing related tasks in Hyperion, participants must:

and Logistics Stay logged into the Training Teams session

To get the most benefit from this course, participants should:

e Actively participate in the training, and ask questions as needed
e Please keep your computer microphone on mute unless speaking
e There will be breaks throughout the training
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Learning
Obijectives

Module 1: Course Introduction

At the conclusion of this course, participants will be able to:

Understand big picture concepts related to the Hyperion personnel model
Understand Hyperion end user functionality basics

Navigate to and become familiar with position and employee forms

Make modifications to positions and employees

Manage, create, and delete personnel buckets

Review all personnel records, attrition budget impact, and PSTN driven accounts
Run all position reports

View the results of the current year personnel forecast
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Module 2: Big Picture Items
Overview This module includes the following topics:

e Topic 1: Application architecture

e Topic 2: Nightly position and employee refresh from HCM
e Topic 3: Attrition and personnel buckets

e Topic 4: Data map and rounding schedule

10
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Topic 1: Application Architecture

The Hyperion application, MDCBUD, is made up of three “cubes” (databases):

1. PSTN: The position cube (PSTN) is used for position, employee, personnel bucket and attrition planning.

Detailed data from PSTN is mapped into FINSTMT and PSTN_RPT on a scheduled basis

FINSTMT: The financials cube (FINSTMT) is used for chart of accounts level planning. Data is entered into
FINSTMT at the combination of Account, Department, Fund, Grant, Project and Activity (and Revenue
Description for revenue data). FINSTMT is also used for aggregate view financial reporting. Detailed data
from PSTN is mapped into FINSTMT on a scheduled basis.

PSTN_RPT: The position reporting cube (PSTN_RPT) is used to report and analyze position and employee
data at the chart of accounts level. For example, users would use this cube to report on COLA impact by
fund or pay exception data by department.

Source Systems Hyperion Application Target Systems
PeopleSoft Financials 9.2 R _ _
(Chartfield metadata *| FINSTMT P90F>A|350ft er;ar:juals 9.2
’ t t
Actuals, Current Budget) (Adopted Budget)
RFRO
PeopleSoft HR 9.1 / EDW
(Pozition and employee g PSTN (Adopted Budget, Current
data, salary tables) Year Forecast, Actuals)
WASD / Aviation WASD / Aviation
PRI Financials
(Chartfield metadata,
Actuals) (Adopted Budget)

Inbound Integrations:

1.

PeopleSoft Financials 9.2: Miami Dade chart of account values along with Actuals and Current Budget data
is loaded into Hyperion on a nightly basis

PeopleSoft HR 9.1 / EDW: Position and employee data is loaded into Hyperion on a nightly basis. This data
is then copied into the budget on a nightly basis until OMB turns the feed off

WASD / Aviation: WASD and Aviation chartfield values and Actuals data is loaded into Hyperion on an ad
hoc basis

Outbound Integrations:

1.
2.

PeopleSoft Financials 9.2: The Adopted Budget is loaded back into PeopleSoft Financials

RFRO: Hyperion will interface with RFRO and source budget, current year forecast and actuals data on a
regular basis

WASD / Aviation: The Adopted Budget for WASD and Aviation is sent back to WASD and Aviation

11
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Topic 2: Nightly Position and Employee Refresh from HCM

Position and employee data is loaded into Hyperion from PeopleSoft HR 9.1 and EDW on a nightly basis. This
data is “refreshed” in the budget on a nightly basis until OMB turns the feed off.

What this now means for users:

1. If you notice an issue with a position or employee in Hyperion, fix the issue in HR and the corrected data
will be loaded into Hyperion the following night

2. You no longer need to try to keep Hyperion in sync with HR. As positions and employees change in HR, the
updates will be loaded into Hyperion on a nightly basis.

3. Once you make a change to a position or employee in Hyperion, the entire position is excluded from the
nightly HCM refresh, unless the position is re-synchronized with HR (refer to the Sync with HCM position
change rule)

The following employee attributes are part of the nightly HCM refresh:

Employee Name

Pay Anniversary Date

Longevity Date

Longevity Years

Biweekly Salary Amount

Step (if applicable)

Assigned Pay Exceptions

Assigned Retirement Code

Assigned Executive Benefit Code (if applicable)

LN EWNRE

The following position attributes are part of the nightly HCM refresh:

Position Description
Full Time / Part Time
FTE

Job Code

Salary Grade

Union

Headcount
Standard Hours

. Standard FTE

10. Max Headcount

LN EWNRE

If a user makes ANY type of change to a position or employee in Hyperion (transfer an employee, terminate
the employee, add a pay exception to an employee, change the allocation assigned to a position or employee,
change the max headcount on a position, etc.), the entire position is excluded from the HCM refresh. This
allows users to make budget year specific changes to personnel that will not be reflected in the HR data, and
then not have the HR feed wipe out those changes.

12
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If a position has been excluded from the nightly HCM refresh, the EMPVacancy member will be flagged with
“Yes” in the Exclude from HCM Update column.

Task - Manage Positions by Department  Task Instructions

™ Years:Fy22 #%,Scenario:Budget /. Requests:B3
FN06100100 - CREDIT & COLLE(|w| Working v+
Exclude from HCM
Budget Amount Update Position Status Transfer Month Position Description FT_PT FTE
CREDIT & COL FIN SECT
POS00003983 51,410 Yes ctive S0 Part Time
FINANCE COLLECTION
POS00003986 ctive TASELEST Full Time
FINANCE COLLECTION
SPECIALIST §
POS00003987 Yes ransferred Oct Full Time
CREDIT & COLLECTIONS
POS00003988 Active 22 Full Time
ACCOUNT CLERK
P0S00003989 Active Ful Time

OMB also has the ability to exclude an entire department from the nightly HCM refresh. This will occur once
departments are close to finalizing budgets or OMB no longer wants personnel budgets changing. Department
users can check for this flag on the HCM Refresh Flag task. If the department is set to “Yes”, then all positions
and employees in the department are excluded from the nightly HCM refresh.

i Personnel Management
(& Manage Personnel
& Manage Employees by Department
©” Manage Positions by Department
®” Manage Single Employee
© Manage Single Position
& Manage Overtime Buckets

S Manage Seasonal and Temp Buckets

¥ Review Personnel

£

Exclude
Department from
Nightly HCM
Update

Yes

£:,Scenario:

13



inferms

Hyperion Department Personnel End User Training Guide

Topic 3: Attrition and Personnel Buckets
The following personnel components are now managed and calculated in the position cube (PSTN) and then
mapped into the financials cube (FINSTMT) on a scheduled basis:

1. Overtime and associated fringes
2. Temp / Seasonal and associated fringes
3. Attrition

For detailed steps on how to enter and calculate budgets for these personnel components, refer to the Set
Attrition Rates lesson in the Position and Employee Modifications module and the Overtime Buckets lesson
and the Seasonal and Temp Buckets lesson in the Personnel Buckets module.

Overtime Buckets

1. The Overtime Type selection drives the retirement bucket assignment (Regular or Special Risk)
2. The Overtime Annual Amount will be allocated to the Overtime account (5001600000)
3. Taxes are applied to all overtime buckets

TESR T TTaTagE OVErtiE BUCRES TS TR

E

enario:Budget
]2

Years:FY22 Requests:Base Employee:EMPVacancy 93 Department User Variable: FN00000000 - FINANCE DEPARTMENT

Departments in Row  Depariments in POV

Otrer

Overtime Annual Compensation Total
Overtime Type Amount Allocated Fund Allocated Grant Allocated Project Allocated Activity Allocation Percentl]  Salary Amount Amount Compensation

FN01010000 -D 6yertime Bucket | Regular Overtime Bucket 10,000 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity 100% 10,000 1,634 11,634

£N01020000 2 Overtime Bucket 1

Overtime Bucket 2
FN01030000 -C oertime Bucket 1

Temp and Seasonal Buckets

1. Users will enter the bucket type (Seasonal, Part Time Temp, Poll Worker), Headcount, Average Hourly
Rate, and Hours / Month in the run time prompt, which will drive the bucket salary calculation

2. Taxes are applied to all temp / seasonal buckets

3. FTE is calculated based on the headcount and hours entered

@‘tears:FYZZ EEZ,Scenarlo:Budget
FN01010000 - DIRECTOR'S ADMI | w | Working v |

Full Time / Part
Budget Amount Job Code Position Description Time

Training Test
Seasonal and Temporary Bucket 1 96,885 Peasonal Bucket Temp / Seasonal

14
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¥, Scenario:Budget %, Department:FN0 1010000 - DIRECTOR'S ADMIN #,version:Working Bvears:Fr22 4, Position:Seasonal and
3. Requests:Base 34, Employee:EMPVacancy
Header | Salary Other Compensation _Alocation  Calculated Compensation  Alocated Compensation
Dec Jan Feb Mar Aor May Jun EY] Aug Sep YearTotal
Temp Seasonal Bucket Salary Salary Amount 20,000.00 20,000.00 20,000.00 20,000.00 10,000.00 90,000.00
Current Year Salary Salary Amount B ased \O.IL HO urs /J 20,000.00 20,000.00 20,000.00 20,000.00 10,000.00 90,000.00
Total Salary Total C =T [ YTy - 20,000.00 20,000.00 20,000.00 20,000.00 10,000.00 90,000.00
Social Security Rate Other Compensation Amount Monthj;Headcountand 1,240.00 1,240.00 1,240.00 1,240.00 620.00 5,580.00
Medicare Rate Other C Amount Hourly/Rate 290.00 290.00 290.00 290.00 145.00 1,305.00 J |
Total Other C: Total C 1,530.00 1,530.00 1,530.00 1,530.00 765.00 6,885.00
TotalPoy Eicpent Totsl Compereation —
Attrition

1. Attrition rates are still set at the department, division and/or section level
2. Attrition is assigned and calculated on each position and employee and then mapped to FINSTMT,
however users will not see attrition data at the employee and position level

In this example, each position and employee in Finance will be calculated with a 4% attrition except for
positions and employees in the Controllers Division, which will be calculated with a 3% attrition.

My Task List

P Personnel Management
(% Manage Personnel
& Manage Employees by Department
© Manage Positions by Department
E 4 Manage Single Employee
& Manage Single Position
& Manage Overtime Buckets
& Manage Seasonal and Temp Buckets
¥ Attrition Rates
& HeM Refresh Flag
& Manage Department Allocation Defaults
(3] Review Personnel
P Operating Preparation
': Expanded Requests

Task - Attrition Rates

Task Instructions

#Period:BegBalance

7, Position:No_Position

> FN01000000 - DIRECTOR'S OFFICE
FN02000000 - CONTROLLERS DIVISION
FN03000000 - FIN BUSINESS SOLUTIONS SUPPORT
FN04000000 - BOND ADMINISTRATION DIVISION
FNO5000000 - CASH MANAGEMENT DIVISION
FN06000000 - TAX COLLECTOR'S DIVISION
FNO7000000 - FIN, COMPLIANCE & ADMIN DIV
FNCP000000 - FINANCE CAPITAL

FNO0O0O0O0O0O00 - FINANCE DEPARTMENT

*fJYears:FYZZ
.Z.,Pay Element:No_PE
Budget Rate

0.03

0.04

15
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Topic 4: Data Map and Rounding Schedule

During the budget cycle, data is mapped between PSTN and FINSTMT and then PSTN and PSTN_RPT on an
ongoing basis. In addition, the budget is rounded in FINSTMT into a rounded period member (YearTotal-
Rounded) as part of the scheduled mapping. During these times, users might notice that data has been cleared
from the target databases while the mapping are in process.

Each scheduled data map is expected to take approximately 10 minutes to complete. The noon mapping will
include additional calculations.

The mid-day mappings will run at the following times:

1.
2.
3.

b

6:00 AM

9:00 AM

12:00 PM (additional calculations also happen at noon, which takes approximately 30 minutes to
complete)

3:00 PM

6:00 PM

9:00 PM

16
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Overview

Module 3: Hyperion Basics
This module includes the following lessons:

e Lesson 1: Logging into the application

e lesson 2: Hyperion Account Set Up

e Lesson 3: Using member selectors

e Lesson 4: Using data form point of views (POVs)
e Lesson 5: Saving data to a data form

inferms

17
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Module 3: Key Terms

The following key terms are used in this Module:

Point of View (POV) A dimension selection that applies to an entire data form or report

Out of the box Hyperion functionality to select a dimension member to for a

Member Selector . .
business rule, user variable or report

18
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Lesson 1: Logging into the Application

This lesson will guide users through the steps to log into the application.
Lesson g g P g pp

Overview

Navigate to the portal

In this lesson
e Log into Hyperion with your user eKey and password

you will learn:

19
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Step Action Notes
1 From Google Chrome or Microsoft Edge, enter the following URL,
https://informsuat.miamidade.gov/.
) You will then arrive at the Single Sign On landing page shown below: Please note that
) inferms the Single Sign
Finance / Supply Chain (FSCM) Approvals Budget Scorecard uses nEtwork
w¥s " Qey “ credentials to
S () s Lt log you into the
’ system.
fg il 0% : 2
@ g 1 .
o g = inferms
This page will have tiles that will allow you log into all INFORMS systems
that you currently have access to.
3 You will then click on the Budget tile shown below:
Finance / Supply Chain (FSCM) Approvals Budget Scorecard
x¥a ) * 970 BN
‘a‘ CQSOON COIMI!G.SOION
0
Employee Self-Service Manager Self-Service Human Resources (HCM) Learning (ELM)
EE W ‘!\II B o (-'..‘ I ‘.‘-
4 After clicking on the tile shown above, INFORMS will automatically take you

to the Hyperion home page shown below:

Lnterprse Performance Management System Workspace, | usion Listion

Mavigite Bl Edt View Favores ook Admiistration Help
A B o % ookl |

Hanage Task Lists
My Task List
Dimension

Business Rule Security
Preferences
Diagnostics

And you will have successfully logged into Hyperion.
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Lesson 2: Hyperion Account Set Up

Lesson | This lesson will guide users through the steps to set up their application settings, reporting
Overview | Settings, and user variable.

In this e Set the application as your home page

e Set up your financial reporting preferences
esson
you will e Set up your department user variable
learn:
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Step

Action

Notes

1

To set the application to your home page, first click "File" in the toolbar, then
select "Preferences" from the drop-down menu.

Enterprise Performance Management System Workspace, Fusion Edition

Navigate | JEiéll Edit View Favorites Tools Help

For Task List Status

My T:
) TBSk R =
Fp -

Po Log Off
Wl ft
P Actuals Mapping
P

~ Personnel View CY Forecast

Ensure you have selected the "General" vertical tab, then using the drop-
down menus, make the following selections:

Content: "Application”

Application: "MDCBUD"

Preferences x

Default Startup Options
=

Gener:

2
=

‘Appicaton:
Explore #1ocaun =

& 4 Plaming » © ghvpcaup

Financial Reporting Show Path For Documents

w No e-mail address found.

Planning Accessibility Mode
[ Enable Screen Reader Support

Help OK || Cancel

To set Financial Reporting preferences, select the third vertical tab titled
"Financial Reporting".

Select the radio buttons to make the following selections:

Default Preview Mode: PDF Preview

User Point of View: On

Leave all other preferences at their default selections and click “OK”.
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Preferences x
=
General
- Merge Equivalent Prompts
o~
2
) v
- Annotation Print Detais...
PDF Preview
Explore (@ POF Preview
User Point of View
@ Thousands Separator
Preview @ Comma
Finandial Reporting O off O Period
@on O Underscore
Space
& Setup Members... o
Planning

e Decimal Separator

O Comma
Export To @ Period
w @ Worksheet O Underscore
O Excel O Workbook O space
Disabled
o Date Value Format
Word Export MMd, yyyy &
Export As
O Image

(@ Document(.docx)

Help Can:d,
5 To see these changes take place, click "Log Off" in the top right area of the
screen.

—~— "o

Logged in as TrainingTest  Help || Log Off [O

-
sesrr: I © <

View v

6 Log back in by entering your eKey and password and click "Log On".

User Name:

Password:

Log On

7 To set your Department user variable, select the arrow next to "Preferences"
in the bottom left of your screen.

upgeferenca

Select the 4th horizontal tab titled "User Variable Options".

9 Select your Department User Variable to the top level of your department by
either typing in the department member name, or by using the member
selector to navigate through the hierarchy. Click “Save”.

User Preferences

Application Settings  Display Options  Printing Options J§ User Variable Options

Dimension User Variable Name _Selected Member
Department Department User V... § DPFNOOO00000
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Lesson
Overview

In this lesson
you will learn:

Lesson 3: Using Member Selectors
This lesson will guide users through the steps to open and use member selectors
throughout the application.

Navigate to the Manage Expanded Requests form
e Use the member selector to select a member in a runtime prompt
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Step

Action

Notes

1

Navigate to the Manage Expanded Requests form by going to My Task List 2>
Position Management = Manage Single Position.

Forms
My Task List
¥ personnel Management
¥ Manage personnel
© Manage Employees by Department
© Manage Posttions by Department

& Manage Single Position
g e BUes

& Manage Seasonal and Temp Buckets

O Attrition Rates
& HeM Refresh Flag
© Manage Department Allocation Defaults
B Review personnel
Y Operating Preparation
Expanded Requests
) Actuals Mapping

Personnel View CY Forecast

Kl

Right click on this form, then click “Move Position” from the right click menu.
This will display a runtime prompt.

D_j Personnel Details
Terminate Employee
E_j Transfer Employee
Change Full Time / Part Time Status

[ change Max Headcount
& | Move Position
activate Position

[:1 Sync Position with HCM
IZJ Delete New Position
Edit

»

»

In the field that says “Select Target Department”, you can either type in the
Department ID, or use the member selector to select your Department by
clicking the member selector icon to the right of the input field. Click on the

member selector icon.

Prompt Text

4 = 1:Source Department (DO NOT CHANGE):
4 = LiSelect Target Department:

(48] * 1:Select Start Month:

T ™ Select Department:

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Move_Position

Value
“DFN06100100"
"DFN06100100°
Oct
"DPFN00000000"

[

The member selection window now displays a list of all the departments that

you have access to.

Member Selection

Members  Vagiables

Member Name.
Department

Runtime Prompts - FINSTMT_Add_Budget_Request

Member Name.
Department

Alias
Department
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On the left side of the window, click on a department to select it. Then click You can also search
on the blue “Add” arrow to move the selected department to the right side of | for a member by
the window. Click “OK”. typing all or part of

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Move_Position : t h e mem be r name
Member Selection
in the search bar
Members | Varables . e
— and then clickin
norrix Alas e Member Niame Alas i
DFN02020300 FN02020300 - FINANCIAL REPO.. Department Department t h € searc h icon. To
DFN02030100 FN02030100 - CAPITAL & GRAN. Lol in ) EHISIG0200S cooe e .
DFN02030200 FN02030200 - FEMA REPORTING C I ear fl Ite re d searc h
DFN02030300 FN02030300 - CAPITAL ACCOU.
DFN02030400 FN02030400 - GRANT ACCOUN.
DFN02040100 FN02040100 - DISBURSEMENTS. res u Its' C I ea r t h e
DFN02040200 FN02040200 - ACCOUNT'S PAY.
DFN02040300 FN02040300 - PAYROLL 4 H H
DFN02040400 FN02040400 - BANK RECONCILL. i Sea rch crlte rla a nd
DFN02040500 FN02040500 - ACCOUNTS PAY. &
DFN03010000 FN03010000 - ADMINISTRATION amove 1
DFN03020000 FN03020000 - ERP SUPPORT 3 th e n C I | c k th e
DFN03030000 FN03020000 - FIN BUS SOLUTL Remove Al .
DFN04010000 FN04010000 - ADMINISTRATION
DFN04020000 FN04020000 - OPERATIONS RefreSh Icon
DFN05010000 FN05010000 - OPERATIONS
[ oriosoz0000 FN06020000 - ACCOUNTING SE |
DFN06040000 FN06040000 - FAST PAYMENT
DFN06050000 FN06050000 - ADVALOREM SEC.
DFN06060000 FN06060000 - AUTO TAG SECT.
DFN06070000 FN06070000 - CONVENTION &
DFN06080000 FNO06080000 - LOCAL BUSINESS... v @
< >
“ ” g H f
6 Now the “Enter Department” field displays with the department that you The member
selected using the member selector. selector tool is
Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Move_Position x useful when you are
Prompt Text Value
L X : . unsure of the exact
.+ | 1:Select Target Department: DFN06100200 a
| e = - dept ID number that
& = Select Department: "DPFN00000000" ’

you would like to
select.

When using the member selector within report prompts, there are a few
differences to be aware of. Navigate to the “Explore” page, then click on the
Position Reports folder to open it.

MDCBUD - Task List Status Explore: /Position Reports *

Folders /Position Reports
() Root Name - Type Modified Description

[ Budget Publication Reports | |i#] BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM

[) Budget Request Reports 5] BAT Department Summary Financial Reporting 11/11/20 2:38 PM
---------- (G| BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
|1l BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM
oo BU0Y ports - _.JBAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
&) BAT Employee Posttion (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM

i) BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM

_;JBAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM

JBAT Position Summary Report Financial Reporting 11/11/20 2:42 PM

4] BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM

JBAT Vacancy Report Financial Reporting 11/11/20 2:42 PM

JPe(sonne\ Overrides Financial Reporting 11/11/20 4:16 PM

Double click on the BAT Department Summary to open it—the prompt
window will display.

The first prompt entry, “Enter Department”, also has the member selector
icon next to the text box. Click on the member selector icon.

Respond to Prompts 3

The folowing prompt has been defined in the report. You may use the default values shown, or select other members.

Prompt Selection Type Source
Enter Department: E Report Report: BAT Department Summary
Grid: Grid2
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10

This member selector is a little different in these ways:
1. The default rows per page is set to 20 rows at first. To change this, click on
the drop-down arrow and change the number to a larger amount.

2. If you want to search for a department and don’t spell out the whole name,

you will need to put wild cards (asterisks *) before and after the search

criteria.

Respond to Prompts

Available: Department (1a2.0
Frd: Neme [V
A (&l Sl Rows Per Page:

3 [ oepartment 10

E31 | substitution Variabl¢ g,
100
250
500

@8 [use Widcards []Case-sensitive

Default

Selected:
Rows Per Page: 20 |v

O Name

27
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In this lesson
you will learn:
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Lesson 4: Using Data Form Point of Views (POVs)
This lesson will guide users through the steps to change the Point of View (POV) on a
data form.

Navigate to a form that utilizes the point of view feature
e Change the point of view on a data form

28



Hyperion Department Personnel End User Training Guide

inferms

Step Action Notes
1 Navigate to the Manage Employees by Department form by going to My Task
List = Personnel Management > Manage Personnel = Manage Employees
by Department.
Forms
¥ personnel Management
~ Manage Personnel
e Manage Employees by Department’
Manage Positions by Department
S 4 Manage Single Employee
& Manage Single Position
© Manage Overtime Buckets
© Manage Seasonal and Temp Buckets
® attrition Rates
&9 HCM Refresh Flag
© Manage Department Allocation Defaults
2 Review Personnel
I .Operanng Preparation
) At the top of this form, you will see the Point of View bar with a “Go” arrow
to the right of the POV. On this form, the Department and Version dimensions
are located in the POV.
Task List Status
Task - Manage Employees by Department  Task Instructions
s ——
[ 7os: DIT & COLLECT [+ Wark -3 |
Exclude Employee
Employee Budget Amount  from HCM Update Employee Name
CRISTINA MEKIN
PC 'CHARLYN RAMIREZ - 00323969 70,189 Yes i
3 To change your Point of View and select a different Department, click on the
arrow next to the Department dimension. This will display the list of
Department members that you are able to select.
Task List Status
Task - Manage Employees by Department  Task Instructions
~ 168,874 Yes
4 Select a new Department member from the drop-down list, then click the After changing your
“Go” arrow to save your POV selection. POV, you must click
the “Go” arrow to
save your changes.
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Task List Status

Task - Manage Employees by Department

| Years:FY22

Page Dimension

Task Instructions

o
:

Excludd
Member mount  from Hi
Member
FNUZUSUI00 - CAPLI AL & GRANT ADMIN A 168,874 Yes
FN02030200 - FEMA REPORTING i
FN02030300 - CAPITAL ACCOUNTING ol
FN02030400 - GRANT ACCOUNTING ;189 Yes
FN02040100 - DISBURSEMENTS ADMIN
FN02040200 - ACCOUNT'S PAYABLE 93,992
FN02040400 - BANK RECONCILIATION 78,409
ow
FNO301 - ADMINIS \TION
103010000 - ADMINISTRATION e

FN03020000 - ERP SUPPORT

FN03030000 - FIN BUS SOLUTIONS APP SUPPORT
FN04010000 - ADMINISTRATION 62,833
FNN4020000 - OPFRATIONS

64,007

After hitting the “Go” arrow, you will now see that the form renders to
display data for the selected dimension(s) in the POV.

Task - Manage Employees by Department

POSD0003819 LOURDES JULIEN - 00197855

POSD0003346 TORINIA LAWSON - 00134004

POS00003347  LISA QUINTANA - 00023478

POS00003348  MARIA SMITH - 00014965

POS00003349 BRIDGET NUNEZ - 00030806

POSD0003850 JUANRUIZ - 00312654

POS00003852 JOHNSON LE - 00307018

POS00003853 ANN ABEL - 00018521

POS00015233 OMAR MACHADO - 00005744

Total

EjscenariorBudget

S0
Full Time /Part. Salary
‘Budget Amount Employee Name Position Description Time. FTE Job Code Grade

LORORSCOLEN | FHANGESECTION

150,861 AnDTANEMGE Full Time 1.00 FINANCE SECTION ASSISTANT MGR - 000353 SG000353
TORMAJUAWSON  ACCoUNT QR

) Fare 100 AcCOT QLERK 000310 sco00510
sk quaa ass

w5 FuTme 100 cuER 00013 scooos3
A C s Accou s

e Foe 100 AcconT SRk 00030 sco00310
s ez AccouT s

P Fure 100 AccowT lERK 00010 seo00510
meRuz AccoTaNT 1

saser Fne 100 ACCONTANT 1-000315 sco00315
somsonviE AccoTaNT2

w8095 e 100 ACCONTANT 2-00031 scoo03ts
s AccoTaNT2

12509 e 100 ACCOTANT 2- 000318 sco

0
OMAR EMACHADO

ACCOUNTANT 2
ACCOUNTANT

000316

step

Pay
Anmiversary
Date

1416
1120017
325018
11723015
9/24/18
224720
/1818

31417

RequestsiBase
Longevity Longevty
Date | Years
12403 1600

o280 2000

et mm
0 200
2peEs  27.00
s 400
sem s

200 3000
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Lesson
Overview

In this lesson
you will learn:

Lesson 5: Saving Data to a Data Form
This lesson will guide users through the steps to enter and save data on a data form.

Navigate to a writeable form where users can enter and save data
Enter data to a data form
Save the data you entered to the form
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Step

Action

Notes

1

Navigate to the Expense Input — ChartFields in Row form by going to My Task
List ->Personnel Management ->Manage Personnel ->Attrition Rates.

Forms 1
My Task List
v Personnel Management
(% Manage Personnel
& Manage Employees by Department
& Manage Positions by Department
& Manage Single Employee
& Manage Single Position
& Manage Overtime Buckets
S hoo-oo coconolood Temp Buckets
“¥ HCM Refresh Flag
©” Manage Department Allocation Defaults

¥ Review Personnel

Expand the form until you see your divisions

#:Period:BegBalance *j Years:FY2
. Position:No_Position /..Pay Element:N
Budget Rate
FN01000000 - DIRECTOR'S OFFICE
FN02000000 - CONTROLLERS DIVISION
FN03000000 - FIN BUSINESS SOLUTIONS SUPPORT
FN04000000 - BOND ADMINISTRATION DIVISION
FN05000000 - CASH MANAGEMENT DIVISION
FN06000000 - TAX COLLECTOR'S DIVISION
FN07000000 - FIN, COMPLIANCE & ADMIN DIV

| INOOOOOOOO - FINANCE DEPARTMENT

Click in a white cell and begin typing in a number to enter data at that
intersection. After typing in an amount, the cell color will change from white
to yellow, signifying that the data has not yet been saved.

#Period:BegBalance erars:FYZZ

/. Position:No_Position /.Pay Element:No_PE

FN01000000 - DIRECTOR'S OFFICE
FN02000000 - CONTROLLERS DIVISION
FN03000000 - FIN BUSINESS SOLUTIONS SUPPOR'
FN04000000 - BOND ADMINISTRATION DIVISION
FN05000000 - CASH MANAGEMENT DIVISION
FN06000000 - TAX COLLECTOR'S DIVISION
FN07000000 - FIN, COMPLIANCE & ADMIN DIV
FNCP000000 - FINANCE CAPITAL

FN00000000 - FINANCE DEPARTMENT

White cells signify a
writeable cell, while
gray cells signify
that they are read-
only.
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4 Right click the cell and select Edit from the menu to view additional options
including Cut, Copy, Paste and Clear.

. Position:No_Position /..Pay Element:No_PE ..Bud
Budget Rate
FN01000000 - DIRECTOR'S OFFICE .02
FN02000000 - CONTROLLERS DIVISION (£1Re-calcuate Department
FN03000000 - FIN BUSINESS SOLUTIONS SUPPORT Edk
FN04000000 - BOND ADMINISTRATION DIVISION e
> FN05000000 - CASH MANAGEMENT DIVISION ksl comments
FNO6000000 - TAX COLLECTOR'S DIVISION 2 supporting Detai
FN07000000 - FIN, COMPLIANCE & ADMIN DIV &l change History
FNCP00000O - FINANCE CAPITAL @ Attachments
T e AT AT T T (3 Lock/Unlock Cells

5 Click the “Save” icon in the upper left corner of the screen to save your
changes. A message will display indicating that the data has been saved and
the entered cell will turn from yellow back to white.

A o % Boon | B

MDCBUD - Task List Status *

Forms Task List Status
My Task List Task - Attrition Rates  Task Instructions
B personnel Management

B srisge Personngl #2Period:BegBalance ) vears:Fy22 [, scenario:
© Manage Employees by Department 4..Position:No_Position 2.Pay Element:No_PE 2..Budget Lin|
L4 Manage Positions by Department Budget Rate
© Manage Single Employee FN01000000 - DIRECTOR'S OFFICE 0.02
& manage single Position FN02000000 - CONTROLLERS DIVISION 0.03
 manage Overtime Buckets FN03000000 - FIN BUSINESS SOLUTIONS SUPPORT .04

L4 Manage Seasonal and Temp Buckets

LM assitinn Dos

FN04000000 - BOND ADMINISTRATION DIVISION

Ao vEooe|l © &

MDCBUD - Task List Status *

Forms Task List Status
My Task List Task - Attrition Rates  Task Instructions
¥ personnel Management

B e personnel #2Period:BegBalance M vears:Fy22
© Manage Employees by Department 4. Position:No_Position +2..Pay Element:No_PE
& Manage Positions by Department
© Manage Single Employee FN01000000 - DIRECTOR'S OFFICE
v Manage Single Position FN02000000 - CONTROLLERS DIVISION
© manage Overtime Buckets FN03000000 - FIN BUSINESS SOLUTIONS SUPPOR

© Manage Seasonal and Temp Buckets
¥ Attrition Rates
59 10w Rofrach Elan

FN04000000 - BOND ADMINISTRATION DIVISION
FNO5000000 - CASH MANAGEMENT DIVISION
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Module 4: Position and Employee Forms

Overview This module includes the following lessons:

e Lesson 1: Manage Employees by Department
e Lesson 2: Manage Positions by Department

e Lesson 3: Manage Single Employee

e Lesson 4: Manage Single Position

e Lesson 5: Personnel Details
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Module 4: Key Terms

The following key terms are used in this Module:

Vacancy record for the selected position. The Budget Amount will be blank for

EMPV
acancy this record if a vacancy does not exist.

Lowest level of a dimension and hierarchy in Hyperion. For department, Level 0
Level 0 would be the lowest level of department in the department / division / section /
sub-section / unit structure
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Lesson
Overview

Lesson 1: Manage Employees by Department

The Manage Employees by Department form allows users to select their Level 0

Department in the Point of View and displays the employees in the department in the

rows. This form displays the following Accounts in the columns:

e Budget Amount — Budget amount (salary plus other compensation) for the
employee. This value is calculated in Hyperion

e Employee Name — First and last name of employee. For existing employees, this
value is sourced from HR

e Position Description — Text field describing the position which can provide
additional detail that the job code does not provide. For existing employees, this
value is sourced from HR

e Full Time / Part Time — Full Time / Part time status for the position. On the
Manage form, the value displayed is the budget year ending value (September
value) since this value can change mid-budget year. For existing employees, this
value is sourced from HR

e FTE —FTE value for the employee. On the Manage form, the value displayed is the
budget year ending value (September value) since this value can change mid-
budget year. For existing employees, this value is sourced from HR

e Job Code —Job Code for the employee. For existing employees, this value is
sourced from HR

e Salary Grade — Salary grade assigned to the employee. For existing employees,
this value is sourced from HR

e Step — Step assigned to the employee. For employees on a range salary grade, this
field will be blank. For existing employees, this value is sourced from HR

e Pay Anniversary Date — Current pay anniversary date for the employee. This date
is used to calculate step and merit increases. For existing employees, this value is
sourced from HR

e Longevity Date — Longevity date for the employee. This date is used to determine
timing of the budget year longevity bonus. For existing employees, this value is
sourced from HR

e Longevity Years — Current longevity years for the employee. This number is used
to calculate longevity bonus percent. For existing employees, this value is sourced
from HR

e Union - Union code for the position. For existing employees, this value is sourced
from HR

e Headcount — Headcount for employee. Should always be 1 for existing employees.
This value is for reporting purposes only and does not drive any calculations. For
existing employees, this value is sourced from HR

e Standard Hours — Standard hours for employee. This value is for reporting
purposes only and does not drive any calculations. For existing employees, this
value is sourced from HR
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Navigate to the Manage Employees by Department form
e Select your Department in the Point of View
e Review the form

In this lesson
you will learn:

37



Hyperion Department Personnel End User Training Guide

Step

Action

1

From the home screen, navigate to the Manage Employees by Department
form by going to My Task List ->Personnel Management ->Manage Employees
by Department.

Enterprise Performance Manag

Navigate Fle Edt View Favorites Tools Help

A voooe|ly ® & |/ &

MDCBUD - Task List Status *

> Forms
My Task List

¥ personnel Management

E Manage Personnel
l : Manage Employees by Departmenl'
lanage Posibons by Departmen

© Manage Single Employee

& Manage Single Position

© Manage Overtime Buckets

9 Manage Seasonal and Temp Buckets

9 attrition Rates

&9 HCM Refresh Flag

& Manage Department Allocation Defaits
B Review Personnel

¥ operating Preparation

Click on the drop-down arrows next to the Department dimension in the
point of view (POV) and select your Department. Click the "Go" arrow to save
your selection.

Task List Status
Task - Manage Employees by Department  Task Instructions
f cenario:Budget
Page Dimension x
Salary
Member | Job Code Grade
Member
FNO0G040000 - FAST PAYMENT SECTION A MAINT SUPPLY SUP - 001342 SG000355
FNOS050000 - ADVALOREM SECTION
FNO6060000 - AUTO TAG SECTION COLLECTION SPECIALIST - 000308 SG000308
FNO6070000 - CONVENTION & TOURISM SECTION
FN06080000 - LOCAL BUSINESS TAX SECTION COLLECTION SPECIALIST - 000308 SG000308
I ENOSA00 0= ATACOLL oS i@ COLLECTIONS REP - 000311 SG000311
FNO7010000 - ADMINISTRATION
FND7020000 - FIN COMPLIANCE TCLERK - 000310 56000310
FNO7030000 - FIN PROCUREMENT
FNCP010000 - FIN - MAJOR CAPITAL BILLING CLERK - 000304 SG000304
FNCP020000 - FIN - INTANG. CAP - ERP v

Review the form. You will now see employees listed in the rows according to
the Department selected in the POV.

Task List Status
Task - Hanage Employees by Department [k rsfncors
Escerariofuget Y Requesoze
v
FuliTme [part
Budoet Anaunt Endioyes ieme: Poston Descioten Toe e sob Coce

ST vy GREIT &.COLFINSECT ~

POSCO003983  CRISTINA VXN - 00013185 g1 FulTme. 100 CRANE & MAINT SUPRLY SUP - 0013
CHARLYN Y RAVIREZ FIANCE COLLECTION

- SECAIST ..

POSCOI3986  CHARLYN RAMIREZ - 00323963 LX) Ful Tme 100 FINANCE COLLECTION SPECIALIST -
DAMARIS RAUDALES  FIRANCE COLLECTION

FOSOO003687 DAMARIS RAUDALES - 00206254 3992 Seact Fu e 100 FINANCE COLLECTION SPECIALIST -
BNEANECOANS CREDIT 8 COUECTIONS

FOSO0003988. EMFANIE DAVIS - 00310772 s i FulTme. 100 GREDIT 8COLECTIONS REP - 0003
DNz B FOPPS ACCOUNT CLERK

FOSCO003985 DI FOPPS - CO211582 esess R Tme. 100 ACCOUNT CLERK -000310
AR NAYER NEDICAL BILING QLERK

POSCO0I3090 MARILYNMAYEA - 0312693 Qs FlTme 100 VEDICAL S1LING CLERK - 000304
NORMA FLENTES HOSPITAL ACCOUNT

POSC0003991 HORMA FUENTES ALONSO - 00323020 g0y A0 bt FulTre 100 HOSPITAL ACCOUNT CLERK - 00030
SeBNA UNDSAY AccouNTANT 2

POSO003992 SHEENA LINDSAY - 00220164 o434 FulTma. 100 ACCOUNTANT 2 -000316
DAVDAEHOLTON PARAEGAL COLECTION

FOSCO003993 DAYINAHOLTON - 0007604 a0 s FulTene 100 PARALEGAL COUECTION SPEC -0
DARTLS WEAVER GREDIT 8 CouBCTIONS

POSOO0D3394. DARYL WEAVER -00134241 17031 25 Pl ne. 100 CREDIT & COUECTIONS SUP -000
HOK CADIDO. REDIT 8 COUECTIONS

FOSCO003995 IACK GALINDO - 0303947 10,79 = Pl Tme 100 CREDIT &COLLECTIONS SUP -000%

<

This form will
not show any

vacancies in the

selected
department.
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Lesson
Overview

Lesson 2: Manage Positions by Department
The Manage Positions by Department form allows users to select their Level 0
Department in the Point of View and displays the position vacancy records in the
rows. This form displays the following Accounts in the columns:

e Budget Amount ->Budget amount (salary plus other compensation) for the
vacancy. This value is calculated in Hyperion.

e Position Description ->Text field describing the position which can provide
additional detail that the job code does not provide. For existing positions, this
value is sourced from HR.

e Full Time / Part Time ->Full Time / Part time status for the position. On the
Manage form, the value displayed is the budget year ending value (September
value) since this value can change mid-budget year. For existing positions, this
value is sourced from HR.

e FTE —Vacancy FTE value for the position. This value should match the Total Vacant
FTE. On the Manage form, the value displayed is the budget year ending value
(September value) since this value can change mid-budget year.

e Job Code ->Job Code for the position. For existing positions, this value is sourced
from HR.

e Salary Grade ->Salary grade assigned to the position. For existing positions, this
value is sourced from HR.

e Step — Default step assigned to the position. This value is assigned in Hyperion
based on a default table managed by OMB (usually the mid-point step). For
positions assigned a range salary grade, this field will be blank.

e Union ->Union code for the position. For existing positions, this value is sourced
from HR.

e Standard Hours ->Standard hours for employee. This value is for reporting
purposes only and does not drive any calculations. For existing employees, this
value is sourced from HR.

e Standard FTE — Standard FTE for the position. This value should match the FTE for
all of the employees assigned to the position. On the Manage form, the value
displayed is the budget year ending value (September value) since this value can
change mid-budget year. For existing positions, this value is sourced from HR.

e Total Vacant FTE — Total number of vacant FTE’s in the position. This value is
calculated in Hyperion by subtracting the total number of filled FTE’s from the
Max FTE. On the Manage form, the value displayed is the budget year ending
value (September value) since this value can change mid-budget year.

e Total Filled FTE ->Total number of filled FTE’s in the position. This value is
calculated in Hyperion by adding up the FTE field for all employees assigned to the
position. On the Manage form, the value displayed is the budget year ending value
(September value) since this value can change mid-budget year.

e Max FTE — Max FTE for the position. This value is calculated in Hyperion by
multiplying the Max Headcount by the Standard FTE. On the Manage form, the
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In this lesson
you will learn:

value displayed is the budget year ending value (September value) since this value
can change mid-budget year.

Max Headcount ->Max Headcount for the position. On the Manage form, the
value displayed is the budget year ending value (September value) since this value
can change mid-budget year. For existing positions, this value is sourced from HR.
Navigate to the Manage Positions by Department form

Select your Department in the Point of View

Review the form
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Step Action Notes

1 From the home screen, navigate to the Manage Positions by Department
form by going to My Task List ->Personnel Management ->Manage Positions
by Department.

Enterprise Performance Manag

Navigate Fie Edit View Favorites Tools Help

A B vEooel|llB ® & |/ W&

MDCBUD - Task List Status *

Forms
My Task List

¥ personnel Management
F Manage Personnel

© Manage Single Position

¥ Manage Overtime Buckets

& Manage Seasonal and Temp Buckets

O attrition Rates

& HoM Refresh Flag

¥ Manage Department Allocation Defaults
P Review Personnel

F Operating Preparation i

) Click on the drop-down arrows next to the Department dimension in the
point of view (POV) and select your Department. Click the "Go" arrow to save
your selection.

Task List Status

Task - Manage Positions by Department  Task Instructions

%Yaars:FYZZ E%Scenano:ﬁudget 3
FN06100100 - CREDIT & COLLECT \Workina M B3|
Page Dimension x

ion Description
Member COL FIN SECT
Member
FNOS010000 - ADMINISTRATION SECTION A COLLECTION
FN05020000 - ACCOUNTING SECTION T
FN0S030000 - INFORMATION SERVICES SECTION Bicion
FNOG040000 - FAST PAYMENT SECTION T
FNOS050000 - ADVALOREM SECTION
FNO5050000 - AUTO TAG SECTION EOULECTIONS
FN0S070000 - CONVENTION & TOURISM SECTION
FNOS080000 - LOCAL BUSINESS TAX SECTION TCLERK
NOANS IPP & ENEOR MENT CTI0)
- CREDIT & COLLECTIONS BILLING CLERK
FNO7010000 - ADMINISTRATION
FND7020000 - FIN COMPLIANCE o B2
anr o
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- The Budget
Amount will be
7 blank of the
T position does
= ; not have any

3 Review the form. You will now see positions listed in the rows according to
the Department selected in the POV.

Budget Amount Posttion Description FT_PT FTE Job Code Grade  Step Union

(CREDIT & COL FIN SECT

MGR H
POS00003983% Full Time 0.00 JCRANE & MAINT SUPPLY SUP - 001342 5G0003. Non Bargaining - L

FINANCE COLLECTION va C a n C I e S
POS00003986§ SPECALDE Full Time 0.00 JFINANCE COLLECTION SPECIALIST - 000308  SG0003.. 5 Local199 - General Employees - H

FINANCE COLLECTION

o - The FTE column
POS00003987 Full Time 0.00 JFINANCE COLLECTION SPECIALIST - 000308 SG0003. 5 Local199 - General Employees - H

Full Tme 0.00 JCREDIT & COLLECTIONS REP - 000311 $60003. 5  Local199 - General Employees - H I I d t f

e will indicate i
POS00003989] Ful Tme. 0.00 JACCOUNT CLERK - 000310 SG0003.. 5  Local199 - General Employees - H P

et nan as the position has
POS00003990] Full Time 0.00 IMEDICAL BILLING CLERK - 000304 5G0003. 5 Local199 - General Employees - H

HOSPITAL ACCOUNT
CLERK

A P e e any vacancies at
posa0003992 Ful Tme e N s the end Of the

budget year. If
thereis a
Budget Amount
and the FTE
column is blank,
that means the
vacancy went
away sometime
in the budget
year. The FTE
row on the
Personnel
Details-Salary
tab will provide
that detail.
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Lesson
Overview

Lesson 3: Manage Single Employee
The Manage Single Employee form allows users to select an employee in the Point of
View and displays the associated Level 0 Department and Position number in the
rows. This form displays the following Accounts in the columns:

e Budget Amount — Budget amount (salary plus other compensation) for the
employee. This value is calculated in Hyperion

e Employee Name — First and last name of employee. For existing employees, this
value is sourced from HR

e Position Description — Text field describing the position which can provide
additional detail that the job code does not provide. For existing employees, this
value is sourced from HR

e Full Time / Part Time — Full Time / Part time status for the position. On the
Manage form, the value displayed is the budget year ending value (September
value) since this value can change mid-budget year. For existing employees, this
value is sourced from HR

e FTE —FTE value for the position or employee. On the Manage form, the value
displayed is the budget year ending value (September value) since this value can
change mid-budget year. For existing employees, this value is sourced from HR.
For the vacancy record, this value should be the same as the Total Vacant FTE
field.

e Job Code — Job Code for the position and employee. For existing positions, this
value is sourced from HR

e Salary Grade — Salary grade assigned to the position and employee. For existing
positions and employees, this value is sourced from HR

e Step — Step assigned to the employee. For employees on a range salary grade, this
field will be blank. For existing employees, this value is sourced from HR.

e Pay Anniversary Date — Current pay anniversary date for the employee. This date
is used to calculate step and merit increases. For existing employees, this value is
sourced from HR

e Longevity Date — Longevity date for the employee. This date is used to determine
timing of the budget year longevity bonus. For existing employees, this value is
sourced from HR

e Longevity Years — Current longevity years for the employee. This number is used
to calculate longevity bonus percent. For existing employees, this value is sourced
from HR

e Union - Union code for the position. For existing employees, this value is sourced
from HR

e Headcount — Headcount for employee. Should always be 1 for existing employees.
This value is for reporting purposes only and does not drive any calculations. For
existing employees, this value is sourced from HR

e Standard Hours — Standard hours for employee. This value is for reporting
purposes only and does not drive any calculations. For existing employees, this
value is sourced from HR
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e Navigate to the Manage Single Employee form

In this : : .

| e Select an Employee in the Point of View
esson_ e Review the form

you will

learn:
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Step

Action

Notes

1

From the home screen, navigate to the Manage Single Employee form by
going to My Task List ->Personnel Management ->Manage Single Employee.

Enterprise Performance Manaq

Navigate File Edit View Favorites Tools Help

Ao voore|B ® 5 | g

MDCBUD - Task List Status *

> Forms

My Task List
P Personnel Management
2 Manage Personnel
> O Manage Employees by Department
> ©® Manage Positions by Department
> Manage Single Position

> & Manage Overtime Buckets

> o Manage Seasonal and Temp Buckets
> © attrition Rates
> & HcM Refresh Flag

> B Review Personnel

B [ Operating Preparation

> O Manage Department Allocation Defaults

Click on the drop-down arrows next to the Employee dimension in the point

of view (POV) and select an Employee. Click the "Go" arrow to save your

selection.

Task List Status

Task - Manage Single Employee  Task Instructions

Membe

EMPD0D1

Page Dimension

Member |

EMP00013185 : CRISTINA MEKIN - 00013185

EMP0001319
EMP00013193 :

Years:FY2.
85 : CRISTINA MEKII Vorkina

: ALINA DOMINGUEZ - 00013191

ADRIANA PUENTE LAMAR - 00013193
EMP00013083 : RICHARD GONZALEZ - 00013083
EMP000131594 : PORFIRIO VAZQUEZ - 00013194
EMP00013197 : OSWALD MILLER III - 00013197
EMP000131599 : DORIS MORA - 00013199
EMP00013200 : HUREAL RANGER JR - 00013200
EMP00013208 : SUSANNAH TRONER - 00013208
EMP00013210 : ELIZABETH POE - 00013210
EMP00013211 : FRANKLIN GUEMES - 00013211
EMP00013216 : RICHARD MCDONOUGH - 00013216

Amount
CRIS

A 73,302

W

Review the form. You will now see data reflected on the form for the
employee selected in the POV.

Task List Status

Task - Manage Single Employee  Task Instructions

a8
T Years:FY22

INA MEKII [w | Work

[FN06100100 - CREDIT & COLLECTIONS POS00003983

[, Scenario:Budget
|

Budget Amount Employee Name

CRISTINA MEKIN
73,302

Position Description
CREDIT & COL FIN SECT
MGR

. Requests:Base

Full Time
[Part Salary
Time FTE Job Code Grade

PartTime 0.50 CRANE &MAINT SUPPLY SUP - 001342 SG000355

Step
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Lesson
Overview

Lesson 4: Manage Single Position
The Manage Single Position form allows users to select a Position in the Point of View
and displays the Level 0 Department, vacancy record and assigned employees in the
row. This form displays the following Accounts in the columns:

e Budget Amount — Budget amount (salary plus other compensation) for the
employee or vacancy. This value is calculated in Hyperion

e Employee Name — First and last name of employee. This will be blank for the
EMPVacancy record. For existing employees, this value is sourced from HR

e Position Description — Text field describing the position which can provide
additional detail that the job code does not provide. For existing employees, this
value is sourced from HR

e Full Time / Part Time — Full Time / Part time status for the position. On the
Manage form, the value displayed is the budget year ending value (September
value) since this value can change mid-budget year. For existing employees, this
value is sourced from HR

e FTE —FTE value for the employee. On the Manage form, the value displayed is the
budget year ending value (September value) since this value can change mid-
budget year. For existing employees, this value is sourced from HR

e Job Code —Job Code for the employee. For existing employees, this value is
sourced from HR

e Salary Grade — Salary grade assigned to the employee. For existing employees,
this value is sourced from HR

e Step — Step assigned to the employee. For employees on a range salary grade, this
field will be blank. For existing employees, this value is sourced from HR. For the
vacancy record, this will be the default value assigned in Hyperion

e Pay Anniversary Date — Current pay anniversary date for the employee. This date
is used to calculate step and merit increases. For existing employees, this value is
sourced from HR

e Longevity Date — Longevity date for the employee. This date is used to determine
timing of the budget year longevity bonus. For existing employees, this value is
sourced from HR

e Longevity Years — Current longevity years for the employee. This number is used
to calculate longevity bonus percent. For existing employees, this value is sourced
from HR

e Union - Union code for the position. For existing positions, this value is sourced
from HR

e Headcount — Headcount for employee. Should always be 1 for existing employees.
This value is for reporting purposes only and does not drive any calculations. For
existing employees, this value is sourced from HR

e Standard Hours — Standard hours for employee and position. This value is for
reporting purposes only and does not drive any calculations. For existing
employees, this value is sourced from HR

46



inferms

Hyperion Department Personnel End User Training Guide “nda

In this lesson
you will learn:

Total Vacant FTE — Total number of vacant FTE’s in the position. This value is
calculated in Hyperion by subtracting the total number of filled FTE’s from the
Max FTE. On the Manage form, the value displayed is the budget year ending
value (September value) since this value can change mid-budget year. Only applies
to the vacancy record.

Total Filled FTE ->Total number of filled FTE’s in the position. This value is
calculated in Hyperion by adding up the FTE field for all employees assigned to the
position. On the Manage form, the value displayed is the budget year ending value
(September value) since this value can change mid-budget year. Only applies to
the vacancy record.

Max FTE — Max FTE for the position. This value is calculated in Hyperion by
multiplying the Max Headcount by the Standard FTE. On the Manage form, the
value displayed is the budget year ending value (September value) since this value
can change mid-budget year. Only applies to the vacancy record.

Max Headcount ->Max Headcount for the position. On the Manage form, the
value displayed is the budget year ending value (September value) since this value
can change mid-budget year. For existing positions, this value is sourced from HR.
Only applies to the vacancy record.

Navigate to the Manage Single Position form
Select a Position in the Point of View
Review the form
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selected in the POV.

Step Action Notes
1 From the home screen, navigate to the Manage Single Position form by going
to My Task List ->Personnel Management ->Manage Single Position.
Enterprise Performance Manag|
Navigate File Edit View Favogtes Tools Help
A vooel|ly ® & |/ M
MDCBUD - Task List Status *
Forms
My Task List
B personnel Management
e Manage Personnel
® Manage Employees by Department
& Manage Positions by Department
S wanace Sode Eolo
Manage Overtme Buckets
¥ Manage Seasonal and Temp Buckets
® attrition Rates
5 HCM Refresh Flag
A 9 Manage Department Allocation Defaits
) Click on the drop-down arrows next to the Position dimension in the point of | If you do not know
view (POV) and select a Position. Click the “Go” arrow to save your selection. | the position
number, you can
Task List Status . .
find the position on
Task - Manage Single Position = Task Instructions I\/Ianage Positions
| Years:FY22 3 by Department and
Working - note the number,
i i x
Fage Dimsnmm I then come back to
Member | Un this form
N Non Barg
POS00003986 185 10 Non Barg
POS00003987
POS00003938
. . . This form will show
3 Review the form. You will now see data reflected on the form for the position

Task List Status

Task - Manage Single Position  Task Insiructons

w

Years:FY22

FINC6100100 - CREDIT & COLLECTIONS
EvPYacancy

CRISTINA MEKIN - 00013185

1 Scenario Budget . Requests:Base

Exchuded from
‘Nohtly HOM Ful Time /Part
Budget Amount Upcate Employee Nome Positon Desaripton Time FTE
CREDIT &.COL FIN SECT
MGR
Yes Part Time 0.00 ¢
CRISTINA MEKIN CREDIT & COL FIN SECT
73,302 R part Time 0.50 CRe

both the vacancy
record and all
employees assigned
to the position
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Overview

In this lesson
you will learn:

Lesson 5: Personnel Details

The Personnel Details composite form contains 6 horizontal tabs that display data
specific to an employee or position record. These 6 tabs are:

Header

Salary

Other Compensation

Allocation

Calculated Compensation

Allocated Compensation

Navigate to the Personnel Details form from the right click menu
Review each tab in the Personnel Details composite form
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Step Action Notes

1 From the home screen, navigate to the Manage Employees by Department
form by going to My Task List ->Personnel Management ->Manage Employees
by Department.

Enterprise Performance Manag

Navigate Fle Edit View Favorites Tools Help

h o rovoe|B ® & |4 E

MDCBUD - Task List Status *

> Forms
My Task List
9 personnel Management
2 Manage Personnel

> © Manage Single Employee

> ® Manage Single Position
> Manage Overtime Buckets
> o Manage Seasonal and Temp Buckets
> O attrition Rates
> B HCM Refresh Flag
> © Manage Department Allocation Defauits
> B Review Personnel

> ] Operating Preparation

) Click on the drop-down arrows next to the Department dimension in the
point of view (POV) and select your Department. Click the "Go" arrow to save
your selection.

Task List Status
Task - Manage Employees by Department  Task Instructions
b ) i
ﬁYears:FYZZ 3 [#25,Scenario:Budget
FN06100100 - CREDIT & COLLECH v [fworking
Page Dimension ®
Salary
Member | Job Code Grade
Member
FN06040000 - FAST PAYMENT SECTION A MAINT SUPPLY SUP - 001342 5G000355
FN0&050000 - ADVALOREM SECTION
FNOG060000 - AUTO TAG SECTION COLLECTION SPECIALIST - 000308 SG000308
FNO&070000 - CONVENTION & TOURISM SECTION
FNO6080000 - LOCAL BUSINESS TAX SECTION COLLECTION SPECIALIST - 000308 SG000308
NOSOSOAN0 _TPP 2 EREAD IMERT -”'
~CRED 2
EADE100100 TS COUECTIONS COLLECTIONS REP - 000311 5G000311
FNO7010000 - ADMINISTRATION
FNO7020000 - FIN COMPLIANCE TCLERK - 000310 56000310
FNO7030000 - FIN PROCUREMENT
FNCP010000 - FIN - MAJOR CAPITAL BILLING CLERK - 000304 5G000304
FNCP020000 - FIN - INTANG. CAP -ERP v

3 Right click on an employee or position record and select “Personnel Details”
from the right click menu. This brings you to the Personnel Details composite
form.
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Task List Status

Task - Manage Employees by Department  Task Instructions

Bvears:Fr22 [, scenario:Budget
FNO06100100 - CREDIT & COLLECT | w| Working A l‘
Exclude Employee
Budget Amount  from HCM Update Employee Name

CRISTINA MEKIN

POS00003983 |CRISTINA MEKIN -0 302 Yes
£ Personnel Details CHARLYN Y RAMIREZ
POS00003986 CHARLYNRAMIREZ -  erminate Employee ¥ 189

[y Transfer Employee DAMARIS RAUDALES
POS00003987 DAMARIS RAUDALES [Undo Transfer Employee 392
E5E . EMFANIE C DAVIS
POSO0003%88 EMFANIEDAVIS-00 40 oo , 09
DENISE B POPPS
POS00003989 DENISE POPPS - 0021 (= conments 555

4 After navigating to the Personnel Details composite form, you will see there
are 6 horizontal tabs. Click on the first tab: “Header” and review the
information on this tab.

Task List Status
Task - Manage Employees by Department  Task Instuctions

Manage Employees by Department > Personnel Detals

) scenario:Budget £ version:Working Hreasrr2 £, Positon:POS00003583
Pay
ar Salary  Anniversary Longevity Longevity Standard
Position Description Employee Name Tme FTE Job Code Union Grade Date Date  Years Hous Head
CREDIT &COLFINSECT | CRISTINA MEKIN
X
ro_o MR PartTime 0.50 CRANE & MAINT SUPPLY SUP 001342 NonBergaining -L SG0003S5  10/7/20 12/29086  33.00  20.00

The header tab
repeats most of the
same accounts as
the Manage form.
For employees, this
form will also show
the Accrued Sick,
Vacation and
Holiday Hours,
which drive the
termination payout
calculation if the
employee is
terminated in
Hyperion

5 Click on the second tab: “Salary” and review the information on this tab.

Task List Status
Task - Manage Employees by Department  Task Instucions
Manage Employees by Department > Personnel Detals
2| Scenaro:Budget ,Department:FN06 100100 - CREDIT & COLLECTIONS Hjversion:Workng HrearsiFra ) Positon:POS00003983
4 Reguests:Zase J. Employee:CRISTINA MEKIN - 00013135
e o] [ [ s R s
YearTotal CY
BegBalance Adjusted oct Nov Dec 0 Feb Mar
No_PE Ful Time /PartTime  PartTime Part Tme Part Tme Part Time Part Time Part Time Part Time
FTE 0.5 0.5 0.5 0.5 0.5 0.5 0
Amivessary Date 10/7/20 1077722
Ll Pay Basis Boweedy
BudgetRate 4,790.0160 4,790.0160 4,790.0160 4,790.0160 4,750.0160 4,790.0160 4,790.0160 47900
Budget Rate Amuslized 1245904160 1245904160 124504160 1245904160 1245904160 1245904
MeritBroadband BudgetRate 0.0403 0.05 0.05 0.05 0.05 0
Costof Lving Adustment g joe: pate 0.01 0.01 0.01 0.01 0.01 0|
Budget Rate Amnusized 1,295.9042 1,245.4042 1,245.4042 1,245.4022 1,245.4092 1,245.4
|| Furlough Deduction Budget Rate 6.6667 66667 66667 6.6667 6.5667 66

The Salary tab will
show the
breakdown of base
salary and then any
adjustments,
including COLA,
merit, step
increases and even
furlough.

The Salary tab will
also show the full
time / part time
status and FTE by
month

6 Click on the third tab: “Other Compensation” and review the information on
this tab.

The other
compensation tab
will list all “other
comp elements”
assigned to the
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Task List Status

Task - Manage Employees by Department  Task Instructons

Socal Searity Rate
Medicare Rate

Percent of Taxable Earnings

Percent of Taxable Earnings

Budget
Rate Caladaton Type

PR

Percent of Annual Salary

Monthly

Monthly

Percent of Salary

Monthly

8 COLLECTIONS
- 00013185

n | | Alocated Compensation
Begalance

FTE
Greater  Masimum
Than  \Valve

No
0.7400 No

0.7400

0.7400

FLORIDA STATE RETIREMENT SYSTEM (21) 1.0000 Percent of Retrement Eigble Earings

£,352.6000

Aoyt
Retrement Taves

E version:Working are 50n:POS00).

oct Nov D n

Eudget Rate BudgetRate Budget Rate Budget Ra|
Yes 0.0300

Yes 916657 91,6567 916667 o1
1,250.0000 1,250,0000 1,250.0000 1,250.
0.0021 0.0021 0.0021 o.
20,2500 20.2500 20,2500 )
0.0859 00350 0.0869 o,
0.0620 0.0620 0.0620 o,
0.0145 0.0145 0.0145 o

position or
employee along
with their
associated rates.

The Budget Rate is
the rate used when
calculating the
position or
employee

Click on the fourth tab: “Allocation” and review the information on this tab.

Task List Status
Task - Manage Employees by Department  Task Instrctons

vanage Eobyees by Department > Persomnel Detals

=T

Alocated Fund

Alocation 2
Alocation 3
Alocation 4
Alocation 5

Alocation 1 G500+ - CREDIT & COLLECTION OP. No_Grar

npersaton

Allocated Grant

), Position:POS00003983

Alocated Project

RO - conscoucoono eeer  lepee lesen]

The allocation tab
shows how the
position or
employee will be
costed in the
budget. Users will
be able to modify
the values shown
on this form.

Click on the fifth tab: “Calculated Compensation” and review the information

on this tab.

Task - Manage Employees by Department  Task Instructons
Manage Employees by Department > Personnel Details
Version:Working By Y 4. Position:POS00003983
v Dec Jan Feb Mar Apr

SG000355 Salary Amount 4,7%0.02 4,790.02 7,185.02 4,790.02 4,790.02 4,790.02 4%
Current Year Salary Salary Amount 4,7%0.02 4,790.02 7,185.02 4,790.02 4,790.02 4,790.02 4%
Cost of Living Adjustment Salary Amount 47.90 47.90 7185 47.90 7.9 47.90 |
Total Salary Total C: 4,837.92 4,837.92 7,256.87 4,837.92 4,837.92 4,837.92 48
Life Insurance Rate Other Compensation Amount 10.21 10.21 15,32 10.21 10.21 10.21

FLORIDA STATE RETIREMENT SYSTEM (21) Other Compensation Amount 420.41 420.41 630,62 420,41 420.41 420.41 4
Social Security Rate Other Compensation Amount 299.95 299,95 449,93 299.95 299.95 299.95 %
Medicare Rate Other C Amount .15 70.15 105.22 70.15 .15 70.15 i
Total Other Compensaton Total C: 800.73 800.73 1,201.09 800.73 800.73 800.73 &
Total Pay Element Total Compensation 5,638.64 5,638.64 8,457.97 5,638.64 5,638.64 5,638.64 56

The Calculated
Compensation tab
shows how the
position or
employee is
calculated in the
budget year. Each
personnel record is
calculated at the
month level.

Monthly amounts
are driven off of a
budget year pay
period table
managed by OMB.

Click on the sixth tab:
on this tab.

“Allocated Compensation” and review the information

The allocation
compensation tab
shows how the
calculated
compensation is
allocated to the
chart of accounts
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Task - Manage Employees by Department

Task Instructions

Scenario:Budget

3. Requests:Base

Manage Employees by Department > Personnel Details

,Department:FN06 100100 - CREDIT & COLLECTIONS

34, Employee:CRISTINA ME}

Calaulated Compensation I Allocated Compensation I

Version:Working

54, Position:POS00003983

Header Salary Other Compensation Allocation
Allocated  Allocated  Allocated  Allocation
Budget Amount Allocated Account Alocated Fund Grant  Project  Actvity  Percent Allocated Job Code

6000355 oct 4,790.02 5001120000 - PART TIME EMPLOYEE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% CRANE & MAINT SUPPLY SUP -
Nov 4,750.02 5001120000 - PART TIME EMPLOYEE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
Dec 7,185.02 5001120000 - PART TIME EMPLOYEE GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Actvity  100% CRANE & MAINT SUPPLY SUP -
Jan 4,750.02 5001120000 - PART TIME EMPLOYEE G504 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
Feb 4,750.02 5001120000 - PART TIME EMPLOYEE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
Mar 4,750.02 5001120000 - PART TIME EMPLOYEE GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE & MAINT SUPPLY SUP -
Apr 4,750.02 5001120000 -PART TIVE EMPLOYEE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
May 4,750.02 5001120000 - PART TIME EMPLOYEE G504 - CREDIT & COLLECTION OP. No_Grant No_Project No_Actvity  100% CRANE &MAINT SUPPLY SUP -
Jun 4,790.02 5001120000 - PART TIME EMPLOYEE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
i 7,185.02 5001120000 - PART TIME EMPLOYEE GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
Aug 4,750.02 5001120000 - PART TIME EMPLOYEE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
Sep 4,750.02 5001120000 - PART TIME EMPLOYEE GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
2 62,270.21 5001120000 - PART TIME EMPLOYEE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% CRANE &MAINT SUPPLY SUP -
3 62,270.21 5001120000 - PART TIMEEMPLOYEE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
¥4 62,270.21 5001120000 - PART TIME EMPLOYEE  G5004 - CREDIT &COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP - v

>

(driven off of the
Allocation tab).

The very last row on

the form will show
the FTE allocation.
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Module 4: Course Summary

Objectives Congratulations! You have completed the Position and Employee Forms course. You
Achieved now should be able to:
e Navigate to the main forms within the Personnel Management task list
Yy e Change the Point of View to see data for your Department, Employees, and
Positions
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Overview

Module 5

This module i

e Lesson 1:
e Lesson 2:
e Lesson 3:

e Lesson 4:
e |lesson5:
e |Lesson 6:

e |lesson7:
e |esson 8:
e |lesson 9:

e |lesson 10:
e |lesson 11:
e |lesson 12:

e |lesson 13

e Lesson 14:
e Lesson 15:
e |lesson 16:

e lesson 17

e Lesson 18:
e |lesson 19:

: Position and Employee Modifications
ncludes the following lessons:

Change Position from Full Time to Part Time
Change Part Time FTE

Change Position from Part Time to Full Time
Change Position Max Headcount

Move Position

Sync Position with HCM

Inactivate / Reactivate Position

Add / Delete New Position

Terminate / Reactivate Position

Transfer Employee / Undo Employee Transfer
Change Salary — Step

Change Salary — Range

: Add / Delete Pay Component

Add / Delete Executive Benefits

Update Retirement

Update Allocation

: Set Attrition Rates

Manage Department Allocation Defaults
View HCM Refresh Flag
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Module 5: Key Terms

The following key terms are used in this Module:

Vacancy record for the selected position. The Budget Amount will be blank for

EMPVacancy this record if a vacancy does not exist.

Lowest level of a dimension and hierarchy in Hyperion. For department, Level O
Level 0 would be the lowest level of department in the department / division / section /
sub-section / unit structure

. Transfer a position and all assigned employees from one level 0 department to
Move Position P s pioy P

another
Exclude from HCM Flag set at the position level to indicate if the position and all assigned employees
Update are going to be excluded from the nightly HCM refresh
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Lesson 1: Change Position from Full Time to Part Time
This lesson will guide users through the steps to change a position from Full Time

Lessor'] status to Part Time status in the budget year. This status change occurs at the position
Overview level and will impact all employees assigned to the position and the EMPVacancy
record.
The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from Manage Positions by Department.
. Navigate to the Manage Single Positions task
In this lesson & g€ >Ing

Change a position from full time to part time

you will learn: e Validate the results of the calculation
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->Select Position: Confirm the position to change

->Enter FTE: Enter the Part Time FTE value

->Enter Standard Hours: Enter the Standard Hours for the position

->Start Month: Use the Member Selector to select a start month. The change
will take effect at the beginning of the selected month in the budget year
Select Launch.

Step Action Notes
1 From the home screen, select "My Task List" and select the arrow next to the
"Personnel Management" task list to expand this folder. To access the
Manage Single Position form, expand the Manage Personnel folder and select
the fourth task: "Manage Single Position"
My Task List
(& Personnel Administration
& Operating Administration
(& Personnel Management
r Manage Personnel
© Manage Employees by Department
L 4 Manage Positions by Department
Manage Overtime Buckets
©” Manage Seasonal and Temp Buckets
& Attrition Rates
9 HeM Refresh Flag h
i & 4 Manage Department Allocation Defaults
) Click on the drop-down arrow next the Position dimension in the POV in the
point of view and select a Full Time Position from the drop-down list of
members. Click the "Go" arrow.
3 Note the following values for both the EMPVacancy record and the
employees in the position:
->The Full Time / Part Time column values
->The FTE value(s) for the employee(s)
->The Standard FTE value for the EMPVacancy
->The Max FTE, Total Filled FTE, Total Vacant FTE, and FTE values for the
EMPVacancy
4 Right click on the EMPVacancy record and select “Change Full Time / Part
Time Status-Change Full Time to Part Time"
[ 0.00 CRANE & MAINT SUPPLY SUP - |
I:]Personnel Details
It Terminate Employee > 1.00 CRANE & MAINT SUPPLY SUP -
E_‘j Transfer Employee
Change Full Time / Part Time Status »
G_]Change Max Headcount “TChange Pa Me
[ Move Posttion [2) change Part Time to Full Time
5 In the run time prompt, select / enter the following: ->Users should not

change the “Select
Position” prompt
->The Standard
Hours field is for
reporting only and
does not drive any
calculations
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Runtime Prompts - PSTH_RULESET_STATUSCHANGE_FT_To_PT x
Prompt Text Value
# = Select Postion: - - -
s = 1:Enter FTE: 0.5
7] andard Hours: 40
&' = L:Select Start Month: Oct ",

Confirm the following for both the EMPVacancy record and the employees in
the position:

->The Full Time / Part Time column is now Part Time
->The FTE column for the employee is now the FTE value you entered in the
rule

->The Standard FTE column for the EMPVacancy record is now the FTE value
you entered in the rule

->The Max FTE, Total Filled FTE, Total Vacant FTE, and FTE columns for the
EMPVacancy record have been recalculated

ovianc

CRIETIA MOXDN- 0001105 | Part Teme

Right click on the employee record and select "Personnel Details"

Personnel Details

Terminate Employee »

E:j Transfer Employee
Change Full Time / Part Time Status »

Select the Salary tab and confirm the following:
->The Full Time / Part Time value changes in the start month you selected in
the rule

->The FTE value changes in the start month you selected in the rule

/. Requests:Base

Header | Salary | Other Compensation || Alocation || Calculated Compens:

YearTotal CY
BegRabn: diustad o 1 De L Eeb. 1ac

ol bE Ful Time / Part Time  Part Time Part Tme Part Time Part Tme Part Tme Part Time Part Time Part Time o

FTE 0.50 0.50 0.50 0.50 0.50 050 0.50 0.50

Ll Pay Bass Biwesky

Budget Rate 4,790.0160 4,790.0160 4,790.0160 4,790.0160 4,790.0160 4,790.0160 4,790.0160 4,790.0160 4,790.0160
Budget Rate Annualzed 124,540.4160  124,540.4160  124,540.4160  124,540.4160  124,540.4160  124,540.4160  124,540.4160
Mert Broadband Budget Rate 0.0403 0.05 0.05 0.05 0.05 0.05 0.05
Cost of Ling Adustment g, gget Rate 0.01 0.01 0.01 0.01 0.01 0.01 0.01

Budget Rate Annualzed 1,45.4042 1,245.4042 1,245.4042 1,245.4042 1,245.4042 1,245.4042 1,245.4042
Furlough Deduction Budget Rate 6.6667 6.6667 6.6667 6.6667 6.6667 6.6667 6.6667

Select the Calculated Compensation tab and confirm the following:

->Confirm the calculated amounts starting in the start month you selected
->Full time position specific elements stop calculating in the start month you
selected in the rule

->Elements that only apply to personnel with an FTE greater than or equal to
0.75 will not appear if the FTE was changed to a value lower than 0.75

The elements that
only apply to
personnel with an
FTE greater than
0.74 (ex: health,
dental, flex,
longevity bonus,
pay components)
will still appear on
the Other
Compensation tab,
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S
Header | Sabry | Other Calculated Compensation  Alocat:
oct Nov Dec Jan Feb Mar Ao ay. Jun

56000355 4,790.02 4,790.02 7,185.02 4,700.02 4790.02 4,790.02 4,790.02 4,790.02 4,790.01
Current Year Salary 4,790.02 4,790.02 7,185.02 4,790.02 4,790.02 4,790.02 4,790.02 4,790.02 4,790.0
Cost of Lvng Adjustment 47.90 47.90 7185 47.90 47.90 47.90 47.90 47.90 7.9
4,837.92 4,837.92 7,256.87 4,837.92 4,837.92 4,837.92 4,837.92 4,837.92 4,837.93

1021 1021 1532 1021 1021 1021 1021 1021 1021

42041 42041 630.62 42041 42041 42041 420.41 42041 4204

20995 209,95 449,93 299.95 299.95 299,95 29995 29995 29954

7015 70.15 10522 70.15 70.15 7015 70.15 70.15 70.0

Total Other Compensation Total Compensation 800.73 800.73 1,201.09 800.73 800.73 800.73 800.73 80073 8007
Total Pay Element. Total Compensatior 5,638.64 5,638.64 8,457.97 5,638.64 563864 5,638.64 5,638.64 5,638.64 5.638.64

but they won'’t be
calculated

10

(very bottom of the data form)

Select the Allocated Compensation tab and confirm the following:

->The Allocated Account changes from employee regular to part time
employee in the start month you selected in the rule
->The budget year-end FTE is allocated to the part time filled FTE account

0.
30000 - WICA MEDICARE HO.

e Lss

0.50 Part Trms Fled FTE

These amounts will
be mapped to the
operating database
(FINSTMT) during
the next scheduled
data map

11
form

Task - Manage Single Position  Task Instructions

| Manage Positions - Single »rersmme\ Details

%, Scenario:Budget

.Requests:Base

Position Description
CREDIT & COL FIN SECT

no_st MR

CRISTINA MEKIN

Employee Name Time FTE

™, Department:FN06100100 - CREDIT & COLLECTIONS
/..Employee:CRISTINA MEKIN - 00013185

Header | Salry = Other Compensation = Alocation = Calculated Compensation | Allocated Compensation

Full Time
/ Part
Job Code

Part Time 0.50 CRANE & MAINT SUPPLY SUP - 00134

Select the "Manage Positions ->Single" breadcrumb to return to the manage

12

If the vacancy member has an FTE value, you can validate the calculated and
allocated compensation for that member as well

The EMPVacancy
member won't have
calculated or
allocated
compensation if the
FTEis O

13

excluded from the nightly HCM refresh.

Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is

| B vears:Fv22 B 5cenario:Budget
| Working ~3
Excluded from
Nightly HCM Ful Tme / part
Budget Amoun Update Employee Name Position Description Time
FN06100100 - CREDIT & COLLECTIONS CREDIT & COL FIN SECT
MGR
EMPVacancy Yes o Part Time
RISTINA MEKIN CREDIT & COL FIN SECT
MGR
CRISTINA MEKIN - 00013185 73,302 < Part Time

FTE J

0.00 CRANE & MAINT]

0.50 CRANE & MAINT]

This flag on the
EMPVacancy record
indicates the
position and
assigned employees
will no longer get
updated as part of
the nightly refresh
from HCM. In order
to clear this flag,
users will need to
run the Sync
Position with HCM
rule
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Lesson
Overview

In this lesson
you will learn:

Lesson 2: Change Part Time Position FTE
This lesson will guide users through the steps to change the FTE assigned to a part time
position in the budget year. This status change occurs at the position level and will
impact all employees assigned to the position and the EMPVacancy record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from Manage Positions by Department.

Navigate to the Manage Single Positions task
e Change the FTE assigned to a part time position
e Validate the results of the calculation
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Step Action

Notes

From the home screen, select "My Task List" and select the arrow next to the
"Personnel Management" task list to expand this folder. To access the
Manage Single Position form, expand the Manage Personnel folder and select
the fourth task: "Manage Single Position"

My Task List

I Operating Administra

Manage Overt
® Manage Seaso

¥ personnel Administration

¥ personnel Management
i Manage Personnel
&y Manage Employees by Department
& Manage Positions by Department

& Manage Single Position

© attrition Rates
& HCM Refresh Flag
& Manage Department Allocation Defaults

tion

ime Buckets
nal and Temp Buckets

members. Click the "Go" arrow.

Click on the drop-down arrow next the Position dimension in the POV in the
point of view and select a PART TIME Position from the drop-down list of

Task - Manage Single Position  Task Instructions

'“:Years:FYzz
I POS00003983 - l orking -

FN06100100 - CREDIT & COLLECTIONS
EMPVacancy

CRISTINA MEKIN - 00013185

Budget Amount Employee Name

H5,Scenario:Bu

J

Full Tirr|
Position Description il
CREDIT & COL FIN SECT

Full Time|
CRISTINA MEKIN CREDIT & COL FIN SECT
MGR

174,891 Full Time|

Note the following values for both the
employees in the position:
->The FTE value(s) for the employee(s)

EMPVacancy record and the

->The Standard FTE value for the EMPVacancy
->The Max FTE, Total Filled FTE, Total Vacant FTE, and FTE values for the

EMPVacancy

PAG6160100 - GREDTT & COLIFCTIONS

[

crsTow HO1- 00013165 | part T 050 qanc

Time Status-Change Part Time FTE"

Right click on the EMPVacancy record and select “Change Full Time / Part

D_l Personnel Details
Terminate Employee
l:_] Transfer Employee
Change Full Time / Part Time Status
D;_]Change Max Headcount
D_l Move Position

Inactivate Docition

CRISTINA MEKIN CRE
MGH

Qj Change Part Time FTE

¢ | Change Part Time to Full Time
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In the run time prompt, select / enter the following:

->Select Position: Confirm the position to change

->Enter FTE: Enter the new Part Time FTE value

->Start Month: Use the Member Selector to select a start month. The change
will take effect at the beginning of the selected month in the budget year

Select Launch

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_PT_FTE X
Prompt Text Value

= ; 00500003083 -

1 * 1:Enter FTE: 0.75

sl * 1:Enter Standard Hours: 30

29 * 1:Select Start Month: Oct .,

->Users should not
change the “Select
Position” prompt

->The Standard
Hours field is for
reporting only and
does not drive any
calculations

Confirm the following for both the EMPVacancy record and the employees in
the position:

->The FTE column for the employee is now the FTE value you entered in the
rule

->The Standard FTE column for the EMPVacancy record is now the FTE value
you entered in the rule

->The Max FTE, Total Filled FTE, Total Vacant FTE, and FTE columns for the
EMPVacancy record have been recalculated

Stk Acwmany songerts Longerty

» 1 Personnel Details

Terminate Employee »

l:lj Transfer Employee
Change Full Time / Part Time Status »

Select the Salary tab and confirm the following:

->The FTE value changes in the start month you selected in the rule

uuuuuu Salary | Other Compensation | Alocatin | Caculted Compensation | | Alocated Compensaton
YearTotal CY
BegBaince Adusted s " D2 X £ s i, Ju
T Ful Tme / Part Tme  Part Time Part T Part Tme. part Tme Part T Part T Part T part Tme part Ten Tme
FTE 075 075 075 075 075 075 075 075 075
Annwersary Date 10/7/20
SCH0LE3S Pay Bass Bweeky
Budget Rate 47900160 4,790.0160 4790.0160  4790.0160 47900160 4,790.0160 47900160 4,790.0160 4,790.0160 4,790.0160 7
Budget Rate Annualeed 1245404160 1245404160 1245404160 1245404160 1245404160 1245404160 1245904160 1245804160 124,54
Mert Broadband Budget Rate 0.0403 005 005 0.05 005 005 005 005
Cost of Lihg Adjustment g, gget 001 001 0.01 001 001 0.01 0.01 001
Budget Rate Annualeed 1,245.4042 1,245.4042 1,245.4042 1,245.4042 1,245.4042 1,245,404 1,245.4042 1,245.4042 1,2
Furbugh Deducton ___ Budget Rate 66667 66667 6.8667 65667 66667 6.5667 65667 65667
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Select the Calculated Compensation tab and confirm the following:

->Confirm the calculated amounts starting in the start month you selected
->Elements that only apply to personnel with an FTE greater than or equal to
0.75 will not appear if the FTE was changed to a value lower than 0.75

RequestsBase

Employee:CRISTINA MEKIN - 00013185

Header | Sary | Other Compensation | Alocation  Cakulated Compensation | Alocated Compensation
ot Nov Dec 320 Feb war Aor way B

56000355 Satry Amount 7,185.02 7,185.02 1077754 718502 7.185.02 718502 718502 7185.02
Curent Year Sabry Salry Amount 216502 718502 10777.54 718502 718502 248502 78502 718502
Cost of Livng Adjustment ‘Salry Amount 785 7185 107.78 7185 185 7185 7185 7185
Tota sary Total Compensation 725687 725687 10,88531 7.256.87 7.256.87 725687 725687 725687
Fx ene! Other Compensation Amount 462 8462 12692 462 o152 8152 462 sa62
Heath Insurance Rate Other Compensation Amount 115385 115385 173077 115385 115385 115385 115385 115385
L Insurance Rat Other Compensation Amount 1532 1532 298 1532 1532 1532 1532 1532
‘Denta plrs Other Compensation Amount 1869 1869 2804 1860 1860 1860 1869 1860
FLORIDA STATE RETIREMENT SYSTEM (21) Other Compensation Amount 63062 62062 94593 2062 63062 3062 &062 62062
Socal Securty Rate Other Compensation Amount 44993 4993 7489 44093 44093 44003 4403 4993
Medcare Rate Other Compensatin Amount 10522 10522 157.84 10522 1052 1052 105.22 10522

her Compy 245825 245825 368737 245825 245825 245825 245825 245825
Total Pay Elment Total Compensation 971512 971512 14,572.68 971512 971512 9715.12 971512 s715.2

The elements that
only apply to
personnel with an
FTE greater than
0.74 (ex: health,
dental, flex,
longevity bonus, pay
components) will
still appear on the
Other
Compensation tab,
but they won't be
calculated

10

Select the Allocated Compensation tab and confirm the following:

->The correct budget year-end FTE is allocated to the part time filled FTE

account (very bottom of the data form)

FTE

). RequestsiBase

Budget Amount Alocated Account

Alocated Fund

157.84 5011130000 - MICA MEDICARE HO.. 65004 - CREDIT & COLLECTION O,

Employee:CRISTIVA MEKIN - 00013185
Header | Ssary | Other Compensation | Alocation | Cakulsted Compensation.  Allocated Compensation

Alocated Alocated  Alocated  Alocation
Gnt  Project Act ercent Alocated Job Code

No_Grant No_Project No_Actvty  100% CRANE & MAINT SUPPLY SUP - 001342

These amounts will
be mapped to the
operating database
(FINSTMT) during
the next scheduled
data map

11

Select the "Manage Positions ->Single" breadcrumb to return to the manage

form

Task - Manage Single Position

Task Instructions

Manage Positions - Single > rersonne\ Details

Header

No_BL

i, Scenario:Budget
..Requests:Base

Salary =~ Other Compensation = Allocation

Position Description

CREDIT & COL FIN SECT CRISTINA MEKIN

EX

Calculated Compensation

Employee Name

»Department:FN06100100 - CREDIT & COLLECTIONS
..Employee:CRISTINA MEKIN - 00013185

Allocated Compensation

Full Time

/ Part

Time FTE Job Code

Part Time 0.50 CRANE & MAINT SUPPLY SUP - 00134

12

If the vacancy member has an FTE value, you can validate the calculated and

allocated compensation for that member as well

The EMPVacancy
member won't have
calculated or
allocated
compensation if the
FTEisO
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13

Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.

This flag on the
EMPVacancy record
indicates the
position and
assigned employees
will no longer get
updated as part of
the nightly refresh
from HCM. In order
to clear this flag,
users will need to
run the Sync
Position with HCM
rule
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Lesson 3: Change Position from Part Time to Full Time

Lesson This lesson will guide users through the steps to change the position from Part Time

Overview status to Full Time status in the budget year. This status change occurs at the position
level and will impact all employees assigned to the position and the EMPVacancy
record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from Manage Positions by Department.

In this lesson e Navigate to the Manage Single Positions task
you will learn: e Change a position from Full Time status to Part Time Status
e Validate the results of the calculation

66



Hyperion Department Personnel End User Training Guide

inferms

Step

Action

Notes

1

From the home screen, select "My Task List" and select the arrow next to the

"Personnel Management" task list to expand this folder. To access the

Manage Single Position form, expand the Manage Personnel folder and select

the task: "Manage Single Position"

My Task List

7 personnel Administration
(& Operating Administration
(&) Personnel Management
i Manage Personnel
® Manage Employees by Department
& Manage Positions by Department

Manage Overtime Buckets

&y Manage Seasonal and Temp Buckets
©¥ Attrition Rates
& HCM Refresh Flag

& Manage Department Allocation Defaults
e

Click on the drop-down arrow next the Position dimension in the POV in the
point of view and select a Part Time Position from the drop-down list of
members. Click the "Go" arrow.

Note the following values for both the EMPVacancy record and the
employees in the position:

->The Full Time / Part Time column values

->The FTE value(s) for the employee(s)

->The Standard FTE value for the EMPVacancy

->The Max FTE, Total Filled FTE, Total Vacant FTE, and FTE values for the
EMPVacancy

6106166 - GHEDLT & COLELTINS

Right click on the EMPVacancy record and select "Change Full Time / Part

Time Status-Change Part Time to Full Time"
| 0.00 CRANE & MAINT SUPPLY SUP

I_.j Personnel Details
1 Terminate Employee 4 0.75 CRANE & MAINT SUPPLY SUP
E'_] Transfer Employee
Change Full Time / Part Time Status » l:'_j Change Full Time to Part Time

Ei] Change Max Headcount ;
I‘.?_1 Move Position |:_'J Change Part Time to Full Time

Inactivate Position >

=

In the run time prompt, select / enter the following:

->Select Position: Confirm the position to change
->Enter Standard Hours: Enter the standard hours for the Full-Time position

->Users should not
change the “Select
Position” prompt
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->Start Month: Use the Member Selector to select a start month. The change
will take effect at the beginning of the selected month in the budget year

Select Launch

| Runtime Prompts - PSTN_RULESET_STATUSCHANGE_PT_To_FT x

| Prompt Text Value

| % = Select Position: 20500003083 o

| Jusl ™ 1:Enter Standard Hours: 80

b |7 = 1:Select Start Month: Oct 4.

->The Standard
Hours field is for
reporting only and
does not drive any
calculations

->Full time positions
are automatically
defaultedtoa 1.0
FTE

Confirm the following for both the EMPVacancy record and the employees in
the position:

->The Full Time / Part Time column is now Full Time

->The FTE column for the employee is now displaying 1 FTE indicating it as full
time

->The Standard FTE column for the EMPVacancy record is now displaying 1
FTE indicating it as full time

->The Max FTE, Total Filled FTE, Total Vacant FTE, and FTE columns for the
EMPVacancy record have been recalculated

Right click on the employee record and select "Personnel Details"

21 Personnel Details

Terminate Employee »

E'_j Transfer Employee
Change Full Time / Part Time Status »

Select the Salary tab and confirm the following:
->The Full Time / Part Time value changes in the start month you selected in
the rule

->The FTE value changes in the start month you selected in the rule

Header| Salary | Other Compensation || Alocation | Cakulated Cor tion | | Alocated Compensation

56000355

4,790.0160 4,790.0160 4,790.0160 4,790.0160 4,790.0160 4,790,0160 4,790.0160 4,790,0160 4,799

Select the Calculated Compensation tab and confirm the following:
->Confirm the calculated amounts starting in the start month you selected
->Full time position specific elements start calculating in the start month you
selected in the rule

->Because the position is now Full Time, all assigned elements should be
calculated
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10

Select the Allocated Compensation tab and confirm the following:

->The Allocated Account changes from part time employee to employee
regular in the start month you selected in the rule

->The correct budget year-end FTE is allocated to the ""Full Time filled FTE""
account (very bottom of the data form)

v orkn
i Sab Glcubted Comp
Alocted Alocated  Alocated  Alocation
Budget Amount Alocated Account Alocated Fund Grnt Project Aty percent Alocated Job Code
Dec 270.71 5011130000 - MICA MEDICARE H..._ GS004 - CREDIT & COLLECTION O 0 100% CRANE & MAINT SUPPLY SUP - 001342
Jan 14159 5011130000 - MICA MEDICARE H... 65004 - CREDIT & COLLECTION O... o 3 100% CRANE & MAINT SUPPLY SUP - 001342
Feb 14159 5011130000 - MICA MEDICARE H... G5004 - CREDIT & COLLECTION ... No_¢ 100%  CRANE & MAINT SUPPLY SUP - 001342
Mar 14159 5011130000 - MICA MEDICARE H... 5004 - CREDIT & COLLECTION O. 100% CRANE & MAINT SUPPLY SUP - 001342
Apr 14159 5011130000 - MICA MEDICARE H._. 65004 - CREDIT & COLLECTION 0... No.¢ 100% CRANE & MAINT SUPPLY SUP - 001342
May 14159 5011130000 - MICA MEDICARE H,.. 65004 - CREDIT & COLLECTION O... No_ 100% CRANE & MAINT SUPPLY SUP - 001342
Iun 141,59 5011130000 - MICA MEDICARE H. G504 - CREDIT & COLLECTION O... No_¢ 100%  CRANE & MAINT SUPPLY SUP - 001342
ul 215.34 5011130000 - MICA MEDICARE H... G504 - CREDIT & COLLECTION O... No_ 100% CRANE & MAINT SUPPLY SUP - 001342
Aug 141,59 5011130000 - MICA MEDICARE H._. 65004 - CREDIT & COLLECTION O Ho_C 100% CRANE'& MAINT SUPPLY SUP - 001342
sep 14159 5011130000 - MICA MEDICARE H... 65004 - CREDIT & COLLECTION O... No_Grant 100% CRANE & MAINT SUPPLY SUP - 001342
Yo 2,033.73 5011130000 - MICA MEDICARE H_. GS004 - CREDIT & COLLECTION O... o, 100% CRANE & MAINT SUPPLY SUP - 001342
Y3 2,061.32 5011130000 - MICA MEDICARE H. 5004 - CREDIT & COLLECTION O 100% CRANE & MAINT SUPPLY SUP - 001342
Ye4 2,089.19 5011130000 - MICA MEDICARE H... GS004 - CREDIT & COLLECTION O... Ho, 100% CRANE & MAINT SUPPLY SUP - 001342
FTEpE e 1.00 Full T Fled FTE (65004 - CREDIT & COLLECTION O... No_Grant. No_Project No_ACtivty  100% CRANE & MAINT SUPPLY SUP - 001342

11

These amounts will
be mapped to the
operating database
(FINSTMT) during
the next scheduled
data map

Select the "Manage Positions ->Single" breadcrumb to return to the manage
form

Task - Manage Single Position ~ Task Instructions
Manage Positions - Single > Personnel Details

i »Scenario:Budget ,Department:FN06100100 - CREDIT & COLLECTIONS
/. Requests:Base . Employee:CRISTINA MEKIN - 00013185
Header Salary = Other Compensation = Allocation = Calculated Compensation = Allocated Compensation

Full Time
/ Part
Position Description Employee Name Time FTE Job Code
CREDIT & COL FIN SECT CRISTINA MEKIN
No_BL s’ Part Time 0.50 CRANE & MAINT SUPPLY SUP - 00134

12

If the vacancy member has an FTE value, you can validate the calculated and
allocated compensation for that member as well

The EMPVacancy
member won't have
calculated or
allocated
compensation if the
FTEisO

13

Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.

This flag on the
EMPVacancy record
indicates the
position and
assigned employees
will no longer get
updated as part of
the nightly refresh
from HCM. In order
to clear this flag,
users will need to
run the Sync
Position with HCM
rule
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Lesson
Overview

In this lesson
you will learn:

Lesson 4: Change Position Max Headcount
This lesson will guide users through the steps to change the max headcount of a
position in the budget year. This status change occurs at the position level and will
impact the FTE vacancy calculation for the EMPVacancy record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from Manage Positions by Department.

Navigate to the Manage Single Position task

e Change the max headcount of a position
e Validate the results of the calculation
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Step

Action

Notes

1

From the home screen, navigate to the Manage Single Position form by going

to My Task List ->Personnel Management ->Manage Personnel ->Manage
Single Position.

Enterprise Performance Manag

Navigate File Edit View Favorites Tools Help

Ao veooe|B ® & |/ 4

MDCBUD - Task List Status *

» Forms
My Task List

{j Personnel Management
P2 Manage Personnel
> &9 Manage Employees by Department
> & Manage Positions by Department

9 Manane Sindle Emplovee
» =¥ Manage Overtime Buckets
> & Manage Seasonal and Temp Buckets
> O attrition Rates
> B9 HCM Refresh Flag
> O Manage Department Allocation Defaults

£ Review Personnel

Click on the drop-down arrow next to the Position dimension in the point of

view (POV) and select a Position. Click the "Go" arrow to save your selection.

Note the following values for the EMPVacancy record:

->Budget Amount: Budget amount for the vacancy member. Will be 0 if the
FTE column is O for the vacancy

->Max Headcount: Max headcount for the position

->The Standard FTE: the standard FTE for the position

->The Max FTE: max headcount * standard FTE

->Vacant FTE: Max FTE ->Filled FTE (sum of employee FTE assigned to the
position)

->FTE: Equal to the Vacant FTE. Used to calculate the vacancy

Task - Manage Single Position  Task Instructions
Hvearsr £, Scenario:Budget
<] Workng <3
Exduded from
Nghtly HCM Full Time /Part
Budget Amount Update Enployee Name Positon Desaription Tme 3
FIN06100100 - CREDIT & COLLECTIONS b CREDIT & COL FIN SECT
es
EMPYacancy Part Time 0.00

CRISTINA MEXTN CREDIT & COL FIN SECT

CRISTINA MEXIN - 00013185 73,02 s Part Time 0.50 of

Task - Manage Single Position  Task Instructons

Bvewsrr L scenariorBudget ) Requests:Base
<] Workng v 2
¥ Standard
Union Headcount  Hours. Standard FTE frotal Vacant FTE's i Total Filed FTE's Max FTE Max Headcount
FIN06 100 100 - CREDIT & COLLECTIONS
BvPYacancy Non Bargaining -L 2000 0.5 0.00 0.50 0.5 1.00
CRISTINA MEXIN - 00013185 0 Non Bargaining - L 1.00 20.00
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Right click on the EMPVacancy record and select "Change Max Headcount"
from the right click menu.

Task - Manage Single Position = Task Instructions

E’j‘\’ears:FVZZ ;iﬁ,Scenarwo:Budget

| Working IEd]
Exduded from
Nightly HCM
Budget Amount Update
FN06100100 - CREDIT & COLLECTIONS
EMPVa Yes
L‘Z] Personnel Details 9
CRIST. Terminate Employee »

EEJ Transfer Employee

e Stat
[: Change Max Headcount

Move Position

Inactivate Position »
Q} Sync Position with HCM
EE] Delete New Position

In the run time prompt, select / enter the following:

->Select Position: Confirm the position to change

->Enter New Max Headcount: Enter new max headcount for the position.
->Start Month: Use the Member Selector to select a start month. The change
will take effect at the beginning of the selected month in the budget year
Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Max_Headcount

Prompt Text Value

&' = Select Position: POS00003983" i,
|18 * 1:Enter New Max Headcount: 2

& = L:Select Start Month: Oct 4,

If you enter a
headcount lower
than the sum of
current employees,
the rule will fail to
execute.

Confirm the following for both the EMPVacancy record and the employees in
the position:

->The Budget Amount column reflects the increase / decrease to the max
headcount

->The FTE column reflects the increase / decrease to the max headcount
->The Max FTE and Total Vacant FTE reflects the increase / decrease to the
max headcount

->The Max Headcount columns reflect the number you entered in the run
time prompt

Task - Manage Single Position  Task Instructions
BvearsiFr2z ¥ scenario:Budget ) Requests:Base
~| Working - 5
Exduded from
Nightly HCM Full Time /Part
Budget Amount Update Employee Name Position Description Time FTE
FN06100100 - CREDIT & COLLECTIONS CREDIT & COL FIN SECT
EMPVacancy 51,410 fves = Part Tme 0.50
CRISTINA MEKIN CREDIT & COL FIN SECT
CRISTINA MEXIN - 00013185 73,302 M Part Tme 0.50
Task - Manage Single Position  Task Instructons
- -
Hrearsrr Scenario:Budget ! Requests:Sase
- 9 ~ [
¥ Stendard
Union Headont Hous  Standard FTE |l Total Vacant FTE's | Total Filed FTE's Max FTE Max Headcount
FN06 100100 - CREDIT & COLLECTIONS
EvPYacancy Non Bargaining - L 20.00 0.50) 0.50 0.50 1.00 2.0
CRISTINA MEXIN - 00013185 0 Non Bargaining -L 1.00 20.00
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Right click on the EMPVacancy record and select "Personnel Details".

Task - Manage Single Position = Task Instructions

= | Years:FY22 é;j's‘
POS00003983 v | Working ~|[»]
Ex|
N
Budget Amount

FN065100100 - CREDIT & COLLECTIONS

CRISTINA | i
E&Transfer Employee

Change Full Time /Part Time Status  »

e

Select the Salary tab and confirm the following:
->The FTE value is updated starting in the start month you selected

Task - Manage Single Position  Task Instructons

Manage Positions - Single > Personnel Detaiis

¥, Scenario:Budget #,Department:FN06 100100 - CREDIT & COLLECTIONS £ version:Workng Hvears:rr22 J, Positon:PO:
Y. Requests:Base . Employee:EMPVacancy
Header Salary | Other Compensation | Alocation Calulated Compensation  Alocated Compensation
YearTotal CY
BegBalance Adjusted oct Nov Dec 30 Feb
No_PE Full Time /Part Tme __Part Time ZatTme Zatme patTe PatTme patTe
I FTE 0.50 0.50 0.50 0.50 0.50
Max Headcount 100 200 200 2,00 2:00 2.00
Standard FTE 100 0.50 0.5 0.5 0.5 0.5
S Pay Bass Bweekly
BudgetRate 3,359.41 3,359.41 3,350.41 3,35.41 3,3%.41 3,359.41 3,3%.41
Budget Rate Annualized 87,344.66 87,344.66 87,344.66 87,344.66 87,344.66
Costof Living Adjustment g joetRate 0.01 0.01 0.01 0.01 0.01
Budget Rate Annualized 873.4466 873.4466 873.4466 873.44966 873.4466
Furlough Deduction BudgetRate 6.6667 6.6667 6.6667 6.6667 6.6667

Select the Calculated Compensation tab and confirm the following:
->Confirm the calculated amounts starting in the start month you selected

Task - Manage Single Position  Task Instructions

Manage Positions - Sngle > Personnel Detals

Escenario:Budget

Department:AN06100100 - CREDIT & COLLECTIONS

#verson:Workng T vearsFr2; ¥ Position:POS00003933
9. Requests:Base o, Employee:EMPYacancy
Header | Salary | Other Conpersaton Alocatin  Calculated Compensation | Alocated Compensation
oct Nov Dec Jan Feb Mar Aor
6000355 Salary Amount 3,39.41 3,39.41 5,039.12 3,359.41 3,359.41 3,359.41 3,359.4
Current Year Salary Salary Amount 3,39.41 3,359.41 5,039.12 3,350.41 3,350.41 3,350.41 3,359.4
Cost of Living Adystment Salary Anount 33.59 33.59 50.38 33.59 33.59 33.59 335
Total Sdlary Total Compensation 3,393.00 3,393.00 5,089.51 3,393.00 3,393.00 3.393.00 3,393.0
Life Insurance Rate Other Compensation Amount 7.16 7.16 0.74 7.16 7.16 7.16 7.4
FRS INVESTMENT PLAN -REGULAR (13) Other Compensation Amount 29485 29485 .28 29485 294.85 29485 2948
Social Security Rate Other Compensation Amount 210.37 210.37 315.55 210.37 210.37 210.37 210.3
Medcare Rate Other Compensation Amount 2.2 2.20 73.80 49.20 .20 .20 4.2
Total Other Compensation Total Compensation 561.58 561.53 842.37 1.58 51.58 5158 561.5]
Total Pay Element Total Compensation 3,954.58 3,954.58 5,931.88 3,954.58 3,954.58 3,954.58 3,954.5

10

Select the Allocated Compensation tab and confirm the following:
->The correct budget year-end FTE is allocated to the full-time vacant FTE
account (very bottom of the data form)

These amounts will
be mapped to the
operating database
(FINSTMT) during
the next scheduled
data map.
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Task - Manage Single Position  Task Instuctions

Manage Postions - Sngle > Personne! Detals

100100 - CREDIT & COLLECTIONS
Employes:EMPVacancy
Header Salary Other Compensation Allocaton | Calaated Compensation ~ Allocated Compensation

£, scenario:Budget

. Requests:Base

Eversion:Working

B YearsFr22 . Position:P0SI0003983

Allocated Job Code

<

Alocated  Alocated  Allocated  Alocation
Budget Amount Allocated Account Alocated Fund Grant  Project  Activity  Percent
Dec 7380 5011130000 - MICAMEDICAREH...  GS004 - CREDIT &COLLECTIONOP. No_Grant No_Project No_Acivity  100% CRANE & MAINT SUPRLY SUP-
Jan 49.20 5011130000 -MICAMEDICAREH... G5004 - CREDIT &COLLECTIONOP. No_Grant No_Project No_Actvity  100% CRANE &MAINT SUPPLY SUP -
Feb 49.20 5011130000 -MICAMEDICAREH... GS004 - CREDIT S.COLLECTION OP. No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP
49.20 5011130000 -MICAMEDICAREH..  G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity 100% CRANE & MAINT SUPPLY SUP -
49.20 5011130000 -MICAMEDICAREH... G5004 - CREDIT &COLLECTIONOP. No_Grant No_Project No_Actvity  100% CRANE &MAINT SUPPLY SUP -
May 49.20 5011130000 -MICAMEDICAREH... GS004 - CREDIT &COLLECTION OP. No_Grant No_Project No_Activity ~ 100% CRANE & MAINT SUPPLY SUP -
Jn 49.20 5011130000 - MICAMEDICAREH..  G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity 100% CRANE & MAINT SUPPLY SUP -
73.80 5011130000 -MICAMEDICAREH... G5004 - CREDIT &COLLECTIONOP, No_Grant No_Project No_Activity  100% CRANE &MAINT SUPPLY SUP -
49.20 5011130000 -MICAMEDICAREH... G504 - CREDIT &COLLECTION OP. No_Grant No_Project No_Ackivity ~ 100% CRANE &MAINT SUPPLY SUP
Sep 49.20 5011130000 - MICAMEDICAREH..  G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity 100% CRANE & MAINT SUPPLY SUP -
Yr2 645.98 5011130000 - MICAMEDICAREH... G5004 - CREDIT &COLLECTION OP. No_Grant No_Project No_Activity ~ 100% CRANE & MAINT SUPPLY SUP
Y3 652.44 5011130000 - MICAMEDICAREH... G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% CRANE & MAINT SUPPLY SUP -
Y4 656.96 5011130000 - MICAMEDICAREH... GS5004 - CREDIT &COLLECTIONOP. No_Grant No_Project No_Actvity  100% CRANE & MAINT SUPPLY SUP -
vis 665.55 5011130000 - MICAMEDICAREH. . G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_ Activity  100% CRANE & MAINT SUPPLY SUP -
FTE_PE Sep 0.50 Part Tme Vacant FTE 65004 - CREDIT & COLLECTION OP. No_Grant

No_Project No_Activity 100% CRANE &MAINT SUPPLY SUP - v
>

11 ) o
Single Position form.

Select the "Manage Positions ->Single" breadcrumb to return to the Manage

Task - Manage Single Position  Task Instructions

I Manage Positions - Single JPersonnel Details

Scenario:Budget

' Requests:Base

o #Department:FN06 100100 - CREDIT & COLLECTIONS
' Employee:EMPVacancy

Header Salary  Other Compensation = Allocation = Calculated Compensation

Allocated Compensation

Budget Amount

Allocated Account

Allocated A

12

excluded from the nightly HCM refresh.

Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is
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Lesson
Overview

In this lesson
you will learn:

Lesson 5: Move Position
This lesson will guide users through the steps to move a position from one
department to another in the budget year. This rule will move both the position and
all assigned employees to the selected department.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from Manage Positions by Department.

Navigate to the Manage Single Position task
e Move a position from one department to another
Validate the results of the calculation
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Step Action Notes

From the home screen, navigate to the Manage Single Position form by going
to My Task List = Personnel Management - Manage Personnel = Manage
Single Position.

1

Enterprise Performance Manag

Navigate File Edit View Favorites Tools Help

A veooe| B ® & |/ oF

MDCBUD - Task List Status *

> Forms
My Task List
‘;j Personnel Management
P Manage Personnel

L Manage Employees by Department
b E" Manage Positions by Department

s 5 ponane

» =¥ Manage Overtime Bucke
> & Manage Seasonal and Temp Buckets

> O attrition Rates

> B9 HCM Refresh Flag

> @ Manage Department Allocation Defaults

P Review Personnel
) Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select a Position. Click the "Go" arrow to save your selection.
Right click on the EMPVacancy record and select "Move Position".

Task - Manage Single Position  Task Instructions

2| Years:FY22 éE',Scenarm:Budget

POS00003987 v | working - |

) Budget Amount Employee Name
FN06100100 - CREDIT & COLLECTIONS

: E_‘J Personnel Details E
RIS RAUDALES
Terminate Employee 3

DAMARIS RAUDZ
Q]Transfer Employee
Change Full Time / Part Time Status P
Change Max Headcount
Move Position
Inactivate Position 3
EE] Sync Position with HCM

lz] Delete New Position
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In the run time prompt, select / enter the following: Moving a position
will move the
->Source Department (DO NOT CHANGE): Confirm the source department for vacancy record

the position and all employees
->Target Department: Use the member selector to select the target in the position
department for the position from one
->Start Month: Use the member selector to select the budget year start department to
month for the move another starting in
->Select Department: Do not change this value. This is the variable that will the selected start
calculate after the move is initiated. This should be set to your user variable month. From the
start month
Select Launch. onwards, budget
RunllmePrompls~PSTN_RULESET_STATUS(HANGE_ane_Posr:mn x dO“ ars W|“ be
o — > cleared from the
e o, source

department and
calculated in the
target
department.

- Do not change the
first prompt,
Source
Department. If this
value is incorrect,
close the prompt
and right click and
select the rule
again. If you are
running the rule
from one of the
“Single” forms, be
sure you right click
on the source
department in the
rows

The “Select

Department”

prompt should

show your
department user
variable. Do not
change this value.
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5 Confirm the following for both the EMPVacancy record and the employees in

the position:

employees) is set to

->The records have been copied to the target department and still appear in
the source department
->The Position Status column and the employee status column (for

Task - Manage Single Position  Task

FINO2030300 - CAPITAL ACCOUNTING

FNG100100 - CREDIT & COLLECTIONS|

5 scenarioBudget J Requests:Base
~ 4
Excuded from
Nightly HCM
Budget Amount Undate Positon Status. Employee Status. Transfer Month Employee Nome Posit
FINANCE |
evpvacancy Yes acive Actve
DAMARIS RAUDALES FINANCE (|
[ DAMARIS RALDALES - 00209284 93,992 Active Actve EECURD!
FINANCE |
EvPacancy tes Transfered Actve oct SN
DAMARIS RAUDALES FINANCE ¢|
DANARIS RALDALES -00205264 Transfered Trensfered oct

6 Right click on the employee record in the SOURCE department and select

"Personnel Details".

Task List Status
Task - Manage Single Position  Task Instructions

s
Hlvears:Fr22

- v 3]
Exduded from
Nightly HCM
Budget Amount Update

FN02030300 - CAPITAL ACCOUNTING

EMPVacancy Yes

DAMARIS RAUDALES - 00209284 93,992
FN06100100 - CREDIT & COLLECTIONS

EMPVacancy Yes

IQ Personnel Details '
erminate Employee
[y Transfer Employee

Change Ful Time / Part Time Status  »
[ Change Max Headcount

[)Move Position

7 Select the Salary tab and confirm the following:

selected

->The Position Status changes to "Transferred" starting in the start month you

Header.

Task - Manage Single Position

Manage Positions - Single > Personnel De

scenario:Budget

jon | Allocation | Calaulated Compensation | Allocated Cor

YearTotal CY
Adjusted oct Nov Dec Jan

Position Status Active Transferred Transferred

wloy Active Transferred Transferred
Ful Time /PartTime  Ful Tme Full Time Full Time
FTE .00 1.00 00 00 100
Step 10 1 11 1 1 1u
Anniversary Date 1123120 11/23/21

#,Departme

- CREDIT & COLLECTIONS

). Employee: ALES - 00209284

8 Select the Calculated Compensation tab and confirm the following:

->Calculated amounts are cleared starting in the start month you selected

9 Select the Allocated Compensation tab and confirm the following:

->Budget amounts are cleared starting in the start month you selected
->No FTE is allocated (at the bottom of the form)

These amounts
(or cleared
amounts) will be
mapped to the
operating
database
(FINSTMT)
during the next
scheduled data
map.
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10 ) o
Single Positions form.

Select the "Manage Positions ->Single" breadcrumb to return to the Manage

Task - Manage Single Position = Task Instructions

l Manage Positions - Single jpersonnel Details

Eiﬁ,Scenarlo:Budget
/., Requests:Base

Header Salary = Other Compensation = Allocation

ﬁ.Deuarh‘nent:FNOé 100100 - CREDIT & COLLECTIONS

Calculated Compensation ~ Allocated Compensation

. Employee:EMPVacancy

’ Budget Amount

Allocated Account Allocated H

11 i
"Personnel Details".

Right click on the employee record in the TARGET department and select

Task - Manage Single Position  Task Instructions
HvearsiFr22
7 =] Working -3
Excl
Nigl|
Budget Amount y
FN02030300 - CAPITAL ACCOUNTING
EMPVacancy Yes
)
DAMARIS
FN06 100100 - CREDIT & COLLECTIONS HOETEEaE s
EMPVacanc Terminate Employee » es
Ez] Transfer Employee
DAMARIS R Change Full Time / Part Time Status  »
Ez] Change Max Headcount
Ez] Move Position

12

month you selected

Select the Salary tab and confirm the following:
->The Position Status changes from Inactive to Active starting in the start

13

Allocation 1

Select the Allocation tab and confirm the following:
->Department's default fund, grant, project, and activity is displayed on

frask - Hanage Single Position 7as

Manage Positons - Snge > Personnel De

B scenariosBudget #,Department:FN02030300 - CAPITAL ACCOUNTING. i version:Working MrexsiFra positior
repessme e fres
o] S | O conin, "ot | A o e npraton
prmere prer prosmer oy pror—

e I 1 [ e

14

Select the Calculated Compensation tab and confirm the following:
->Calculated amounts are calculated starting in the start month you selected

Task - Manage Single Position _ Task Insiructions
Manage Positons - Sngle > Personnel Detals
ScenarosBudget #,Department:F02030300 - CAPITAL ACCOUNTING EVersion:Workng
Requests:Base : RAUDALES - 00209284
Header || Salery || Other Compensation || Alocation I Calculated Compensation l Alocated Compensation
oct Nov Dec 3en Feb Mar Aor

SG000308 Salary Amount 46%.%8 46%.% 695472 4,6%.% 4,6%.%8 4,6%.%8 46%.%8

C Step Increases Salary Amount 27.34 2734 34101 27,34 27,34 2734 2734

Current Year Saary Salary Amount 486382 4,863.82 7,285.73 488382 486382 388382 486382
L25tep Increases Salary Amount
Cost of Living Adjustment Salary Amount .64 .64 729 .64 .64 .64 .64
Total Salary Total Compensation 491246 391246 7,3%63.69 391246 391246 391246 3912.96
HALF STEP (45) Salary Amount
PREMIUMPAY AFSCMEF, G&H (%) Other Compensation Amount 140,00 140,00 210.00 140,00 190.00 190,00 190,00
Longevity Bonus Other Compensation Amount] L0217
Flex Benefits Other Compensation Anount] 8162 a4 12692 ) s462 8462 8462
Health Insurance Rate Other Compensation Amount] 1,153.85 1,153.85 1,730.77 1,153.85 1,153.85 1,153.85 1,153.85
Life Insurance Rate Other Compensation Amount] 1037 1057 15.5% 1037 037 1037 037
DentalPlans Other Compensation Anount] .69 1869 204 1869 869 1863 1869
FLORIDA STATE RETIREMENT SYSTEM (21) Other Compensation Amount] 439.06 43906 653.59 439.06 439.08 439.06 439.06
Sodal Security Rate Other Compensation Amount] 313.25 313.25 s13.23 313.25 .25 31325 31,25
Medcare Rate Other Compensation Amount] 7.2 73.25 12471 73.25 7.2 7.2 7.2
Total Other Compensation Total Compensation 22.10 2233.0 4,49.60 2233.10 2233.0 2233.10 2233.0 |
TotalPay Blement Total Compensation 7,145.55 7,145.55 11,818.29 7,145.55 7,145.55 7,145.55 7,145.55
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Select the Allocated Compensation tab and confirm the following: These amounts
->Budget amounts are calculated starting in the start month you selected (or cleared
->FTE is allocated correctly (at the bottom of the form) amounts) will be

15

Task - Manage Single Position  Task Instructions d t t h
[Manage Positons - Sngle > Personnel Detais ma p p e 0 e
perating
£, Scenario:Budget #¥1,Department:FND2030300 - CAPITAL ACCOUNTING 2 version:Working 0 e ra I n
. Requests:Base ), Employee:DAMARIS RAUDALES - 00209284 d a t a b ase
Header | Salary | Other Compensation _ Alocation | Calaulated Compensation  Allocated Compensation
T A (FINSTMT)
Budget Amount Alocated Account Allocated Fund Grant  Project  Actvity Percent Allocated Job Code
Seo00308 oct! 4,636.48 5001100000 - EMPLOYEE REGULAR  G1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Actvity  100% FINANCE COLLECTION SPECIALIST 000308 .

Nov) 4,636.48 5001100000 - EMPLOYEEREGULAR G 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Actiity  100% FINANCE COLLECTION SPECIALIST - 000308 d urin g t h en EXt
Dec; 6,954.72 5001100000 - EMPLOYEEREGULAR G 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Actiity  100% FINANCE COLLECTION SPECIALIST - 000308
Jan 4,636.48 5001100000 - EMPLOYEE REGULAR 61001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity 100% FINANCE COLLECTION SPECIALIST - 000308 S C h e d u I e d d a ta
Feb 4,636.48 5001100000 - EMPLOYEEREGULAR 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308
Mar 4,636.48 5001100000 - EMPLOYEEREGULAR G 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Actiity  100% FINANCE COLLECTION SPECIALIST - 000308 ma p .
Apr 4,636.48 5001100000 - EMPLOYEEREGULAR G 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308
Ma 4,636.48 5001100000 - EMPLOYEEREGULAR G 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Actiity ~ 100% FINANCE COLLECTION SPECIALIST - 000308
Jun 4,636.48 5001100000 - EMPLOYEEREGULAR G 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308
l 6,954.72 5001100000 - EMPLOYEEREGULAR G 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Actiity ~ 100% FINANCE COLLECTION SPECIALIST - 000308
Aug) 4,636.48 5001100000 - EMPLOYEEREGULAR G 1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308
Sep) 4,636.48 5001100000 - EMPLOYEEREGULAR G101 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity ~ 100% FINANCE COLLECTION SPECIALIST - 000308

[ ] Ye2 60,274.24 5001100000 - EMPLOYEEREGULAR  G1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308

List | 3 60,274.24 5001100000 - EMPLOYEEREGULAR  G1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308
Yr4 60,274.24 5001100000 - EMPLOYEEREGULAR G1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308
¥rs 60,274.24 5001100000 - EMPLOYEEREGULAR  G1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308

iz 1,023.06 5011130000 - MICA MEDICARE H.. G1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity  100% FINANCE COLLECTION SPECIALIST - 000308

MICA MEDICAREH... G1001- GENERAL FUND OPERATIONS No_Grant No_Project No_Actvity  100% FINANCE COLLECTION SPECIALE:

1.00 Full Time Filed FTE 100% FINANCE COLLECTION SPECIALIS

Select the “Manage Positions — Single” breadcrumb to return to the Manage
Single Positions form.

16

Task - Manage Single Position  Task Instructions

| Manage Positions - Single >FPersonnel Details

Scenario:Budget A"‘",Depamnent:FN02030300 - CAPIT]
4, Employee:DAMARIS RAUDALE

o/, Requests:Base
Header = Salary Other Compensation = Allocation = Calculated Compensation =~ Allocated Compensation

Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.

17

Task - Manage Single Position ~ Task Instructions

ey
7| Years:FY22

-l

Exduded from
Nightly HCM
Budget Amount Update

FN02030300 - CAPITAL ACCOUNTING

EMPVacancy Yes

DAMARIS RAUDALES - 00209284 93,992
FN06100100 - CREDIT & COLLECTIONS

EMPVacancy Yes

DAMARIS RAUDALES - 00209284
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Lesson
Overview

In this lesson
you will learn:

Lesson 6: Sync Position with HCM
This lesson will guide users through the steps to sync a position and employees
assigned to the position with the latest data loaded from HR. This status change
occurs at the position level and will impact all employees assigned to the position and
the EMPVacancy record. The steps listed below will navigate the user to the Manage
Single Position task, but users can also make this change from Manage Positions by
Department.

Navigate to the Manage Single Position task
Sync a position with HCM
e Validate the results of the calculation
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Step

Action

Notes

1

From the home screen, navigate to the Manage Single Position form by going
to My Task List = Personnel Management - Manage Personnel = Manage
Single Position.

Enterprise Performance Manag

Navigate File Edit View Favorites Tools Help

Ao vEooe| B @ & |/ o8

MDCBUD - Task List Status *

> Forms
My Task List
ij Personnel Management

P2 Manage Personnel

L Manage Employees by Department
b E" Manage Positions by Department

s & Manane Sindle Emplovee

» =¥ Manage Overtime Buckets

> & Manage Seasonal and Temp Buckets

> O attrition Rates

> B9 HCM Refresh Flag

> @ Manage Department Allocation Defaults

E peview Personnel

Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select any Position that has been modified in Hyperion (and
therefore has the “Exclude from HCM Update” flag marked as Yes). Click the
"Go" arrow to save your selection.

Right click on the EMPVacancy record and select "Sync Position with HCM".

Task - Manage Single Position  Task Instructions

| Years:FY22 ﬁ.iH,Scenario :Budget

POS00003937 w | Working v |+ l

Excluded from
Nightly HCM
Budget Amount Update
FNO6100100 - CREDIT & COLLECTIONS

EMPVacancy
Gi"] Personnel Details

DAMARIS RAUDALES ~ Terminate Employee
Q]Transfer Employee
Change Full Time / Part Time Status  »
@J Change Max Headcount
Qj Move Position
Inactivate Position »

' [ Sync Position with HCM

Delete New Position

In the run time prompt, select / enter the following:

- Select Position: Confirm the position to sync

- Select Department: Confirm the department. This should be the department
the position resides in
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Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Sync_Position_Actuals_Final ®

Prompt Text
&F * Select Position:

.7 *Select Department:

Value

"POS00003987"
"DPFN00000000™

#
Ll

ganCEI

Because you have synced this position with HCM—the "Exclude from HCM
Update" will no longer be displayed on the screen, indicating that this change
is not excluded from the nightly HCM refresh

Task - Manage Single Position  Task Instructions

%Years:FYZZ

FN06100100 - CREDIT & COLLECTIONS
EMPVacancy

DAMARIS RAUDALES

Eii.S(enano:Budget
d|E3)
Budget Amount

Employee Name

DAMARIS RAUDALES

-00209234 1,978

¥.Re

Full Time /Part
Position Description Time
FINANCE COLLECTION

SPECIALIST Full Time

FINANCE COLLECTION

SPECIALIST Full Time

This is the only way
to remove the
“exclude” flag from
a position and its
assigned employees
and to have the
position resync
from HR

The sync will copy
all data for the
position and
employees assigned
to the position from
the HR staging
version into the
budget.

Confirm the following for both the EMPVacancy record and the employees in

the position:

- The records only appear in one department now (the original department)
- Position Status and Employee Status columns have been suppressed,
indicting the position and employee is active for the full budget year
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Lesson
Overview

In this lesson
you will learn:

Lesson 7: Inactivate/Reactivate Position
This lesson will guide users through the steps to inactivate or reactivate a position in
the budget year. This status change occurs at the position level and will impact all
employees assigned to the position and the EMPVacancy record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from Manage Positions by Department.

Navigate to the Manage Single Position task
¢ Inactivate and reactivate a position
Validate the results of the calculation
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Step Action Notes

1 From the home screen, navigate to the Manage Single Position form by going
to My Task List = Personnel Management - Manage Personnel = Manage
Single Position.

Enterprise Performance Manag

Mavigate File Edit View Favorites Tools Help

A voooe|B ® & |/ oE

MDCBUD - Task List Status *

> Forms
My Task List
L Personnel Management
L Manage Personnel

S Manage Employees by Department
G Manage Positions by Department

> ©¥ Manage Single Position

Manage Overtime Bucke

> & Manage Seasonal and Temp Buckets
> & attrition Rates
> B9 HeM Refresh Flag
G Manage Department Allocation Defaults

> B Review Personnel
) Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select an ACTIVE Position. Click the "Go" arrow to save your
selection.

3 Note the following values for the EMPVacancy record and the employees
assigned to the vacancy:

->Budget Amount: Note the budget amount for the employee(s) and
EMPVacancy record. The EMPVacancy Budget Amount will be blank if the FTE
value is 0

Task - Manage Single Position  Task Instructions
Bvears:Fr22 2, Scenario:Budget
v orking v 5
Full Time / Part
Budget Amount Employee Name Position Description Time FTE

FN06100100 - CREDIT & COLLECTIONS MEDICAL BILLING CLERK
EMPVacancy Full Time 0.00

ARILYN MAYEA MEDICAL BILLING CLERK
MARILYN MAYEA - 00312693 62,833 Full Tme 1.00

4 Right click on the EMPVacancy record and select "Inactivate Position -
>Inactivate Position".

Task - Manage Single Position ~ Task Instructions
HvearsiFr22
] working v/
Budget Amount Employee Name
FN06100100 - CREDIT & COLLECTIONS MED]]
EMPV:
[ Personnel Detais | MAYEA MED]|
MARILYNMAYE  Terminate Employee 5
[y Transfer Employee
Change Full Time /Part Time Status  »
[} Change Max Headcount
G Move Position
I Inactivate Position " & ] Inactivate Position I
£]Sync Position with HCM g ]Reactivate Position
[} Delete New Position
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5 In the run time prompt, select / enter the following: Inactivating a
->Select Position: Confirm the position to inactivate position will clear
->Start Month: Use the member selector to select the start month for the the budget costs for
inactivation the vacancy and all
->Apply Termination Payout: This defaults to “Yes”, but if a user changes itto | employees assigned
“No”, termination pay will not be calculated to the position

starting in the
Select Launch. selected start
month.
Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Inactivate_Position *x
Prompt Text Value . AT
&+ * Select Positon: e = The rule will fail if
. * L:Select Start Month: Oct ., you try to inactivate
L”J * 1:Apply Termination Payout: Yes ~ a p05|t|0n that haS
already been
inactivated or
transferred to
another
department.
Cancel

6 Confirm the following for both the EMPVacancy record and the employees in

the position:
->The Budget Amount column should be decreased (if you selected a start
month other than October) or blank if you selected October as the start
month
->The Position Status column is set to Inactive
Task - Manage Single Position  Task Instructions
"»!,lears:FiZZ EFA,Scer\ano:Budget
| Working ~|[3]
Exduded from
Nightly HCM
Budget Amount Update Position Status Employee Name
FN06100100 - CREDIT & COLLECTIONS
EMPVacancy es
ARILYN MAYEA
MARILYN MAYEA - 00312693} 10,073
7 Right click on the employee record and select "Personnel Details".
Task - Manage Single Position  Task Instructions
Bvears:Fr22
~] Workng ~[3
Excluded from
Nightly HCM
Budget Amount Update
FN06100100 - CREDIT & COLLECTIONS
EMPVacancy Yes
MARILYN MAY
[ Personnel Details |
E Termnate Employee >
[y Transfer Employee
Change Full Time / Part Time Status >
E;J Change Max Headcount
LzMovePosmon
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selected

Select the Salary tab and confirm the following:
->The Position Status changes to Inactive starting in the start month you

Task - Manage Single Position ~ Task Instructions

Manage Positions - Single > Personnel Details

2,5cenario:Budget

)

%, Department:FN06 100100 - CREDIT & COLLECTIONS
3. Employee:MARILYN MAYEA - 00312693

Reguests:Base
Header Other Compensation ~ Allocation  Calculated Compensation  Allocated Compensation

YearTotal CY
BegBalance Adjusted Oct Nov Dec
No_PE Position Status Inactive ictive Inactive Inactive Inactive
Full Time / Part Time Full Time Full Time Full Time Full Time
FTE 1.00 1.00 1,00 1.00
Step 7 7 8 8 8
Anniversary Date 10/7/20 10/7/21
56000304 Pay Basis Biweekly
Step 7 7 7 7 7

Select the Calculated Compensation tab and confirm the following:
->Calculated amounts are cleared starting in the start month you selected

Task - Manage Single Position  Task Instructions

Manage Positions - Single > Personnel Details

3%,Scenario:Budget

. Requests:Base

5, Department:FN06 100 100 - CREDIT & COLLECTIONS
3. Employee:MARILYN MAYEA - 00312693

Header = Salary Other Compensation Allocation J§ Calculated Compensationj Allocated Compensation

Nov Dec Jan

Feb

Oct
Termination Pay Other Compensation Amount 9,356.92
Social Security Rate Other Compensation Amount 580.13
Medicare Rate Other C 1 Amount 135.68
Total Other Compensation Total Compensation 10,072.72
Total Pay Element Total C 10,072.72

10

Select the Allocated Compensation tab and confirm the following:
->Budget amounts are cleared starting in the start month you selected
->No FTE is allocated (at the bottom of the form)

Task List Status
Task - Manage Single Position  Task Instructions

| Manage Positions - Single > Personnel Details

£ Scenario:Budget
.. Requests:Base
Header || Salary | Other Compensation | Alocation | Calculated Compensation

Budget Amount Allocated Account
9,356.92 5001550000 - TERMINATION PAYMENTS
580.13 5010100000 - SOCIAL SECURITY

TerminationPay | Oct
Social Security Rate Oct
Medicare Rate Oct

%), Department:FN06 100100 - CREDIT & COLLECTIONS

Allocated Fund Grant  Project
65004 - CREDIT & COLLECTION OP. No_Grant. No_Project No_Activity
G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity
135.68 5011130000 - MICA MEDICARE HOSPITAL INS G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity

Allocated  Alocated  Allocated  Allocation
Activity  Percent

£ verson:Working

Allocated Job Code

100% MEDICAL BILLING CLERK - 000304
100% MEDICAL BILLING CLERK - 000304
100% MEDICAL BILLING CLERK - 000304

These amounts
(or cleared
amounts) will be
mapped to the
operating
database
(FINSTMT)
during the next
scheduled data
map.

1 | = -
Single Position form.

Task - Manage Single Position  Task Instructions

lanage Positions - Single JPersonnel Details

Select the "Manage Positions ->Single" breadcrumb to return to the Manage

i3 Scenario:Budget
.7..Requests:Base
Allocation

Header Salary Other Compensation

Calculated Compensation

%1,Department:FN06 100100 - CR
i/, Employee:MARILYN MA'
Allocated Compensation
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Step

Action

Notes

1

Right click on the EMPVacancy record and select "Inactivate Position
-> Reactivate Position".

Task - Manage Single Position  Task Instructions

@X_Years:FYZZ

POS00003 550 - -3
Exduded from
Nightly HCM
Budget Amount Update Position Status
FN06100100 - CREDIT & COLLECTIONS
EMPVacancy Inactive
[:'J Personnel Details
MARILYN MAYE, _ Terminate Employee > Inactive
Gj Transfer Employee

Change Full Time /Part Time Status  »
I:;j Change Max Headcount
Move Position
[)1nactivate Position

£]Sync Position with HCM & JReactivate Position

l:v,_‘J Delete New Position

In the run time prompt, select / enter the following:
- Select Position: Confirm the position to reactivate
Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Reactivate_Position x

Prompt Text Value
4 = select Position: "POS00003990" .

Lo

Reactivating a position will
reset the position and
employees back to the
budget amounts from
before the inactivation.

The rule will fail if you try
to reactivate a position that
has not been inactivated or
has been transferred to a
different department.

Confirm the following for both the EMPVacancy record and the
employees in the position:

- The Budget Amount column should be back to how it was before you
inactivated the position

Task - Manage Single Position ~ Task Instructions

Excluded from
Nightly HCM

Update Employee Name

FN06100100 - CREDIT & COLLECTIONS

EMPVacancy
MARILYN MAYEA
MARILYN MAYEA - 00312693

Right click on the employee record and select "Personnel Details".

Task - Manage Single Position

Task Instructions

A
= Years:FY22
v g Raitd!

Exduded from
Nightly HCM

Budget Amount Update

FN06100100 - CREDIT & COLLECTIONS
EMPVacancy Yes

MARLINMA l 11 Personnel Details I
erminal mployee
[y Transfer Employee
Change Full Time / Part Time Status  »

lj‘ﬂ Change Max Headcount
() Move Position
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Select the Salary tab and confirm the following:
- The Position Status row has been suppressed (i
is active for the budget year)

ndicating the position

Task - Manage Single Position  Task Instructions

Manage Positions - Single > Personnel Details

£ scenario:Budget
)

gguests:Base

,Department:FN06 100100 - CREDIT & COLLECTIONS
4, Employee:MARILYN MAYEA - 00312693

Header Other Compensation ~ Allocation ~ Calculated C Allocated C )
YearTotal CY
BegBalance Adjusted oct Nov Dec
po.p Full Tme /PartTime  Full Tme Full Time Ful Time Full Time
FTE 1.00 1.00 1.00 1.00
Step 7 7 8 E 8
Anniversary Date 10/7/20 10/7/21

6 Select the Calculated Compensation tab and con

firm the following:

- Calculated amounts are recalculated for the year

- Budget amounts are reallocated for the year
- FTE is allocated (at the bottom of the form)

Task - Manage Single Position | Task Instructions
Manage Positions - Single > Personnel Detais
&, scenario:Budget #,Department:FN06 100100 - CREDIT & COLLECTIONS versiol
. Requests:Base ) s YN MAYEA - 00312693
Header | Salary | Other Compensation | Allocation l Calculated Compensation I Alocated Compensation
oct Nov Dec Jan Feb Mar

56000304 Salary Amount 2,789.62 2,789.62 4,184.43 2,789.62 2,789.62 2,789.62
Current Year Salary Salary Amount 2,789.62 2,789.62 4,184.43 2,789.62 2,789.62 2,789.62
MeritStep Increases Salary Amount 0.00 11160 167.40 111.60 11160 11160
Cost of Living Adjustment Salary Amount 2.0 .01 43.52 201 201 .01
Total Salary Total Compensation 2,908.42 2,930.23 4,395.35 2,930.23 2,930.23 2,930.23
HALF STEP (H5) Salary Amount

PREMIUM PAY AFSCMEF, G &H (3C)  Other Compensation Amount 140.00 140.00 210.00 140.00 140.00 140.00
Flex Benefits Other Compensation Amount 84.62 84.62 126.92 84.62 84.62 84.62
Hesith Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85 1,153.85 1,153.85
Life Insurance Rate Other Compensation Amount 614 619 9.28 619 6.19 6.19
Dental Plans Other Compensation Amount 18.69 18.69 28.04 18.69 18.69 18.69
FRS INVESTMENT PLAN - REGULAR (I3) Other Compensation Amount %451 266.80 400.20 266.80 266.80 266.80
Sodal Security Rate Other Compensation Amount 189.00 190.35 285.53 190.35 190.35 190.35
Medicare Rate Other Compensation Amount 44.20 44.52 .78 .52 44.52 44.52
Total Other Compensation Total Compensation 1,901.41 1,905.02 2,857.52 1,905.02 1,905.02 1,905.02
Total Pay Element Total Compensation 4,809.82 4835.25 7,252.87 4,835.25 4,835.25 4,835.25

Select the Allocated Compensation tab and confirm the following:

Manage Single Position form.

Manage Positions - Single > Personnel Details
£ Scenario:Budget #,Department:FN06 100100 - CREDIT & COLLECTIONS £ Version:Working
$. Requests:Base EA - 00312693
Header | Salary Other Compensation | Alocation  Cakuiated Compensation
Alocated  Alocated  Allocated  Alocation
Budget Amount Allocated Account Allocated Fund Grant  Project  Activity Percent Allocated Job Code
000208 Oct 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
Nov 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP, No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
Dec 4,184.43 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
Jan 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP, No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
Feb 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP, No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
Mar 2,789.62 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
Apr 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
May 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT &COLLECTIONOP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
Jun 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
3l 4,184.43 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
Aug 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP, No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
sep 2,789.62 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304
FTE_PE Sep 1.00 Full Tme Filled FTE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% MEDICAL BILLING CLERK - 000304

Select the "Manage Positions = Single" breadcrumb to return to the

Task - Manage Single Position  Task Instructions

Personnel Details

Manage Positions - Single

i,Scenario:Budget
34..Requests:Base

Header Salary Other Compensation Allocation Calculated Compensation

,Department:FN06 100100 - CRED)
) Employee:MARILYN MAYEA

Allocated Compensation

These amounts will be
mapped to the operating
database (FINSTMT) during
the next scheduled data
map.
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Because you have made a change to the position—the "Exclude from
HCM Update" column should now be marked as "Yes", indicating that
this change is excluded from the nightly HCM refresh.

Task - Manage Single Position ~ Task Instructions

s
7 Years:FY22

POS000 03990 - orking v il

Exduded from
Nightly HCM

Budget Amount
FN06100100 - CREDIT & COLLECTIONS

EMPVacancy

MARILYN MAYEA - 00312693 62,833
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Lesson
Overview

In this lesson
you will learn:

Lesson 8: Add/Delete New Position
This lesson will guide users through the steps to add or delete a new position in the
budget year. The Add rule will create a generic position record (New Position 1, New
Position 2, etc.) and assign it to the EMPVacancy record.

The steps listed below will navigate the user to the Manage Positions by Department.
This is the only form with the Add Position menu.

Navigate to the Manage Single Position task
Add or delete a new position
Validate the results of the calculation
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Step Action Notes
1 From the home screen, navigate to the Manage Positions by Department
form by going to My Task List = Personnel Management > Manage
Personnel = Manage Positions by Department.
I MDCBUD - Task List Status * I Explore: /Operat
Forms
My Task List
B personnel Management
e Manage Personnel
o Manage Employees by Department
& Manage Single Position
© Manage Overtime Buckets
© Manage Seasonal and Temp Buckets
© attrition Rates
©¥ HCM Refresh Flag
© Manage Department Allocation Defaults
B Review Personnel
) Click on the drop-down arrow next to the Department dimension in the point
of view (POV) and select a level 0 department. Click the "Go" arrow to save
your selection.
3 Right click on the form and select "New Position ->Add New Position"
Task - Manage Positions by Department  Task Instructons
BvearsiFr2
- =5
Exdude from HCM
Budget Amount Update Position Status Transfe|
POS0000: Active
[ Personnel Details
POS0000:  Change Full Time / Part Time Status  » | Active
[2) Change Max Headcount
POSODOO:D_}MO\,QPosmon Transferred Oct
Inactivate Position »
BN Fosiion » L!Z]AddNew ositon |
posoum%}im (£]Delete N:\' Position
Edit »
4 In the run time prompt, select / enter the following: Adding a new

->Select a New Job Code: Select the job code for the new position. This will
drive the salary, retirement and premium pay assignment for the new
position

->Enter New Position Description: Text description of new position

->Select FT / PT: Select FT / PT status.

->Enter FTE: Enter FTE for new position

->Enter Max Headcount: Enter max headcount. Max headcount is multiplied
against FTE to determine the cost of the new position

->Select Start Month: Use the member selector to select the budget year start
month for the new position

Select Launch.

position is similar to
adding a new job
code today. This
functionality should
be used if a new job
code is planned to
be added to your
department.

The new position
number is defaulted
and is not tied to
anything.
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Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Add_New_Position x
Prompt Text Value

:J * 1:Select a New Job Code: 311 CALL CENTER SPEC - 001188 v

] = L:Enter New Position Description: Description of new position

ﬂ * L:Select FT /PT: Full Time v

i = L:Enter FTE: 1

|i#] = 1:Enter Max Headcount: 1

i#] = 1:Select Start Month: oct v

-

5 Right click on the new position and select "Personnel Details".

Task - Manage Positions by Department  Task Instructions

ey
Hvears:Fr22

ECT[w| Working v |3
Exclude from HCM
Budget Amount Update Position Status Traf

New Active

C‘J Personnel Details
POSo000  Chenge Full Tme [Part Tme Status > |, o

@_Jchange Max Headcount
P0s0000 [2)Move Positon Active

Inactivate Position »

POS0000.  New Position » | Transferred Oct

6 Select the Header tab and confirm the following: New positions work
->Full Time / Part Time is what you selected in the run time prompt just like the vacancy
->FTE, Standard FTE and Total Vacant FTE’s is the value you entered in the run | record on existing

time prompt positions. The salary
->Union is correct for the job code and other

->Standard hours is correct for the job code compensation
->Max Headcount is the value you entered in the run time prompt elements are all
oI assigned based on
s default tables
managed by OMB

New
Position
Salary Standard  Start
Job Code Union Gade Step Hows Month  StndadFTE  TotalVacantFTEs  MaxFTE Max Headcount
.
No_gL PO Ful Tme 1,00 311 CALL CENTER SPEC - 001188 Local199 - General Employees -H SG001188 5 80.00 Oct 100 100 100 100

7 Select the Salary tab and confirm the following:

->The correct salary grade and midpoint step or rate is assigned to the new
position

->COLA (if applicable) is assigned to the new position

Task - Manage Positions by Department  Task Instruc
[Manage Positons by Department > Personnel Detais
s dget #,Department:FN0§100100 - CREDIT & COLLECTIONS
Header mpensation || Alocation | Calculated Compensation | Alocated Compe:
BegBalance oct Nov Dec Jan Feb
No_PE Full Tme /PartTme  Full Time Full Time Ful Time Ful Time Full Tme Ful Time
3 1.00 100 1.00 100 100 100
Max Headcount 100 1.00 100 100 100 1.00
Standard FTE 1.00 100 1.00 100 100 100
step s 5 5 s 5 s
56001188 Pay Basis Biweekly
step 5 5 5 s 5 s
Budget Rate 1,701.97 1,701.97 1,701.97 1,701.97 1,701.97 1,701.97
Budget Rate Annualzed 4425122 44,2512 44,2512 4425122 44,2512
Costof Living Adustment g, oot Rate 0.01 0.01 0.01 0.01 0.01
Budget Rate Annualzed 25122 25122 425122 42512 25122
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Select the Other Compensation tab and confirm the following:

->The correct premium pay component and retirement element is assigned to

the new position
->Flex pay, benefits and taxes are assigned to the new position

Task List Status

Task - Manage Positions by Department  Tas)

Manage Positions by Department > Personnel Details

H,Scenario:Budget ) Department: 100 - CREDIT & COLLECTIONS
Requ MPVacancy
Header | Salry Alocation Calaated Compensation | Alocated Co
BegBalance Oct Nov
FTE Apply
Greater Maxmum  Applyto to
Calculation Type Than Value Retirement Taxes Budget Rate. Budget Rate

PREMIUM PAY GSAF (7C) Monthly Yes Yes 151.6700 1516700
Flex Benefits Monthly 0.7400 No Yes 91.6667 91.6667
Health Insurance Rate Monthly 0.7400 1,250.0000 1,250.0000
Life Insurance Rate Percent of Salary 0.0021 0.0021
Dental Plans Monthly 0.7400 20.2500 20.2500
FRS INVESTMENT PLAN - REGULAR (13) Percent of Retirement Eligible Earnings 0.0869 0.0869
Social Security Rate Percent of Taxable Eamings 8,853.6000 0.0620 0.0620
Medicare Rate Percent of Taxable Earings 0.0145 0.0145

Select the Allocation tab and confirm the following:

->The correct default fund, grant, project and activity was assigned to the

new position

‘Task - Manage Positions by Department

Alocated Grant Alocated Project Alocated Actvity

»
R oo oo oo e e ]

The allocation is
defaulted from the
Department
Allocation Defaults
form

10

Select the Calculated Compensation tab and confirm the following:
->Calculated amounts are correct

->If you created a part time position, confirm that flex pay and benefits are

calculating correctly

Task - Manage Positions by Department  Task
Manage Positions by Department > Personnel Details
/Depar 0 - CREDIT & COLLECTIONS
Oct Nov Dec Jan Feb
56001188 Salary Amount 3,403.94 3,403.94 5,105.91 3,403.94 3,403.94
Current Year Salary Salary Amount 3,403.94 3,403.94 5,105.91 3,403.94 3,403.94
Cost of Living Adjustment Salary Amount 34.04 34.04 51.06 34.04 34.04
Total Salary Total C¢ 3,437.98 3,437.98 5,156.97 3,437.98 3,437.98
PREMIUM PAY GSAF (7C) Other Compensation Amount 140.00 140.00 210.00 140.00 140.00
Flex Benefits Other Compensation Amount 84.62 84.62 126.92 84.62 84.62
Health Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85 1,153.85
Life Insurance Rate Other Compensation Amount 7.26 7.26 10.89 7.26 7.26
Dental Plans Other Compensation Amount 18.69 18.69 28.04 18.69 18.69
FRS INVESTMENT PLAN -REGULAR (13) Other Compensation Amount 310.93 310.93 966.39 310.93 310.93
Social Security Rate. Other Compensation Amount 221.83 21.83 33275 221.83 221.83
Medicare Rate Other C Amount 51.88 51.88 77.82 5188 51.88
Total Other C Total C¢ 1,989.06 1,989.06 2,983.59 1,989.05 1,989.05
Total Pay Element Total 5,427.04 5,427.04 8,140.55 5,427.03 5,427.03

11

Select the Allocated Compensation tab and confirm the following:

->Salary is allocated to the correct salary account

->FTE is allocated to the correct FTE account (at the bottom of the form)

These amounts (or
cleared amounts)
will be mapped to
the operating
database (FINSTMT)
during the next
scheduled data
map.
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cancy
Calaated Compensation | Allocated Compensation

;Department:FN06 100100 - CREDIT & COLLECTIONS

Version:Working

Allocated Account
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR
5001100000 - EMPLOYEE REGULAR

Allocated Fund
G1001 - GENERAL FUND OPERATIONS
1001 - GENERAL FUND OPERATIONS
G1001 - GENERAL FUND OPERATIONS
G1001 - GENERAL FUND OPERATIONS
61001 - GENERAL FUND OPERATIONS
G1001 - GENERAL FUND OPERATIONS
G1001 - GENERAL FUND OPERATIONS
61001 - GENERAL FUND OPERATIONS
1001 - GENERAL FUND OPERATIONS
1001 - GENERAL FUND OPERATIONS
1001 - GENERAL FUND OPERATIONS
G1001 - GENERAL FUND OPERATIONS

Allocated
Grant

No_Grant
No_Grant
No_Grant
No_Grant
No_Grant
No_Grant
No_Grant
No_Grant
No_Grant
No_Grant
No_Grant
No_Grant

Allocated  Allocated  Allocation

Project  Activity

No_Project No_Activity
No_Project No_Activity
No_Project No_Actiity
No_Project No_Activity
No_Project No_Activity
No_Project No_Activity
No_Project No_Activity
No_Project No_Activity
No_Project No_Activity
No_Project No_Activity
No_Project No_Activity
No_Project No_Activity

Percent
100%
100%
100%
100%
100%
100%
100%
100%
100%
100%
100%
100%

Allocated Job Code
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188
311 CALL CENTER SPEC - 001188

Task - Manage Positions by Department _ Task Instructions
Manage Positons by Department > Personnel Detais
Scenario:Budget
7, Requests:Base
Header Salary Other Compensation _Alocation
Budget Amount
coras oct 3,403.94
Nov 3,403.94
Dec 5,105.51
30 3,403.94
Feb 3,903.94
Mar 3,403.94
Apr 3,403.94
May 3,403.94
3n 3,403.54
Y] 5,105.91
Aug 3,403.94
st Sep 3,403.94
‘ FTE_PE Sep

1.00 Ful Time Vacant FTE

G1001 - GENERAL FUND OPERATIONS No_Grant No_Project No_Activity

100% 311 CALL CENTER SPEC - 001188

12

Select the " Manage Positions by Department" breadcrumb to return to the

Manage Positions by Department form.

Task List Status

Task - Manage Positions by Department

Task Instructions

Header Salary

Scenario:Budget

Requests:Base

Other Compensation

Allocation | Calculated C

Manage Positions by Department >rersonnel Details

*!DEDBY tment:FN06100100 - CRE]
2, Employee:EMPVe|

1 dc
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Step Action Notes

1 Right click on the new position record and select "New Position ->Delete New

Position".
Task - Manage Positions by Department  Task Instructions
Bvears:Fr22
] wer L[y
Exdude from HCM
Budget Amount Update Position Status Tran:
— [ Personnel Details Active
posoo00:  Change Full Time /Part Time Status  » | s 4o
[} Change Max Headcount
P0S0000: [ Move Position Active
Inactivate Position »
POS0000F ™ New Position M [2Add New Position
S ﬂ:::cPo&hon with HCM ’
) In the run time prompt, select / enter the following: This rule will delete
the new position
->Select Position: Confirm the new position to delete from the budget.
Select Launch.
[ Runtime Prompts - PSTN_STATUSCHANGE_Delete_New_Position x
Prompt Text Value
&} = Select Position: “New Position 3 i,
gm.

3 Confirm that the new position has been deleted from the department. The delete rule
cleared the
allocated
compensation for
the new position.
The operating
database will be
updated the next
time the scheduled
data maps run.
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Lesson
Overview

In this lesson
you will learn:

Lesson 9: Terminate/Reactivate Employee
This lesson will guide users through the steps to terminate an employee and then
reactivate a terminated employee in the budget year. This status change occurs at the
employee level and impacts the vacancy calculation at the position level.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from Manage Single Employee or Manage
Employees by Department.

Navigate to the Manage Single Position task
e Terminate and reactivate an employee
e Validate the results of the calculation
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Step Action Notes

From the home screen, navigate to the Manage Single Position form by
going to My Task List = Personnel Management = Manage Personnel
- Manage Single Position.

1

Forms
My Task List
¥ personnel Management
¥ Manage Personnel
S 4 Manage Employees by Department

& Manage Positions by Department
&

&9 Manage Seasonal and Temp Buckets
¥ attrition Rates

& HCM Refresh Flag

© Manage Department Allocation Defaults

¥ Review Personnel

) Click on the drop-down arrow next to the Position dimension in the
point of view (POV) and select a Position. Click the "Go" arrow to save
your selection.

3 Note the following on the EMPVacancy and employee record:
->The FTE, Vacant FTE and Filled FTE for the EMPVacancy
->The Budget Amounts for the employee and EMPVacancy

Task - Manage Single Position  Task Instructions
Bvears:Fr22 £, Scenario:Budget
~] Working v
Full Time /Part
Budget Amount Employee Name Position Description Time FTE

FNO6 100100 - CREDIT & COLLECTIONS CREDIT & COLLECTIONS
EMPVacancy RER Full Time 0.00

[EMFANEE C DAVIS CREDIT & COLLECTIONS

P

EMFANIE DAVIS - 00310772 78,409, BH Full Time 100

7 _Requests:Base

Standard FTE Total Vacant FTE's  Total Filled FTE's Max FTE Max Headcount

1.00 0.00 1.00 1.00 1.00

Right click on the employee record and select "Terminate Employee 2>
Terminate Employee".

Task - Manage Single Position  Task Instructions
HvearsiFr22
w | Working v =+ J
Pay
Salary Anniversary
Job Code Grade  Step Date
FN06100100 - CREDIT & COLLECTIONS
EMPVacancy * & COLLECTIONS REP - 000311 SG000311 S
EMFANIE DAVIS - _ 56000311 8 10/7/20
Personpel Dets
Terminate Employee » QJTermlnahe Employee
P Transter Employee Y Reactvate tmployee
Change Full Time / Part Time Status  »
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year start month of the termination.

Select Launch.

In the run time prompt, select / enter the following:
->Select Start Month: Use the member selector to select the budget

->Apply Termination Payout: This is defaulted to “Yes”, but if a user
changes it to “No”, termination pay will not be calculated

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Terminate_Employee

Prompt Text Value
&' = LiSelect Start Month:

" 1:Apply Termination Payout: Yes

This rule will clear
calculated compensation
for the employee starting
in the selected start
month but will apply
termination pay in the
start month.

The rule will also create a
vacancy in the position by
increasing the Vacant FTE
and ultimately the FTE for
the vacancy member.

6 Right click on the employee record and select “Personnel Details”.

Task - Manage Single Position  Task Instructions
@fYEars:FYn
POS00003988 v v/
Exduded from
Nightly HCM
Budget Amount Update Employee Status
FN06100100 - CREDIT & COLLECTIONS
EMPVacancy 68,921 Yes Active
EMFANIE DA Terminated
Personnel Details
Terminate Employee >
o

Select the Salary tab and confirm the Employee Status changes to

Terminated in the selected start month.
Task - Manage Single Position  Task Instructions
vManage Positions - Single > Personnel Details
:%,Scenario:Budget 1, Department:FN06 100100 - CREDIT & COLLECTIONS
! Reguests:Base +4. Employee:EMFANIE DAVIS - 00310772
Header Other Compensation  Allocation  Calculated Compensation ~ Allocated Compensation
YearTotal CY
BegBalance Adjusted Oct Nov
No_PE Employee Status Terminated Active Terminated Terminated
Full Time / Part Time Full Time Full Time Full Time
FTE 1.00 1.00 1.00
Step 8 8 9 9
Anniversary Date 10/7/20 10/7/21
8 Select the Other Compensation tab and confirm the sum of sick, holiday

month on the termination row.

and vacation hours (from the header tab) appear in the selected start
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Task - Manage Single Position  Task Instructions

Manage Positions - Single > Personnel Details

,scenario:Budget

Header  Salary

Budget
Rate

HALF STEP (HS)

PREMIUM PAY AFSCME F, G &H (3C) 1.0000
Flex Benefits

Termination Pay

Health Insurance Rate

Life Insurance Rate

Dental Plans

FLORIDA STATE RETIREMENT SYSTEM (21) 1.0000
Social Security Rate

Medicare Rate

llocation

#,Department:F

Calaulated Compensation

Calculation Type
Step
Monthly
Monthly
Hours
Monthly
Percent of Salary

Monthly

6100100 - CREDIT & COLLECTIONS

), Employee:EMFANIE DAVIS - 00310772

Allocated Compensation

Percent of Retirement Eigble Earnings

Percent of Taxable Eamings

Percent of Taxable Earnings

BegBalance Oct
FTE Apply
Greater Maximum  Applyto  to
Than  Value Retrement Taxes  BudgetRate

Yes Yes

Yes Yes 1516667

0.7400 No Yes 91.6667

No Yes 70.7500

0.7400 1,250.0000

0.0021

0.7400 20.2500

0.0869

8,853.6000 0.0620

0.0145

Nov

Budget Rate

1516667
91.6667

1,250.0000
0.0021
20.2500
0.0869
0.0620
0.0145

9 Select the Calculated Compensation tab and confirm termination pay
and taxes are calculated (and correct) in the termination start month. All
other pay elements should be cleared starting in the start month.

Task - Manage Single Position  Task Instructions

Manage Positions - Single > Personne! Details

£,Scenario:Budget

), Requests:Base

%, Department:FN06 100100 - CREDIT & COLLECTIONS
). Employee:EMFANIE DAVIS - 00310772

Header = Salary = Other Compensation = Allocation Allocated Compensation
Oct Nov Dec Jan Feb
Termination Pay Other Compensation Amount 1,735.95
Sodial Security Rate Other Compensation Amount 107.63
Medicare Rate Other C Amount 25.17
Total Other C Total Ce 1 1,868.76
Total Pay Element Total C 1,868.76

These amounts will be
mapped to the operating
database (FINSTMT)
during the next
scheduled data map.

10

Select the Allocated Compensation tab and confirm termination pay is
allocated correctly, the rest of the allocations end in the selected start
month, and the allocated FTE (at the bottom) has been cleared.

Task - Manage Single Position  Task Instructions

Manage Positions - Single > Personnel Detais

£, Scenario:Budget

J Requests B:

Header | Selary | Other Compensation | Allocation ~ Calculated Compensation

Budget Amount Alocated Account
TerminatonPay  Oct 1,735.95 5001550000 - TERMINATION PAYMENTS
Social Security Rate Oct 107.63 5010100000 - SOCIAL SECURITY

MedcareRate  Oct

#,Department:FN05 100100 - CREDIT & COLLECTIONS

G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% CREDIT & COLLECTIONS REP - 000311
65004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity ~ 100% CREDIT & COLLECTIONS REP - 000311
25.17_ 5011130000 - MICA MEDICARE HOSPITAL INS GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity.

£ version:Working

Alocated  Alocated  Allocated  Allocation

Alocated Fund Grant  Project  Activity Percent Alocated Job Code

100% CREDIT & COLLECTIONS REP - 000311

11
Manage Single Position form.

Select the " Manage Positions ->Single" breadcrumb to return to the

Task List Status
Task - Manage Single Position

Personnel Details

££,Scenario:Budget

 Requests:Base

Header

Salary = Other Compensation

Task Instructions

Allocation

8, Department:FN06 100100 - CRE
J, Employee:EMFANIE DAV]
Calculated Compensation ~ Alk dc D

Right click on the EMPVacancy record and select “Personnel Details”.

12

Task - Manage Single Position  Task Instructions

'»‘!,Years:FY22

03988 v

FN06100100 - CREDIT & COLLECTIONS
EMPVacancy

EMFANIE DAVIS -

d|E3
Exduded from
Nightly HCM
Budget Amount Update Employee Status
: Active
I 1 Personnel Details I
erminate Employee Terminated
QjTransfer Employee
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Select the Salary tab and confirm the FTE increases starting in start
month you selected in the run time prompt.

13

Task - Manage Single Position  Task Instructions
Manage Positins - Sngle > Personnel Detais,
&, Scenario:Budget #,Department:FN0§ 100100 - CREDIT & COLLECTIONS
juests:Base ). Employee:EMPVacancy
Header Other Compensation ~ Allocation ~ Calculated Compensation  Allocated Compensation
YearTotal CY
BegBalance Adjusted oct Nov Dec

NP8 Full Time /PartTime  Full Tme Full Tme Full Tme Full Tme
FTE 100 100 100 100
Max Headcount 1.00 1.00 1.00 1.00
Standard FTE 1.00 1.00 1.00 1.00
Step 5 5 5 5 5

Se0003LL Pay Basis Biweekly
Step 5 5 s s s
Mex Step 10
L1Step 1
L2Step 12
L3Step 13
Budget Rate 1,6498.70 1,648.70 1,648.70 1,648.70 1,648.70
Budget Rate Annualized 42,866.2000 42,866.2000 42,866.2000

Cost of Living Adjustment BudgetRate 0.01 0.01 0.01
Budget Rate Annualzed 28,6620 428.6620 4286620

Select the Calculated Compensation tab and confirm the vacancy is
calculated correctly starting in the start month you selected.

14

Task - Manage Single Position  Task Instructions
|Manage Positions - Single > Personnel Details
enario:Budget #%,Department:FN06 100100 - CREDIT & COLLECTIONS
/. Requests:Base an
Header | Salary | Other Compensation = Alocation I Calculated Compensation I Allocated Compensation
oct Nov Dec Jan
56000311 Salary Amount 3,297.40 3,297.40 4,3%.10 3,297.40
Current Year Salary Salary Amount 3,297.40 3,207.40 4,9%.10 3,207.40
Cost of Living Adjustment Salary Amount 32.97 32.97 .9 32.97
Total Salary Total C 3,330.37 3,330.37 4,995.56 3,330.37 |
PREMIUM PAY GSAF (7C) Other Compensation Amount 140.00 140,00 210.00 140.00
Flex Benefits Other Compensation Amount 8462 84.62 126.92 8462
Health Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153,85
Life Insurance Rate Other Compensation Amount 7.03 7.03 10.55 7.03
Dental Plans Other Compensation Amount 18.69 18.69 28.04 18.69
FRS INVESTMENT PLAN -REGULAR (13) Other Compensation Amount 301.58 30158 452.36 30158
Sodial Seaurity Rate Other Compensation Amount 215.16 215.16 322.75 215.16
Medicare Rate Other C Amount 50.32 50.32 75.48 50.32
Total Other C Total C 1,971.25 1,971.25 2,956.87 1,971.24
Total Pay Element Total C 5,301.62 5,301.62 7,952.43 5,301.62

Select the Allocated Compensation tab and confirm the vacancy is These amounts will be
allocated correctly starting in the selected start month and the FTE is mapped to the operating
allocated correctly (at the bottom of the form). database (FINSTMT)

15

Task - Manage Single Position  Task Instructions d H t h t
= uring theé nex
heduled dat p
B Scenario:udget #,Department:FN05100100 - CREDIT & COLLECTIONS Hjversion:itorking schedule ata map.
) RequestsiBase -0 acancy
Header | Salary | Other Compensation  Alocation | Calcuiated Compensation
Alocated  Alocated  Alocated  Alocation
Budget Amount Alocated Account Alocated Fund Grant  Project  Actvity Percent Alocated Job Code

Seooool oct 3,207.40 5001100000 - EMPLOYEEREGULAR  G5004 - CREDIT & COLLECTION O, No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

Nov 3,297.40 5001100000 - EVPLOYEEREGULAR G004 - CREDIT &COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

Dec 4,949.10 5001100000 - EVPLOYEEREGULAR | GS004 - CREDIT &COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

3n 3,267.40 5001100000 - EMPLOYEEREGULAR G004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

Feb 3,297.40 001100000 -EMPLOYEEREGULAR G004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Actvity  100% CREDIT & COLLECTIONS REP - 000311

Mar 3,297.40 5001100000 - EMPLOYEEREGULAR G004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

Aor 3,297.40 5001100000 - EMPLOYEEREGULAR G004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

| Tok May 3,297.40 5001100000 - EMPLOYEEREGULAR G504 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activty ~ 100% CREDIT & COLLECTIONS REP - 000311
T 3n 3,297.40 5001100000 -EMPLOYEEREGULAR G004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311
Y] 4,8%.10 5001100000 - EVPLOYEE REGULAR G004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

Aug 3,297.40 5001100000 -EMPLOYEEREGULAR G004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

Se 3,297.40 5001100000 - EMPLOYEE REGULAR | G004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activty  100% CREDIT & COLLECTIONS REP - 000311

FTE_PE sep 1.00 Ful Time Vacant FTE G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% CREDIT & COLLECTIONS REP - 000311

Select the " Manage Positions ->Single" breadcrumb to return to the
Manage Single Position form.

16
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Task List Status

Task - Manage Single Position  Task Instructions

lanage Positions - Single 3 Personnel Details

' Scenario:Budget #1,Department:FN06 100100 - CRE]
/. Requests:Base 7. Employee:EMFANIE DAV
Header | Salary = Other Compensation = Allocation | Calculated C 1 All d C i

[
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Step Action Notes
1 Right click on the employee record and select "Terminate Employee 2>
Reactivate Employee".
Task - Manage Single Position  Task Instructions
Bvears:Fr22 )
b v/l
Exduded from
Nightly HCM
Budget Amount Update Employee Status Emp}
FN06100100 - CREDIT & COLLECTIONS
EMPVacancy 68,921 Yes Active
EMFANIE C}
EMFANIE DAVIS -003107; [, Personnel Details Terminated
g Transfer Employee ] Employee
Change Full Time / Part Time Status  »
[ Change Max Headcount
) In the run time prompt, select / enter the following: This rule will reactivate
->Select Employee: Confirm the employee to sync the employee and reduce
the vacancy.
Select Launch.
| Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Reactivate_Employee The rule will fail if the
Prompt Text Value vacancy no longer exists
_*_*' * Select Employee: "EMP0O03107727 to reactivate the
employee.
3 Confirm the employee record and vacancy record have been reset to
their values before the termination.
4 Because you only reactivated the employee and did not synchronize the

position, the "Exclude Employee from HCM Update" column should still
be marked as "Yes", indicating that this change is excluded from the

nightly HCM refresh.

Task - Manage Single Position  Task Instructions

%Years:FYZZ

v

FN06100100 - CREDIT & COLLECTIONS
EMPVacancy

EMFANIE DAVIS

v
Exau!e! gom
Nightly HCM
Budget Amount Update Employee Name
Yes
EMFANIE C DAVIS
-00310772 78,409
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Lesson
Overview

In this lesson
you will learn:

Lesson 10: Update Accrued Balances
This lesson will guide users through the steps to update accrued balances in the
budget year. This status change occurs at the employee level, not at the vacancy level.

The steps listed below will navigate the user to the Manage Single Employee task, but
users can also make this change from Manage Employees by Department.

Navigate to the Manage Single Employee task
Update accrued balances in the budget year
e Validate the results of the calculation

104



Hyperion Department Personnel End User Training Guide

inferms

Step Action Notes
1 From the home screen, navigate to the Manage Single Employee form
by going to My Task List 2 Personnel Management - Manage
Personnel = Manage Single Employee.
> Forms
My Task List
@ Pgrsonnel Management
(= Manage Personnel
> O Manage Employees by Department
> O Manage Overtime Buckets
> & Manage Seasonal and Temp Buckets
> 9 attrition Rates
> B9 HCM Refresh Flag
" g Manage Department Allocation Defaults
, P Review Personnel
) Click on the drop-down arrow next to the Employee dimension in the
point of view (POV) and select an Employee. Click the "Go" arrow to
save your selection.
3 Right click on the employee row and select "Personnel Details".
Task - Manage Single Employee  Task Instructions
& Years:FY22
EMP00013185 : CRISTINA MEKIN [+ | Working - |
Budget Amount
CRIST]
Sy -Tr—
Terminate Employee 4
QJTransfer Employee
EEJ Undo Transfer Employee
4 Ensure that you have selected the “Header” tab. If you scroll to the right | Make note of the accrued

you will see the last three columns are: Accrued Vacation Hours,
Accrued Sick Hours, and Accrued Holiday Hours.

Task - Manage Single Employee Task Instructons
Manage Employees - Sge > Personnel Detads
Budget 1, Department:FN06100100 - CREDIT & COLLECTIONS HvearsiFrz 2. Posiion:POS0
e . Employee:CRISTINA MEKIN - 00013185
m Salary | Other Compensation || Allocation || Calcuiated Compensation | Alocated Compensation
Full Tme Pay Accrued Accrued Acaved
Tpart Slary  Aniversary Longevity Longeuity  Standard Vacation Sk Holday
Positon Description Enployee Name Tme FIE Job Code Unon Grade  Date = Date  Yews Houws Headcounf Hours Hours Hours
(CREDIT &.COLFINSECT ] CRISTINA. MEXIN
e
no gL MR FullTime 1,00 CREDIT &.COL FINSECT MGR - 000355 NonBargaing-L SG0035S  10/5/20 122986 3300 8000 10§ S60.00 85350 1000

balances listed in the last
three columns as you will
be adjusting them in the
next step.
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To modify those accrued balances in the last three columns, right click
on the No_BL row, then select “Update Accrued Balances” from the

right click menu.
Task - Manage Single Employee  Task Instructions

Manage Employees - Single > Personnel Details

;u;.ﬂ,Scenario:Budget a8y sDepartment:FNOS

/. Requests:Base 4 Employee:(

Header Salary Other Compensation = Allocation = Calculated Compensation  #
Full Time
| Part
Position Description Employee Name Time FTE
B el G, = = RISTINA MEKIN
No. [} Update Accrued Balances Full Time  1.00

Edit 3
Adjust »

In the run time prompt, select / enter the following to update the
accrued balances as necessary:

->Enter Accrued Vacation Hours: enter a number of vacation hours
->Enter Accrued Sick Hours: enter a number of sick hours

->Enter Accrued Holiday Hours: enter a number of holiday hours
->Enter Accrued Comp Hours: enter a number of comp hours

Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Update_Accrued_Balances *
Prompt Text Value
;E] 1:Enter Accrued Vacation Hours: 500
|14 1:Enter Accrued Sick Hours: 300
_.ﬂ 1:Enter Accrued Holiday Hours: 3

5

ﬂ 1:Enter Accrued Comp Hours:

Launch || Cancel

The run time prompt has
you enter in the new
accrued hour balances
and you can leave a
prompt blank if a
category doesn't have
any hours.

Once the rule finishes, verify that the accrued balances in the last 3-4
columns are the same as what you entered in the run time prompt.

Task - Manage Single Employee _Task Instructions

Manage Employees - Single > Personnel Detals

E,scenario:Budget #,Department:FN06 100100 - CREDIT & COLLECTIONS [ Version:Working BvearsiFraz 4, Position:P0500003983

4. Employee:CRISTINA MEKIN - 00013185
Calaated Compensation | Alocated Compensation

) Requests:Base
Header | Salary || Other Compensation | Alocation

Pay Acoued Accued Accued Acued
Salary  Anniversary Longevity Longevity Standard Vacation
Position Description Employee Name Tme  FTE Job Code Union Grade Date Date  Years Hours Headcounfl Hows Hours Hows Hours

\CREDIT & COL FIN SECT CRISTINA MEKIN
no_ge M Ful Tme 1,00 CREDIT &COL FIN SECT MGR - 000355 NonBargaining -L SG000355  10/5/20 12/29/86 3300 80.00 100l 500.00 800.00 800 500

If the employee was
already terminated, the
Other Compensation tab
will show the updated
hour count and the
Calculated Compensation
tab will show the
updated payout amount.
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Lesson 11: Transfer Employee/Undo Transfer
This lesson will guide users through the steps to transfer an employee to a different

Lessor'] position and then undo a transfer in the budget year.

Overview
The steps listed below will navigate the user to the Manage Single Position task and
Manage Single Employee task, but employee transfers can also be initiated from
Manage Employees by Department.

In this lesson Navigate to the Manage Single Position task

Navigate to the Manage Single Employee task
Transfer an employee

e Undo an employee transfer

e Validate the results of the calculation

you will learn:
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Step

Action

Notes

1

From the home screen, navigate to the Manage Single Position form by going
to My Task List ->Personnel Management ->Manage Personnel ->Manage
Single Position.

Forms
My Task List
B personnel Management
(= Manage Personnel
S 4 Manage Employees by Department
& Manage Positions by Department

P Mapace Sigle Fnoloves

¥ Manage Single Position

& Manage Seasonal and Temp Buckets

7 attrition Rates
&9 HeM Refresh Flag
© Manage Department Allocation Defaults

¥ Review Personnel

Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select a target position you want to move the employee
into. Click the "Go" arrow to save your selection.

The target position must have a vacancy available. If there isn't a vacancy,
increase the max headcount on the target position.

Task List Status

Task - Manage Single Position  Task Instructions

M vears:rv22 Yscenaro:Budget Requests:Base

<] ~i*

Ful Tme / Part
Time

Excluded from
Nightly HCH satar}
L Budget Amount Update Employee Name Postion Descrption FTE Job Code Grad
FN06100100 - CREDIT & COLLECTION: ACCOUNT CLERK
EMPVacancy 59356 fles Ful Tme 1.00 fccOUNT CLERK - 000310 60003
DENISE B POPPS. ACCOUNT CLERK

1.00 ACCOUNT CLERK - 000310 560003

DENISE POPPS - 00211982 69,655 Ful Tme

Note the target
position number
and target
department
number. You will
need to enter these
values in the
Transfer Employee
run time prompt

Navigate to the Manage Single Employee form under Personnel Management
->Manage Personnel ->Manage Single Employee.

Forms
My Task List

I Personnel Management
I Manage Personnel

S 4 Manage Employees by Department

¥ Manage Single Employee

¥ Manage Single Position

& Manage Overtime Buckets

S 4 Manage Seasonal and Temp Buckets

& attrition Rates

5 HCM Refresh Flag

S 4 Manage Department Allocation Defaults
P Review Personnel

Click on the drop-down arrow next to the Employee dimension in the point of
view (POV) and select the employee you’d like to transfer. Click the "Go"
arrow to save your selection.
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Right click on the employee record you'd like to transfer and select "Transfer

° Employee".
5 ~|= s
FN06100100 - CREDIT & COLLECTIONS. Pm‘@vemnnel - - — Ful Tme 1.00 MEDICAL B|
7 In the run time prompt, select / enter the following: ->The transfer rule
will go find copy the
->Start Month: Enter the budget year start month for the employee transfer employee and
->Select Target Department: Use the member selector to select the target employee specific
department from Step 3. You should not need to change this value if you are | attributes into the
transferring to a position in the same level 0 department target position /
->Select position to transfer into: Use the member selector to the target department.
position from Step 3
->Select Employee: Confirm the employee you want to transfer The rule will fail if
->Select Position: Leave at Total Positions you try to transfer
->Select Department: Leave at your department user variable an employee into a
position without a
Select Launch. vacancy.
i o T ey .
i+ = Select Department: “DPFN00000000" w0,
8 Navigate back to the Manage Single Position form (My Task List ->Personnel
Management ->Manage Single Position), click on the drop-down arrow next
to the Position dimension in the point of view (POV) and select the target
position you moved the employee into. Click the "Go" arrow to save your
selection.
9 Confirm the following for the target position:
->The employee you selected in the run time prompt now appears on the
form
->The Budget Amount and FTE for the EMPVacancy has been reduced
: = S o P ot oy
e s T e Wiy
— B r——
10 Right click on the EMPVacancy record in the target position and select

"Personnel Details".

109



Hyperion Department Personnel End Use

r Training Guide

inferms

FN06100100 - CREDIT & COLLECTIONS

® Years:Fy22

i, Scenario:f]

]2
Excluded from
Nightly HCM
Update

Budget Amount Employee Name

ACq]
EMP i
I DJPersonnel Details I DENISE B POPPS AC(
DENISE PO erminate Employee
QJ Transfer Employee MARILYN MAYEA AC(

MARILYN M change Full Time / Part Time Status  »

|- DO

11

Select the Salary tab and confirm the vacancy FTE (FTE row) has been reduced
starting in the start month you selected in the transfer run time prompt.

%, Department:FN06100100 - CREDIT & COLLECTIONS &, verson:Workng M vearsiFr2z ). postion
Employee:EMP!
er Compensation || Alocation || Calculated Compensation || Alocated Compensatio
YearTotal CY
BegBatnce Adjusted oct Noy [ % Feb M Ao May
No:FE EulTme L pact Tme Ful e Sl Eiloe o Ao i e FulTo Ful Tme

FTE 1.00 0.00 0.00 0.00 0.00 0.00 0.00 00 |

o Headcoun o0 Wy iy T 2y iy T wy
Standard FTE 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00
step 5 5 5 5 5 5 s 5 5 5

Budget amounts will
not be calculated in
months the vacancy
has an FTE of O

12

Select the Calculated Compensation tab and confirm the vacancy calculated
compensation has been reduced starting in the start month you selected in
the transfer run time prompt

¥, Scenario:Budget

Requests:Base

Header Salary Other Compensation  Allocation  Calculated Compensation  Allocated Compensation

), Department:FN06100100 - CREDIT & COLLECTIONS i, version:Working

_Employee:EMPVacancy

There are no vald rows of data for this form.

No data to display

13

Select the Allocated Compensation tab and confirm the vacancy allocated
compensation has been reduced starting in the start month you selected in
the transfer run time prompt.

14
row on the form)

Confirm there is no allocated FTE for the vacancy (would be at the bottom

i%, Scenario:Budget
..Requests:Base
Header Salry Other Compensation

No data to display

Allocation

There are no valid rows of data for this form.

,Department:FN06100100 - CREDIT & COLLECTIONS
4..Employee:EMPVacancy
Calculated Compensation  Allocated Compensation

If the vacancy has
been reduced to
zero, otherwise an
FTE will still remain.

Select the "Manage Positi
Single Position form.

15

ons ->Single" breadcrumb to return to the Manage

P
Manage Posttions - Single > Iersonn

i Scenario:Budget

4..Requests:Base

No data to display

Task - Manage Single Position  Task Instructions

Header ~Salary =~ Other Compensation ~Allocation ~ Calculated Compensation  Allocated Compensation

[There are no valid rows of data for this form.

el Detais

,Department:FN06100100 - CREDIT & COLLECTIONS
/. Employee:EMPVacancy
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16 Right click on the employee record that was transferred into the target

position and select "Personnel Details".

B vears:Fy22

~| Working ~|[»)
Excluded from
Nightly HCM
Budget Amount Update
FN06100100 - CREDIT & COLLECTIONS
EMPVacancy Yes

DENISE POPPS - 00211982 68,655

MARILYN MA’ g
EJ Personnel Details

Employee Name Pq
Accoy

DENISE B POPPS ACCoy
MARILYN MAYEA ACCOY

£, Scenario:Bud

17 Select the Header tab and confirm the pay anniversary date reflects the first

day of the transfer month.

Manage Postions - Sngle > Personnel Detais

#,Dep: 00100 - CREDIT & COLLECTIONS. YVers
RILYN MAYEA - 00312693
Header Ak Gak ated Compensation
Ful Tme
Salary.
Postion Description Employee Name Tme FTE Job Code Union Grade  Ste

ACCOUNT CLERK

MARILYN MAYEA

No_BL

Ful Tme 1.00 ACCOUNT CLERK - 000310  Local199 - General Employees - H SG0003... 7

Pay

iversary fongevi
Date Date
10/1/21 $10/6/14

M vearsFr22

ity Longevity Standard

Years  Hours Hei

500  80.00

The pay anniversary
date gets updated
for the employee in
the target position
to the first day of
the transfer month.
This could impact
merit and step
increase
calculations on the
target position.

18

Select the Salary tab and confirm the following:

->Confirm the Employee Status is "Inactive" for all of the months before the
start month you selected in the transfer run time prompt

->Confirm the correct salary rate (if assigned a range salary grade) or step (if
assigned a step grade) appears on the salary grade-budget rate row

,,,,,,,,,,,
No_PE Full Time / Part Time Ful Time Full Time Full Tme. Full Tme. Ful Tme. Ful Te Full Time

If the employee is
assigned a range
salary grade, there
should be a 5%
increase (assuming
the increase doesn’t
put the employee
over the max).

If the employee is
assigned a step
salary grade, the
step should be the
first step with a
budget rate higher
than the current
salary rate

19

Select the Other Compensation tab and confirm the employee’s original list of
other compensation elements all appear on the form.

40 00 - CREDIT & COLLECTIONS % Verson:Working M vearsrraz
sts:Base N MAYEA - 00312693
Head: Other Compensation  Alocation | Cakculated Cor mpensation
BegBaance oct Nov Dec Jan Fe
FTE Apply
Budget Greater Maxmum  Applto t
Rate Calcution Type Than  Vaue  Retiement Taxes BudgetRate Budget Rate Budgst Rate Budget Rate Budget]
HALF STEP (HS) Step Ye ¥
PREMIUM PAY AFSCMEF, G & H (3C)  1.0000 Monthly Yes Yes 151.6667 1516667 151.6667 151.6667 i
Flex Benefits Monthly 0.7400 No Yes 91,6667 91.6667 91.6667 91,6667
Termination Pay Hours No Yes
Health Insurance Rate Monthly 0.7400 1,250.0000 1,250.0000 1,250.0000 1,250.0000 1,.2]
Uife Insurance Rate Percent of Salary 0.0021 0.0021 0.0021 0.0021
Dental Plans Monthly 0.7400 20.2500 20.2500 20.2500 202500
FRS INVESTMENT PLAN - REGULAR (I3) 1.0000 Percent of Retrement Elgble Eamin. 0.0869 0.0869 0.0869 0.0869
Socal Securty Rate Percent of Taxable Earnings 8,853.6000 0.0620 0.0620 0.0620 0.0620
Medicare Rate Percent of Taxable Eamings 0.0145 0.0145 0.0145 0.0145

Other
Compensation
elements should
have been copied
from the source
position to the
target position
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20

Select the Allocation tab and confirm the department default allocation for
the target position is shown on the form.

Manage Postions - Sngle > Personnel Detais

3 ScenarosBudget

Header | Sa

Compensation | Allocation | Cauted Compensation

6100100 - CREDIT & COLLECTIONS
MARILYN MAYEA - 00312693

Alocated Compensation

4 verson:Warkng Bvearsrrz PostonP0S00003989

Alocated Fund

Aluamnj 1001 - GENERAL FUND OPERATIONS

‘Hlocated Grant

o_Gant Ho_Project

Alocated Project Alocated Actwty

‘Alocafon percel
100

Ho_Activty

21

correct.

Select the Calculated Compensation tab and confirm the employee calculated
compensation starts in the start month and the calculated amounts are

5, Scenario:Budget
Requests:Base

Header | Sabry | Other Compensation

56000310
Current Year Salary

Cost of Liing Adjustment

Total Salary

HALF STEP (HS)

PREMIUM PAY AFSCME F, G & H (3€)
Flex Benefits

Heakh Insurance Rate

Le Insurance Rate

Dental Plans

#,Department:FN06100100 - CREDIT & COLLECTIONS %, version:Working M vearsiFy22
Employee:MARILYN MAYEA - 00312693
Alocation  Calculated Compensation  Alocated Compensation
oct Nov. Dec Jan Feb Mar Apr

Salary Amount 2,873.32 287332 4,300.98 2,873.32 2,873.32 2,873.32 2,873.32
‘Salary Amount. 2,873.32 2,873.32 4,300.98 2,873.32 2,873.32 2,873.32 2,873.32
Salary Amount 2873 2873 43.10 2873 2873 2873 2873
Total Compensation 2,902.05 2,902.05 4,353.08 2,902.05 2,902.05 2,902.05 2,902.05
Salary Amount
Other Compensation Amount 140.00 140.00 210.00 140.00 140.00 140.00 140.00
Other Compensation Amount 84.62 84.62 126.92 84.62 84.62 84.62 84.62
Other Compensation Amount. 1,153.85 1,153.85 173077 1,153.85 1,153.85 1,153.85 1,153.85
Other Compensation Amount 613 613 9.19 613 6.13 613 613
Other Compensation Amount 18,69 18.69 28.04 18.69 18,69 18.69 1869

22

Select the Allocated Compensation tab and confirm the employee allocated
compensation starts in the start month and an allocated FTE appears for the

employee (last row of the form).

) Scenaro:Budget %, Department:FND100100 - CREDIT & COLLECTIONS. % Verson:Workng MyearsFr2z
Requests:Base Employee:MARILYN MAYEA - 00312693
Header | Saary | Other Compensation | Alocation | Cakulited Compensation  Allocated Compensation
Aloated  Alocated  Alocated Alocation
Budget Amount Alocated Account Alocated Fund Gnt  Project Percent  Alocated Job Code

Dec 66.16 5011130000 - ICA MEDICARE H... 1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Actvty  100% ACCOUNT CLERK - 000310

an 44.11 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO.. No_Grant No_Project No_Actviy  100% ACCOUNT CLERK- 000310

Feb 44.11 5011130000 - MICA MEDICARE H..  G1001 - GENERAL FUND OPERATIO.. No_Grant No_Project No_Activey  100% ACCOUNT CLERK - 000310

Mar 44.11 5011130000 - MICA MEDICARE H..  G1001 - GENERAL FUND OPERATIO.. No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310

Ao 44.11 5011130000 - MICA MEDICARE H... 61001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Actvty  100% ACCOUNT CLERK - 000310

May 44.11 5011130000 - MICA MEDICARE H.. G1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Actiiy  100% ACCOUNT CLERK - 000310

Jun 44.11 5011130000 - MICA MEDICARE H... 61001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activey  100% ACCOUNT CLERK - 000310

0l 66.16 5011130000 - MICA MEDICARE H... 61001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310

Aug 44.11 5011130000 - MICA MEDICARE H.. G1001 - GENERAL FUND OPERATIO.. No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310

sep 44.11 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK- 000310

Y2 578.90 5011130000 - MICA MEDICARE H... 61001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Actiky  100% ACCOUNT CLERK - 000310

Y3 594.42 5011130000 - MICA MEDICARE H... 61001 - GENERAL FUND OPERATIO.. No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310

4 590,00 5011130000 - MICA MEDICARE H... 61001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310

609.21 5011130000 - MICA MEDICARE H... 1001 - GENERAL FUND OPERATIO.. No_Grant No_Project No_Activty __ 100% ACCOUNT CLERK - 000310

FTE PE sep 1.00 Ful Time Filed FTE 61001 - GENERAL FUND OPERATIO.. No_Grant No_Project No_Actwey  100% ACCOUNT CLERK - 000310

23 . "
Single Position form.

Select the "Manage Positions ->Single" breadcrumb to return to the Manage

Task - Manage Single Position _ Task I

Manage Posi sonnel Deta

Header Sshry  Other Compensston  Alocaton  Cakuiated Compensaton  Allocated Compensation

Budget Amount Alocated Account
66,16 5011130000 - MICA MEDICARE H.

00 - CREDIT & COLLECTIONS.
YN MAYEA - 00312693

Alocatad Fund
61001 - GENERAL FUND OPERATIO.

4 Verson:Workng

Alocated Alocated  Alocated  Alocation
Gant Project  Actwty percent
No_Grant. No_Project. Ho_ActhEy

20 44,11 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Actity  100% ACCOUNT CLERK- 000310
Feb 44,11 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO... No_Grant No_Project Mo_Activky  100% ACCOUNT CLERK- 000310
Mar 4,11 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_ActivEy  100% ACCOUNT CLERK - 000310
Aor 44,11 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK- 000310
May 44,11 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Actity  100% ACCOUNT CLERK- 000310
un 44,11 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO.. No_Grant Mo_Project No_Actity  100% ACCOUNT CLERK - 000310
ul 6,16 5011130000 - MICA MEDICARE H.._ G1001 - GENERAL FUND OPERATIO. No_Grnt No_Project No_Actity  100% ACCOUNT CLERK - 000310
g 4,11 5011130000 - MICA MEDICARE H..._ G1001 - GENERAL FUND OPERATIO.. No_Grant Ho_Project Mo_Actity  100% ACCOUNT CLERK- 000310
sep 44,11 5011130000 - MICA MEDICARE H.._ G1001 - GENERAL FUND OPERATIO. . No_Grant No_Project No_Actily  100% ACCOUNT CLERK - 000310

Alocated Job Code
100% ACCOUNT CLERK - 000310

vears

24

Because you have made a change to the target position--the "Exclude from
HCM Update" column should now be marked as "Yes", indicating that this
change is excluded from the nightly HCM refresh.

If you need to sync
a target position
with a transferred
employee, make
sure you sync the
source position as
well
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25

Click on the drop-down arrow next the Position dimension in the point of
view and select the source position for the transferred employee. Click the
"Go" arrow to save your Position selection.

Task - Manage Single Position  Task Instructions

. M vearsiFy22 %, Scenario:Budget
]3]
|
Excluded from
Nightly HCM
Budget Amount Update Employee Status  Transfer Month Employee Name Pos|
FN06100100 - CREDIT & COLLECTIONS MEDICA
EMPVacancy 58,164 Yes Active
MARLLYN MAYEA MEDICA
MARILYN MAYEA - 00312693 Transferred oct

Even if you transfer
an employee
starting at the
beginning of the
budget year, their
source record will
still display but will
not have any
calculated
compensation.

26

Right click on the EMPVacancy record in the source position and select
"Personnel Details"

Task - Manage Single Position  Task Instructions

‘ ™ vears:Fy22 =, scena
POS0000399 | Working RalEd]

Excluded from
Nightly HCM

Budget Amount Update Employee Status  Transfe
FN06100100 - CREDIT & COLLECTIONS
EMPVacancv 58.164 Yes Active

I sy Personnel Details I

Terminate Employee »

Transferred Oct

27

Select the Salary tab and confirm the vacancy FTE (FTE row) has been
increased starting in the start month you selected in the transfer run time
prompt.

% Scenario:Budget #,Department:FN05100100 - CREDIT & COLLECTIONS I, verson:Workig M vearse)
vee:MARILYN MAYEA - 00312693
Header | Salry | Other Compensation | Alocation || Calcuated Compensation | Allocated Compensation

Requests:Base

Alocated  Alocated  Alocated  Alocation

Budget Amount Alocated Account Alocated Fund Grant  Project  Actwty  Percent  Alocated Job Code
Dec 66.16 5011130000 - MICA MEDICARE H.._ G1001 - GENERAL FUND OPERATIO. No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310
Jan 44.11 5011130000 - MICA MEDICARE H... G101 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310
Feb 4411 5011130000 - MICA MEDICARE H... G101 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK- 000310
war 44.11 5011130000 - MICA MEDICARE H... G101 - GENERAL FUND OPERATIO... No_Grant Mo_Project No_Activty  100% ACCOUNT CLERK - 000310
Aor 4411 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310
May 4.1 5011130000 - MICA MEDICARE H... G101 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK - 000310
Jun 4411 5011130000 - MICA MEDICARE H... G101 - GENERAL FUND OPERATIO... No_Grant No_Project No_Activty  100% ACCOUNT CLERK- 000310
ul 66.16 5011130000 - MICA MEDICARE H... G101 - GENERAL FUND OPERATIO... No_Grant No_Project No_Actiity  100% ACCOUNT CLERK - 000310
Aug 4411 5011130000 - MICA MEDICARE H... G1001 - GENERAL FUND OPERATIO... No_Grant No_Project No_ActvEy  100% ACCOUNT CLERK - 000310
sep 4411 5011130000 - MICA MEDICARE H.. G100 - GENERAL FUND OPERATIO.. No_Grant No_Project No_Activty  100% ACCOUNT CLERK- 000310

2800 Sni11a0000 . wica MENICARE N 61001 - GENFRA) FIND OFRATID Mo Geaoe o progect uo Actry  10noe accoinToERe nnan

28

Select the Calculated Compensation tab and confirm the vacancy calculated
compensation has been increased starting in the start month you selected in
the transfer run time prompt.

%, Scenario:Budget #,Department:FN06100100 - CREDIT & COLLECTIONS s Version:Working M vear
Requests:Base _Employee:EMPVacancy
Header | Salry | Other Compensation | Alocation  Cakculated Compensation | Alocated Compensation
oct Nov Dec Jan Feb Mar Aor
S6000304 Salary Amount 2,594.48 2,504.48 3,801.72 2,504.48 2,594.48 2,504.48 2
Current Year Salary Sabary Amount 2,504.48 2,504.48 3,891.72 2,504.48 2,504.48 2,504.48 2
Cost of Living Adjustment Sabary Amount 2594 2594 38.92 2594 2594 25.94
Total Sabry Total C 2,620.42 2,620.42 3,930.64 2,620.42 2,62042 2,620.42 2
PREMIUM PAY GSAF (7€) Other Compensation Amount 140.00 140.00 210.00 140.00 140.00 140.00 1
Flex Benefits Other Compensation Amount 84.62 84.62 126.92 84.62 84.62 84.62
Heatth Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85 1,153.85 1,153.85 1]
Lfe Insurance Rate Other Compensation Amount 553 553 8.30 553 553 553

29

Select the Allocated Compensation tab and confirm the vacancy allocated
compensation has been increased starting in the start month you selected in
the transfer run time prompt.
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) scenario:Budget #, Department:FN06100100 - CREDIT & COLLECTIONS. I, version:Working M vearsiFr22
). Requests:Base 2. Employee:ENPVacancy
Header | Saary | Other Compensation | Alocation | Calculated Compensation | Allocated Compensation
Alocated  Alocated  Alocated  Alocation
Budget Amount Alocated Account Alocated Fund Gmant  Project  Activty  Percent Alocated Job Code
BO0U0=04. oct 2,504.48 5001100000 - EMPLOYEE REGULAR 65004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actvty  100% MEDICAL BILLING CLERK - 0003.
Nov 2,504.48 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actvty  100% MEDICAL BILLING CLERK - 0003,
Dec 3,891.72 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actvty ~ 100% MEDICAL BILLING CLERK - 0003
3n 2,504.48 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actvty  100% MEDICAL BILLING CLERK - 0003.
Feb 2,504.48 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actvty ~ 100% MEDICAL BILLING CLERK - 0003,
Mar 2,594.48 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actvty ~ 100% MEDICAL BILLING CLERK - 0003
Apr 2,594.48 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actvty ~ 100% MEDICAL BILLING CLERK - 0003,
May 2,504.48 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actvty ~ 100% MEDICAL BILLING CLERK - 0003.
Jun 2,504.48 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O No_Grant No_Project No_Actvty  100% MEDICAL BILLING CLERK - 0003,

30

Confirm there is an allocated FTE for the vacancy (would be at the bottom

row on the form)

) Scenario:Budget #,Depart §CTIONS ) version:workng earsiFY22
RequestsBase
Header Salary = Other Compensation = Allocation = Caiculated Compensatioft
Alocated  Alocated  Alocated  Alocation
Budget Amount Allocated Account Alocated Fund Grar Projec cent Allocated Job Code
Dec 60.04 5011130000 - MICA MEDICARE H... G004 - CREDIT & COLLECTION ... No_Grant No_Project No_Actwy  100% MEDICALBILLING CLERK - 0003
10 40.03 5011130000 - MICA MEDICARE H... GS004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activty  100% MEDICAL BILLING CLERK - 0003
Feb 40.03 5011130000 - MICA MEDICARE H... GS004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activty  100% MEDICAL BILLING CLERK - 0003,
Mar 40.03 5011130000 - MICA MEDICARE H... GS004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activty  100% MEDICAL BILLING CLERK - 0003
Aor 40.03 5011130000 - MICA MEDICARE H... GS004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activty  100% MEDICAL BILLING CLERK - 0003,
May 40.03 5011130000 - MICA MEDICARE H... GS5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activity 100% MEDICAL BILLING CLERK - 0003.
Jun 40.03 5011130000 - MICA MEDICARE H... GS004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activky  100% MEDICAL BILLING CLERK - 0003,
ul 60.04 5011130000 - MICA MEDICARE H... GS004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actwiy  100% MEDICALBILLING CLERK - 0003
Aug 40.03 5011130000 - MICA MEDICARE H... G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activty  100% MEDICAL BILLING CLERK - 0003,
Sep 40.03 5011130000 - MICA MEDICARE H... 65004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activity 100% MEDICAL BILLING CLERK - 0003,
yr2 525.28 5011130000 - MICA MEDICARE H... 65004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actwity 100% MEDICAL BILLING CLERK - 0003.
yr3 530.27 5011130000 - MICA MEDICARE H... 65004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actwity 100% MEDICAL BILLING CLERK - 0003,
Yré 535.31 5011130000 - MICA MEDICARE H... 65004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actwity 100% MEDICAL BILLING CLERK - 0003,
5011130000 - MICA MEDICARE H..._G5004 - CREDIT & COLLECTION O, 100% MEDICAL BILLING CLER!
Full Time Vacant FTE (65004 - CREDIT & COLLECTION O. No_Actwity 100% MEDICAL BILLING CLERY

31

Select the "Manage Positions ->Single" breadcrumb to return to the Manage

Single Position form.

Manage Postion: > rersur\na\ Detais

i, scenaro:Budget
. Requests:Base

Department:FN06100100 - CREDIT & COLLECTIONS

). Employee:EMPVacancy

Header Sary | Other Compensation | Alocation  Cakculited Compensation  Allocated Compensation

B, version:Working

Alocated Alocated  Alocated  Alocation
Budget Amount Alocated Account Alocted Fund Grnt  Project  Activty Percent Alocated Job Code

56000304 ot 2,504.48 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actwiy  100% MEDICAL BILLING CLERK - 0003
Nov 2,594.48 5001100000 - ENPLOYEE REGULAR 65004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activty  100% MEDICAL BILLING CLERK - 0003

Dec 3,891.72 5001100000 - EMPLOYEE REGULAR 65004 - CREDIT & COLLECTION 0. No_Grant No_Project No_Activity  100% MEDICAL BILLING CLERK - 0003,

Jan 2,594.48 5001100000 - EMPLOYEE REGULAR 5004 - CREDIT & COLLECTION 0. No_Grant No_Project No_Activy  100% MEDICAL BILLING CLERK - 0003

Feb 2,594.48 5001100000 - EMPLOYEE REGULAR 5004 - CREDIT & COLLECTION 0. No_Grant No_Project No_Activty  100% MEDICAL BILLING CLERK - 0003,

Mar 2,594.48 5001100000 - ENPLOYEE REGULAR 65004 - CREDIT & COLLECTION O... No_Grant No_Project No_Activty  100% MEDICAL BILLING CLERK - 0003,

o 504,48 5001100000 - EMPLOVEE REGULAR G5004 - CREDIT & COIECTION O No Grant No Prolect No ActyEy  100% MEDICAL BILLING CLERK - 0003,

32

Right click on the employee record that was transferred from the source
position and select "Personnel Details".

Task - Manage Single Position ~ Task Instructions

M vears:Fv22

- v
Excluded from
Nightly HCM
Budget Amount Update Employee Staf
FN06100100 - CREDIT & COLLECTIONS
EMPVacancy Yes Active
[MARILYT" e+ =™ Transferred

33

Select the Salary tab and confirm the Employee Status is "Transferred" for all
of the months starting at start month you selected in the transfer run time
prompt.

, scenaro:Budget #,Department:FN06100100 - CREDIT & COLLECTIONS ) Verson:Workng M veasrr2z 4. postion:posoa|
! RequestsiBase Employee:MARILYN MAYEA - 00312693
Header| Salary | Other Compensation || Alocation | Cakcuited Compensation || Alocated Compensation
N vearTotl CY >
No_pE Employee Status Transfered Active Transferred Transferred Transferred Transferred Transferred Transferred
L
FTE 1.00 1.00 1.00 100 1.00 100 100 100 1.00
step 7 7 8 8 8 8 8 8 8 8
Annversary Date 10/7/20 10/7/21
SE00031s; Pay Bass Beekly
step 7 7 7 7 7 7 7 % 7 7
Max Step. 10
L1 Step 1
L2step 2
3 step 13
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34

amounts are correct.

Select the Calculated Compensation tab and confirm the employee calculated
compensation is cleared starting in the start month and the calculated

Manage Positions - Single > Personnel Details

i, Scenario:Budget ,Department:FN06100100 - CREDIT & COLLECTIONS
".Requests:Base . Employee:MARILYN MAYEA - 00312693
Header Salary =~ Other Compensation ~ Allocation  Calculated Compensation ~ Allocated Compensation

There are no valid rows of data for this form.

No data to display

35

Select the Allocated Compensation tab and confirm the employee allocated
compensation is cleared starting in the start month and no allocated FTE
appears for the employee (would be on the bottom row).

Manage Postions - Single > Personnel Details

£, Scenario:Budget % Department:FN06100100 - CREDIT & COLLECTIONS
Requests:Base . Employee:MARILYN MAYEA - 00312693
Header Salry Other Compensation  Allocation  Calculated Compensation  Allocated Compensation

There are no vaid rows of data for this form.

No data to display

36 Select the "Manage Positions ->Single" breadcrumb to return to the manage

form.

Task - Manage Single Position  Task Instructions
[ Manage Posttions - Single ;Personne\ Detais

%, Scenario:Budget #,Department:FN06100100 - CREDIT & COLLECTIONS
..Requests:Base .Employee:MARILYN MAYEA - 00312693
Header | Salary = Other Compensation = Allocation = Calculated Compensation  Allocated Compensation

There are no valid rows of data for this form.

No data to display

37

change is excluded from the nightly HCM refresh.

Because you have made a change to the source position--the "Exclude from
HCM Update" column should now be marked as "Yes", indicating that this
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Step Action Notes
1 Navigate to the Manage Single Employee form under Personnel Management
->Manage Personnel ->Manage Single Employee.
Forms
My Task List
e Personnel Management
(= Manage Personnel
S 4 Manage Employees by Department
89 Manage positions by Department
¥ Manage Single Position
& Manage Overtime Buckets
& Manage Seasonal and Temp Buckets
& Attrition Rates
8 HCM Refresh Flag
S 4 Manage Department Allocation Defaults
(= Review Personnel
) Click on the drop-down arrow next to the Employee dimension in the point of
view (POV) and select the employee number you transferred in previously.
Click the "Go" arrow to save your selection.
3 Right click on the position record you want to undo and select “Undo
Transfer Employee”.
Task List Status
Task - Manage Single Employee  Task Instructions h
.FY‘ZZ =i i Scenario:Budget
Budget Amount  Employee Status  Transfer Month Employee Name Position Description H?_:%‘E‘e FTE Job C(
FN06100100 - CREDIT & COLLECTION: i MARILYN MAYEA ACCOUNT CLERK |
[ personnel Detais MEDICAL BILLING CLERK
POS00003990 Transferred Oct Terminate Employee » Ful Tme 1.00 MEDICAL BILLING |
4 In the run time prompt, select / enter the following: The undo transfer

->0riginal Employee Dept: If the original position resides in a different
department, select that department value in this prompt

->Select position to transfer into: Use the member selector or type in the
original position number

Select Employee: Confirm this is the employee number for the employee to
undo

->Select Department: Leave to your user variable

->Select Position: Leave at Total Positions

Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Undo_Transfer_Employee N

DFIN06100100
"p0500003990"
ENPO0312663"

'DPFN00000000°
Total Pastions™

:Original Employee Dept:
:Select postion to transfer into

rule will place the
employee back in
their original
position and copy
their employee
specific attributes
into the position.
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confirm the following:
is gone

employee into in the previous script

Navigate to the Manage Positions by Department form under Personnel
Management - Manage Personnel = Manage Positions by Department and

->The vacancy that was created for the original position in the previous script

->There is a new vacancy created for the position we wanted to transfer the

Task - Manage Single Position  Task Instructions

M yeasry22

-

Excluded from
Nightly HOM
L Budget Amount Update
FNO6100100 - CREDIT & COLLECTION)
EMPVacancy 59,356 fves

DENISE POPPS - 00211982 68,655

Employee Name

DENISE B POPPS

Postion Description
ACCOUNT CLERK

ACCOUNT CLERK

Ful Tme / Part

Ful Time

Full Tme

FTE

1.00 faccou

1.00 ACCOU

Task List Status

Task - Manage Single Position  Task Instructions

# vears:rv22
-3
[Excluded from
Nightly HCM
Budget Amount Update
FN06100100 - CREDIT & COLLECTIONS
Evpyacan
MARILYN MAYEA - 00312693 62,833

) scenario:Budget

Employee Name

MARILYN MAYEA

Postion Description
MEDICAL BILLING CLERK

MEDICAL BILLING CLERK

Ful Time / Part
Time

Ful Time

FTE

1o

0.00 BEDICAL BILLY

Ful Time

1.00 MEDICAL BILLY
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Lesson
Overview

In this lesson
you will learn:

Lesson 12: Change Salary ->Step
This lesson will guide users through the steps to change the step assigned to a
vacancy or employee on a step salary grade in the budget year. This status change is
specific to a single employee or vacancy record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from any of the manage position or employee forms.

Navigate to the Personnel Details composite form
e Change the step assigned to an employee or vacancy
Validate the results of the calculation
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Step

Action

Notes

From the home screen, navigate to the Manage Single Position form by going
to My Task List ->Personnel Management ->Manage Personnel ->Manage

Single Position.

Forms

My Task List
B personnel Management
2 Manage Personnel
© Manage Employees by Department
& Manage Positions by Department
& pana ale Enolows
¥ Manage Overtime Buckets
&9 Manage Seasonal and Temp Buckets
& attrition Rates
& HCM Refresh Flag
& Manage Department Allocation Defaults
# Review Personnel

Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select a Step Grade Position with a Vacancy. Click the “Go”
arrow to save your selection.

You can also change
the step assigned to
an existing
employee

Right click on the vacancy record and select “Personnel Details”.

Task - Manage Single Position  Task Instructions

A
& Years:FY22

v

FN06100100 - CREDIT & COLLECTIONS

EMPVacancy

DARYL WEAVER -

o

v

Budget Amount

Employee Name

) Personnel Details

ermina

loyee 3

[y Transfer Employee
Change Full Time /Part Time Status  »

£yScenario]

Position Description
CREDIT & COLLECTIONS
SUP

CREDIT & COLLECTIONS
SUP

Select the Calculated Compensation tab and note the calculated salary
amount for the salary grade.

Manage Positions - Single > Personnel Detais
#yDep: CREDIT & COLLECTIONS
oct Nov Dec Jan Feb
56000316 Salary Amount 4,863.82 4,863.82 7,295.73 ,863.82 4,863.82
Current Year Salary Salary Amount 4,863.82 4,863.82 7.295.73 4,863.82 4,863.82
Cost of Living Adjustment Salary Amount 86 864 729 864 864
Total Salary Total Compensation 312,96 4,912,496 7,368.69 912,46 4912.46
PREMIUM PAY GSAF (7C) Other Compensation Amount 140.00 140.00 210.00 140,00 140,00
Flex Benefits Other Compensation Amount 8462 8462 12652 846 3462
Health Insurance Rate Other Compensation Amount 153.85 1,153.85 1,7%0.77 1,153.85 1,153.85
Ufe Insurance Rate Other Compensation Amount 10,37 10.37 15.56 10.37 10.37
Dental Plans Other Compensation Amount 18.69 18,69 28,04 1869 18.69
FRS INVESTMENT PLAN - REGULAR (13) Other Compensation Amount 43906 439.08 658,59 439.06 439.06
Socal Security Rate Other Compensation Amount 313.25 313,25 %983 313,25 31325
Medicare Rate Other Compensation Amount 73.26 73.26 109.89 73.26 73.26
Total Other Compensation Total Compensation 2.233.10 ,233.10 3,349.65 2,233.10 2,233.10
Total Pay Element Total Compensation 7,145.56 7,145.5 10,718.34 7,145.55 7,145.55

Select the Salary tab. Then right click on the salary grade and select “Change

Salary ->Step Grade”.

Manage Posi

No_PE

SG000316

Task - Manage Single Position  Task Instructions

tions - Single > Personnel Details

£, Scenario:Budget

Full Time / Part Time.
FTE

Max Headcount
Standard FTE

Step

Pay Basis

15
£) Change Salary - Step Grade
) Change Salary - Range Grade |

Edit

ests:Base
Header Other Compensation | Alocation

BegBalance
Full Time
1.00
1.00
.00
5 S
Biweekly.
5

Calculated Compens:

4%, Department:FN06 100 100

ation

YearTotal CY
Adjusted Oct

Full Time

Allocated Compensation

Nov
Full Time A
1.00 1.00
2.00 2.00
1.00 1.00
5
5
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In the run time prompt, select / enter the following: If running this rule
->New step for the vacancy record. for an employee,
Select Launch. the step selected
Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Change_Salary_Step % Sh0U|d be the
ettt g o b employee’s step
going into the

budget year

The rule will fail if

you select a step
=)= outside of the job

codes step range

Confirm the budget rate amount has been updated based on the step you
selected in the prompt.

Task - Manage Single Position  Task Instructions

Manage Positions - Single > Personnel Details

Budget

¥, Department:FN06 100 100 - CREDIT & COLLECTIONS

e ncy
Header cm ompensation | Alocation || Calcated Compensation | Allocated Compensation
YearTotal CY
BegBalance Adjusted oct Nov Dec

No_PE Full Time /Part Tme |Full Time. Ful Time Ful Time Full Time
FTE 1.00 1.00 1.00 1.00
Max Headcount 100 200 200 200
Standard FTE 1.00 1.00 1.00 1.00
Step 3 3 3 3 3 |

56000316 Pay Basis Biweekly
Step 3 3 3 3 3
Max Step 10
L1Step 1

Select the Calculated Compensation tab and confirm the calculated salary
amount for the salary grade that has been updated.

Task - Manage Single Position  Task Insiruction:

Manage Positions - Single > Personnel Detais

fo:Budget &COLLECTIONS

Jan Feb
56000316 Salary Amount 6,6%.44 4,430.96 4,430,968
Current Year Salary Salary Amount 6,6%.44 4,430.96 4,430.96
Costof Living Adjustment Salary Amount 4431 4431 66,96 4431 4431
Total Salary Total Compensation 4,475.27 4,475.27 6,712.90 4,475.27 4,475.27
PREMIUM PAY GSAF (7C) Other Compensation Amount 140.00 140.00 210.00 140.00 140.00

Other Compensation Amount 84.62 8462 126,92 84.62 84.62

Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85 1,152.85

Other Compensation Amount 5.45 .45 1417 9.45 5.45

Other Compensation Amount 18.69 18.69 .04 18.69 1869
FRS INVESTMENT PLAN - REGULAR (13) Other Compensation Amount 0107 40107 601.60 40107 0107
Socal Security Rate Other Compensation Amount 286.15 286.15 29.22 286.15 286.15
Medicare Rate Other Compensation Amount 66.92 66.92 100.38 66.92 66.92
Total Other Compensation Total Compensation 2,160.74 2,160.74 3,211 2,160.74 2,160.74
Total Pay Element Total Compensation 6,636.01 6,636.01 9,354.01 6,636.01 6,6%.01

Select the "Manage Positions ->Single" breadcrumb to return to the Manage
Single Position form.

Task - Manage Single Position  Task Instructions

Manage Positions - Single >fPersonnel Details

= :,Scenano:Budget ""ﬂ,DeparUnent:FNos 100100 - CR|
./, Requests:Base  Employee:EMPV|

Header Salary Other Compensation Allocation Calculated Compensation Allocated Compensation

Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.

10
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Lesson
Overview

In this lesson
you will learn:

Lesson 13: Change Salary ->Range
This lesson will guide users through the steps to change the salary rate assigned to a
vacancy or employee on a range salary grade in the budget year. This status change is
specific to a single employee or vacancy record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from any of the manage position or employee forms.

Navigate to the Personnel Details composite form
e Change the salary rate assigned to a vacancy or employee on a range salary grade
Validate the results of the calculation

121



Hyperion Department Personnel End User Training Guide

inferms

Step

Action

Notes

1

From the home screen, navigate to the Manage Single Position form by going
to My Task List ->Personnel Management ->Manage Personnel ->Manage

Single Position.

Forms
My Task List
P Personnel Management
(& Manage Personnel
S 4 Manage Employees by Department
& Manage Positions by Department

£¥ Manage Single Position
& Manage Seasonal and Temp Buckets

9 attrition Rates
& HCM Refresh Flag

& Manage Department Allocation Defaults

¥ Review Personnel

Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select a Range Salary Grade Position with a Vacancy. Click the

"Go" arrow to save your selection.

You can also change
the range salary
rate assigned to an
existing employee

Right click on the vacancy record and select “Personnel Details”.

Task - Manage Single Position  Task Instructions

'%'f'(ears:FYu

POS00003983 v | Working v [+

Budget Amount
FN06100100 - CREDIT & COLLECTIONS

EMPVaca

CRISTIN/  Terminate Employee
QJ Transfer Employee
Change Full Time / Part Time Status

3 Change Max Headcount

Exduded from
Nightly HCM
Update

Personnel Details

»

»

Select the Calculated Compensation tab and note the calculated salary

amount for the salary grade.

Task - Manage Single Position  Task Instructions
Manage Positions - Single > Personnel Details
et ,Dey
:Base
Header | Salary r Compensation  Allocation  Calculated Compensation
oct Nov Dec Jan Feb
5G000355 Salary Amount 6,718.82 6,718.82 10,078.23 6,718.82 6,718.82
Current Year Salary Salary Amount 6,718.82 6,718.82 10,078.23 6,718.82 6,718.82
Costof Living Adjustment Salary Amount 67.19 67.19 100.78 67.19 67.19
Furlough Deduction Salary Amount 28275 -282.75 26275 -282.75 282,75
Total Salary Total Ct 6,503.26 6,503.26 9,89.26 6,503.26 6,503.26
PREMIUM PAY NON BARGAINING (LC)  Other Compensation Amount 140.00 140.00 210.00 140.00 140.00
Flex Benefits Other Compensation Amount 84.62 84.62 126.92 8462 84.62
Health Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85 1,153.85
Life Insurance Rate Other Compensation Amount 13.73 13.73 2089 13.73 13.73
Dental Plans Other Compensation Amount 18.69 18.69 28.04 18.69 18.69
FRS INVESTMENT PLAN - REGULAR (13) Other Compensation Amount 577.30 577.30 878.23 577.30 577.30
Sodial Security Rate Other Compensation Amount 41188 41188 626.59 41188 411.88
Medicare Rate Other C Amount 96.33 96.33 146.54 96.33 96.33
Total Other C Total C 2,486.39 2,4%6.39 3,767.99 2,496.39 2,496.39
Total Pay Element Total C¢ 8,099.65 5,099.65 13,664.25 8,999.65 5,599.65

122



Hyperion Department Personnel End User Training Guide

inferms

Select the Salary tab. Then right click on the salary grade and select “Change
Salary ->Range Grade”.

Manage Positions - Single > Personnel Details

) Departm|

on  Allocation = Calculated Compensation ~ Alocat|

YearTotal CY

BegBalance Adjusted
No.re Ful Tme /PartTme  Ful Tme:
FTE 1.00
Max Headcount 1.00

Standard FTE 1.00

Sl Pay Basis Biweekly

S 3,359.41 3,359.4]
[ Change Salary - Step Grade }

/] Change Salary - Range Grade

Adjust »

Cost of Living Adj

Furlough Deductior
1 comments

In the run time prompt, select / enter the following:
->New biweekly rate.

Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Change_Salary_Range x

Prompt Text Value
:#] = 1:Enter Budget Year Starting Biweekly Salary: 4000

oncd

If running this rule
for an employee,
the salary rate
entered should be
the employee’s
salary rate going
into the budget year

The rule will fail if
you enter a
biweekly amount
less than the
minimum or greater
than the maximum

Confirm the budget rate amount has been updated based on the rate you
entered in the run time prompt.

Manage Positions - Single > Personnel Details
£, Scenario:Budget £, Department:FNO6 100100 - CREDIT & COLLECTIONS|
Requests:Base ), Employee:EMPVacancy
Header Salary Other Compensation  Alocation = Calulated Compensation | Allocated Compensation
YearTotal CY
BegBalance Adjusted oct Nov
NoZpE Full Time /Part Time  |Full Time Full Time Ful Time
FTE 1.00 1.00 1.00
Max Headcount 1.00 2.00 2.00
Standard FTE 1.00 1.00 1.00
36000355 Pay Basis Biweekly
Budget Rate 4,000.00 4,000.00 4,000.00 4,000.00
Budget Rate Annualized 104,000.00 104,000.00
Cost of Living Adjustment Budget Rate 0.01 0.01
Budget Rate Annualized 1,040.00 1,040.00
Furiocigh Dediction Budget Rate 6.6667 6.6667
Budget Rate Annualized ~4,040.0000 ~4,040.0000

Select the Calculated Compensation tab and confirm the calculated salary
amount for the salary grade that has been updated.
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Header ~Salary  Other Compensation ~ Allocation I Calculated Compensation I Allocated Compensation
Oct Nov. Dec Jan Feb Mar
SG000355 Salary Amount 8,000.00 $8,000.00 12,000.00 $8,000.00 8,000.00 8,000.00
Current Year Salary Salary Amount $8,000.00 $8,000.00 12,000.00 8,000.00 8,000.00 8,000.00
Cost of Living Adjustment Salary Amount 80.00 80.00 120.00 80.00 80.00 80.00
Furlough Deduction Salary Amount -336.67 -336.67 -336.67 -336.67 -336.67 -336.67
Total Salary Total C¢ 7,743.33 7,743.33 11,783.33 7,743.33 7,743.33 7,743.33
PREMIUM PAY NOI (LC)  Other C: Amount 140.00 140.00 210.00 140.00 140.00 140.00
Flex Benefits Other Compensation Amount 84.62 84.62 126.92 84.62 84.62 84.62
Health Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85 1,153.85 1,153.85
Life Insurance Rate Other Compensation Amount 16.35 16.35 24.88 16.35 16.35 16.35
Dental Plans Other Compensation Amount 18.69 18.69 28.04 18.69 18.69 18.69
FRS INVESTMENT PLAN - REGULAR (I3) Other Compensation Amount 685.06 685,06 1,042.22 685.06 685.06 685.06
Social Security Rate Other Compensation Amount 488.77 488.77 743.59 488.77 488.77 488,77
Medicare Rate Other C Amount 114.31 114.31 173.90 114.31 114.31 114.31
Total Other C Total C 2,701.64 2,701.64 4,080.32 2,701.64 2,701.64 2,701.64
Total Pay Element Total C¢ 10,444.97 10,444.97 15,863.65 10,444.97 10,444.97 10,444.97

Select the "Manage Positions ->Single" breadcrumb to return to the Manage
Single Position form.

Task - Manage Single Position  Task Instructions

Manage Positions - Single >fPersonnel Details

-;;»:‘.Scenarlo:Budget 7‘.Deparbnent:FN06 100100 - CR]
/. Requests:Base /. Employee:EMPV|
Header Salary Other Compensation Allocation Calculated Compensation = Allocated Compensation

10

Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.
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Lesson
Overview

In this lesson
you will learn:

Lesson 14: Add/Delete Pay Component
This lesson will guide users through the steps to add a pay component or delete a pay
component assigned to a vacancy or employee in the budget year. Adding and
deleting pay components is specific to a single employee or vacancy record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from any of the manage position or employee forms.

Navigate to the Personnel Details composite form
e Add and delete a pay component assigned to an employee or vacancy
Validate the results of the calculation
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Step Action Notes

1 From the home screen, navigate to the Manage Single Position form by going
to My Task List = Personnel Management - Manage Personnel = Manage
Single Position.

Forms
My Task List
P Personnel Management
(&) Manage Personnel
S 4 Manage Employees by Department
S Manage Positions by Department
Do

Manage Overtime Buckets

©¥ Manage Seasonal and Temp Buckets
O attrition Rates

9 HcM Refresh Flag

& Manage Department Allocation Defaults

¥~ Review Personnel

) Click on the drop-down arrow next to the Position dimension in the point of If you selected a
view (POV) and select a Position. Click the "Go" arrow to save your selection. | part time position,
you’ll be able to add
pay components,
but the pay
component will not
calculate
(exception: part
time bus operators)

3 Right click on the employee record and select “Personnel Details”. Users can also add
Task - Manage Single Position  Task Instructions pa y CO m p 0 n e nts
Brewsrvn e (excluding premium
i pay components) to
FN06100100 - CREDIT & COLLECTIONS —_ Bmgeu::i; | seiate va CanCI es. Premlum

m'TGPmsonnelDetavls I payis a55|gned to
erminate Empioyee

& vacancies in
£]Transfer Employee

Change Full Time /Part Time Status  » .
jShan:eMaxneadcoum Hypenon from a

P global table
managed by OMB

4 Select the Other Compensation tab, then right click on the data form and
select “Pay Component ->Add Pay Component”.

Manage Positions - Single > Personnel Details

£Scenario:Budget 8, Department:FN06 100100 - CR|
_Requests:Base ). Employee:CRISTINA MEN
Header Salary  Other Compensation | Alocation = Calaulated Compensation  Allocated Compensation

BegBalance
FTE
Budget Greater  Maximum
Rate Calculation Type Than  Value
PREMIUM PAY NON BARGAINING (LC) 1.0000 Monthly
Longevity Bonus Percent of Annual Salary
Fles 0.7400
Pay Component » [}Add Pay Component
Health Insurance Rate 0.7400
Xecubve Bene |Delete Pay Component
Ufelnarance Rate (o Lt pegeement  [PCSTEOTSERNY
Dental Plans Edt , | Monthly 0.7400
FLORIDA STATERETIRE 40, o¢ , | Percent of Retirement Eligible Eamings

Sodial Security Rate BCemmems Percent of Taxable Earnings 8,853.6001

Medicare Rate

+z Percent of Taxable Earnings
* supporting Detail

126



Hyperion Department Personnel End User Training Guide

In the run time prompt, select / enter the following:

->Select Pay Component: Use the member selector to select the pay

component to add to the employee in the budget year.

Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Add_Pay_Component x
Prompt Text Value
4T = L:Select Pay Component: PEXN 4,

The pay component
you selected will be
applied for the

entire budget year.

Confirm the pay component now appears on the form with its correct rate.

Manage Positions - Single > Personnel Details

£2,Scenario:Budget

J..Requests:Base

"“,Departﬂment:FNOG 100100 - CREDIT & COLLECTIONS
34, Employee:CRISTINA MEKIN - 00013185

Header @ Salary Other Compensation Allocation = Calculated Compensation — Allocated Compensation
BegBalance
FTE Apply
Budget Greater  Maximum Apply to to
Rate Calculation Type Than Value Retirement Taxes
INOT MEDICAL ELIGIBILITY 5% DEDUCTION (XN) 1.0000 #Monthly Yes Yes
PREMIUM PAY NON BARGAINING (LC) 1.0000 Monthly Yes Yes
Longevity Bonus Percent of Annual Salary No Yes
Flex Benefits Monthly 0.7400 No Yes
Health Insurance Rate Monthly 0.7400
Life Insurance Rate Percent of Salary
Dental Plans Monthly 0.7400
FLORIDA STATE RETIREMENT SYSTEM (21) 1.0000 Percent of Retirement Eligible Earnings
Sodal Security Rate Percent of Taxable Earnings 8,853.6000
Medicare Rate Percent of Taxable Earnings

Select the Calculated Compensation tab and confirm the pay component has

been calculated correctly.

If you assigned a
step pay

Manage Positions - Single > Personnel Details co m p 0 n e nt to a
£, Scenario:Budget 8, Department:FN06 100100 - CREDIT & COLLECTIONS ran g eem p I Oyee or
) Requests:Base ) Employee:CRISTINA MEKIN - 00013185
Header Salary Other Compensation = Alocation Calculated Compensation | Allocated Compensation vacan Cyl t h e Ste p
oct Nov Dec Jan Feb

56000355 Salary Amount 9,580.03 9,580.03 14,370.05 9,580.03 9,580.03 Shou Id tra nS|ate to
Current Year Salary Salary Amount 9,580.03 9,580.03 14,370.05 9,580.03 9,580.03 .
Merit Broadband Salary Amount 36261 %261 543.91 36261 36261 a 5% INCrease.
Cost of Living Adjustment Salary Amount 99.15 99.15 151.23 %9.15 99.15
Furlough Deduction Salary Amount -417.25 -417.25 42429 -417.25 -417.25
Total Salary Total € 9,624.54 9,624.54 14,640.90 9,624.54 9,624.54
NOT MEDICAL ELIGIBILITY 5% DEDUCTION (XN) Other Compensation Amount 0.00 0.00 0.00 0.00 0.00
PREMIUM PAY NON BARGAINING (LC) Other Compensation Amount 140.00 140.00 210.00 140.00 140.00
Longevity Bonus Other Compensation Amount 3,818.60
Flex Benefits Other Compensation Amount 84.62 84,62 126.92 84,62 84.62
Health Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85 1,153.85
Ufe Insurance Rate Other Compensation Amount 2.32 20.32 30.91 20.32 20.32

List |Dentai Pans Other Compensation Amount 18.69 18.69 28.04 18.69 18.69
FLORIDA STATE RETIREMENT SYSTEM (21)  Other Compensation Amount 848.54 848,54 1,290.54 848,54 848.54
Sodial Secuity Rate Other Compensation Amount 505.40 605,40 1,157.51 605.40 605.40
Medicare Rate Other C Amount 141,59 14159 20,71 14159 141,59
Total Other Compensation Total C 3,013.00 3,013.00 8,664.00 3,013.00 3,013.00
Total Pay Element Total C 12,637.54 12,637.54 23,304.90 12,637.54 12,637.54
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Step

Action

Notes

1

Select the Other Compensation tab, then right click on the pay component
you just added and select “Pay Component ->Delete Pay Component”.

Task - Manage Single Position  Task Instructions

Manage Positions - Single > Personnel Details

i£,Scenario:Budget 55, Department:FN06 100100 - C
/. Requests:Base 4, Employee:CRISTINA M
Header ~Salary ~Other Compensation Alocation = Calculated Compensation — Allocated Compensation

BegBalance
FTE
Budget Greater Mal

Rate Calculation Type Than
NOT MEDICAL ELIGIBIL ettt
PREMIUM PAY NON BARG
Ls B

oSy oS [ Update Retirement

Flex Benefits Edit » Monthly 0.7400
Health Insurance Rate Adjust > Monthly 0.7400
Life Insurance Rate @Comments Percent of Salary
Dental Plans 2z Monthly 0.7400

In the run time prompt, select / enter the following:
->Select Pay Component: Confirm the pay component to delete

Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Delete_Pay_Component x
Prompt Text Value
& = L:Select Pay Component: PEXN” *.

fooee

The pay component
you delete will
apply to the entire
budget year

Confirm the pay component no longer appears on the form

Select the Calculated Compensation tab and confirm the pay component is no
longer being calculated.

Task - Manage Single Position  Task Instructons
Manage Positions - Single > Personnel Detais
&scenario:Budget #,Department:FND6100100 - CREDIT & COLLECTIONS
). Requests:Base g : YN MAYEA - 00312633
Header | Salary | Other Compensation | Alocation I Calculated Cnmpensa!ionl Allocated Compensation
oct Nov Dec Jan

56000310 Salary Amount 2,873.32 2,873.32 4,309.98 2,873.32
Current Year Salary Salary Amount 2,873.32 2,873.32 4,309.98 2,873.32
Cost of Living Adjustment Salary Amount 2.73 873 43.10 2.73
Total Salary Total C 2,502.05 2,902.05 4,353.08 2,302.05
HALF STEP (HS) Salary Amount
PREMIUM PAY AFSCME F, G &H (3C) (Other Compensation Amount 140.00 140.00 210.00 140.00
Flex Benefits Other Compensation Amount 8462 8462 126.92 84.62
Health Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85
Life Insurance Rate Other Compensation Amount 613 6.13 9.1 613
Dental Plans Other Compensation Amount 18.69 18.69 28.04 18.69
FRS INVESTMENT PLAN - REGULAR (13) Other Compensation Amount 26435 26435 3%.53 24,35
Social Security Rate Other Compensation Amount 188.61 188,61 28291 188,61

]| Medicare Rate Other C Amount 411 4411 .16 4411
Total Other Compensation Total C 1,900.35 1,900.35 2,850.53 1,900.35
Total Pay Bement Total 4,802.41 480241 7,203.61 4,802.41
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5 Select the "Manage Positions ->Single" breadcrumb to return to the Manage Users can also
Single Position form. delete pay
Task - Manage Single Position  Task Instructions components
Personnel Detais (excluding premium
pay components)
:%:,Scenario:Budget 7, Department:FN06100100 - CR| assigned to
) Requests:Base J Employee:MARILYN MA . .
Header ~Salary ~Other Compensation ~Allocation  Calculated Compensation  Allocated Compensation vacancies. Premium
pay is assigned to
vacancies in
Hyperion from a
global table
managed by OMB
6 Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.
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Lesson
Overview

In this lesson
you will learn:

Lesson 15: Add/Delete Executive Benefits
This lesson will guide users through the steps to add an executive benefit or delete an
executive benefit assigned to a vacancy or employee in the budget year. Adding and
deleting executive benefits is specific to a single employee or vacancy record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from any of the manage position or employee forms.

Navigate to the Personnel Details composite form
e Add and delete an executive benefit from an employee or position
Validate the results of the calculation

130



Hyperion Department Personnel End User Training Guide

inferms

Step

Action

Notes

1

From the home screen, navigate to the Manage Single Position form by going
to My Task List = Personnel Management - Manage Personnel = Manage
Single Position.

Forms
My Task List
P Personnel Management
(& Manage Personnel
S 4 Manage Employees by Department
& Manage Positions by Department

& Manage Seasonal and Temp Buckets
© attrition Rates

& HCM Refresh Flag

S 4 Manage Department Allocation Defaults

¥ Review Personnel

Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select a Position. Click the "Go" arrow to save your selection.

Users can also add
pay components
assigned to
vacancies

Right click on the employee record and select “Personnel Details”.

Task - Manage Single Position = Task Instructions

ey
7| Years:FY22

POS00003989 | Working v |[»
Exduded from
Nightly HCM
Budget Amount Update

FN06100100 - CREDIT & COLLECTIONS

EMPVacancy Yes

DENISE POPPS - !

111 Personnel Details
MARILYN MAYEA - C erminate oyee

E?,_|Transfer Employee
Change Full Time /Part Time Status  »

Select the Other Compensation tab, then right click on the data form and
select Executive Benefits = “Add / Update Executive Benefits”.

Task - Manage Single Position ~ Task Instructions
Manage Positions - Single > Personnel Details
£Scenario:Budget 5, Department:FN06 100100 - C
) Requests:Base ). Employee:DENISE POS
Header Salary Other Compensation Allocation = Calculated Compensation = Allocated Compensation
BegBalance
FTE
Budget Greater Maximun|
Rate Calculation Type Than Value
HALF STEP (HS) Step
PREMIUM PAY AFSCME F, G &H (3C) 1.0000 Monthly
Longevity Bonus Percent of Annual Salary
Pay Component »
Flex Benefits 0.7400
Executive Benefits  » [£]Add / Update Executive Benefits
Health Insurance R 0.7400
PIUpaate Retreme [ Delete Executive Bene!
Life Insurance Rate e o Saary
Edit »
Dental Plans Adjust N Monthly 0.7400
FLORIDA STATE RE 000 Percent of Retirement Eligible Earnings
[ comments
Social Security Rate . Percent of Taxable Earnings 8,853.60
= Supporting Detail
Medicare Rate I Percent of Taxable Earnings
S Change Histor

In the run time prompt, select / enter the following:

->Select Executive Benefit: Use the member selector to select the Executive
Benefit to add to the employee in the budget year.

There are two types
of executive
benefits: single rate
and varying rate.

131



inferms

Hyperion Department Personnel End User Training Guide

->Enter Annual Rate (If a Variable Rate Element): enter a rate if applicable, i.e. | Single rate

If you've selected an executive benefit with a varying rate. executive benefits
have a global rate
Select Launch. associated with
Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Add_Update_Executive_Benefits x them. Va ryln g rate
Prompt Text Value
+ * 1:Sel Executive Benefit: EBO1_E2 L8 H H
T . executive benefits

require you to enter
an annual rate in
the prompt.

Confirm the executive benefit now appears on the form with its correct rate.

Manage Positions - Single > Personnel Details

.;i:',Scenano:Budget +,Deparmvent:FNOé 100100 - CREDIT & COLLECTT!
/. Requests:Base 42, Employee:DENISE POPPS - 00211982
Header Salary Other Compensation Allocation = Calculated Compensation  Allocated Compensation

BegBalance
FTE
Budget Greater Maximum  Apply to
Rate Calculation Type Than Value Retirement T:

‘ HALF STEP (HS) Step Yes ¥
[ PREMIUM PAY AFSCME F, G &H (3C) 1.0000 Monthly Yes ¥
‘ Longevity Bonus Percent of Annual Salary No ¥
M Maathle 0.7400 No v

EBO1_E2 1.0000 Annual I No ¥
} Health Insurance Rate Monthly 0.7400

7 Select the Calculated Compensation tab and confirm the executive benefit The executive
has been calculated correctly. benefit you added
Task - Manage Single Position  Task Instructions h B
Manage Positions - Single > Personnel Details shou Id be a p p l : ed to
the entire budget
5 Scenario:Budget 4, Department:FN06 100100 - CREDIT & COLLECTIONS y ear
/. Requests:Base 32, Employee:DENISE POPPS - 00211982
Header = Salary = Other Compensation Allocation  Calculated Compensation  Allocated Compensation
Oct Nov Dec Jan

SG000310 Salary Amount 3,103.16 3,103.16 4,654.74 3,103.16

CY Step Increases Salary Amount 129.10 129.10 193.65 129.10

Current Year Salary Salary Amount 3,232.26 3,232.26 4,348.39 3,232.26
L1Step Increases Salary Amount
Cost of Living Adjustment Salary Amount 32.32 32.32 48.48 32.32
Total Salary Total C 3,264.58 3,264.58 4,896.87 3,264.58
HALF STEP (HS) Salary Amount
PREMIUM PAY AFSCME F, G &H (3C) Other Compensation Amount 140.00 140,00 210,00 140.00
Longevity Bonus Other Compensation Amount

8352 8482 12522 5.

EBO1_E2 Other Compensation Amount 1,053.85 1,053.85 1,580.77 1,053.85
Health Insurance Rate aher Compensation Amount 1,?.85 1, lﬁ 1,% 1,153.85
Life Insurance Rate Other Compensation Amount 6.39 6.89 10.34 6.89
Dental Plans Other Compensation Amount 18.69 18.69 28.04 18.69
FLORIDA STATE RETIREMENT SYSTEM (21) Other Compensation Amount 295.86 295,86 443.79 295.86
Sodial Security Rate Other Compensation Amount 276.42 276.42 41463 276.42
Medicare Rate Other C Amount 64.65 64.65 96.97 64.65
Total Other Compensation Total C 3,094.82 3,094.82 4,642.23 3,094.82
Total Pay Element Total C 6,359.40 6,359.40 9,539.10 6,359.40
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Step Action Notes

Select the Other Compensation tab, then right click on the pay component
you just added and select Executive Benefits ->Delete Executive Benefits.

|Manage Positions - Single > Personnel Details

1

22,Scenario:Budget *1,Departmer]
), Requests:Base Em|

Header Salary Other Compensation Allocation Calculated Compensation ~ Allocat

BegBalan
Budget
Rate Calculation Type
HALF STEP (HS) Step
PREMIUM PAY AFSCME F, G &H (3C) 1.0000 Monthly
Longevity Bonus Percent of Annual Salary
Flex Benefits Monthly
—— Pay Component > L0 m

Health Insurance -
Add / Update Executive Benefits

£ ]Delete Executive Benefits
Edit »

, D000 Percent of Retirement Elighle Earnings

Executive Benefits ¥

Life Insurance Ra
Dental Plans
FLORIDA STATE Adiust

L Daic o fTovbioc

) In the run time prompt, select / enter the following:

->Select Executive Benefit: Confirm the Executive Benefit to delete

Select Launch.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Delete_Executive_Benefits x
Prompt Text Value
4 = L:Select Executive Benefit: “EBO1_E2"

o]

Confirm the Executive Benefit no longer appears on the form.

Select the Calculated Compensation tab and confirm the executive benefitis | The executive
no longer being calculated. benefit you delete

Task - Manage Single Position  Task Instructions h I d d | d f
Manage Positions - Single > Personnel Details shou e et e or
the entire budget
scenario:Budget %), Department:FN06 100100 - CREDIT & COLLECTIONS
Requests:Base ), Employee:DENISE POPPS - 00211982 ye ar
Hesder | Saiary | Other Compensation | Alocaton Alocated Compensaten
Oct Nov Dec Jan
56000310 Salary Amount 3,103.16 3,103.16 4,654.74 3,103.16
CY Step Increases Salary Amount 129.10 129.10 193.65 129.10
Current Year Salary Salary Amount 3,232.26 3,232.26 4,848.39 3,232.26
L15tep Increases Salary Amount
Cost of Living Adjustment Salary Amount 32.32 3232 48.48 32.32
Total Salary Total ¢ 3,264.58 3,264.58 4,89.87 3,264.58
HALF STEP (HS) Salary Amount
PREMIUM PAY AFSCME F, G & H (3C) Other Compensation Amount 140,00 140.00 210.00 140.00
Longevity Bonus Other Compensation Amount
Flex Benefits Other Compensation Amount 8462 84.62 126.92 8462
Health Insurance Rate Other Compensation Amount 1,153.85 1,153.85 1,730.77 1,153.85
Life Insurance Rate Other Compensation Amount 6.89 6.89 10.34 6.89
Dental Plans Other Compensation Amount 18,69 18.69 .04 18,69
FLORIDA STATE RETIREMENT SYSTEM (21) Other Compensation Amount 295.86 295.86 443.79 295.86
Social Security Rate Other Compensation Amount 211.08 211.08 316.63 211.08
Medicare Rate Other C Amount .37 .37 74.05 .37
Total Other Compensation Total C 1,960.35 1,960.35 2,940.53 1,960.35
Total Pay Element Total Compensation 5,224.94 5,224.94 7,837.41 5,224.94
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5 Select the "Manage Positions ->Single" breadcrumb to return to the Manage Users can also
Single Position form. delete executive
Task - Manage Single Position  Task Instructions benefits from
personnel Detais vacancies
i,Scenario:Budget 7, Department:FN06 100100 - CRE]
./, Requests:Base 3/, Employee:DENISE POPP
Header Salary Other Compensation = Allocation Calculated Compensation  Allocated Compensation
6 Because you have made a change to the position--the "Exclude from HCM
Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.
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Lesson
Overview

In this lesson
you will learn:

Lesson 16: Update Retirement
This lesson will guide users through the steps to update the retirement element
assigned to an employee in the budget year. Updating the retirement element is
specific to a single employee record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from any of the manage employee forms as well.

Navigate to the Manage Single Position task
e Update the retirement assigned to an employee
Validate the results of the calculation
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Step

Action

Notes

1

From the home screen, navigate to the Manage Single Position form by going
to My Task List = Personnel Management - Manage Personnel = Manage
Single Position.

Forms
My Task List
B Personnel Management
(3 Manage Personnel
S 4 Manage Employees by Department
& Manage Positions by Department
S 4 -

¥ Manage Single Position

Manage Overtime Buckets

& Manage Seasonal and Temp Buckets
& Attrition Rates

&9 HCM Refresh Flag

S 4 Manage Department Allocation Defaults

¥ Review Personnel

Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select a Position. Click the "Go" arrow to save your selection.

Right click on the employee record and select “Personnel Details”.

Task - Manage Single Position  Task Instructions
BvearsiFr2
v king v/ %
Exduded from
Nightly HCM
Budget Amount Update
FN06100100 - CREDIT & COLLECTIONS

EMPVacancy Yes
DENISE :

/) Personnel Details |
MARILYNMAYE  Terminate Employee »

[ Transfer Employee

Updating
retirement is
specific to
employees. The
logic to assign
retirement to
vacancies is
maintained in a
global table
managed by OMB

Select the Other Compensation tab and note the retirement element
currently assigned to the employee.

Task - Manage Single Position  Task Insiructons
Manage Positions - Single > Personnel Detais
#%,Department:FN06 100100 - CREDIT & COLLECTIONS
4. Employee:DENISE POPPS - 00211982
Hea location || Calculated Compensation  Allocated Compensation
BegBalance oct Nov Dec
FTE
Budget Geater Maximum  Applyto  to
Rate Calaulation Type Than Vs Retrement Taxes  BudgetRate BudgetRate Budget Rate
HALF STEP (HS) Step Yes Yes
| PREMIUM PAY AFSCMEF, G 8H (3) 1.0000 Monthly Yes Yes 151,667 151,667 151,667
Longevity Bonus Percent of Annual Salary No Yes
Flex Benefits Monthly 0.7400 No ves 91,6667 91,6667 916667
| Health Insurance Rate Monthly 0.7400 1,250,000 1,250.0000 1,250,0000
Life Insurance Rate: Percent of Salary 0.0021 0.0021 0.0021
Dental lans Monthly 0.7400 20.2500 20.2500 20.2500
FLORIDA STATE RETIREMENT SYSTEM (21) 1.0000 Percent of Retirement Eigible Earnings 0.0869 0.0869 0.0859
Sodal Security Rate Percent of Taxable Eamings 8,853.6000 0.0620 0.0620 0.0620
Medicare Rate Percent of Taxable Earnings 0.0145 0.0145 00145
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Retirement”.

Right click on the assigned retirement element and select “Update

Budget Greater  Maxinum

Rate Cakaiation Type Than Ve
HALF STEP (H5) step
PREMIUM PAY AFSCMEF, G &H (50) 10000 Monthly
Longevity Bonus Percent of Annual Salary.
Flex Benefits Monthly 0.7400
Health Insurance Rate Monthly 0.7400
Ufe Insurance Rate Percent of Salary
Dental lans Monthly 0.7400

» 10000, Percent of Retrement Eigbie Eamings
Percent of Taxable Earnings

FLORIDASTATE}  pay Component
Sodl Searity Re _ eyeaytve Benefts_»
Medcare Rate Percent of

8,853.6000

Select Launch

In the run time prompt, select / enter the following:
->Select Retirement Element: Use the member selector to select the
retirement element to assign the employee in the budget year.

Runtime Prompts - PSTN_RULESET_STATUSCHANGE_Update_Retirement

Prompt Text
4! * LiSelect Retirement Element

ale
RET11

The update
retirement rule will
replace the
retirement element
assigned to the
employee with the
element you select
in the run time
prompt.

Confirm the "old" retirement no longer appears on the form and the element
you selected in the run time prompt now appears.

Task - Hanage Single Position ctions
Manage Positions - Sngle > Personn
#,Department:FN05 100100 - CREDIT & COLLECTIONS
Requests:Base ) Employee:DENISE POPPS - 00211982
Header Sdlary | Other Compensation | Alocation | Calauated Compensation | Allocated Compensation
BegBalance
FTE
Budget Greater  Maximum
Rate Calauation Type Than  Value
HALF STEP (H5) Step
PREMIUMPAY AFSCMEF, G&H (0) 1,000 Monthly
Longevity Bonus Percent of Annual Salary
Flex Benefits Monthly 0.7400
Health Insurance Rate Monthy 0.7400
Life Insurance Rate Percent of Salary
Dental Plans ooty 0.7400
-LORIDA STATE RETIREMENT PLANB (11) 1.0000 Percent of Retrement Eigble Earning:
oy Secort T TNaDE EarTings 8,853.6000
Medicare Rate Percent of Taxable Earnings

Apply
Applyto  to
Retrement Taxes
Yes Yes
Yes Yes
No Yes
No Yes

Select the Calculated Compensation tab and confirm only the retirement
element you selected in the run time prompt appears on the form and that
the element is calculated correctly.

Task - Hanage Single Position Task nstructors
anage Posttons - Sngle > Personnel
30 b
3,103.16 310516
.10 12910
322 3232
22 232
3245 326458
HALF STEP () Solory Amaunt
190,00 14000 21000 0.0 100
8452 a6z w592 s462 a2
115385 115385 L7 115385 115385
689 689 .34 689 o
156 1560 25,04 1560 1550
509,62 309,62 [ 0552 309,52
by i " g e
Medcare Rate Other Compensation Amaunt .37 837 7405 03 03
Total Other Compensatin Total Conpensaton 197431 197431 296197 197431 197431
Total Pay Bement Total Campensaton 52890 52389 785834 52890 5289
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Select the "Manage Positions ->Single" breadcrumb to return to the Manage

9
Single Position form.
Task - Manage Single Position  Task Instructions
Personnel Details
-;-;:‘,Scenano:sudget *,Deparunent:FNOG 100100 - CRY
) Requests:Base -/, Employee:DENISE POPH
Header Salary Other Compensation Allocation Calculated Compensation Allocated Compensation
10 Because you have made a change to the position--the "Exclude from HCM

Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.
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Lesson
Overview

In this lesson
you will learn:

Lesson 17: Update Allocation
This lesson will guide users through the steps to update the chartfield allocation
(fund, grant, project, and activity) assigned to a position or employee in the budget
year. This status change is specific to an individual employee or vacancy record.

The steps listed below will navigate the user to the Manage Single Position task, but
users can also make this change from any of the manage position or employee forms.

Navigate to the Manage Single Position task
e Update the chartfield allocation assigned to an employee or vacancy
Validate the results of the calculation
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Step Action Notes
1 From the home screen, navigate to the Manage Single Position form by going
to My Task List = Personnel Management - Manage Personnel = Manage
Single Position.
Forms
My Task List
B personnel Management
(& Manage Personnel
& Manage Employees by Department
& Manage Positions by Department
& Manage Seasonal and Temp Buckets
& attrition Rates
89 HCM Refresh Flag
S 4 Manage Department Allocation Defaults
P Review Personnel
) Click on the drop-down arrow next to the Position dimension in the point of
view (POV) and select a Position. Click the "Go" arrow to save your selection.
3 Right click on the employee record and select “Personnel Details”. You can also change
Task - Manage Single Position ~ Task Instructions the a“ocatlon for a
Brearsirvzz ‘ vacancy record.
hd king v\ . .
T Allocations assigned
Nightly HCM .
Budget Amount Update to vacancies and
FN06100100 - CREDIT & COLLECTIONS
EMPvacancy Yes employees are not
DENISE POPPS - linked in Hyperion
MARILVNMAVE‘% (meaning the
Wit coption allocation for a
position vacancy
can be different
than an employee
assigned to the
position)
4 Select the Allocation tab and note the fund, grant, project and activity

currently assigned to the employee.

Task - Manage Single Position uctor

Alocated Fund Alocated Grant Alocated Project

65004 - CREDIT & COLLECTION OP, No_Grant No_Project No_Activity

Alocated Activty
Alocation
Alocation

1
2
Alocation 3
Alocaton 4

s

Alocaton

RO - coonacoicoce e — e ———————————

positr|

Alocaton Percent
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Select the Allocated Compensation tab and note the fund, grant, project, and
activity calculated allocations. The segments should match those on the
Allocation tab.

Task - Manage Single Position  Task Instructions

|Manage Positions - Single > Personne! Detais

£ Scenario:Budget 4%, Department:FN06 100100 - CREDIT & COLLECTIONS & version:V]

/. Requests:Base ool POPPS - 00211982
Header Salary = Other Compensation Allocation = Calculated Compensation | Allocated Compensation

Allocated  Allocated  Allocated  Allocation

Budget Amount Alocated Account Allocated Fund Grant  Project  Activity Percent Alocated Job Code
Bl oct 3,103.16 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP, No_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
Nov 3,103.16 5001100000 -EVPLOYEEREGULAR GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
Dec 4,654.74 5001100000 - EMPLOYEEREGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Actvity  100% ACCOUNT CLERK -000310
Jan 3,103.16 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity 100% ACCOUNT CLERK - 000310
Feb 3,103.16 5001100000 -EVPLOYEEREGULAR GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
Mar 3,103.16 5001100000 -EVPLOYEEREGULAR G504 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
Ao 3,103.16 5001100000 -EVPLOYEEREGULAR GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
May 3,103.16 5001100000 -EVPLOYEEREGULAR G500 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
3 3,103.16 5001100000 -EVPLOYEEREGULAR G500 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
2l 4,654.74 5001100000 - EMPLOYEE REGULAR  G5004 - CREDIT & COLLECTIONOP. No_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
Aug 3,103.16 5001100000 - EMPLOYEE REGULAR G5004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity 100% ACCOUNT CLERK - 000310
Sep 3,103.16 5001100000 -EVPLOYEEREGULAR GS004 - CREDIT & COLLECTION OP. No_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310

Select the Allocation tab and using the cell drop downs, change either the
fund, grant, project, or activity on the "Allocation 1" row. Click the “Save”
icon.

Task - Manage Single Position  Task Instructons.

Manage Positons - Sngle > Personnel Detais

i verson:Workng Mvearsirraz Posito

Header | Salary mpensation | Allocation | Callated Compensation  Alocated
Alocated Fund Alocated Grant Alocated Project Alocated Actvity Alocation Percent
Alocaton 1 TFO39 - CREDIT CARD TRUST FLND No_Grant No_Project No_Activity 100%

Alocaton 2
Alocaton 3
Alocation 4
Alocaton 5

S e S e T %

All four segments
and an allocation
percent must be
entered on the row.
If you leave one
segment blank, the
Allocation Percent
cell will be
highlighted red,
indicating you need
to fix the allocation.

Select the Allocated Compensation tab and confirm the allocated
compensation is now allocated to the segment you changed on the Allocation
form.

Task - Manage Single Position  Task Instructions
Manage Positions - Single > Personnel Detais
&5,Scenario:Budget 5%, Department:FN06 100100 - CREDIT & COLLECTIONS i, version:
. Requests:Base 4, Employee:DENISE POPPS - 00211982
Header Salary Other Compensation Allocation  Calculated Compensation  Allocated Compensation
[ Alocated  Alocated  Allocated  Alocation
Budget Amount Alocated Account Allocated Fund Grant  Project  Activity Percent Alocated Job Code

56000310 oct 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND fNo_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
Nov 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND flNo_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
Dec 4/654.74 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND iNo_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
32n 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND fNo_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
Feb 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND flNo_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
Mar 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND fNo_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
Aor 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND fiNo_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
May 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND flNo_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
Jun 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND fNo_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
u 4,654.74 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND iNo_Grant No_Project No_Activity  100% ACCOUNT CLERK - 000310
Aug 3,103.16 5001100000 - EMPLOYEE REGULARY TF039 - CREDIT CARD TRUST FUND fiNo_Grant No_Project No_Activity ~ 100% ACCOUNT CLERK - 000310
sep 3,103.16 5001100000 - EVPLOYEE REGULAR] TFO32 - CREDIT CARD TRUST FLND o Grant No_Project No_Actity 100% ACCOUNT CLERK -000310

Select the Allocation tab and using the cell drop downs, select a new fund,
grant, project and activity on the "Allocation 2" row.

Task - Manage Single Position T:

uctions

Manage Positions - Single > Personnel Detais

100 - CREDIT & COLLECTIONS £, version:Working BvearsiFr22
! Requests Base Employee: POPPS
Header | Salary | Other Compensation = Allocation | Cakulated Compensation  Alocated Compensation

JScenario:Budget  Department:FNOS

Alocated Fund Alocated Grant Alocated Project Alocated Actvity
Alocation 1 TF033 - CREDIT CARD TRUST FUND No_Grant No_Project No_Actwity
Alocation 2 CB017 - COT FINANCING No_Grant No_Project No_Actvity
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“Save” icon.

In the Allocation Percent column, enter a % allocation split for "Allocation 1"
and "Allocation 2". Make sure the two add up to 1 (100%). Then click the

Task - Hanage Simgle Postion |7
Rea
Header  Salary ensation  Allocation Calaiated Compensation
Aocated und Hocatedroect Nocated Acoy Hocaton percent
ocaton 1 TFO38 CREDIT CARD TRUST A o%
Mlocaton2 8017 - COT FIVACIG so%
Nocatan3
Aocaton 3
Aocatns
R - oo oo wessooncesesrner Do wosrenng  Tiees ] w0

The allocation
percent must add
up to 100. If it does
not, the allocation
percent “check”
row will be
highlighted red,
indicating you need
to fix the allocation.

Allocation percent’s
can be entered
numerically (1 for
100%) or with a %
sign (100% for
100%)

10

form.

Select the Allocated Compensation tab and confirm the allocated
compensation is now split based on the split funding you set on the Allocation

Task - Manage Single Position Task Instructions
Manage Positions - Single > Personnel Detais
5, ScenarioBudget 100 - CREDIT & COLLECTIONS ]
). Requests £s - 00211982
Header | Selary Other Compensation  Allocation | Calcated Compensation
Mlocated  Alocated  Alocated  Allocation
Budget Amount Alocated Account Alocated Fund Gant  Project  Actvity Percent Alocated Job Code
SSEHD o 1,551.58 5001100000 - EMPLOYEE REGULAR  TF039 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity  50% ACCOUNT CLERK - 000310
Nov 1,551.58 5001100000 - EMPLOYEE REGULAR  TF039 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity  50% ACCOUNT CLERK -000310
Dec 2,327.37 5001100000 - EMPLOYEEREGULAR TFO39 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity  50% ACCOUNT CLERK -000310
Jan 1,551.58 5001100000 - EMPLOYEE REGULAR  TF039 - CREDIT CARD TRUST FUND No_Grant No_Project No_Actvity  50% ACCOUNT CLERK - 000310
Feb 1,551.58 5001100000 - EMPLOYEE REGULAR  TF033 - CREDIT CARD TRUST FUND No_Grant No_Project No_Actvity  50% ACCOUNT CLERK - 000310
Mar 1,551.58 5001100000 - EMPLOYEE REGULAR  TF039 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity  50% ACCOUNT CLERK - 000310
Ao 1,551.58 5001100000 - EMPLOYEE REGULAR  TF033 - CREDIT CARD TRUSTFUND No_Grant No_Project No_Actvity  S0% ACCOUNT CLERK - 000310
May 1,551.58 5001100000 - EMPLOYEE REGULAR  TF039 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity  50% ACCOUNT CLERK - 000310
Jun 1,551.58 5001100000 - EMPLOYEE REGULAR  TF039 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity  50% ACCOUNT CLERK -000310
Y 2,327.37 5001100000 - EMPLOYEEREGULAR TFO39 - CREDIT CARD TRUSTFUND No_Grant No_Project No_Activity ~ 50% ACCOUNT CLERK -000310
Aug 1,551.58 5001100000 - EMPLOYEE REGULAR TF033 - CREDIT CARD TRUSTFUND No_Grant No_Project No_Actvity  50% ACCOUNT CLERK -000310
sep 1,551.58 5001100000 - EMPLOYEE REGULAR  TF039 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity  50% ACCOUNT CLERK -000310
w2 20,170.54 5001100000 - EMPLOYEE REGULAR. TFO39 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity ~ 50% ACCOUNT CLERK -000310
w3 20,170.54 5001100000 - EMPLOYEE REGULAR TFO39 - CREDIT CARD TRUSTFUND No_Grant No_Project No_Activity ~ 50% ACCOUNT CLERK 000310
Yes 20,170.54 5001100000 - EMPLOYEE REGULAR TFO39 - CREDIT CARD TRUST FUND No_Grant No_Project No_Activity  50% ACCOUNT CLERK -000310
s 20,170.54 5001100000 - EMPLOYEE REGULAR TFO39 - CREDIT CARD TRUSTFUND No_Grant No_Project No_Activity ~ 50% ACCOUNT CLERK -000310
oct 1,551.58 5001100000 - EMPLOYEE REGULAR | CBO17 - CDT FINANCING No_Grant No_Project No_Actvity  50% ACCOUNT CLERK - 000310
Nov 1,551.58 5001100000 - EMPLOYEE REGULAR  CBO17 - CDT FINANCING No_Grant No_Project No_Actvity  50% ACCOUNT CLERK - 000310
Dec 2,327.37 5001100000 - EMPLOYEEREGULAR  CBO17 - COT FINANCING No_Grant No_Project No_Actvity  50% ACCOUNT CLERK - 000310
Jan 1,551.58 5001100000 - EMPLOYEE REGULAR  CBO17 - CDT FINANCING No_Grant No_Project No_Actwity % ACCOUNT CLERK - 000310
Feb 1,551.58 5001100000 - EMPLOYEE REGULAR | CBO17 - CDT FINANCING No_Grant No_Project No_Actiity \CCOUNT CLERK - 000310
Mer 1,551.58 5001100000 - EMPLOYEE REGULAR CBO17 - CDT FINANCING No_Grant No_Project No_Acthity  50% ACCOUNT CLERK - 000310

11 . o
Single Position form.

Select the "Manage Positions ->Single" breadcrumb to return to the Manage

Task - Manage Single Position  Task Instructions

Personnel Details

:£,Scenario:Budget
7, Requests:Base
Allocati

Header

Salary = Other Compensation

on

Calculated Compensation

5, Department:FN06 100 100 - CRE

+..Employee:DENISE POPP{
Allocated Compensation

12

Because you have made a change to the position--the "Exclude from HCM

Update" column should now be marked as "Yes", indicating that this change is
excluded from the nightly HCM refresh.
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Lesson
Overview

In this lesson
you will learn:

Lesson 18: Set Attrition Rates
This lesson will guide users through the steps to adjust attrition rates for a
department. Attrition rates can be set at any level of the department structure.
Setting rates have a top down approach, meaning the rate set at the highest level will
apply to lower levels unless a rate is entered at a lower level.

Navigate to the Attrition Rates task

e Enter attrition rates at any level of your department structure
e Validate the results of the calculation on the Attrition Budget Impact Review task
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Step Action Notes
1 From the home screen, navigate to the Attrition Rates form by going to My
Task List = Personnel Management - Manage Personnel - Attrition Rates.
My Task List
il Personnel Management
¥ Manage Personnel
&y Manage Employees by Department
&y Manage Positions by Department
&y Manage Single Employee
& Manage Single Position
& Manage Overtime Buckets
B Masaca-Saaconaland Temp Buckets
i & Manage Department Allocation Defaults
¥ Review Personnel
o] 4
) Enter an attrition rate at the department level. Click Save. If the only rate you
enter is at the
#Period:BegBalance gYears:FYz summary
J ion® ; J -\
2. .Position:No_Position -2..Pay Element:! department |eve|'
that rate will apply
FN00000000 - FINANCE DEPARTMENT to every position
and employee in
the department
Attrition rates can
be entered
numerically (0.04
for 4%) or with a %
sign (4% for 4%)
3 Expand the department on the form and enter a different attrition rate for a The rate entered at

division within the department with positions and employees. Click “Save”.

#Period:BegBalance

. Position:No_Position

FN01000000 - DIRECTOR'S OFFICE

FN02000000 - CONTROLLERS DIVISION
FN03000000 - FIN BUSINESS SOLUTIONS SUPPORT
FN04000000 - BOND ADMINISTRATION DIVISION
FN05000000 - CASH MANAGEMENT DIVISION
FN06000000 - TAX COLLECTOR'S DIVISION
FN07000000 - FIN, COMPLIANCE & ADMIN DIV
FNCP000000 - FINANCE CAPITAL

FNO0000000 - FINANCE DEPARTMENT

2 Years:FY22

2..Pay Element:No_PE

0.04

the lower level will
override the
attrition rate
entered at the
summary
department
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4 Right click on the form and select "Re-calculate Department" from the right
click menu.
N TROLLERS DIVISION U035
ND ADMINIST .
5H MANAGEME  Adjust >
X COLLECTOR'¢ |ued] comments
» COMPLIANCE ":: Supporting Detail
ANCE CAPITAL #9) ~tono 11ie
5 In the run time prompt, confirm the following: Running this rule
will recalculate
Select Version: Working attrition on all
Select Request: Total Requests positions and
Select Department: Your department user variable employees in the
Select Employees: Total Employees department
Select Position: Total Positions
Select Launch.
6 ***ADMIN STEP*** An admin will need to run the PSTN to PSTN_RPT data Data maps run
maps or wait until the next scheduled data maps before proceeding every three hours at
the top of the hour,
starting at 6am
6 To verify that attrition has been calculated correctly, navigate to the Attrition | This form pulls data
Budget Impact Review form under Personnel Management = Review from PSTN_RPT,
Personnel = Attrition Budget Impact Review. therefore the data
maps need to run
before updated
attrition amounts
appear on this form
7 Click on the drop-down arrow next the dimensions in the point of view and The attrition
select a department and fund with employees whose attrition rate you did amount should be
not adjust at the division level. Select the grant, project, and activity if the percent you
applicable, then click the “Go” arrow to save your selection. applied at the
___ ; B ] summary
= s department level
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Confirm the calculated attrition amounts reflect the rate entered on the
attrition form.

Bvearsrrz Uscenar:Budget JobCode:Total Job Codes
vli@l

Personnel

Exchding

Attrton  Attrton Impact _ Budget Amount
5001100000 - EMPLOYEE REGULAR TotalPay Elementy 14,001,952 -560,078 13441874
5001130000 - VACATION RELF & SEASONAL HELP  Total Pay Element] 115,920 115,920
5001600000 - EMPLOYEE OVERTIME OT TotalPay Elments 9,000 9,000
5001250000 - LONGEVITY PAYMENTS TotalPay Elemen 180,547 180,547
5001220000 - FLEX DOLLARS Total Pay Bemen 240,900 9,636 231,264
5011100000 - GROUP HEALTH INSURANCE TotalPay Elementy 3,285,000 -131,400 3,153,600
5011110000 - GROUP LIFE INSURANCE TotalPay Blerents 28,125 1,125 27,000
5011140000 - DENTAL PLANS. Total Pay Elerents 53217 2,129 51,088
5010110000 - RETIREMENT TotalPay Element 1,298,378 51,935 1,246,443
5010100000 - SOCIAL SECURITY. TotalPay Elmen 882,727 35,309 847,418
5011130000 - MICA MEDICARE HOSPITAL INS TotalPay Element] 207,458 8,208 199,159
“Total PSTN Sourced Personnel Accounts. “Total Pay Element 20,303,224 799,910 19,503,314

Attrition is NOT
calculated for the
following accounts:
- Overtime
- Temp / Seasonal
- Longevity Bonus
- Executive
Benefits
Termination
Payouts

Click on the drop-down arrow next the dimensions in the point of view and
select a department and fund with employees whose attrition rate you did
adjust at the division level. Select the grant, project, and activity if applicable,
then click the “Go” arrow to save your selection.

e YScenario:Budget Requests:Base

personnel

Excuding
Attrition Attriton Impact  Budget Amount
5001100000 - EMPLOYEE REGULAR Total Pay Element 1,077,459 21,549 1,055,910
5001600000 - EMPLOYEE OVERTIME OT Total Pay Element 9,000 9,000
5001250000 - LONGEVITY PAYMENTS Total Pay Element 11,427 11,427
5001220000 - FLEX DOLLARS Total Pay Element. 11,000 220 10,780
5011100000 - GROUP HEALTH INSURANCE Total Pay Element 150,000 -3,000 147,000
4| 5011110000 - GROUP LIFE INSURANCE Total Pay Blement 2,236 -45 2,191
5011140000 - DENTAL PLANS Total Pay Blement 2,430 -49 2,381
5010110000 - RETIREMENT Total Pay Blement 146,969 2,939 144,030
5010100000 - SOCIAL SECURITY Total Pay Blement 59,852 1,197 58,655
5011130000 - MICA MEDICARE HOSPITAL INS > Total Pay Element 15,919 318 15,601
Total PSTN Sourced Personnel Accounts Total Pay Element: 1,486,203 29,317 1,456,976

The attrition
amount should be
the override
percent you applied
at the division level

10

Confirm the calculated attrition amounts reflect the rate you entered on the
attrition form.

Cd]
Excuding
5001100000 - EMPLOYEE REGULAR Total Pay Element 1,077,459 -21,549 1,055,910
5001600000 - EMPLOYEE OVERTIME OT Total Pay Element 9,000 9,000
5001250000 - LONGEVITY PAYMENTS Total Pay Element 11,427 11,427
5001220000 - FLEX DOLLARS Total Pay Element 11,000 -220 10,780
5011100000 - GROUP HEALTH INSURANCE Total Pay Element 150,000 -3,000 147,000
! 5011110000 - GROUP LIFE INSURANCE Total Pay Element 2,236 -45 2,191
5011140000 - DENTAL PLANS Total Pay Element 2430 -49 2,381
5010110000 - RETIREMENT Total Pay Element 146,969 2,939 144,030
5010100000 - SOCIAL SECURITY Total Pay Element 59,852 -1,197 58,655
5011130000 - MICA MEDICARE HOSPITAL INS > Total Pay Element 15,919 -318 15,601
Total PSTN Sourced Personnel Accounts Total Pay Element 1,486,293 -29,317 1,456,976
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Lesson 19: Manage Department Allocation Defaults
This lesson will guide users through the steps to manage their fund, grant, project and

Lessor'] activity defaults for each level 0 department. Funding defaults are assigned to new
Overview positions (base and requested), temp / seasonal buckets, positions moved from one
department to another and transferred employees. Department allocation defaults
have no impact on existing positions and employees unless the position / employee is
moved or transferred
. Navigate to the Manage Department Allocation Defaults task
In this lesson

e Enter allocation defaults to level 0 departments

youwilllearn: =\, qate the results of the calculation
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Step Action Notes
1 From the home screen, navigate to the Manage Department Allocation This form displays
Defaults form by going to My Task List = Personnel Management = Manage | the default funding
Personnel = Manage Department Allocation Defaults. segment for every
s ~Personnel Management Ievel 0 department'
P Manage Personnel
& Manage Employees by Department
& Manage Positions by Department
& Manage Single Employee
& Manage Single Position
© Manage Overtime Buckets
& Manage Seasonal and Temp Buckets
& Attrition Rates
& Refrash Flag
Review Personne
¥ ) Oneratinn Prenaration h
) To change the default funding segment for a level 0 department, click the This form should be
drop-down arrow in the Allocated Fund, Allocated Grant, Allocated Project, reviewed early in
and Allocated Activity columns and select the appropriate default Fund, the budget process
Grant, Project and Activity. Click “Save”. so that any new
R position or bucket
. T e — created will pick up
' ; the correct default.
" If a default is
changedina
department with
e new positions,
| those new positions
will need to be
manually adjusted.
3 Review the form and verify that the Department Chartfield Defaults table is

set up correctly.
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Lesson 20: View HCM Refresh Flag
This lesson will guide users through the steps to check for the HCM refresh flag at the

Lessor'] department level. If the HCM refresh flag for your department is set to “Yes”, this

Overview means all positions and employees in the department are no longer getting refreshed
in the nightly HCM refresh process.

In this lesson Navigate to the HCM Refresh Flag task

. e Review the read-only form
you will learn:
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Step

Action

Notes

1

From the home screen, navigate to the HCM Refresh Flag form by going to My
Task List = Personnel Management > Manage Personnel - HCM Refresh

Flag.

¥ personnel Management

(& Manage Personnel
s 4 Manage Employees by Department
& Manage Positions by Department
© Manage Single Employee
& Manage Single Position
© Manage Overtime Buckets
©¥ Manage Seasonal and Temp Buckets

“¥ Manage Department Allocation Defaults

& Roview Percannel

Review the read-only form.

i Years:FY22

Exclude
Department from
Nightly HCM
Update

Yes

1%, Scenario:Budgef

If the Exclude
Department from
Nightly HCM
Update flag is
missing, then the
positions and
employees in the
department are still
being refreshed
nightly. If the flag is
set to Yes", then the
positions and
employees in the
department are
excluded from the
refresh.
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Module 5: Course Summary

Objectives Congratulations! You have completed the Position and Employee Modifications
Achieved course. You now should be able to:

N e Make changes to positions in the budget year

{ e Make changes to employees in the budget year

151



nferms
Hyperion Department Personnel End User Training Guide 243 E

Module 6: Personnel Buckets
Overview This module includes the following lessons:

e Lesson 1: Manage Overtime Buckets
e Lesson 2: Manage Seasonal and Temp Buckets
e Lesson 3: Manage FTE Buckets
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Module 6: Key Terms

The following key terms are used in this Module:

A bucket of dollars in the PSTN cube intended to be budgeted to the overtime

Overtime bucket account. The bucket is burdened with applicable fringes.

Temp / Seasonal A bucket of dollars in the PSTN cube intended to be budgeted to the temp /
Bucket seasonal account. The bucket is burdened with applicable fringes.
FTE Bucket A bucket of FTE’s with no associated compensation dollars.
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Lesson
Overview

In this lesson
you will learn:

Lesson 1: Manage Overtime Buckets
This lesson will guide users through the steps to create and manage overtime buckets
in the budget year. Overtime buckets are created in the PSTN cube and the calculated
amounts are mapped to FINSTMT as part of the scheduled data map.

e Navigate to the Manage Overtime Buckets task

e Add, adjust, and delete an overtime bucket
e Validate the results of the calculation
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Step Action Notes
1 From the home screen, navigate to the Manage Overtime Buckets form
by going to My Task List 2 Personnel Management = Manage
Personnel - Manage Overtime Buckets.
My Task List Ta
¥ personnel Management
(& Manage Personnel
& Manage Employees by Department
& Manage Positions by Department
& Manage Single Employee
Manage Seasonal and Temp BUC ets
& Attrition Rates
& LM Refresh Flag
& Manage Department Allocation Defaults
I ) Review Parennnsl
) To create an overtime bucket, select / enter the following in one of the | All level 0 departments
“Overtime Bucket 1” rows next to a level O department: within your department
user variable are listed in
->Overtime Type: Regular or Special Risk the rows. Each level 0
->Overtime Annual Amount: Annual amount for the bucket (excluding | department listed will
retirement and taxes) have 2 overtime bucket
_>Allocated Fund lines which you can fill out
_>Allocated Grant to create the bucket.
->Allocated Project .
J i The overtime bucket type
->Allocated Activity . .
) ] selection drives the
->Allocation Percent: Enter in 1 or 100% (1=100%) .
retirement element
assignment
Click “Save”.
3 The Salary Amount should

gray columns:

->Salary Amount column displays the same amount you entered in as
the Overtime Annual Amount

->0ther Compensation Amount column has now been populated with
an amount

->Total Compensation column sums up the Salary Amount and Other
Compensation Amount

match the Overtime
Annual Amount

The Other Compensation
Amount includes both
retirement and taxes
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FI06100100 - CREDIT & COLLECTIONS

FIN06100200 - CODE ENFORCEMENT BILLING

1
Overtme Bucket 2

Aocated Actwty Alocaton percent

4 Right click on the overtime bucket you just created and select

"Overtime Details".

Overtime Bucket 2
[N06100100 - CREDIT & COLLECTIONS

Allocated Fund

Allocated Grant

Ove AN AD N Grant
v L._'J Overtime Details
1406100200 - CODE ENFORCEMENT BILLING Overts, 3 CAKURE OVeTimie BUCKELS - Department Level
Edit »

Select the Salary tab and confirm the following:

->The starting amount you entered in the Overtime Annual Amount
column in the previous steps appears in the Overtime Annual Amount
row / BegBalance column

[Manage Overtime Buckets > Overtime Bucket Detais
|

You can modify the
amount from this tab

B} scenario:Budget
2. .Requests:Base
Header| Salary | Other Compensation || Alocation | Calculated Compensation

), Department:FN06100100 - CREDIT & COLLECTIONS
Employee:EMPVacancy
Allocated Compensation

BegBalance
Full Tme / Part Time Overtime
Overtime Annual Amoun| 10,000.00
Pay Basis Biweekly
Budget Rate 384.6154

Select the Other Compensation tab and confirm the following:
->The correct retirement element is assigned to the overtime bucket
(either regular or special risk)

->FICA and MICA are assigned to the bucket

Manage ket Detais

#,Department:FN06100100 - CREDIT & COLLECTIONS [, verson:Working

/. Requests:Base
Header | Sary  Other Compensation  Alocation

jee:EMPVacancy

nsatio
ot Nov Dec an Feb Mar
BudgetRate BudgetRate  BudgetRate  BudgetRate  BudgstRate BudgetRate B
FRS INVESTMENT PLAN - REGULAR (13) 0.0869 0.0869 0.0869 0.0869 0.0869. 0.0859
Socal Securty Rats 8,853.6000 0.0620 0.0620 0.0620 0.0620. 0.0620 0.0620
Medicare Rate ercent of Taxable Eamings 0.0145 0.0145 0.0145 0.0145 0.0145 0.0145

Retirement should be
regular or special risk,
depending on the
overtime type you
selected

Select the Allocation tab and confirm the following:
->The department default fund, grant, project and activity is loaded to
Allocation 1

T [ S (7Y S (e 100%

Select the Calculated Compensation tab and confirm the following:
->The calculated amounts are correct. The YearTotal column for the
Overtime Bucket Salary row should tie to what you entered when you
created the bucket

| Manage Overtime Buckets > Overtime Bucket Detais
0 - CREDIT & COLLECTIONS Werson:Workng M vearsirr22
Vagancy
der | s
o x Feb Mar Aor may 3
Overtime Bucket Salary Salry Amount 76923 76923 115285 76923 76923 76923 76923 76923 769:
Curtent Year salary 76923 76923 1,153.85 76923 76923 76923 76923 76923 769.
Total Saary 76923 76923 1,153.85 769.23 76923 76923 769.23 76023 760,
FRS INVESTMENT PLAN - REGULAR (I3) Other Compensation Amount 66.85 66.85 100.27 66.85 66.85 5685 66.55 6685 66
4769 47.60 7154 4769 47.60 4769 47.69 4769 47
Medicare Rate 1115 1115 1673 1115 1115 1115 115 1115 1.
Total Other Compensation 125.69 125.69 188.54 125,69 125.69 12560 125,69 12569 125.
Total Pay Element. 94,92 894.92 134238 894,92 8949 89492 89492 89492 894
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Select the Allocated Compensation tab and confirm the following:
->0vertime Bucket Salary is mapped to the Overtime account
->No FTE is allocated (would appear at the very bottom of the form)

Manage Overtime Buckets > Overtime Bucket Dstals

}scenario:Budgst #, Department:F1i05100100 - CREDIT & COLLECTIONS. LVerson:Workng
! Requestsigase

) Employee:EMPVacancy
Header | Salry | Other Compensation | Alocation | Cakubted Compensation | Allocated Compensation

Mlocated Alocated  Alocated  Alocaton
Budget Amount Alogated Account Alocated Fund Grant percent  Alocated Job Code
Overtime Bucket Sabry

oct 76923 5001600000 - EMPLOYEE OVERTIME .. GS004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actity  100% Regufr Overtme Bucket
Hov 76923 5001600000 - EMPLOYEE OVERTIME .. GS004 - CREDIT & COLLECTION O No_Grant. No_Project No_Actity  100% Regulr Overtime Bucket
Dec 1,153.85 5001600000 - EMPLOYEE OVERTIME .. 5004 - CREDIT & COLLECTION O... No_Grant No_Project No_Actwey  100% Regur Overtime Bucket
20 769.23 5001600000 - EMPLOYEE OVERTIME .. GS004 - GREDIT & COLLECTION 0. flo_Grant No_Project No_Actity  100% Reguir Overtme Bucket
Feb 76923 5001600000 - EMPLOYEE OVERTIME .. G004 - CREDIT & COLLECTION O... No_Grant No_Project No_Acthy  100% Regufr Overtme Bucket
Mar 769.23 5001600000 - EMPLOYEE OVERTIME .. G004 - CREDIT & COLLECTION O... Ho_Grant No_Project No_Actiy  100% Regubr Overtime Bucket
sor 76923 5001600000 - EMPLOYEE OVERTIME . GS004 - CREDIT & COLLECTION O fo_Grant. No_Project No_Actiy  100% Regulr Overtime Buckat
vay 76923 5001600000 - EMPLOYEE OVERTIME .. GS004 - GREDIT & COLLECTION O No_Grant No_Project No_Actity  100% Regulr Overtime Bucket
un 769.23 5001600000 - EMPLOYEE OVERTIME ..~ GS004 - CREDIT & COLLECTION 0. No_Grant. No_Project No_Acthty  100% Regutr Overtime Bucket
ul 1,153.65 5001600000 - EMPLOYEE OVERTIME .. 65004 - CREDIT & COLLECTION O... No_Grnt No_Project No_Actwey  100% Regular Overtime Bucket

Aug 769.23 5001600000 - EMPLOYEE OVERTIME .. 65004 - CREDIT & COLLECTION 0. No_Grant No_Project No_Actwty  100% Regubr Overtime Bucket

10

Go back to the Salary tab and adjust the Overtime Annual Amountin
the BegBalance column. Click “Save”.

Task - Manage Overtime Buckets  Task Instructions

Manage Overtime Buckets > Overtime Bucket Detals

JScenario:Budget #,Department:FN06100100 - CREDIT &}
4. Requests:Base ). Employee:EMPVacancyl
Header Salary | Other Compensation | Alocation | Calculated Compensation | | Alocated Compensation

BegBalance
Full Time / Part Time

Overtime Annual Amou 9,000.00

Pay Basis

Budget Rate

11

->The calculated amounts reflect the new starting annual amount

Task - Manage Overtime Buckets Task Instructs

#,Department:F06100100 - CREDIT & COLLECTIONS “verson:Workng
Request 2. Employee:EMPVacancy

Header | Salry | Other Compensation | Alocation | Cakculated Compensation | Alocated Compensation

May
Ovartime Bucket Saary Saary Amount L;;m 60231 1,038.46 6231 69231 6231 E;;;J 6923
Curent Year Satry Sary Amount 38 2756 Toseae o:r s T T : 692.3:
Total Sabry Total Compensation 69231 69231 1,038.46 69231 69231 69231 69231 6923
FRS INVESTMENT PLAN - REGULAR (13) Other Compensation Amount 60.16 60.16 90.24 60.16 60.16 60.16 6016 60.1
Socal Securty Rate Other Compensation Amount 429 2.9 6438 2.9 2.9 4292 4252 429
Mediare Rate Other Compensation Amount. 10.04 10.04 15.06 10.04 1004 10,04 10,04 10.0]
Total Other Compensation Total Compensation 13.12 13.2 169.68 13.2 13.12 113.12 113.12 113.1

Total Pay Element Total Compensation 80543 805.43 120815 80543 80543 80543 805.43 805.4

Go back to the Calculated Compensation tab and confirm the following:

12

Select the "Manage Overtime Buckets" breadcrumb to return to the
previous form.

Task - Manage Overtime Buckets  Task Instructions.

Uscenaro:Budget #,Department:FN0100100 - CREDIT & COLLECTIONS
EMPVacancy
Header | Sabry || Other Compensation || Alocation | Calculated Compensation | Alocated Compensation

EVerson:Workng
Requestsigase Emoly

ot Nov Dec Jan Feb mar Aot May
Overtime Bucket Sary salary Amount 692.31 69231 1,038.46 69231 60231 69231 69231 692.3
Curtent Year Sary Salary Amount 69231 69231 1,038.46 69231 69231 69231 60231 923
Total saary 692.31 69231 1,038.46 69231 69231 69231 69231 923
FRS INVESTMENT PLAN - REGULAR (I3) Other Compensation Amount 60.16 6016 90.24 60.16 60.16 60.16 6016 0.1
Socal Securty Rate Other Compensation Amount 29 292 6438 29 292 29 4292 29
Medicare Rate Other Compensation Amount 10.04 10,04 15.06 10.04 1004 10.04 1004 10,
Total Other Compensation u3.12 13.12 169.68 1342 113.12 13.12 13.12 1131
Total Pay Element 80543 80543 1,208.15 80543 80543 805,43 80543 8054

13

If you are working with a large department and don’t want to scroll
through the form to find your level 0 department OR a level O
department requires more than two buckets, you can click on the
second horizontal tab called “Departments in POV”. Instead of listing
all of the level 0 departments in the rows, the “Departments in POV”

gives users the option to create up to 20 overtime buckets per
department ID.

form allows you to select your level 0 department in the POV. This form
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i Task LSt
B perconmel adninstraton
88 Cperating Adrivistraion 5 ScenarioiBudget Mvears:rraa . Requests:Base . Employes:EMPVacancy 9y Department User varial
B personmel Management "
B Manage personnel
@,

Review Budets

© Manage Positions by Department
9 Manage Singe Employee

Overtme Amusl
¥ Manage Single Positon Overtime Type. Amount. Alocated Fund Allocated Grant Alocated Project
L4 1 [Regular Overtime Bucket 1,000,009 G5004 - CREDIT & COLLECTION OP, No_Grant. No_Project No_Activity
7 Manage Seasonal and Temp Buckets Overtime Bucket 2
& o Rates Overtme Budeet 3
S HoMRefresh Flag Overtime Bucket 4
3 g |
> P revenpesael SiiacEe
B operatngpreproson vt sty
P epundedrequests B
2 scuss vappng Sy

P persomel Administration Y Forecast
B personnel view C Forecast
P Five Year Fnandal Forecast S ann

Dimension
Business Rule Security =

14 The third tab, Review Buckets, will show all overtime buckets in the
department. The form is set up to suppress blank rows so users will
only see existing overtime buckets with data.

- S—
Manage Task Lists. Task - Manage Overtime Buckets  Task Instructions
My Task List
P persoonel Adninstraton
54scenario:Budget BvearsFraz 9. Requests:Base. . Employee:EMPVacancy 9y Department User Variable: FNOOOC|
-
S ]
e
SENESE s —_ -
S e =

 romReresh ey
 Hanage Department Alocation Defis
B pevien persomne
P operatng prepacation
P expanded Reauests
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Lesson 2: Manage Seasonal and Temp Buckets
This lesson will guide users through the steps to create and manage seasonal and temp

Lessor'] buckets in the budget year. Temp and Seasonal buckets are created in the PSTN cube and the
Overview calculated amounts are mapped to FINSTMT as part of the scheduled data map.
In this e Navigate to the Manage Seasonal and Temp Buckets task
e Add, adjust, and delete a seasonal and temp bucket
lesson Validate the results of the calculation
you will
learn:
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Step

Action

Notes

1

From the home screen, navigate to the Manage Seasonal and Temp Buckets
form by going to My Task List ->Personnel Management ->Manage Personnel

->Manage Seasonal and Temp Buckets.
My Task List

¥ personnel Management
I .iManage Personnel’
© Manage Employees by Department
& Manage Positions by Department
& Manage Single Employee
& Manage Single Position

S Manage Seasonal and Temp Buckets

ricion Rates

& HewM Refresh Flag

© Manage Department Allocation Defaults
P ooviow Dorcnnno 1

Click on the drop-down arrow next to the Department dimension in the point
of view (POV) and select a Department. Click the "Go" arrow to save your
selection.

Right click on the form and select "Add Seasonal or Temporary Bucket".

No data to display

o E ails
Q]Add Seasonal or Temporary Bucket

Filter >
Apply 4

In the run time prompt, select / enter the following:

->Select Bucket Type: Part Time Temp, Seasonal or Poll Worker

->Enter New Position Description: Text description for the bucket

->Enter Headcount: This is the headcount number specific to the bucket. The
headcount will remain the same for each month

->Enter Average Hourly Rate: The average hourly rate that will be used to
calculate the budget amount for the bucket.

->0ct-Sep Hours Per Head: enter the monthly hours per head for each
applicable month. (Ex: If each worker will work an average of 100 hours in
May, enter 100 for May).

Select Launch.

The hours entered
in each month drive
the months in which
the bucket is
calculated. Leave
the hoursin a
month blank if that
month should not
be calculated.

Each month is
calculated as Hours
/ Month *
Headcount * Hourly
Rate
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z

nnnnnnn Prompts - PSTH_RULESET_BUCKETS_Add_Seas_Temp_Bucket

El

EEEEEEEEEEEEEEEE S

Launch [ Gancel

Right click on the bucket you just added and select "Seasonal / Temp Details".

5 S -
| Years:FY22 »Scenario:Budget

,,,,,,, T & COLLE([¥] workng vl

Budget Amount Job Code Position Description £ Tflq‘riel o
Summer seasonal
and Temporary L‘jSeasonallTemp Details S ‘workersfornew P2 Temp / Seaso...
[EW easonal or Temporary Bucket
[} Delete Bucket

6 Select the Salary tab and confirm the following:

->The Hourly Rate in the BegBalance column is the rate you entered in the
add bucket rule

->The Headcount number in the BegBalance column is the monthly
headcount you entered in the add bucket rule

->The Hours / Month in each month is what you entered in the run time
prompt

7 Select the Other Compensation tab and confirm the following: Taxes are applied to
->FICA and MICA are assigned to the bucket each temp /

seasonal bucket

8 Select the Allocation tab and confirm the following: The allocation is
->The department default fund, grant, project and activity is loaded to defaulted from the
Allocation 1 Department

Allocation Defaults
form

9 Select the Calculated Compensation tab and confirm the following:

->The calculated amounts are correct. Only the months that have "Hours Per
Head" will show calculated amounts.

10 Select the Allocated Compensation tab and confirm the following: FTE is calculated
->Bucket Salary is mapped to the Temp and Seasonal account based on the
->FTE is allocated to the temp and seasonal FTE account headcount and

hours entered into
each month

11 Go back to the Salary tab and adjust the Hourly Rate and Headcount numbers

in the BegBalance column. Click the “Save” icon.
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Go back to the Calculated Compensation tab and confirm the following:

12
->The calculated amounts reflect the new hourly rate and headcount
numbers

13 Select the "Manage Seasonal and Temp Buckets by Department" breadcrumb
to return to the previous form.

Manage Seasonal and Temp Buckets by Department > $eas and Temp Bucket Details
?E:;Scenar)ozsudget "J‘.Department:Fr‘wGlOOlO
7..Requests:Base . Employee
Header Salary Other Compensation Allocation  Calculated Compensation
Hourly Rate Headcount
BegBalance BegBalance Oct Nov
23.00 9.00

14 Right click on the bucket and select "Delete Bucket".

—JTEedISFY TwoLCelanou.suuget
FN06100100 - CREDIT & COLLE( [w| Working v

Full Time / Part
Budget Amount Job Code Position Description Time
| Summer seasonal

M;NJQJE_‘IS%SO"B'/ Temp Detais ‘al oot workers for new park Tero flSes0

i1 Add Seasonal or Temnarary Bucket

d »

15 In the run time prompt, select / enter the following: Deleting a temp /
->Confirm the bucket member to delete seasonal bucket
Select Launch. works the same way

R;::‘;e;:mms'DSm,mK:K(VS,ngu,Bud(el - as d eletin g a n eW
- ' position

162



inferms

Hyperion Department Personnel End User Training Guide “nda

Lesson
Overview

In this
lesson
you will
learn:

Lesson 3: Manage FTE Buckets

This lesson will guide users through the steps to create and manage FTE buckets in the budget
year. FTE buckets are created in the PSTN cube and the calculated FTE amounts are mapped to
FINSTMT as part of the scheduled data map.

e Navigate to the Manage FTE Buckets task

e Add and delete a FTE bucket
e Validate the results of the calculation

163



Hyperion Department Personnel End User Training Guide

inferms

Step

Action

Notes

1

From the home screen, navigate to the Manage FTE Buckets form by
going to My Task List ->Personnel Management ->Manage Personnel -
>Manage FTE Buckets.

[ Personnel Management
P :Manage Personnel
& Manage Employees by Department
& Manage Positions by Department
& Manage Single Employee
& Manage Single Position
& Manage Overtime Buckets
B Mionone Cozconal 2od Taoo Buckets
¥ Attrition Rates
© HcM Refresh Flag
©” Manage Department Allocation Defaults <

Click on the drop-down arrow next to the Department dimension in the
point of view (POV) and select a Department. Click the "Go" arrow to
save your selection.

Right click on the form and select "Add FTE Bucket".

(] Delete FTE Bucke

Filter >
58 A

In the run time prompt, select / enter the following:

->Select Job Code: Select a job code from the dop down list

->Enter New Position Description: Text description for the bucket
->Select FT / PT: Select either Full Time or Part Time

->Enter FTE: Enter the standard FTE for each headcount in the bucket
->Enter Max Headcount: Enter the headcount number for the bucket

Select Launch.

5 Runtime Prompts - PSTH_RULESET_BUCKETS_Add_FTE_Bucket

i Prompt Text Vave

B (i) = 1:select a New Job Code: ACCOUNTANT 4- 000318 v
(4 = LiEnter New Position Description: Test

B (& - usdectrT/em: FullTme °
8] = uEnter FTE: 1

] = tEnter Max Headcount 2

Launch | Cancel

The FTE bucket is
calculated by
multiplying the FTE
by the max
headcount.

The FT/PT selection
drives the FTE stat
account that the FTE
amounts are
allocated to
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Right click on the bucket you just added and select "FTE Bucket Details".

5
puoggetAmount Jopbcoae |
= Test
FTE Buc INTANT 4 - 000318
| L FTE Bucket Details |
Add FTE Bucket
@Delete FTE Bucket
6 Select the Allocation tab and confirm the following: The allocation is
->The department default fund, grant, project and activity is loaded to defaulted from the
Allocation 1 Department Allocation
Defaults form
7 Select the Allocated Compensation tab and confirm the following: FTE buckets are always
->FTE is allocated to one of the vacancy FTE accounts allocated to one of the
vacancy stat accounts.
Full Time / Part Time is
driven from the FT/PT
selection in the Add FTE
Bucket run time prompt
8 Select the "Manage FTE Buckets by Department" breadcrumb to return
to the previous form.
T T
i
9 Right click on the bucket and select "Delete Bucket".
FN06100100 - CREDIT & COLLECT || Working ~|[»
=
Budget Amount Job Code Position Description Time FTE
FTE Buck i remsirasis INTANT 4 -000318 i Full Time 2.00
10 In the run time prompt, select / enter the following: Deleting a FTE bucket

->Confirm the bucket member to delete
Select Launch.

works the same way as
deleting a new position
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[Runtime Prompts - PSTN_BUCKETS_Delete_Bucket

Prompt Text
& = Select Positon:

Vale
FTE Budket 1°
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Module 6: Course Summary

Objectives Congratulations! You have completed the Personnel Buckets course. You now should
Achieved be able to:
- e Add and make changes to overtime buckets
y e Add and make changes to seasonal and temp buckets
! e Add FTE buckets
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Module 7: Review Personnel Records
Overview This module includes the following lessons:

e Lesson 1: Review All Personnel Records
e Lesson 2: Attrition Budget Impact Review
e Lesson 3: PSTN Driven Account Review
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Module 7: Key Terms

The following key terms are used in this Module:

Accounts whose budgets are sourced from the PSTN (position and employee
PSTN Driven Accounts | database). These accounts are ready only in FINSTMT and are 100% sourced from
PSTN (ex: Regular Salaries, Overtime, Temp / Seasonal, Retirement, FICA, MICA)

Elements assigned to positions and employee in the PSTN database. These
Pay Element elements are also reportable in the PSTN_RPT cube (ex: COLA, Merit, Individual
Pay Components, Individual Retirement Codes)

Mappings are scheduled to run every three hours to push budget data from PSTN

Scheduled DataMap |\, ¢ \\STMT and FIN_RPT
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Lesson
Overview

In this lesson
you will learn:

Lesson 1: Review All Personnel Records
This lesson will guide users through the steps to review all positions, employees, and
personnel buckets. This data form shows the vacancy records, employees, and
buckets in an individual level 0 department.

e Navigate to the All Personnel Records task
e Review the read-only form
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Step Action Notes

From the home screen, navigate to the All Personnel Records form by going
to My Task List = Personnel Management = Review Personnel - All
Personnel Records.

1

My Task List

¥ personnel Management
¥ Manage Personnel

Budget Impact Review
9 PSTN Driven Account Review
P Operating Preparation
P Expanded Requests
I Actuals Mapping

¥ personnel View CY Forecast

) Click on the drop-down arrow next to the Department dimension in the point
of view (POV) and select a Level 0 Department with employees and
positions. Click the "Go" arrow to save your selection.

3 Review all positions and employees on the form, including the totals at the This form acts as a
bottom of the form. position, employee

T and bucket review
e
= form the task list
ot T orm on e tasK lIs
i e i e s o i (N s e O o o ol e oo
e et .
P— e e T 000 oM 8 AT StERLY a nd will S hOW a 1l
e
CRISTINA MEKIN - 00013185 168,874.48 1.00 Active Lol Full Time 1.00 CRANE & MAINT SUPPLY
p—
r— Acve fame 000 FnANCe coucrion s pe rsonnel records
v epwrez
T 7010947 100 Acie i i
for the selected
oevscy Toiria o i 000! e ot com
e e
s
OMNARS RAVONLES - 0208 Tt e 100 PRI COULECTION
osoonases Geor s couscrons epa rtment
sy e = it 00 GEDIT 8 COUECTIONS ’
e e
AN DAVIS - 00310772 7840932 100 Acwe = Ful Tme 100 cReoIT & couecTions inc | u d ing tota |
Posonoimo scoowras:
O N e e
censes poms accon
P — P, 100 ncve aton P budget and FTE
i it

amounts. Note
these totals are a
sum of position and
employees in the
department and
would be the total
across all funds,
grants, projects and
activities.
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Lesson 2: Attrition Budget Impact Review
This lesson will guide users through the steps to review attrition impact on a

Lessor'] department’s budget.
Overview

. Navigate to the Attrition Budget Impact Review task
In this lesson g g P

. e Review the read-only form
you will learn:
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Step Action Notes

1 From the home screen, navigate to the Attrition Budget Impact Review form
by going to My Task List 2 Personnel Management = Review Personnel -2
Attrition Budget Impact Review.

My Task List

P Personnel Management

& Manage Personnel

' ‘jRewew Personnel’

“# PSTN Driven Account Review

P Operating Preparation
¥ Expanded Requests
& Actuals Mapping
K Personnel View CY Forecast

) Click on the drop-down arrow next to the Department, Fund, Grant, Project,
and Activity dimension in the point of view (POV) and select a chartfield
combination with allocated personnel data. Click the "Go" arrow to save
your selection.

3 Review the following data: This form pulls from
Columns: the PSTN_RPT
->Personnel Excluding Attrition ->personnel budget without attrition applied | database. The data
(ties to the Budget Amount columns on position and employee forms) on this form will be
->Attrition Impact: Attrition impact on selected chartfield combination updated after each
->Budget Amount: Sum of the two first columns. These amounts are what scheduled data
you would see in the budget and on all FINSTMT forms and reports map.

Rows: The Personnel
->PSTN Driven Accounts: Accounts driven from the position and employee Excluding Attrition
database column is what
->Total Pay Element: This is expandable and shows the attrition impact by would tie to the
pay element (COLA, Merit, Longevity, etc.) Budget Amount
Task - Attrition Budget Impact Review | Task Instructions ] column on mana ge
= o e s S e = position and
= employee forms.
e The Budget Amount
aviton o ee s | Teare aree S N column is what
e o, would tie to the
e e Tourmemmnc| 254 a2e 1o
s e e ool e budget amounts in
FINSTMT
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Lesson 3: PSTN Driven Account Review
This lesson will guide users through the steps to review the budget for personnel

Lessor‘1 accounts driven from the PSTN database (positions, employees, and buckets).
Overview

Navigate to the PSTN Driven Account Review task

In this lesson
e Review the read-only form

you will learn:
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Step Action Notes
1 From the home screen, navigate to the PSTN Driven Account Review form by
going to My Task List = Personnel Management > Review Personnel 2>
PSTN Driven Account Review.
My Task List
P Pgrsonnel Management
& Manage Personnel
! ‘jRewew Personne[j
& All Personnel Records
l Operating Preparation
L " Expanded Requests
¥ Actuals Mapping
P personnel view CY Forecast
) Click on the drop-down arrow next to the Department, Fund, Grant, Project,
and Activity dimension in the point of view (POV) and select a chartfield
combination with allocated personnel data. Click the "Go" arrow to save
your selection.
3 Review the following data: The data on this

Columns:

->YearTotal ->YearTotal position and employee driven budget. This column is
expandable if you want to see the budget down at the month level. These
amounts are net of attrition

Rows:

->PSTN Driven Personnel Accounts: The budget amounts for the accounts
driven from the position and employee database. These amounts should tie
to the "Budget Amount" column on the Attrition Budget Impact Review form

Task - PSTN Driven Account Review  Task Instructions

LLEC[¥] G500+ - CREDIT & COLLECTION [¥] No Grant ] o project ~] No Actwi - |

.ﬂ'

FY22
Budget
YearTotal

5001100000 - EMPLOYEE REGULAR 3,160,398
5001250000 - LONGEVITY PAYMENTS. 21,676
5001220000 - FLEX DOLLARS 59,136
5011100000 - GROUP HEALTH INSURANCE 806,400
5011110000 - GROUP LIFE INSURANCE 6,436
5011140000 - DENTAL PLANS 13,064
5010110000 - RETIREMENT 278,516
5010100000 - SOCIAL SECURITY 197,235
5011130000 - MICA MEDICARE HOSPITALINS § 46,128

4,588,988

Total PSTH Sourced Personnel Accounts

form will be
updated after each
scheduled data
map.

The amounts shown
on this form are net
of attrition. The
form is intended to
be a quick check on
the PSTN driven
personnel accounts
in at the chartfield
level.
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Obijectives
Achieved

Module 7: Course Summary

Congratulations! You have completed the Review Personnel course. You now should
be able to:

Review all positions, employees, and personnel buckets

Review the impact of attrition on a department’s budget

Review the budget for personnel accounts driven from positions, employees, and
personnel buckets
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Overview

Module 8: Running Position Reports
This module includes the following lessons:

e Lesson 1: BAT Annual Position Report

e lesson 2: BAT Department Summary

e Lesson 3: BAT Employee by Position Report

e Lesson 4: BAT Employee by Position with Union Code

e Lesson 5: BAT Employee Position (Full Time) Variance Report

e Lesson 6: BAT Employee Position (Part Time) Variance Report

e Lesson 7: BAT Fringe Expense by Employee Report

e Lesson 8: BAT FTE and Compensation Total by Department

e Lesson 9: BAT PSTN vs. OP Plan Compensation Reconciliation Report
e Lesson 10: BAT Position Summary Report

e lesson 11: BAT Vacancy Report

e Lesson 12: BAT Employee Position by Project and Activity Report
e Lesson 13: BAT Personnel Overrides

e Lesson 14: BAT Attrition Impact Report — Detail

e lesson 15: BAT Attrition Impact Report — Summary
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Module 8: Key Terms

The following key terms are used in this Module:

A report dimension member selection that is passed through to the report upon

Report Prompt .
P P execution

178



inferms

Hyperion Department Personnel End User Training Guide “nda

Lesson 1: BAT Annual Position Report

Lesson This lesson will guide users through the steps to run the BAT Annual Position Report.

Overview

Navigate to the Position Reports folder

In this lesson
e Run the BAT Annual Position Report

you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.

‘uavigate File Edit View Favorites Tools Help

A oo rEobellg » & |/ o B =m B 4

MDCBUD - Task List Status *

Click on the "Position Reports" folder to open it.
A m -bBobe|g

MDCBUD - Task List Status | Explore: /Position Reports *

Folders [Position Reports
[ Root Name -~ Type Modified Description

{7 Budget Publication Reports| = & BAT Annual Position Report

L&) BAT Department Summary
[ BAT Employee by Posttion Report

Financial Reporting 11/11/20 2:35 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:38 PM

1) BAT Employee by Position with Union Code

-/ | &) BAT Employee Position (Full Time) Variance Report
i) BAT Employee Position (Part Time) Variance Report
i BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
|| BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
4] BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
| BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM
[i] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
(] Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM

Run the BAT Annual Position Report in PDF by double clicking on the
report name.

o Type Modified Descripti
i BAT Annual Position Report

Financial Reporting 11/11/20 2:35 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:41 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 4:16 PM

] BAT Employee by Position Report

5] BAT Employee by Position with Union Code

[ BAT Employee Position (Full Time) Variance Report

1] BAT Employee Position (Part Time) Variance Report

i) BAT Fringe Expense by Employee Report

=] BAT FTE and Compensation Total by Department

2] BAT Position Summary Report

HBAT PSTN vs. OP Plan Compensation Reconcilation Report
_=] BAT Vacancy Report

|ii§] Personnel Overrides

In the prompt window select:

Scenario: Select either Budget or Current Year Personnel Forecast
Year: Select the budget year if you selected the Budget scenario or
select the current year if you selected the Current Year Personnel
Forecast scenario

Department: type in Department or use member selector to select a
Department

Click "OK".

Respond to Prompts x

The following prompts have been defined in the report. You may use the default values shown, or select other members.

Prompt Selection Type Source
Enter Scenario: Budget Report Report BAT Annual Position Report
: Gri
(] Edit Member Names
Enter Years: EEYETS Report Report BAT Amual Psiton Report

a Edit Member Names

Enter Department: DPFN00000000|

Report Report: BAT Annual Position Report
Grid: Grid2

This position report displays

current year vs. budget

year FTE data broken out by

JobCode description,
position number, and
employee. FTE data
displays according to the

Department that is selected

in the prompt.
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5 Verify that the report runs. Rows:
->JobCode dimension (Level
A 0 descendants of Total Job

BA

For Depanmant: FNOOO00000 - FINANCE DEPARTMENT Co d es
For Fiscal Year: 2021-22

BUDGETING ANALYSIS TOOK For Scenario: Budgat

=D ->Position dimension (Level
o o R L W W 0 descendants of Total
- Positions)

afi

FTE
2t o Lo TR - SR - S . - S - S -

P Possmis  amuA KONERT o o ow  om  om  am  m o om  a» 1w
gt Posmme | TSGR o cm  om  om  om  am  m  om  om  am 1w . .

CPPICE SLPRORT SPECULST 10003 | POROXIENS  MARIELUCAS - 038138 e ->E p| y d

INVENTORY CLERK - 000202 POS000C39%0 0 -] ace 000 00 100 oce 000 000 100 > m O ee ImenSIon
By e ooz s e v e

o o roscooos w oo om  awm om0 ow om oo (Level O descendants of
INVENTORY CLERK - 000202 POSCO01ETS2 oo o, oce o0 0o 1.0 oce oo 0 100

P — rosaae: on  o»  om  om  am  m  om  om w1

PresiEan OB e cove PoscoseE o om  om  am  om  m  am  om  ow Total Employees)

PARALEQAL OOLLECTION SPEC - 00008 POSCOXC2993 DAVINA HOLTON - 00076048 00 .00 ace 000 0.00 1.00 L) 000 000 100

P COuSTONSC s omomes  BOERGOGAECRIGTIE 0@ om 0w a®  om  wm  om  ow  o» 1@

PARALEQAL OOLLECTION SPEC - 000308 POS0225825 ALEXS GONZALET - 00C220CT L) oo oce 000 0o 100 occ 000 00 100

PARLLEQLL ODLLECTION SPEC - COOXE POS00225807 PABLO LUGO - 00201527 L) o ace 000 000 1.00 oce 000 €0 100

PARLLEQLL OOLLECTION SPEC - C00XS POSCO22883E 'WENDY MONTOYA - 00212687 oo oo oce o0 000 1.0 T o0 L) 100

PARMLEGW COULECTIONSPES COTS  POSIONSS  PRACKLAVINELEY - 0088254 o  om om am  om  i» om om om i@ Columns:

Pimiisai oo s coows _poseonsers s songs o 9 o»  om  om  am  m  om  om  o» 1w

A: CY Budget Full Time
Filled FTE (Account)

B: CY Budget Part Time
Filled FTE (Account)

C: CY Budget Full Time
Vacant (Account)

D: Part Time Vacant
(Account)

E: CY Budget Total Positions
(FTE) (Account)

F: Full Time Filled FTE
(Account) for Year /
Scenario prompt selections
G: Part Time Filled FTE
(Account) for Year /
Scenario prompt selections
H: Full Time Vacant
(Account) for Year /
Scenario prompt selections
I: Part Time Vacant
(Account) for Year /
Scenario prompt selections
J: Total Positions (FTE)
(Account) for Year /
Scenario prompt selections
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Lesson 2: BAT Department Summary
This lesson will guide users through the steps to run the BAT Department Summary

Lesson
) report.
Overview
. Navigate to the Position Reports folder
In this lesson g P

. e Run the BAT Department Summary report
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

Ao ool » & |/ W=

Bo = B ¢

MDCBUD - Task List Status *

Click on the "Position Reports" folder to open it.

4 & Y Explorel@ o

MDCBUD - Task List Status

Explore: /Position Reports %

Folders

[ Root
[ Budget Publication Reports'
[ Budget Request Reports

/Position Reports

Name . Type

L] BAT Annual Position Report

i) BAT Department Summary

(& BAT Employee by Position Report

i) BAT Employee by Position with Union Code

Ports - | [5] BAT Employee Position (Full Time) Variance Report
1] BAT Employee Position (Part Time) Variance Report
|| BAT Fringe Expense by Employee Report
8] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
\il] BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
|{if] BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM
[i&] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
]| Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Modified

Financial Reporting 11/11/20 2:35 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:41 PM

Description

Run the BAT Department Summary report in PDF by double clicking on
the report name.

Name - Type Modified

A Financial Reporting 11/11/20 2:35 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:41 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 4:16 PM

Descriptif

(] BAT Employee by Position with Union Code

_EJBAT Employee Position (Full Time) Variance Report

[ BAT Employee Position (Part Time) Variance Report
__LIBAT Fringe Expense by Employee Report

EIBAT FTE and Compensation Total by Department

|ii] BAT Position Summary Report

i) BAT PSTN vs. OP Plan Compensation Reconcilation Report
=] BAT Vacancy Report

|| Personnel Overrides

In the prompt window select:

Scenario: Select either Budget or Current Year Personnel Forecast

Year: Select the budget year if you selected the Budget scenario or select
the current year if you selected the Current Year Personnel Forecast
scenario

Department: type in Department or use member selector to select a
Department

Click "OK".

Respond to Prompts X
The following prompts have been defined in the report. You may use the default values shown, or select other members.
Prompt Selection Type Source
Enter Scenario: Budget Report Report: BAT Department Summary
Grid: Grid2
[ Edit Member Names
Enter Years: 1 Report: BAT Department Summary
A2 Grid: Grid2
] EditMember Names
Enter Department:  DpENDDD0000G) Report Report: BAT Department Summary
Grid: Grid2
Help. OK || Cancel || Reset

This position report
displays total
compensation expenses
and FT/PT filled and
vacant FTE data for the
Department selected in
the prompt.
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Verify that the report runs. Rows:
->Account and Pay

Element dimensions
Miami-Dade County
BAT Department Summary Report (Severa I sa Ia ry a nd
[ For Department ggop()lggglosga}l:%/z\ﬁgg DEPARTMENT benefit accounts under
BUDGETING ANALYSIS TOO! For Scenario: Budget
- Total Pay Element such
as Employee Regular,
Existin .
Total Employees Vacancy Emploveges Pa rt Tl m e E m ployee, F |eX
FY22 FY22 FY22 .
Dollars, Longevity
5001100000 - EMPLOYEE REGULAR $26.264.610 $2.092.001 $24.172,609
5001120000 - PART TIME EMPLOYEE $100.297 s0 $100.297 Payments, etC.)
5001220000 - FLEX DOLLARS $427.900 $38.500 $389.400 .
5001250000 - LONGEVITY PAYMENTS $291.870 $0 $291.870 ->FT and PT Filled and
5010100000 - SOCIAL SECURITY $1.620,689 $129.704 $1.490.985

Vacant FTE information

Columns:

A: Total Employees for
Year / Scenario prompt
selections

B: Prompt Vacancy for
Year / Scenario prompt
selections

C: Prompt Existing
Employees for Year /
Scenario prompt
selections
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Lesson 3: BAT Employee by Position Report

This lesson will guide users through the steps to run the BAT Employee by Position

Lesson
) report.
Overview
. Navigate to the Position Reports folder
In this lesson g P

) e Run the BAT Employee by Position Report
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.
Navigate File Edit View Favorites Tools Help

B6 =@ K -

Ao rEobelly » & |/ oo

MDCBUD - Task List Status *

Click on the "Position Reports" folder to open it.
A & v Explore]a el

MDCBUD - Task List Status

Explore: /Position Reports *

Folders /Position Reports
[ Root Name - Type Modified

[ Budget Publication Reports | ] BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM

[ Budget Request Reports _,—_.|BAT Department Summary Financial Reporting 11/11/20 2:38 PM

£ ating Benart || BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM

i) BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM

Ports - | BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
|i] BAT Employee Posttion (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
| BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
8] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
|| BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
|{] BAT PSTN vs. OP Plan Compensation Reconcilation Repor Financial Reporting 11/11/20 2:42 PM
[i] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
|| Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Description

Run the BAT Employee by Position Report in PDF by double clicking on
the report name.

Name - Type Modified
|{) BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM

Descripti|

B 3 3 Financial Reporting 11/11/20 2:38 PM
| BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
B ployee Dy POSIO onion Code Financial Reporting 11/11/20 2:40 PM

L& BAT Employee Position (Full Time) Variance Report

|Lif] BAT Employee Position (Part Time) Variance Report

i) BAT Fringe Expense by Employee Report

£| BAT FTE and Compensation Total by Department

[£] BAT Position Summary Report

2] BAT PSTN vs. OP Plan Compensation Reconciiation Report
& BAT Vacancy Report

] Personnel Overrides

Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:41 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 4:16 PM

In the prompt window select:

Scenario: Select either Budget or Current Year Personnel Forecast
Year: Select the budget year if you selected the Budget scenario or
select the current year if you selected the Current Year Personnel
Forecast scenario

Department: type in Department or use member selector to select a
Department

Click "OK".

This report displays
personnel expense data
broken out by employee,
position, job code
description and
associated department.
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The following prompts have been defined in the report. You may use the default values shown, or select other members.

Respond to Prompts at Report Level |v

Prompt Selection Type Source

Enter Department: DPFN00000000 Report zezor;“ BAT Employee by Position Report
id:

Enter Scenario: Budget Report E{ezoré;gf Employee by Position Report
ia: Gri

O Edit Member Names

Enter Years: 202122 Report 255”5 EQT Employee by Position Report
id: Gri

O Edit Member Names

Respond to Prompts x

5 Verify that the report runs.

Miami-Dade County
BAT Employee by Position Report
For Department: FNOO000000 - FINANCE DEPARTMENT
For Fiscal Year: 2021-22
BUDGETING ANALYSIS TOOL For Scenario: Budget

. N

Position  Employee Job Code Department

Total Employee  Employee Longevity Personnel
FTE Regular ___Part Time Flex Dollars Payments Fringe Benefits _Services

CHIEF, HUMAN RESOURCES DNV -
o004

POS00003789 HILDA CASTILLO - 00030370 v DFNO1020000 100 140386 s su00 4248 ss1281 s1s.185
DR FIN.COMP, & ADMIN DVISION -

POS00003800 VIVIAN DELGADO - 00308815 000373 DFN07020000 100 s122373 0 51100 s0 w7218 sz1e
SENIOR PERSONNEL SPECIALIST -

POS00003801 DAYAMI LABOROE - 00052635 coces DFNO1020000 100 78284 s s1100 $1.508 s29.503 112764
ADMINISTRATIVE SECRETARY -

POS00003802 KARMNA CARRERA - 00324436 000084 DFNC2010000 100 $45.428 s $1100 s0 s232%6 s70283
FINANCE SYSTEMS SUPPORT ADMIN -

POS00003203 EMPVacansy 00340 DFN03030000 1.00 s110022 0 51100 0 3858 sus71s

POS00003804 MAOELIN RZZO - 00202035 ASSISTANT CONTROLLER - 000375 DFNO3020000 100 $173487 s s110 $2.780 46007 238

POS00003205 DANIA DIAZ - 00034783 ASSISTANT CONTROLLER - 000375 DFNO2040200 100 $173497 s s1100 $4.308 sssum 237,993

POS00003S06 MARIA HERNANDEZ - 00210015 ASSISTANT CONTROLLER 000375 DFNO2010000 100 $141.728 s su00 s2.10¢ s41220 s1e5.7%9

POS00003807 BERTA RUFAT - 00025154 CONTROLLER . 000377 OFNG2010000 1.00 154298 0 51100 0 ss722 s204121
FIMANCE SHARED SVC SPEC 2.

POS00003810 JESSICA LOPEZ - 00313483 coo3es DFN02040800 1.00 $60.347 s s10 0 28320 7427
FINANCE SHARED SVC SPEC 2~

POS00003211 ANA REERA - 00138501 coo3es DFN02040800 100 sez.986 s s1100 130 27784 899208

POS00003812 RICHARD POUNALL - 00202924 FINANCE SHARED SVC SUP- 000359 DFNO2040800 1.00 $26.520 s $1.100 $1432 $31.234 $120585

OFFICE SUPPORT SPECIALIST 2~
00021

POSO0003813 MARIE LUCAS - 00138128 DFIN02040300 1.00 45520 50 s1.100 ss12 52378 so7

EMANCE sECTION ZRSETANTMAS

Rows:

->Position dimension
(Level 0 descendants of
Total Positions)
->Employee dimension
(Level O descendants of
Total Existing Employees)
->Job Code dimension
(Level O descendants of
Total Job Codes)
->Department dimension
(Level O descendants of
the Department selected
in the prompt)

Columns (all for Year /
Scenario prompt
selections):

A: Total FTE (Account)
B: Employee Regular
(Account)

C: Flex Dollars (Account)
D: Longevity Payments
(Account)

E: Fringe Benefits
(Account)

F: Personnel Services
(Account)

187



inferms

Hyperion Department Personnel End User Training Guide “nda

Lesson 4: BAT Employee by Position with Union Code

This lesson will guide users through the steps to run the BAT Employee by Position

Lessor'] with Union Code report.
Overview

. Navigate to the Position Reports folder
In this lesson g P

) e Run the BAT Employee by Position with Union Code report
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.

Click on the "Position Reports" folder to open it.
A vEobe|g
MDCBUD - Task List Status | Explore: /Position Reports X

Folders
£ Root

/Posttion Reports
Name - Type
[ Budget Publication Reports| | [ BAT Annual Position Report
[ Budget Request Reports :JBAT Department Summary
£ Qperating Banoit [i] BAT Employee by Posttion Report
) BAT Employee by Postion with Union Code
o wuog Borts - | || BAT Employee Position (Full Time) Variance Report
1] BAT Employee Position (Part Time) Variance Report
] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
8] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
L] BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
[ BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM
8] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
] Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Modified

Financal Reporting 11/11/20 2:35 PM
Financial Reporting 11/11/20 2:38 PM
Financal Reporting 11/11/20 2:38 PM
Financal Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financal Reporting 11/11/20 2:40 PM

Description

Run the BAT Employee by Position Report with Union Code report in
PDF by double clicking on the report name.

Name -
i) BAT Annual Position Report
[£8] BAT Department Summary

Type Modified

Financial Reporting 11/11/20 2:35 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:41 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 4:16 PM

Descripti

BAT Employee by Position with Union Code

= 13 P oSO tra vars REDO
{] BAT Employee Position (Part Time) Variance Report

{{] BAT Fringe Expense by Employee Report

ilBAT FTE and Compensation Total by Department

__LIBAT Position Summary Report

_L}BAT PSTN vs. OP Plan Compensation Reconciliation Report
jJBAT Vacancy Report

] Personnel Overrides

In the prompt window select:

Scenario: Select either Budget or Current Year Personnel Forecast

Year: Select the budget year if you selected the Budget scenario or select
the current year if you selected the Current Year Personnel Forecast
scenario

Department: type in Department or use member selector to select a
Department

Click "OK".

This report displays
personnel expense data
broken out by employee,
position, job code
description and
associated department.
This report is similar to
the Employee by
Position Report;
however, this report
includes the Union Code
in the first column.
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Respond to Prompts X
The following prompts have been defined in the report. You may use the default values shown, or select other members.
Respond to Prompts at Report Level |v
;T;;eparment: S;:,:;goooooo Ye’:vt Ei;ic BAT Enployee by Positon with
G Al
N
Enter Scenario: Budget Report Repart: BAT Enployee by Positon with
Grlg:nGrIZZe
O Edit Member Names
Enter Years: 2021-22 Réport s"e%:‘rgfd:g Employee by Position with
Grid: Grid2
O Edit Member Names
Help OK || Cancel | Reset
5 Verify that the report runs. Rows:
->Position dimension
ko (Level O descendants of
BAT Posidon-Employee Costng Report L.
AL T e Total Positions)
o e , . ->Employee dimension
Union rre Reguler  Empioyes Flex Oollers Peyments Pringe Senefits  Services
_— T — (EMPVacancy, Level 0
s £= &&= T = S descendants of Total
ww, = s = = = Existing Employees)
e = I8 25 = ->Job Code dimension
— . womm R o e (Level 0 descendants of
e = s £ = == Total Job Codes)

->Department dimension
(Level O descendants of
the Department selected
in the prompt)

Columns (all for Year /
Scenario prompt
selections:

A: Union (Account)

B: Total FTE (Account)
C: Employee Regular
(Account)

D: Part Time Employee
(Account)

E: Flex Dollars (Account)
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F: Longevity Payments
(Account)

G: Fringe Benefits
(Account)

H: Personnel Services
(Account)
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Lesson 5: BAT Employee Position (Full Time) Variance Report
This lesson will guide users through the steps to run the BAT Employee Position (Full

Lessor'] Time) Variance Report.
Overview

. Navigate to the Position Reports folder
In this lesson g P

) e Run the BAT Employee Position (Full Time) Variance Report
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.
Navigate File Edit View Favorites Tools Help

Bo = m B 4

A o =Boporel|l @ Z |/ o

MDCBUD - Task List Status *

Click on the "Position Reports" folder to open it.

MDCBUD - Task List Status | Explore: /Position Reports %

Folders /Posttion Reports

) Root Name - Type Modified
[ Budget Publication Reports| | [i] BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
[ Budget Request Reports | | || BAT Department Summary Financial Reporting 11/11/20 2:38 PM

@ting Renodt = BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM

Description

|i] BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM
Ports - | (] BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
|4 BAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
[if] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
& BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
i8] BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
[i] BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM
[ BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
[iii] Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Run the BAT Employee Position (Full Time) Variance Report in PDF by double
clicking on the report name.

Name - Type Modified

|4 BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
i‘BAT Department Summary Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:41 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 4:16 PM

Descripti|

ﬁBAT FTE and Compensation Total by Department

4] BAT Position Summary Report

[L) BAT PSTN vs. OP Plan Compensation Reconciiation Report
_~| BAT Vacancy Report

i) Personnel Overrides

In the prompt window select:

Scenario: Select either Budget or Current Year Personnel Forecast

Year: Select the budget year if you selected the Budget scenario or select
the current year if you selected the Current Year Personnel Forecast
scenario

Department: type in Department or use member selector to select a
Department

Click "OK".

This position report
displays the current
year vs. budget year FT
Employee Regular
comparison and the
dollar and percentage
variance between those
two years for the
Department selected in
the POV.
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Respond to Prompts X

The following prompts have been defined in the report. You may use the default values shown, or select other members.

Respond to Prompts at Report Level |v

Prompt Selection Type Source
Enter Department: DPFN00000000 Report sﬁgesgmoyee Position (Full Time)
Grid: All

Enter Scenario: Budget Report s:?:n tc:eﬁ‘:;fp?ldoyee Position (Full Time)
Grid: Grid2

O Edit Member Names

Enter Years: 2021-22 Report seport: B’{-\T Err;p!oyee Position (Full Time)
/ariance Report
Grid: Grid2

[ Edit Member Names

Help OK || Cancel | Reset

5 Verify that the report runs. Rows:
->Employee dimension

R (EMPVacancy, Level 0
BA)F' Employee Position (Fu”FI Time) \gaEr;ance Report d d
or epartment : ARTVENT ts of Total
R0 P escendants of Tota
BUDGETING ANALYSIS TOOL For Scenario: Budget . .
=D Existing Employees)
Emﬂ EV":M E;ﬂm J b C d d . .
o v Sawares _

e B >JO ode aimension
pry— FOANGE GOLLECTION SPECIALIST-GOIa08  POSOXIZIZIS _ FNOSY00100 - GREDAT & COLLECTIONS sasat0 sisat0 o L 10d dants of
oo i el el e = B B (Level O descendants o
EMPVacancy ACCOUNT CLERK - 000310 POS00003829 FNG2020200 - QENERAL ACCOUNTING $35.560 $35.560 o%

EuPvacaney ACCOUNT CLERK - 003310 POSOOOOISTE  FNOSOS000 - ALTO TAG SECTION $:6260 $36.260 o Tot a I J (o] b co d es )

EMPVacancy ACCOUNT CLERX - 000310 POS00025792 FINOS060000 - AUTO TAQ SECTION $35.560 $35.560 t‘%

EMPVacancy PARALEGAL SUPPORT SPECIALIST - 000312 PCS00025813 FNOS050000 - AD VALOREM SECTION 843738 843738 on e, . . .
EMPVacancy o o OFC.000348 PO FN0S070000 - & 43410 $43.410 o% '>P0$|t|0n dlmenslon
EMPVacancy TAX RECORDS SPECIALIST 2. 000350 POS00003804 FINOS050000 - AD VALOREM SECTION $38587 $38587 o%

EMPVacancy TAX RECORDS SPECIALIST 2. 000350 POS00017700 FINOB08000) - LOCAL BUSINESS TAX SECTION $38.587 $38587 o%

i T N e  De = (Level 0 descendants of
EMPVacancy SENIOR TAX RECORDS SPECIALIST - 000351  POS00022772 FNOS0S0000 - AUTO TAG SECTION $43.738 $43.739 o%

EMPVacaney FINANCE SHARED SVC TECH - 000365 PCSOD1S228  FIN2040500 - ACCOUNTS PAYABLE WORKFLOW $35.560 $35.550 o% Tot a I P oS it i ons )

EMPVacancy COUNTY COMMISSION CLERX 2 - 004041 PCS00026048 FNOG100200 - OODE ENFORCEMENT BILLING $40420 $e0420 o%

EMPVacancy COUNTY COMMISSION CLERK 2 - 004041 PCS00026356 FINOE100200 - CODE ENFORCEMENT BILLNG 340420 $e0420 o%

EPVacaney CLERK 4000013 PCS00NI827  FING2020200 - GENERAL ACCOUNTING seazse seazse o -> D e pa rt me nt

EMPVacancy CLERK 4 - 000013 PCS00023303 FINOS060000 - AUTO TAQ SECTION S44202 Ses2%2 o%

EMPVacancy CREDIT & COLLECTIONS SUP - 000308 POS00021207  FNDS100100 - CREDIT & COLLECTIONS ss2084 se2084 o% . .

Burvicny Rl —— PoSORDAIEES  PMGIONGHDD. BAKRECCHSLATIGN s e o dimension ( Level O
EMPVacancy ACCOUNTANT 2. 000216 FINOSC20000 - = $65.05C $650%0 o%

EMPVacancy ACCOUNTANT 2.000316 POS00023120 FINO2030200 - FEMA REPORTING $65.050 $85.0%0 o%

Birvacny sccommT 2. coose poasozres _unaoosss. aeneRsL o sesge0 P descendants of the

Department selected in
the prompt)

Columns:

A: Employee Regular CY
Budget (Account)

B: Employee Regular for
Year / Scenario prompt
selections (Account)

C: Employee Variance
formula column (in
dollars)

D: Employee Variance %
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formula column
(percentage)
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Lesson 6: BAT Employee Position (Part Time) Variance Report
This lesson will guide users through the steps to run the BAT Employee Position (Part

Lessor'] Time) Variance Report.
Overview

. Navigate to the Position Reports folder
In this lesson g P

) e Run the BAT Employee Position (Part Time) Variance Report
you will learn:
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Step Action Notes

1 From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

Ao ool » & |/ W= Bo = B ¢

MDCBUD - Task List Status *

Click on the "Position Reports" folder to open it.
A m -booe|lm

MDCBUD - Task List Status | Explore: /Position Reports *

Folders /Position Reports
{9 Root Name Type Modified Description

7 Budget Publication Reports | ] BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM

[ Budget Request Reports ] BAT Department Summary Financial Reporting 11/11/20 2:38 PM

al Re (& BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM

] BAT Employee by Posttion with Union Code Financal Reporting 11/11/20 2:40 PM

Borts - | || BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM

] BAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM

4] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM

5] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM

] BAT Posttion Summary Report Financial Reporting 11/11/20 2:42 PM

] BAT PSTN vs. OP Plan Compensation Reconcilation Repor Financal Reporting 11/11/20 2:42 PM

8| BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM

]| Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Run the BAT Employee Position (Part Time) Variance Report in PDF by
double clicking on the report name.

Name -~ Type Modified Descriptif
(]| BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
_l BAT Department Summary Financial Reporting 11/11/20 2:38 PM
:;JBAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
1] BAT Employee by Postion with Union Code Financial Reporting 11/11/20 2:40 PM
& BAT Emplovee Position me) Variance Report Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
T BA ge EXDENse Dy PIOYEe REpo Financial Reporting 11/11/20 2:41 PM
|| BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
|iil] BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
[{] BAT PSTN vs. OP Plan Compensation Reconciiation Report Financial Reporting 11/11/20 2:42 PM
EJBAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
;;JPersonnel Overrides Financial Reporting 11/11/20 4:16 PM
4 In the prompt window select: This position report
Scenario: Select either Budget or Current Year Personnel Forecast displays the current year
Year: Select the budget year if you selected the Budget scenario or select | vs. budget year Part
the current year if you selected the Current Year Personnel Forecast Time Employee
scenario comparison and the
Department: type in Department or use member selector to select a dollar and percentage
Department variance between those

two years for the
Click "OK". Department selected in
the POV.
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Respond to Prompts %

The following prompts have been defined in the report. You may use the default values shown, or select other members.
Respond to Prompts at Report Level |v

Prompt Selection ype Source
Enter Department: DPFN00000000 Report s::a:n!m Bézpir[v;pioyee Position (Part Time)

Grid: All

Enter Scenario: Budget eport Report: BAT Emtployee Position (Part Time)

Variance Repor

Grid: Grid2
D Edit Member Names
Enter Years: 202122 eport Report: BAT Employee Position (Part Time)
Variance Report
Grid: Grid2
[ Edit Member Names
Help OK || Cancel | Reset

Verify that the report runs. Rows:
->Employee dimension

(EMPVacancy, Level 0
Miami-Dade County
BATEi Positi rt Time) Variance Report
B P e i) Viltancs R descendants of Total
For Flscal Year: 2021-22
BUDGETING ANALYSIS TOOL For Scanario: Sudget H H
Existing Employees)
Part Time Employee Employee . .
e s ->Job Code dimension
FEp—— CAPTALINENTORY R PoeMmISEy PRGSO LOMETISS VSN ADNN P o (Level O descendants of
EMPVacancy CAPITAL INVENTORY CLERK . 000223 POSO0019608 FROE030100 - LOGUSTICS DIVISION ADMIN $36.7% $35.7% %
EMPVacancy FIRESLIFE SAFETY TRANING REF . 004131 POS00028531 FRI2010600 - PUBLIC EDUCATION $42380 842360 o%
BuPvassney FiRE RESCLE 1-0c0812 FR0z0108¢ TTING & RECORDS UNIT 675 s o Total Job Codes)
EMPVacency FIRE RESCUE PROCESSING SPEC 1.004132  POSO002S553  FRO2010100 - FIRE ENQINEERING BUREAL $36.7% $35.79% o%
MPVacency PRODUCER - 004136 POSO0021166 FRO1040000 - PUBLIC MEDIL $66473 885472 % et M .
—— it bissestont gt wan e & ->Position dimension
EMPVacancy NOFR UFEGUARD 1004158 POBO0007450 FRO3040302 - UFE OCEAN HAULOVER S'!Jh 1747 %
MPVacency - 9 A )74 FRO304 - $11.2 $11.747
s Sow racie 1 A Aicissont et e M e e 5 ( Level O descendants of
o e o s (it iedcailusisies i
EMPVacancy NOFR UFEGUARD 1-004158 POSOOCCTETS FRO3040302 - UFE OCEAN HAULOVER $11.747 $1247 0% H -
s T e e oo n e = Total Positions)
s widecol o il ot e e =
004 = o $11.74 s11.747 H H
— e e e e - = 2 ->Department dimension

(Level 0 descendants of
the Department selected
in the prompt)

Columns:

A: Part Time Employee
for CY Budget (Account)
B: Part Time Employee
for Year / Scenario
prompt selections
(Account)

C: Employee Variance
formula column (in
dollars)

D: Employee Variance %
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formula column
(percentage)
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Lesson 7: BAT Fringe Expense by Employee Report

This lesson will guide users through the steps to run the BAT Fringe Expense by

Lesson
. Employee Report.
Overview
In this lesson Navigate to the Position Reports folder

) e Run the BAT Fringe Expense by Employee Report
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

A o CEobel » Z |/ M

Bo = m B 4

MDCBUD - Task List Status *

Click on the "Position Reports" folder to open it.

MDCBUD - Task List Status | Explore: /Position Reports %

Folders /Posttion Reports
9 Root Name - Type Modified

[ Budget Publication Reports| | || BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM

[ Budget Request Reports 2] BAT Department Summary Financial Reporting 11/11/20 2:38 PM

- pa Renodt [#]BAT Employee by Posttion Report Financial Reporting 11/11/20 2:38 PM

1] BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM

ports - [ BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
&) BAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
[il] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
=] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
i BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
[i] BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM
[ BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
4] Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Description

Run the BAT Fringe Expense by Employee Report in PDF by double
clicking on the report name.

Name - Type

| [1i] BAT Annual Position Report

{8 BAT Department Summary

_;-:JBAT Employee by Position Report

[l BAT Employee by Position with Union Code

._‘:lBAT Employee Position (Full Time) Variance Report
ipA A P 0 5 Re

Modified

Financial Reporting 11/11/20 2:35 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM

Descripti

BA mplo osition (Part Tim ariance Report Financial Reporting 11/11/20 2:40 PM
BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
T COTDeTeatioN TOtal DY Daparte

Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 4:16 PM

i) BAT Position Summary Report

4] BAT PSTN vs. OP Plan Compensation Reconciliation Report
[ ] BAT Vacancy Report

] Personnel Overrides

In the prompt window select:

Scenario: Select either Budget or Current Year Personnel Forecast
Year: Select the budget year if you selected the Budget scenario or
select the current year if you selected the Current Year Personnel
Forecast scenario

Department: type in Department or use member selector to select a
Department

Click "OK".

This position report
displays a breakout of
fringe expenses (social
security, retirement, group
health insurance, etc.) and
FT/PT filled and vacant FTE
data by employee and
position for the selected
Department.
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Respond to Prompts x
% The following prompts have been defined in the report. You may use the default values shown, or select other members.
Respond to Prompts at Report Level v
Prompt Selection Type Source
Enter Department:  ppEND000000O Report Report: BAT Fringe Expense by Employee
Report
Grid: All
Enter Scenario: Budget - Report Report: BAT Fringe Expense by Employee
i Report
Grid: Grid2
[] Edit Member Names
Enter Years: 2021-22 eport Report: BAT Fringe Expense by Employee
Report
Grid: Grid2
[] Edit Member Names
Help OK || Cancel | | Reset
Verify that the report runs. Rows:

->Employee dimension
BT el S e (EMPVacancy, Level 0
=i - descendants of Total

= W = Existing Employees)
->Job Code dimension
(Level O descendants of
Total Job Codes)
->Position dimension
(Level O descendants of
Total Positions)
->Department dimension
(Level O descendants of
the Department selected
in the prompt)

Columns (all for Year /
Scenario prompt
selections):

A: Total FTE (Account)

B: Full Time Filled FTE
(Account)

C: Part Time Filled FTE
(Account)

D: Full Time Vacant FTE
(Account)

E: Fringe Benefits
(Account)

F: Social Security (Account)
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G: Retirement (Account)
H: Group Health Insurance
(Account)

I: Group Life Insurance
(Account)

J: MICA Medicare Hospital
Insurance (Account)

K: Dental Plans (Account)
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Lesson 8: BAT FTE and Compensation Total by Department Report

This lesson will guide users through the steps to run the BAT FTE and Compensation

Lessor_] Total by Department Report.
Overview
In this lesson Navigate to the Position Reports folder

) e Run the BAT FTE and Compensation Total by Department Report
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.
Navigate File Edit View Favorites Tools Help

"5

A o =Boporel|l @ Z |/ o

= B 4

MDCBUD - Task List Status *

Click on the "Position Reports" folder to open it.

MDCBUD - Task List Status | Explore: /Position Reports %

Folders /Posttion Reports
) Root Name - Type
[ Budget Publication Reports| | [i] BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
[ Budget Request Reports | | || BAT Department Summary Financial Reporting 11/11/20 2:38 PM
£ Qnecating Benot {5 BAT Employee by Postion Report Financial Reporting 11/11/20 2:38 PM
]| BAT Employee by Posttion with Union Code Financial Reporting 11/11/20 2:40 PM
—tyrz Ports - | (] BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
|2 BAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
i) BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
& BAT Posttion Summary Report Financial Reporting 11/11/20 2:42 PM
& BAT PSTN vs. OP Plan Compensation Reconcilation Repor Financial Reporting 11/11/20 2:42 PM
[ BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
] Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Modified Description

Run the BAT FTE and Compensation Total by Department Report in PDF by
double clicking on the report name.

Name -~ Type
|{if] BAT Annual Position Report

i) BAT Department Summary

__| BAT Employee by Position Report

|1 BAT Employee by Position with Union Code
:JBAT Employee Position (Full Time) Variance Report
i) BAT Employee Position (Part Time) Variance Report

Modified

Financial Reporting 11/11/20 2:35 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:38 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM
Financial Reporting 11/11/20 2:40 PM

Descripti

A R Financial Reporting 11/11/20 2:41 PM
| BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
AT POSIoN Summary Repo

Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 4:16 PM

|{i] BAT PSTN vs. OP Plan Compensation Reconcilation Report
{8 BAT Vacancy Report
i) Personnel Overrides

In the prompt window select:

Scenario: Select either Budget or Current Year Personnel Forecast

Year: Select the budget year if you selected the Budget scenario or select
the current year if you selected the Current Year Personnel Forecast
scenario

Department: type in Department or use member selector to select a
Department

Click "OK".

This position report
displays total FTE data
and lists the breakout of
Total Compensation
accounts by employee
and position for the
Department selected in
the prompt.
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Respond to Prompts

The following prompts have been defined in the report. You may use the default values shown, or select other members.

Prompt Selection

ype
Enter Scenario: Budget Report

O Edit Member Names

Enter Years: 2021-22 eport

O Edit Member Names

Source

Report: BAT FTE and Compensation Total
by Department

Grid: Grid2

Report: BAT FTE and Compensation Total
by Department
Grid: Grid2

N oot e
Help OK || Cancel | Reset
5 Verify that the report runs. Rows:
->Employee dimension
B * e wg oy (EMPVacancy, Level 0
LAY T s descendants of Total
] ' Employees)

Sl - e el ->Position dimension
= e [ T = = B (Level O descendants of
= SE fE E B E E E || TotalPositions)

e = == = = = = = ->Job Code dimension
== = E EE = = B = (Level O descendants of
= D E P E EEEE E| | TotalobCodes)

%g x ;;: :; gg “g ;%é' ;g Columns (all for Year /

Scenario prompt
selections):

A: Total FTE

B: Budget Year Starting
Salary

C: Merit

D: COLA

E: Furlough Deduction
F: Total Salary

G: Total Additional
Earnings

H: Total Benefits

I: Total Retirement
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J: Total Taxes
K: Total Compensation
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Lesson 9: BAT PSTN vs. OP Plan Compensation Reconciliation Report
This lesson will guide users through the steps to run the BAT PSTN vs. OP Plan

Lessor'] Compensation Reconciliation Report.
Overview

. Navigate to the Position Reports folder
In this lesson g P

) e Run the BAT PSTN vs. OP Plan Compensation Reconciliation Report
you will learn:
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Step Action Notes

1 From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

Ao ool » & |/ W= Bo = B ¢

MDCBUD - Task List Status *

) Click on the "Position Reports" folder to open it.
A m -booe|lm

MDCBUD - Task List Status | Explore: /Position Reports *

Folders /Position Reports
{9 Root Name Type Modified Description

7 Budget Publication Reports | ] BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM

[ Budget Request Reports ] BAT Department Summary Financial Reporting 11/11/20 2:38 PM

&9 Opora (& BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM

] BAT Employee by Posttion with Union Code Financal Reporting 11/11/20 2:40 PM

Ports - | [] BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM

ABAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM

4] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM

2] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM

] BAT Posttion Summary Report Financial Reporting 11/11/20 2:42 PM

] BAT PSTN vs. OP Plan Compensation Reconcilation Repor Financal Reporting 11/11/20 2:42 PM

{8 BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM

]| Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Run the BAT PSTN vs. OP Plan Compensation Reconciliation Report in PDF by
double clicking on the report name.

Name - Type Modified Descripti
|| BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
=] BAT Department Summary Financial Reporting 11/11/20 2:38 PM
=] BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
|| BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM
&l BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
|ii&] BAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
L] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
i@ BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
| BAT PSTN vs. OP Plan Compensation Reconciliation Report l Financial Reporting 11/11/20 2:42 PM
£ Financial Reporting 11/11/20 2:42 PM
cig] Personnel Overrides Financial Reporting 11/11/20 4:16 PM
4 In the prompt window select: This report allows users
Department: type in Department or use member selector to select a to ensure that Total FTE
Department and Total Compensation
Expense are aligned
Department: type in the same Department or use member selector to between the PSTN_RPT

select the Department and FINSTMT cubes.

Click "OK". In the future state,
g : PSTN_RPT is like HCP and

‘The folowing prompts have been defined in the report. You may use the defaut values shown, or select other members.

Secton o FINSTMT is like OP Plan.

rompt Type
Enter Department:  ppry00000000 @ Report et BATESTH e 00 ’:\E);'epurt

Report: BAT PSTN vs. OP Plan

bk DPFREOC0000 Compensation Reconcilation Report
Grid: Grid3

Help I oK Igncel Reset
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Verify that the report runs.

Miami-Dade County
BAT PSTN vs. OP Plan Reconciliation Report
For Department: FN01010000 - DIRECTOR'S ADMIN
BUDGETING ANALYSIS TOOL
PSTN Reporting FINSTMT
Total Total
Compensation Compensation
Total FTE Expense Total FTE Expense

DFN01010000 10 $1463393 DFNO01010000 10 $1463393
DFN02010000 3 $478,216 DFN02010000 3 $478,216
DFN02020200 19 $1936948 DFN02020200 19 $1936948
DFN02030200 5 $654,472 DFN02030200 5 $654,472
DFN02030300 8 $937,923 DFN02030300 8 $937,923
DFN02040200 39 $3332524 DFN02040200 39 $3332524
DFN02040300 1 $68,101 DFN02040300 1 $68,101

Rows:

->Department dimension
(Level 0 descendants of
the Department selected
in the prompt)

Columns (always for
budget year / budget
scenario):

A: Total FTE (Account)
B: Personnel Services
(Account)
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Lesson 10: BAT Position Summary Report
This lesson will guide users through the steps to run the BAT Position Summary

Lesson
. Report.
Overview
. Navigate to the Position Reports folder
In this lesson g P

. e Run the BAT Position Summary Report
you will learn:

211



inferms

Hyperion Department Personnel End User Training Guide

Step Action Notes

1 From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

Ao rEobelly » & |/ o Bbo =3B 4

MDCBUD - Task List Status *

) Click on the "Position Reports" folder to open it.

A Explore]a fed

MDCBUD - Task List Status | Explore: /Position Reports *

Folders /Position Reports
) Root Name - Type Modified Description
£ Budget Publication Reports| | ] BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
[£) Budget Request Reports ] BAT Department Summary Financial Reporting 11/11/20 2:38 PM

] Qperating Report | BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM

1) BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM
ports - [&] BAT Employee Posttion (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
i) BAT Employee Posttion (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
|i] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
[i] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
\iil] BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
|if] BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM
[i] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
|| Personnel Overrides Financial Reporting 11/11/20 4:16 PM

3 Run the BAT Position Summary Report in PDF by double clicking on the
report name.

Name - Type Modified Descripti|
(]| BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
E]BAT Department Summary Financial Reporting 11/11/20 2:38 PM
;E,BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
|| BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM
[ BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
EBAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM

|| BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
3 epsation Total by Department Financial Reporting 11/11/20 2:42 PM

Financial Reporting 11/11/20 2:42 PM

L P 9 lan compensation Reconciliation Report Financial Reporting 11/11/20 2:42 PM

E,BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM

i,Personnel Overrides Financial Reporting 11/11/20 4:16 PM

4 In the prompt window select: This report displays

Scenario: Select either Budget or Current Year Personnel Forecast summary FTE data
Year: Select the budget year if you selected the Budget scenario or select broken out by
the current year if you selected the Current Year Personnel Forecast positions with their job
scenario code descriptions.
Department: type in Department or use member selector to select a

Department

Click "OK".
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Respond to Prompts x

The following prompts have been defined in the report. You may use the default values shown, or select other members.

Prompt Selection Type Source
Enter Scenario: Budget Report gezorég;’l’ Position Summary Report
rid: Gri

O Edit Member Names

Enter Years: 2212 Report Report AT Poston Summary Report

O Edit Member Names

Enter Department:  ppEND0000000 eport (R;:gorér glzn Position Summary Report

—

Help
5 Verify that the report runs. Rows:
->JobCode dimension
Vs Dade G (Level 0 descendants of
iami-Dade County
BAT Position Summary Report Total Job Codes)
For Department: FNO0O000000 - FINANCE DEPARTMENT .. . .
For Fiscal Year: 2021-22 ->P0$|t|on dlmenS|0n
BUDGETING ANALYSIS TOOL For Scenario: Budget
- (Level O descendants of
Total Positions)
Full Time Part Time
Filled FTE Filled FTE FTE Vacant _Total FTE
Job Codes Positions
Columns (all for Year /
CLERK 2- 000011 POS00018419 100 0.00 000 100 .
CLERK 2- 000011 POS00020116 1.00 0.00 0.00 1.00 Scenario prom pt
OFFICE SUPPORT SPECIALIST 2 - 000021 POS00003813 1.00 0.00 0.00 100 )
INVENTORY CLERK - 000202 POS00003950 1.00 000 0.00 1.00 selections ) .
INVENTORY CLERK - 000202 POS00003977 1.00 0.00 0.00 100 . .
INVENTORY CLERK - 000202 POS00015106 1.00 000 0.00 1.00 A: Full Time Filled FTE
INVENTORY CLERK - 000202 POS00018792 1.00 0.00 0.00 1.00
MEDICAL BILLING CLERK - 000304 POS00003990 100 0.00 0.00 100 (ACCO un t)
PARALEGAL COLLECTION SPEC - 000305 POS00003957 1.00 0.00 0.00 100 . .
B: Part Time Filled FTE
(Account)
C: FTE Vacant
(Account)

D: Total FTE (Account)
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Lesson 11: BAT Vacancy Report

Lesson This lesson will guide users through the steps to run the BAT Vacancy Report.

Overview

Navigate to the Position Reports folder

In this lesson
e Run the BAT Vacancy Report

you will learn:

214



inferms

Hyperion Department Personnel End User Training Guide

Step Action Notes

1 From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

A o | % Explore | | ® E |/ oo Bo = m B 4

MDCBUD - Task List Status *

) Click on the "Position Reports" folder to open it.

MDCBUD - Task List Status | Explore: /Position Reports %

Folders /Posttion Reports
£ Root Name - Type Modified Description

[ Budget Publication Reports| | ] BAT Annual Postion Report Financal Reporting 11/11/20 2:35 PM

[ Budget Request Reports | ] BAT Department Summary Financil Reporting 11/11/20 2:38 PM

£ Qoocating Ronoo ] BAT Employee by Postion Report Financal Reporting 11/11/20 2:38 PM
]| BAT Employee by Posttion with Union Code Financial Reporting 11/11/20 2:40 PM
—tyrz Ports - | (] BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM

[ BAT Employee Position (Part Time) Variance Report Financal Reporting 11/11/20 2:40 PM

| BAT Fringe Expense by Employee Report Financal Reporting 11/11/20 2:41 PM

] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM

8] BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM

] BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM

=] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM

] Personnel Overrides Financal Reporting 11/11/20 4:16 PM

3 Run the BAT Vacancy Report in PDF by double clicking on the report

name.
Name - Type Modified Descripti
|3 BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
ﬂEAT Department Summary Financial Reporting 11/11/20 2:38 PM
.ﬁBAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
|Li&] BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM
_:ﬂBAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
|iii] BAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
|{if] BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
i|BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
L) BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
BAT PSTN vs QP Plan Compensation Reconciliation Report Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 2:42 PM
" Pe 3 errae Financial Reporting 11/11/20 4:16 PM

4 In the prompt window select: This position report

displays Full Time/Part

Scenario: Select either Budget or Current Year Personnel Forecast Time vacant positions

Year: Select the budget year if you selected the Budget scenario or select | and the associated

the current year if you selected the Current Year Personnel Forecast salary and fringe benefit

scenario dollars for the

Department: type in Department or use member selector to select a Department selected in

Department the prompt.

Click "OK".
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Respond to Prompts

Prompt
Enter Scenario:

Enter Years:

Enter Department:

Selection b

ype
Budget Report

O Edit Member Names

2021-22

O Edit Member Names

DPFNO0000000

The following prompts have been defined in the report. You may use the default values shown, or select other members.

Source
Report: BAT Vacancy Report
Grid: Grid2

Report: BAT Vacancy Report
Grid: Grid2

N

Report: BAT Vacancy Report
Grid: Grid2

We{ =

Verify that the report runs.

BUDGETING ANALYSIS TOO!

FINANCE COLLECTION SPECIALIST - 000308
FINANCE COLLECTION SPECIALIST - 000308
ACCOUNT CLERK - 000310

ACCOUNT CLERK - 000310

ACCOUNT CLERK - 000310

PARALEGAL SUPPORT SPECIALIST - 000312
FINANCE COL&ENFORCEMENT OFC - 000348
TAX RECORDS SPECIALIST 2 - 000350

Miami-Dade County
BAT Vacancy Report
For Entity: FNOO000000 - FINANCE DEPARTMENT

For Fiscal Year: 2021-22

For Scenario: Budget

Full Part
Time Time
Vacant Vacant

FTE FTE
P0OS00021208 1.00 0.00
P0OS00021214 1.00 0.00
P0OS00003829 1.00 0.00
P0OS00003978 1.00 0.00
P0OS00025792 1.00 0.00
P0OS00025813 1.00 0.00
POS00003963 1.00 0.00
P0OS00003904 1.00 0.00

Employee
Regular

$49.410
$49.410
$36.560
$36.560
$36.560
$43.739
$49.410
$38.987

Fringe Personnel

Flex Dollars Benefits Services
$1.100 $23.863 $74.373
$1.100 $23.863 $74.373
$1.100 $21.375 $59.035
$1.100 $21.375 $59.035
$1.100 $21.375 $59.035
$1.100 $22.765 $67.604
$1.100 $23.863 $74.373
$1.100 $21.845 $61.932

Rows:

->Job Code dimension
(Level 0 descendants of
Total Job Codes)
->Position dimension
(Level 0 descendants of
Total Positions)
->*Hidden* Employee
dimension
(EMPVacancy)

Columns (all for Year /
Scenario prompt
selections):

A: Full Time Vacant FTE
B: Part Time Vacant FTE
C: Employee Regular

D: Flex Dollars

E: Part Time Employee
F: Fringe Benefits

G: Personnel Services
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Lesson 12: BAT Employee Position by Project and Activity

This lesson will guide users through the steps to run the BAT Employee Position by

Lessor.] Project and Activity Report.
Overview
In this lesson Navigate to the Position Reports folder

) e Run the BAT Employee Position by Project and Activity
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

Ao rEobelly » & |/ oo Bbo =3B 4

MDCBUD - Task List Status *

Click on the "Position Reports" folder to open it.

A & v Explore],-;, el

MDCBUD - Task Lt Status | Explore: /Position Reports *

Folders /Position Reports
[ Root Name - Type Modified Description

) Budget Publication Reports| | [l BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
_.—_.lBAT Department Summary Financial Reporting 11/11/20 2:38 PM

2| BAT Employee by Posttion Report Financial Reporting 11/11/20 2:38 PM

i) BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM

-| | 2] BAT Employee Postion (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM

|i] BAT Employee Posttion (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM

{4 BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM

] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM

&) BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM

&) BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM

[i] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM

4] Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Run the BAT Employee Position by Project and Activity Report in PDF
by double clicking on the report name.

Name A Type Modified Description
__] BAT Annual Position Report Finandial Reporting 1/11/21 1:43PM
AT Department Summary Finandal Reporting 12/30/20 12:20 PM
AT Employee by Position Report Finandal Reporting 12/30/20 4:53 PM
AT Employee by Position with Union Code Finandal Reporting 12/30/20 4:53 PM
__] BAT Employee Position (Full Time) Variance Report Finandal Reporting 12/30/20 4:53 PM
Finandial Reporting 12/30/20 5:36 PM
Finandal Reporting  1/11/21 2:37PM
Finandal Reporting 12/30/20 5:05 PM
AT FTE and Compensation Total by Department Finandal Reporting 1/11/218:44PM
AT Position Summary Report Finandal Reporting 12/30/20 10:59 AM
AT PSTN vs. OP Plan Compensation Recondiliation Report Finandal Reporting 12/30/20 5:06 PM
:| BAT Vacancy Report Finandal Reporting 12/30/20 5:07 PM
_] ersonnel Overrides Finandal Reporting 12/30/20 5:07 PM

| BAT Employee Position by Project and Activity

In the prompt window select:

Scenario: Select either Budget or Current Year Personnel Forecast
Year: Select the budget year if you selected the Budget scenario or
select the current year if you selected the Current Year Personnel
Forecast scenario

Department: type in Department or use member selector to select a
Department

Fund: type in Fund or use member selector to select a Fund (defaults to
All Funds)

Grant: type in Grant or use member selector to select a Grant (defaults
to All Grants)

Click "OK".

This position report

displays the combinations

of project, activity,
department, positions
and employees for the
Department, Fund and
Grant selected in the
prompt.
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Respond to Prompts

Prompt
Enter Department:

Select Fund::

Select Grant::

Enter Scenario:

Enter Years:

Selection
DPFN00000000

All Funds

O Edit Member Names

All Grants

O Edit Member Names

Budget

O Edit Member Names

2021-22

La gy

Type

Report

Source

Report: BAT Employee Position by Project

and Activity
Grid: All

Report: BAT Employee Position by Project

and Activity
Grid: Grid2

Report: BAT Employee Position by Project

and Activity
Grid: Grid2

Report: BAT Employee Position by Project

and Activity
Grid: Grid2

Report: BAT Employee Position by Project

and Activity
Grid: Grid2

v
I oK Igancs Reset

Verify that the report runs.

BUDGETING ANALYSIS TOOL

No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project
No Project

Miami-Dade County

BAT Employee Position by Project and Activity Report
For Department: FNO00O0000 - FINANCE DEPARTMENT
For Fund: All Funds
For Grant: All Grants
For Fiscal Year: 2021-22
For Scenario: Budget

Activity

No Activey
No Activey
No Activey
No Activey
No Activey
No Activiy
No Activey
Ne Activey
No Activey
No Activey
No Activey
No Activey
No Activey
No Activey
No Activey
No Activey

BARBARA GOMEZ - 00323823
JACQUELINE CASTILLO - 00315638
HILDA CASTILLO - 00036370
DAYAMI LABORDE - 00052835
MARTA RUIZ - 00034533

LAZAVIA BAKER - 00078845
KARINA CARRERA - 00324438
MARIA HERNANDEZ - 00210018
BERTA RUFAT - 00025154

KAREN DE LA CONCEFCION -
00317543

LORI MADRIGAL - 00015588
ERICA OLSON - 00307018
ANGEL RODRIGUEZ JR - 00317089

Department  Position Employee
DFNOT010000  POS00024418
DFNDT010000  POS00025183
DFNO1020000  POS000037%8
DFNOT020000  POS00003801
DFNO1020000  POS00017883
DFNO1020000  POS00023762
DFNCZ010000  POS00003802
DFNGZ010000  POS00003808
DFNG2010000  POS00003807
o0 4
PC
DFNG2020200  POS000038ST
DFNG2020200  POS00003850
DFNG2020200  POS00003834
DFNGZ020200  POS00D03858
DFNG2020200  POS00018420

DAVID BAYLES - 00325550

Total

E__ Compensation

$349.081
$85.274
$156.186
s112764
$120972
s113718
$70883
$186.758
5244121
$68.223
855,035
$70.020
$144251
$135.017
$112478
$55.372

Rows:

->Project dimension
(Level 0 descendants of
All Projects)

->Activity dimension
(Level O descendants of
All Activities)

->Department dimension

(Level O descendants of
Total Department)
->Position dimension
(Level O descendants of
Total Positions)
->Employee dimension
(Level O descendants of
Total Employees)

Columns (for Year /
Scenario prompt
selections):

A: FTE

B: Total Compensation
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Lesson 13: BAT Personnel Overrides Report

Lesson This lesson will guide users through the steps to run the Personnel Overrides Report.

Overview

Navigate to the Position Reports folder

In this lesson
Run the Personnel Overrides Report

you will learn:
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Step Action Notes

From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

A 5 | % Bxplore ||| ® E |/ oo ® o

MDCBUD - Task List Status *

MDCBUD - Task List Status | Explore: /Position Reports X

Folders /Position Reports

£ Root Name - Type Modified Description

{2 Budget Publication Reports| || BAT Annual Posttion Report Financial Reporting 11/11/20 2:35 PM

[ Budget Request Reports | | || BAT Department Summary Financial Reporting 11/11/20 2:38 PM

. &) BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM

BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM

Borts -| | || BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM

&) BAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM

| BAT Fringe Expense by Employee Report: Financial Reporting 11/11/20 2:41 PM

8] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM

BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
|iii] BAT PSTN vs. OP Plan Compensation Reconciliation Repor Financial Reporting 11/11/20 2:42 PM
] BAT Vacancy Report Financal Reporting 11/11/20 2:42 PM
] Personnel Overrides Financial Reporting 11/11/20 4:16 PM
3 Run the Personnel Overrides Report in PDF by double clicking on
the report name.
Name - Type Modified Descripti
il BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
BAT Department Summary Financial Reporting 11/11/20 2:38 PM
BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
BAT Employee by Position with Union Code Financial Reporting 11/11/20 2:40 PM
i BAT Employee Position (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
.iit] BAT Employee Position (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
Lii| BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
‘___J BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
S| BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
1] BAT PSTN vs. OP Plan Compensation Reconciliation Report Financial Reporting 11/11/20 2:42 PM
2 e Financial Reporting 11/11/20 2:42 PM
Financial Reporting 11/11/20 4:16 PM
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4 In the prompt window select:

select a Department

Click "OK".

Department: type in Department or use member selector to

Respond to Prompts

The following prompt has been defined in the report. You may use the default values shown, or select other members.

Respond to Prompts at Report Level |~

Prompt Selection Type Source
Enter Department:  ppENOOO00000 Report Report: Personnel Overrides
id:

5P gl

Reset

This position report
displays every position
and associated employee
from the selected
Department that is being
excluded from the
nightly HCM update. The
columns display
employee/position
information associated
with these flagged
employees/positions
such as budget amount,
employee name, job
code, salary grade, etc.
The positions and
employees listed on this
report indicates position
information that was
manually adjusted and
that does not want to be
synced with HCM.
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Verify that the report runs.

BAT

Rows:

->Department
dimension (Level O
descendants of
Department selected
in the prompt)
->Employee
dimension (Level O
descendants of Total
Employees)
->Position dimension
(Level O descendants
of Total Positions)
Columns (always for
budget year / budget
scenario):

A: Budget Amount

B: Employee Name
C: FT/PT

D: FTE

E: Job Code

F: Salary Grade

G: Step

H: Union

I: Standard Hours

J: Standard FTE

K: Total Vacant FTE

L: Total Filled FTE

M: Max FTE

N: Max Headcount
O: Exclude from HCM
Update (if this column
shows "yes" the
associated position
information will
display on the report)
P: Exclude from HCM
Update (if this column
shows "yes" the
associated employee
information will
display on the report)
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Lesson 14: BAT Attrition Impact Report - Detail

This lesson will guide users through the steps to run the BAT Attrition Impact Report —

Lessor'] Detail Report.
Overview

. Navigate to the Position Reports folder
In this lesson g P

) e Run the BAT Attrition Impact Report - Detail
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

A o rEobelB » & |/ o= ® o

MDCBUD - Task List Status *

MDCBUD - Task List Status | Explore: /Position Reports *

Folders /Position Reports
) Root Name - Type Modified Description
) Budget Publication Reports| | [l BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
[ Budget Request Reports L] BAT Department Summary Financial Reporting 11/11/20 2:38 PM
|| BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
4] BAT Employee by Posttion with Union Code Financial Reporting 11/11/20 2:40 PM
[ BAT Employee Posttion (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
i) BAT Employee Posttion (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
{4 BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
|i&] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
&) BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
&) BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM
[i] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
i) Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Run the BAT Employee Position by Project and Activity Report in PDF
by double clicking on the report name.

[Position Reports

Type Modified Description
Financial Reporting Repor 1/21/21 5:34PM
Financial Reporting Repor 3/11/21 1:56 PM
R ! Financial Reporting Repor 3/11/21 4:35PM
AT Department Summary Financial Reporting Repor 1/21/21 7:32PM
AT Employee by Position Report Financial Reporting Repor 1/21/21 7:35PM
AT Employee by Position with Union Code Financial Reporting Repor 2/4/21 1:33PM
AT Employee Position (Full Time) Variance Report Financial Reporting Repor 2/4/21 1:18 PM
AT Employee Position (Part Time) Variance Report Finandal Reporting Repor 1/21/216:03PM
AT Employee Position by Project and Activity Financial Reporting Repor 1/26/21 1:00 PM
AT Fringe Expense by Employee Report Financial Reporting Repor 1/21/218:42PM
AT FTE and Compensation Total by Department Financial Reporting Repor 2/4/21 1:15PM
AT Position Summary Report Financial Reporting Repor 1/21/218:18 PM
AT PSTN vs. OP Plan Compensation Recondiiation Report Financial Reporting Repor 1/21/216:24PM
AT Vacancy Report Financial Reporting Repor 1/21/218:21PM
[ Personnel Overrides Financial Reporting Repor 12/30/20 3:07 PM

In the prompt window select:
Department: type in Department or use member selector to select a

Department

Click "OK".

Respond to Prompts %

The following prompt has been defined in the report. You may use the default values shown, or select other members.

Prompt Selection
Enter Department: | pprND0000000

Type Source
Report Report: BAT Attrition Impact Report -

De
Grid: Grid2

%] Edit Member Names

- e

This position report only

applies to the budget, so

scenario and year are not
run time prompts.
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Verify that the report runs. Rows:
->Department Dimension.

If you selected the top

Miami-Dade County
BAT Aurition Impact Report - Detail
For Department: CT01010000 - DIRECTOR'S OFFICE I eve I d e pa rtment
BUDGETING ANALYSIS TOOL Fc:’(:lssilﬂv;::- 523629‘;?2 b I d
=) membper, you would see
il O P department, division and

CT01010000 - DIRECTOR'S OFFICE 751,641 (537,131 $714510

€T01000000 - DIRECTOR'S OFFICE $751,641 ($37,131) $714,510 I eve I 0 mem be rs
CT02010000 - 311 CONTACT CENTER $9.413202 (5486,154) 58347048

CT02000000 - 311 CONTACT CENTER $9,413,202 (5466,154) $8,947,048
CTO3030000 - DIGITAL COMMUNICATIONS 52311675 (5114508 $2.157.168
CT03040000 - DIGITAL MEDIA SERVICES s ) $1537738
CTO3050000 - CREATIVE & BRANDING SERVICES < (57.614) $1.104580 CO I umns.:
CTO3050000 - ENGAGEMENT & CLIENT SERVICES $361,427 548,655) 332762

CT03000000 - BUSINESS & CREATIVE SERVICES $6,494,220 $321,974 6,172,246 .
___CT00000000 - COMMUNICATIONS & CUST EXPER. $16,659,062 ésazs','iﬁ)z $15,833,804 A . P ersonne | amou nt S

excluding attrition

B: Calculated attrition
amounts

C: Personnel amounts less
attrition. This is the
amount budgeted
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Lesson 15: BAT Attrition Impact Report - Summary

This lesson will guide users through the steps to run the BAT Attrition Impact Report —

Lesson
. Summary Report.
Overview
. Navigate to the Position Reports folder
In this lesson g P

) e Run the BAT Attrition Impact Report - Summary
you will learn:
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Step

Action

Notes

1

From the home screen, select the "Explore" button.

Navigate File Edit View Favorites Tools Help

A o rEobelB » & |/ o= ® o

MDCBUD - Task List Status *

A & *Bobe|lg

MDCBUD - Task List Status | Explore: /Position Reports *

Folders /Position Reports
) Root Name - Type Modified Description
) Budget Publication Reports| | [l BAT Annual Position Report Financial Reporting 11/11/20 2:35 PM
[ Budget Request Reports L] BAT Department Summary Financial Reporting 11/11/20 2:38 PM
|| BAT Employee by Position Report Financial Reporting 11/11/20 2:38 PM
4] BAT Employee by Posttion with Union Code Financial Reporting 11/11/20 2:40 PM
[ BAT Employee Posttion (Full Time) Variance Report Financial Reporting 11/11/20 2:40 PM
i) BAT Employee Posttion (Part Time) Variance Report Financial Reporting 11/11/20 2:40 PM
{4 BAT Fringe Expense by Employee Report Financial Reporting 11/11/20 2:41 PM
|i&] BAT FTE and Compensation Total by Department Financial Reporting 11/11/20 2:42 PM
&) BAT Position Summary Report Financial Reporting 11/11/20 2:42 PM
&) BAT PSTN vs. OP Plan Compensation Reconciiation Repor Financial Reporting 11/11/20 2:42 PM
[i] BAT Vacancy Report Financial Reporting 11/11/20 2:42 PM
i) Personnel Overrides Financial Reporting 11/11/20 4:16 PM

Run the BAT Employee Position by Project and Activity Report in PDF
by double clicking on the report name.

[Position Reports
Name - Type Modified Description
L;z;:]BAT Annual Position Report Financial Reporting Repor 1/21/21 5:34PM
s teitio pactDooact—Doks Financial Reporting Repor 3/11/21 1:56 PM
Financial Reporting Repor 3/11/214:35PM
AT Depar e ammary Financial Reporting Repor 1/21/217:32PM
BAT Employee by Position Report Financial Reporting Repor 1/21/21 7:35PM
| BAT Employee by Position with Union Code Financial Reporting Repor 2/4/21 1:33PM
BAT Employee Position (Full Time) Variance Report Finandial Reporting Repor 2/4/21 1:18 PM
BAT Employee Position (Part Time) Variance Report Financial Reporting Repor 1/21/21 6:03 PM
BAT Employee Position by Project and Activity Financial Reporting Repor 1/26/21 1:00 PM
BAT Fringe Expense by Employee Report Financial Reporting Repor 1/21/218:42PM
BAT FTE and Compensation Total by Department Financial Reporting Repor 2/4/21 1:15PM
BAT Position Summary Report Finandial Reporting Repor 1/21/218:18 PM
BAT PSTN vs. OP Plan Compensation Reconciliation Report Financial Reporting Repor 1/21/216:24PM
BAT Vacancy Report Financial Reporting Repor 1/21/218:21PM
‘._»y] Personnel Overrides Financial Reporting Repor 12/30/20 3:07 PM

In the prompt window select:

Department: type in Department or use member selector to select a
Department

Click "OK".

This position report only

applies to the budget, so

scenario and year are not
run time prompts.
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Respond to Prompts.

The following prompt has been defined in the report. You may use the default values shown, or select other members.

Prompt Selection Type Source
Enter Department:  |ppCT00000000 Report ;iv\p?n{;r ;m Attrition Impact Report -
Grid: Grid2

= Edit Member Names

3
]
i
]

Verify that the report runs.

Miami-Dade County
BAT Aurition Impact Report - Summary
For Department: CT00000000 - COMMUNICATIONS & CUST EXPER
For Fiscal Year: 2021-22
BUDGETING ANALYSIS TOOL For Scenario: Budget

Personnel Excluding

Attrition Atrition Budget Amount
£007100000 - EMPLOYEE REGULAR 511602345 $11.060.232
£001220000 - FLEX DOLLARS $181,500 $172428
5001250000 - LONGEVITY PAYMENTS BEE 153,857
£010100000 - SOCIAL SECURITY $731,108 $654.551
5010110000 - RETIREMENT BEEH 1,328,071
£011100000 - GROUP HEALTH INSURANCE $2,310,000 $2,184,500
5011110000 - GROUP LIFE INSURANCE 523,806 522618
£011130000 - MICA MEDICARE HOSPITAL INS $171,045 §162,433
£011140000 - DENTAL PLANS 545,500 (52475) 547,028
Total $16,659,062 ($825,259 $15,833,804

Rows:

->Account Dimension.
The rows will show all of
the accounts driven from
position and employee
data for the selected
department

Columns:

A: Personnel amounts
excluding attrition

B: Calculated attrition
amounts

C: Personnel amounts less
attrition. This is the
amount budgeted
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Module 8: Course Summary

Objectives Congratulations! You have completed the Running Position Reports course. You now should

Achieved be able to:
e Navigate to the Explore page and to the Position Reports folder

f e Run all Position reports within this folder
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Module 9: Personnel Current Year Forecast
Overview This module includes the following lesson:

e Lesson 1: View Current Year Forecast
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Module 9: Key Terms

The following key terms are used in this Module:

A position and employee level forecast for the rest of the current year that is
calculated nightly as part of the integration with HR. Includes all existing
employees and vacancies.

Current Year Personnel
Forecast
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Lesson 1: View Current Year Forecast
This lesson will guide users through the steps to view current year personnel forecast

Lessor'] results. The personnel current year forecast is re-calculated every night as part of the
Overview integration with HCM. The amounts shown in the forecast are the sum of all future
pay periods in the current year. Both employees and vacancies are calculated as part
of the current year forecast, but users can report on just existing employees in the
position reporting cube (PSTN_RPT)
. Navigate to the Personnel View CY Forecast folder
In this lesson

) e Review the read-only forms within the View Personnel folder
you will learn:
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Step Action Notes

1 From the home screen, navigate to the View Employees by Department form | This form is read-
by going to My Task List > Personnel View CY Forecast = View Personnel > only for department
View Employees by Department. users.

My Task List
¥ personnel Management
[ Operating Preparation
! Expanded Requests
Personnel View CY Forecast
View personnel’
& view Employees by Department
& view Posttions by Department
& view Single Employee
& view Single Position
& Attrition Rates

) Click on the drop-down arrow next to the Department in the point of view This data is
(POV) and select a chartfield combination with allocated personnel data. recalculated every
Click the "Go" arrow to save your selection. night based on the

latest data from HR.

3 Review the read-only form. The Budget Amount column is the calculated OMB manages a
amounts for the employee or vacancy for the remainder of the current year form the stores the

T number of pay
' i periods left in the
el e ey o “;"“ K::,"‘“"W e ke current year.

4 Similar to the budget, you can also view these results on the next three forms | All of the forms in
on the task list: this task list are
->View Positions by Department read-only for
->View Single Employee department users.
->View Single Position

5 Navigate to the Attrition Rates form by going to Personnel View CY Forecast
- View Personnel = Attrition Rates.

6 This form displays the attrition rates set for the current year forecast for your | OMB maintains the

department. Review the attrition rates on the read-only form.

Task List Status

Task - Attrition Rates  Task Instructions

‘“: Years:FY21

+..Position:No_Position <..PayElamentilo PE

Budget Rate

#:,Period:BegBalance i, Scenario]

FN01000000 - DIRECTOR'S OFFICE
FN02000000 - CONTROLLERS DIVISION
FN03000000 - FIN BUSINESS SOLUTIONS SUPPORT]
FN04000000 - BOND ADMINISTRATION DIVISION
FN05000000 - CASH MANAGEMENT DIVISION
FN06000000 - TAX COLLECTOR'S DIVISION
FN07000000 - FIN, COMPLIANCE & ADMIN DIV
FNCP000000 - FINANCE CAPITAL

FNO00000000 - FINANCE DEPARTMENT 0.02

current year
attrition rates
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Current year personnel forecast data is mapped to the position reporting
cube (PSTN_RPT) after it is calculated every night to allow for analysis and
reporting.
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Module 9: Course Summary

Objectives Congratulations! You have completed the Personnel Current Year Forecast course.

Achieved You now should be able to:

e Navigate to the Personnel View CY Forecast folder

f e Review current year personnel forecast results
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Module 10: Course Summary
Course Summary The Course Summary module covers three topics:
= e Course Content Summary

% e Additional Training and Job Aids

e Course Evaluation

inferms
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Module 10: Course Summary

Objectives Congratulations on completing the Hyperion Personnel Training course. Users now
Achieved should be able to:
. e Navigate to and become familiar with position and employee forms
{ e Make modifications to positions and employees
' e Manage, create, and delete personnel buckets
e Review all personnel records, attrition budget impact, and PSTN driven
accounts

e Run all position reports

e View the results of the current year personnel forecast
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Module 10: Course Summary

Additional
Training and Job Supplemental training materials will be provided separately

Aids
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Module 10: Course Summary

Questionnaire Course questionnaire will be provided separately
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