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Course Overview 

 

 

Course 
Description 

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

This course consists of the following modules: 

 Module 1: Course Introduction 

 Module 2: Big Picture Items 

 Module 3: Hyperion Basics 

 Module 4: Position and Employee Forms 

 Module 5: Position and Employee Modifications 

 Module 6: Personnel Buckets 

 Module 7: Review Personnel 

 Module 8: Running Position Reports 

 Module 9: Personnel Current Year Forecast 

 Module 10: Course Summary  

  

Training 
Audiences 

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

 Department Users with both Personnel and Financials access 

 Department Users with only Personnel access 

  

Delivery 
Method 

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

  

Estimated 
Duration 

The total duration of this course, when delivered through Instructor-led Training, is 6 hours. 
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Course Outline 
Content 06:00 
  

Module 1: Course Introduction 00:15 

Module 2: Big Picture Items 00:30 

 Topic 1: Application architecture 
 

 Topic 2: Nightly position and employee refresh from HCM 
 

 Topic 3: Attrition and personnel buckets 
 

 Topic 4: Data map and rounding schedule  

Module 3: Hyperion Basics 00:30 

 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 00:30 

 Lesson 1: Manage Employees by Department  

 Lesson 2: Manage Positions by Department  

 Lesson 3: Manage Single Employee  

 Lesson 4: Manage Single Position  

 Lesson 5: Personnel Details  

Module 5: Position and Employee Modifications 02:00 

 Lesson 1: Change Position from Full Time to Part Time  

 Lesson 2: Change Part Time FTE  

 Lesson 3: Change Position from Part Time to Full Time  

 Lesson 4: Change Position Max Headcount  

 Lesson 5: Move Position  

 Lesson 6: Sync Position with HCM  

 Lesson 7: Inactivate / Reactivate Position  

 Lesson 8: Add / Delete New Position  

 Lesson 9: Terminate / Reactivate Employee  

 Lesson 10: Update Accrued Balances  

 Lesson 11: Transfer Employee / Undo Employee Transfer  

 Lesson 12: Change Salary – Step  

 Lesson 13: Change Salary – Range  

 Lesson 14: Add / Delete Pay Component  

 Lesson 15: Add / Delete Executive Benefits  
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 Lesson 16: Update Retirement  

 Lesson 17: Update Allocation  

 Lesson 18: Set Attrition Rates  

 Lesson 19: Manage Department Allocation Defaults  

 Lesson 20: View HCM Refresh Flag  

Module 6: Personnel Buckets 0:40 

 Lesson 1: Manage Overtime Buckets  

 Lesson 2: Manage Seasonal and Temp Buckets 
 Lesson 3: 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: BAT Annual Position Report  

 Lesson 2: BAT Department Summary   

 Lesson 3: BAT Employee by Position Report   

 Lesson 4: BAT Employee by Position with Union Code  

 Lesson 5: BAT Employee Position (Full Time) Variance Report  

 Lesson 6: BAT Employee Position (Part Time) Variance Report  

 Lesson 7: BAT Fringe Expense by Employee Report   

 Lesson 8: BAT FTE and Compensation Total by Department   

 Lesson 9: BAT PSTN vs. OP Plan Compensation Reconciliation Report   

 Lesson 10: BAT Position Summary Report   

 Lesson 11: BAT Vacancy Report  

 Lesson 12: BAT Employee Position by Project and Activity  

 Lesson 13: BAT Personnel Overrides  

 Lesson 14: BAT Attrition Impact Report - Detail  

 Lesson 15: 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: 

 Course Administrative and Logistical Matters 
 Course Learning Objectives 
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Module 1: Course Introduction 
Course 
Administration 
and Logistics 

 

 

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

Stay logged into the Training Teams session 

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

 Actively participate in the training, and ask questions as needed 
 Please keep your computer microphone on mute unless speaking 
 There will be breaks throughout the training  
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 Module 1: Course Introduction 
Learning 
Objectives  

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: 

 Topic 1: Application architecture 
 Topic 2: Nightly position and employee refresh from HCM 
 Topic 3: Attrition and personnel buckets 
 Topic 4: Data map and rounding schedule 
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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 

2. 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. 

3. 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. 

 

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 
2. 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 
3. WASD / Aviation: WASD and Aviation chartfield values and Actuals data is loaded into Hyperion on an ad 

hoc basis 
Outbound Integrations: 
1. PeopleSoft Financials 9.2: The Adopted Budget is loaded back into PeopleSoft Financials 
2. RFRO: Hyperion will interface with RFRO and source budget, current year forecast and actuals data on a 

regular basis 
3. WASD / Aviation: The Adopted Budget for WASD and Aviation is sent back to WASD and Aviation 

PeopleSoft HR 9.1 / EDW
(Position and employee 

data, salary tables) 

PeopleSoft Financials 9.2
(Chartfield metadata, 

Actuals, Current Budget)

WASD / Aviation 
(Chartfield metadata, 

Actuals)

FINSTMT

PSTN

PSTN_RPT

PeopleSoft Financials 9.2
(Adopted Budget)

WASD / Aviation 
Financials

(Adopted Budget)

RFRO
(Adopted Budget, Current 

Year Forecast, Actuals)

Source Systems Hyperion Application Target Systems
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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: 

1. Employee Name 
2. Pay Anniversary Date 
3. Longevity Date 
4. Longevity Years 
5. Biweekly Salary Amount 
6. Step (if applicable) 
7. Assigned Pay Exceptions 
8. Assigned Retirement Code 
9. Assigned Executive Benefit Code (if applicable) 
 
The following position attributes are part of the nightly HCM refresh: 

1. Position Description  
2. Full Time / Part Time 
3. FTE 
4. Job Code 
5. Salary Grade 
6. Union 
7. Headcount  
8. Standard Hours 
9. Standard FTE 
10. Max Headcount 
 
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. 
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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. 
 

 
 
 
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. 
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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 

 

 

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 
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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. 
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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. 6:00 AM 
2. 9:00 AM 
3. 12:00 PM (additional calculations also happen at noon, which takes approximately 30 minutes to 

complete) 
4. 3:00 PM 
5. 6:00 PM 
6. 9:00 PM 
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Module 3: Hyperion Basics 
Overview This module includes the following lessons: 

 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 
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Module 3: Key Terms 
The following key terms are used in this Module: 

Term Definition 

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

Member Selector 
Out of the box Hyperion functionality to select a dimension member to for a 
business rule, user variable or report 
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Lesson 1: Logging into the Application 
Lesson 
Overview 

This lesson will guide users through the steps to log into the application. 

In this lesson 
you will learn: 

 Navigate to the portal 
 Log into Hyperion with your user eKey and password 
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Step Action Notes 

1 From Google Chrome or Microsoft Edge, enter the following URL, 
https://informsuat.miamidade.gov/. 

 

2 You will then arrive at the Single Sign On landing page shown below: 

 
 
This page will have tiles that will allow you log into all INFORMS systems 
that you currently have access to. 

Please note that 
the Single Sign 
uses network 
credentials to 
log you into the 
system. 

3 You will then click on the Budget tile shown below: 
 

 
 

 

4 After clicking on the tile shown above, INFORMS will automatically take you 
to the Hyperion home page shown below: 

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

Lesson 
Overview 

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

In this 
lesson 
you will 
learn: 

 Set the application as your home page 
 Set up your financial reporting preferences 
 Set up your department user variable  
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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. 

 

 

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

 

 

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

 

4 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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5 To see these changes take place, click "Log Off" in the top right area of the 

screen. 

 

 

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

 

 

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

 

 

8 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”. 
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Lesson 3: Using Member Selectors 
Lesson 
Overview 

This lesson will guide users through the steps to open and use member selectors 
throughout the application. 

In this lesson 
you will learn: 

 Navigate to the Manage Expanded Requests form 
 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  
Position Management  Manage Single Position. 

 

 

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

 

 

3 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. 

 

 

4 The member selection window now displays a list of all the departments that 
you have access to. 
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5 On the left side of the window, click on a department to select it. Then click 
on the blue “Add” arrow to move the selected department to the right side of 
the window. Click “OK”. 

 

You can also search 
for a member by 
typing all or part of 
the member name 
in the search bar 
and then clicking 
the search icon. To 
clear filtered search 
results, clear the 
search criteria and 
then click the 
Refresh icon 

6 Now the “Enter Department” field displays with the department that you 
selected using the member selector.  

 

The member 
selector tool is 
useful when you are 
unsure of the exact 
dept ID number that 
you would like to 
select.  

7 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.  

 

 

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

 

9 The first prompt entry, “Enter Department”, also has the member selector 
icon next to the text box. Click on the member selector icon. 
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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. 
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Lesson 4: Using Data Form Point of Views (POVs) 
Lesson 
Overview 

This lesson will guide users through the steps to change the Point of View (POV) on a 
data form. 

In this lesson 
you will learn: 

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

 

 

2 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. 

 

 

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. 

 

 

4 Select a new Department member from the drop-down list, then click the 
“Go” arrow to save your POV selection.  

After changing your 
POV, you must click 
the “Go” arrow to 
save your changes. 
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5 After hitting the “Go” arrow, you will now see that the form renders to 
display data for the selected dimension(s) in the POV. 
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Lesson 5: Saving Data to a Data Form 
Lesson 
Overview 

This lesson will guide users through the steps to enter and save data on a data form. 

In this lesson 
you will learn: 

 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. 

 

 

2 Expand the form until you see your divisions 

 

 

3 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. 

 
 
 
 
 
 

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. 

 

 

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. 
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Overview This module includes the following lessons: 

 Lesson 1: Manage Employees by Department 
 Lesson 2: Manage Positions by Department 
 Lesson 3: Manage Single Employee 
 Lesson 4: Manage Single Position 
 Lesson 5: Personnel Details 

 
  

Module 4: Position and Employee Forms 
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Module 4: Key Terms 
The following key terms are used in this Module: 

Term Definition 

EMPVacancy 
Vacancy record for the selected position. The Budget Amount will be blank for 
this record if a vacancy does not exist. 

Level 0 
Lowest level of a dimension and hierarchy in Hyperion. For department, Level 0 
would be the lowest level of department in the department / division / section / 
sub-section / unit structure 
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Lesson 1: Manage Employees by Department 
Lesson 
Overview 

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: 
 Budget Amount – Budget amount (salary plus other compensation) for the 

employee. This value is calculated in Hyperion 
 Employee Name – First and last name of employee. For existing employees, this 

value is sourced from HR 
 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 

 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 

 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 

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

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

 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 

 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 

 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 

 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 

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

 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 

 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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In this lesson 
you will learn: 

 Navigate to the Manage Employees 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 Employees by Department 
form by going to My Task List ->Personnel Management ->Manage Employees 
by Department. 

 

 

2 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. 

 

 

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

 

- This form will 
not show any 
vacancies in the 
selected 
department. 
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Lesson 2: Manage Positions by Department 
Lesson 
Overview 

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: 
 
 Budget Amount ->Budget amount (salary plus other compensation) for the 

vacancy. This value is calculated in Hyperion. 
 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. 

 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. 

 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. 

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

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

 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. 

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

 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. 

 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. 

 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. 

 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. 

 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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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. 

In this lesson 
you will learn: 

 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. 

 

 

2 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. 
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3 Review the form. You will now see positions listed in the rows according to 
the Department selected in the POV. 

 

- The Budget 
Amount will be 
blank of the 
position does 
not have any 
vacancies 

- The FTE column 
will indicate if 
the position has 
any vacancies at 
the end of the 
budget year. If 
there is 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 3: Manage Single Employee 
Lesson 
Overview 

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: 
 
 Budget Amount – Budget amount (salary plus other compensation) for the 

employee. This value is calculated in Hyperion 
 Employee Name – First and last name of employee. For existing employees, this 

value is sourced from HR 
 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 

 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 

 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. 

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

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

 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. 

 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 

 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 

 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 

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

 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 

 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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In this 
lesson 
you will 
learn: 

 Navigate to the Manage Single Employee form 
 Select an Employee in the Point of View 
 Review the form 
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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. 

 

 

2 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. 

 

 

3 Review the form. You will now see data reflected on the form for the 
employee selected in the POV. 
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Lesson 4: Manage Single Position 
Lesson 
Overview 

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: 
 

 
 Budget Amount – Budget amount (salary plus other compensation) for the 

employee or vacancy. This value is calculated in Hyperion 
 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 
 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 

 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 

 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 

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

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

 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 

 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 

 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 

 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 

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

 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 

 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 
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 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. 

 
 

In this lesson 
you will learn: 

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

 

 

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

 

If you do not know 
the position 
number, you can 
find the position on 
Manage Positions 
by Department and 
note the number, 
then come back to 
this form 

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

 

This form will show 
both the vacancy 
record and all 
employees assigned 
to the position 
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Lesson 5: Personnel Details 
Lesson 
Overview 

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 

In this lesson 
you will learn: 

 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. 

 

 

2 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. 

 

 

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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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. 

 

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. 

 

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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position or 
employee along 
with their 
associated rates. 
 
The Budget Rate is 
the rate used when 
calculating the 
position or 
employee 

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

 

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. 

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

 

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. 

9 Click on the sixth tab: “Allocated Compensation” and review the information 
on this tab. 

The allocation 
compensation tab 
shows how the 
calculated 
compensation is 
allocated to the 
chart of accounts 
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(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 
Achieved 

 

Congratulations! You have completed the Position and Employee Forms course. You 
now should be able to: 

 Navigate to the main forms within the Personnel Management task list 
 Change the Point of View to see data for your Department, Employees, and 

Positions 
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Module 5: Position and Employee Modifications 
Overview This module includes the following lessons: 

 Lesson 1: Change Position from Full Time to Part Time 
 Lesson 2: Change Part Time FTE 
 Lesson 3: Change Position from Part Time to Full Time 
 Lesson 4: Change Position Max Headcount 
 Lesson 5: Move Position 
 Lesson 6: Sync Position with HCM 
 Lesson 7: Inactivate / Reactivate Position 
 Lesson 8: Add / Delete New Position 
 Lesson 9: Terminate / Reactivate Position 
 Lesson 10: Transfer Employee / Undo Employee Transfer 
 Lesson 11: Change Salary – Step 
 Lesson 12: Change Salary – Range 
 Lesson 13: Add / Delete Pay Component 
 Lesson 14: Add / Delete Executive Benefits 
 Lesson 15: Update Retirement 
 Lesson 16: Update Allocation 
 Lesson 17: Set Attrition Rates 
 Lesson 18: Manage Department Allocation Defaults 
 Lesson 19: View HCM Refresh Flag 
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Module 5: Key Terms 
The following key terms are used in this Module: 

Term Definition 

EMPVacancy 
Vacancy record for the selected position. The Budget Amount will be blank for 
this record if a vacancy does not exist. 

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

Move Position 
Transfer a position and all assigned employees from one level 0 department to 
another 

Exclude from HCM 
Update 

Flag set at the position level to indicate if the position and all assigned employees 
are going to be excluded from the nightly HCM refresh 
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Lesson 1: Change Position from Full Time to Part Time 
Lesson 
Overview 

This lesson will guide users through the steps to change a position from Full Time 
status to Part 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 
you will learn: 

 Navigate to the Manage Single Positions task 
 Change a position from full time to part time 
 Validate the results of the calculation 
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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" 

 

 

2 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" 

 

 

5 In the run time prompt, select / enter the following: 
->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. 

->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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6 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 

 

 

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

 

 

8 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 

 

 

9 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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but they won’t be 
calculated 

10 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 
(very bottom of the data form) 

 

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 

 

 

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 
FTE is 0 

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 2: Change Part Time Position FTE 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

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

 

 

2 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. 

 

 

3 Note the following values for both the EMPVacancy record and the 
employees in the position: 
->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 Part Time FTE" 
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5 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 

 

->Users should not 
change the “Select 
Position” prompt 
 
->The Standard 
Hours field is for 
reporting only and 
does not drive any 
calculations 

6 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 

 

 

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

 

 

8 Select the Salary tab and confirm the following: 
 
->The FTE value changes in the start month you selected in the rule 
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9 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  
 

 
 

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) 

 
 

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 

 
 

 

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 
FTE is 0 
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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 
Overview 

This lesson will guide users through the steps to change the position from Part Time 
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 
you will learn: 

 Navigate to the Manage Single Positions task 
 Change a position from Full Time status to Part Time Status 
 Validate the results of the calculation 
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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" 

 

 

2 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. 

 

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 Part Time to Full Time" 

 

 

5 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 

 

 
->The Standard 
Hours field is for 
reporting only and 
does not drive any 
calculations 
 
->Full time positions 
are automatically 
defaulted to a 1.0 
FTE 

6 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 

 

 

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

 

 

8 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 

 

 

9 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) 

 

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 

 

 

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 
FTE is 0 

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 4: Change Position Max Headcount 
Lesson 
Overview 

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. 

In this lesson 
you will learn: 

 
 Navigate to the Manage Single Position task 
 Change the max headcount of 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. 

 

 

2 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 values for the EMPVacancy record: 
 
->Budget Amount: Budget amount for the vacancy member. Will be 0 if the 
FTE column is 0 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 
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4 Right click on the EMPVacancy record and select "Change Max Headcount" 
from the right click menu. 

 

 

5 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. 

 

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

6 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 
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7 Right click on the EMPVacancy record and select "Personnel Details". 

 

 

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

 

 

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

 

 

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

Single Position form. 

 

 

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 5: Move Position 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 Navigate to the Manage Single Position task 
 Move a position from one department to another 
 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. 

 

 

2 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 EMPVacancy record and select "Move Position". 
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4 In the run time prompt, select / enter the following: 
 
->Source Department (DO NOT CHANGE): Confirm the source department for 
the position 
->Target Department: Use the member selector to select the target 
department for the position 
->Start Month: Use the member selector to select the budget year start 
month for the move 
->Select Department: Do not change this value. This is the variable that will 
calculate after the move is initiated. This should be set to your user variable 
 
Select Launch. 

 

Moving a position 
will move the 
vacancy record 
and all employees 
in the position 
from one 
department to 
another starting in 
the selected start 
month. From the 
start month 
onwards, budget 
dollars will be 
cleared from the 
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: 
->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 
employees) is set to Transferred 

 

-  

6 Right click on the employee record in the SOURCE department and select 
"Personnel Details". 

 

 

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

 

 

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

 

 

11 Right click on the employee record in the TARGET department and select 
"Personnel Details". 

 

 

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

 

13 Select the Allocation tab and confirm the following: 
->Department's default fund, grant, project, and activity is displayed on 
Allocation 1 

 

 

14 Select the Calculated Compensation tab and confirm the following: 
->Calculated amounts are calculated starting in the start month you selected 
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15 Select the Allocated Compensation tab and confirm the following: 
->Budget amounts are calculated starting in the start month you selected 
->FTE is allocated correctly (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. 

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

 

 

17 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 6: Sync Position with HCM 
Lesson 
Overview 

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. 
 
 

In this lesson 
you will learn: 

 Navigate to the Manage Single Position task 
 Sync a position with HCM 
 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. 

 

 

2 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. 

 

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

 
 

 
 
 
 
 

4 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. 
 

 
5 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 
 

 

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. 
 

6 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 7: Inactivate/Reactivate Position 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 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. 

 

 

2 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 

 

 

4 Right click on the EMPVacancy record and select "Inactivate Position -
>Inactivate Position". 
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5 In the run time prompt, select / enter the following: 
->Select Position: Confirm the position to inactivate 
->Start Month: Use the member selector to select the start month for the 
inactivation 
->Apply Termination Payout: This defaults to “Yes”, but if a user changes it to 
“No”, termination pay will not be calculated  
 
Select Launch. 
 

 

Inactivating a 
position will clear 
the budget costs for 
the vacancy and all 
employees assigned 
to the position 
starting in the 
selected start 
month. 
 
The rule will fail if 
you try to inactivate 
a position that has 
already been 
inactivated or 
transferred to 
another 
department. 

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 

 

 

7 Right click on the employee record and select "Personnel Details". 
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8 Select the Salary tab and confirm the following: 
->The Position Status changes to Inactive starting in the start month you 
selected 

 

 

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

 

 

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) 

 

These amounts 
(or cleared 
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 
Single Position form. 
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Step Action Notes 

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

 

 

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

 

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. 

3 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 

 

 

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

 

 



Hyperion Department Personnel End User Training Guide   
 

89 
 

5 Select the Salary tab and confirm the following: 
- The Position Status row has been suppressed (indicating the position 
is active for the budget year) 

 

 

6 Select the Calculated Compensation tab and confirm the following: 
- Calculated amounts are recalculated for the year 

 

 

7 Select the Allocated Compensation tab and confirm the following: 
- Budget amounts are reallocated for the year 
- FTE is allocated (at the bottom of the form) 

 
 

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

7 Select the "Manage Positions  Single" breadcrumb to return to the 
Manage Single Position form. 
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8 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. 

 
 

 

  



Hyperion Department Personnel End User Training Guide   
 

91 
 

Lesson 8: Add/Delete New Position 
Lesson 
Overview 

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.  

 

In this lesson 
you will learn: 

 Navigate to the Manage Single Position task 
 Add or delete a new position 
 Validate the results of the calculation 

 

  



Hyperion Department Personnel End User Training Guide   
 

92 
 

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. 

 

 

2 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" 

 

 

4 In the run time prompt, select / enter the following: 
->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. 

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

 

 

6 Select the Header tab and confirm the following: 
->Full Time / Part Time is what you selected in the run time prompt 
->FTE, Standard FTE and Total Vacant FTE’s is the value you entered in the run 
time prompt 
->Union is correct for the job code 
->Standard hours is correct for the job code 
->Max Headcount is the value you entered in the run time prompt 

 

New positions work 
just like the vacancy 
record on existing 
positions. The salary 
and other 
compensation 
elements are all 
assigned based on 
default tables 
managed by OMB 

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 
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8 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 

 

 

9 Select the Allocation tab and confirm the following: 
->The correct default fund, grant, project and activity was assigned to the 
new position 

 

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 

 

 

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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12 Select the " Manage Positions by Department" breadcrumb to return to the 
Manage Positions by Department form. 
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Step Action Notes 

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

 

 

2 In the run time prompt, select / enter the following: 
 
->Select Position: Confirm the new position to delete 
 
Select Launch. 

 

This rule will delete 
the new position 
from the budget. 

 

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. 

  



Hyperion Department Personnel End User Training Guide   
 

97 
 

Lesson 9: Terminate/Reactivate Employee 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 Navigate to the Manage Single Position task 
 Terminate and reactivate 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. 

 

 

2 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 

 

 

 

4 Right click on the employee record and select "Terminate Employee  
Terminate Employee". 
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5 In the run time prompt, select / enter the following: 
->Select Start Month: Use the member selector to select the budget 
year start month of the termination. 
->Apply Termination Payout: This is defaulted to “Yes”, but if a user 
changes it to “No”, termination pay will not be calculated 
 
Select Launch. 
 

 

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”. 

 

 

7 Select the Salary tab and confirm the Employee Status changes to 
Terminated in the selected start month. 

 
 

 

 

8 Select the Other Compensation tab and confirm the sum of sick, holiday 
and vacation hours (from the header tab) appear in the selected start 
month on the termination row. 
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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. 

 

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. 

 

 

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

 

 

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

 

 



Hyperion Department Personnel End User Training Guide   
 

101 
 

13 Select the Salary tab and confirm the FTE increases starting in start 
month you selected in the run time prompt. 

 

 

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

 

 

15 Select the Allocated Compensation tab and confirm the vacancy is 
allocated correctly starting in the selected start month and the FTE is 
allocated correctly (at the bottom of the form). 

 
 

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

16 Select the " Manage Positions ->Single" breadcrumb to return to the 
Manage Single Position form. 
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Step Action Notes 

1 Right click on the employee record and select "Terminate Employee  
Reactivate Employee". 

 

 

2 In the run time prompt, select / enter the following: 
->Select Employee: Confirm the employee to sync  
 
Select Launch. 

 

This rule will reactivate 
the employee and reduce 
the vacancy. 
 
The rule will fail if the 
vacancy no longer exists 
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. 
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Lesson 10: Update Accrued Balances 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

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

 
 

 

2 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". 
 

 
 

 

4 Ensure that you have selected the “Header” tab. If you scroll to the right 
you will see the last three columns are: Accrued Vacation Hours, 
Accrued Sick Hours, and Accrued Holiday Hours. 
 

 
 

Make note of the accrued 
balances listed in the last 
three columns as you will 
be adjusting them in the 
next step. 
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5 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. 

 

 

6 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. 
 

 
 

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. 

7 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. 
 

 
 

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 
Lesson 
Overview 

This lesson will guide users through the steps to transfer an employee to a different 
position and then undo a transfer in the budget year. 
 
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 
you will learn: 

 Navigate to the Manage Single Position task 
 Navigate to the Manage Single Employee task 
 Transfer an employee 
 Undo an employee transfer 
 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. 

 

 

2 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. 

 

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

 
 

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

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

 

 

5 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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6 Right click on the employee record you'd like to transfer and select "Transfer 
Employee". 

 

 

7 In the run time prompt, select / enter the following: 
 
->Start Month: Enter the budget year start month for the employee transfer 
->Select Target Department: Use the member selector to select the target 
department from Step 3. You should not need to change this value if you are 
transferring to a position in the same level 0 department 
->Select position to transfer into: Use the member selector to the target 
position from Step 3 
->Select Employee: Confirm the employee you want to transfer 
->Select Position: Leave at Total Positions 
->Select Department: Leave at your department user variable 
 
Select Launch. 

 

->The transfer rule 
will go find copy the 
employee and 
employee specific 
attributes into the 
target position / 
department. 
 
The rule will fail if 
you try to transfer 
an employee into a 
position without a 
vacancy. 
 

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 

 

 

10 Right click on the EMPVacancy record in the target position and select 
"Personnel Details". 
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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. 

 

Budget amounts will 
not be calculated in 
months the vacancy 
has an FTE of 0 

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 

 

 

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 Confirm there is no allocated FTE for the vacancy (would be at the bottom 
row on the form) 

 

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

15 Select the "Manage Positions ->Single" breadcrumb to return to the Manage 
Single Position form. 
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16 Right click on the employee record that was transferred into the target 
position and select "Personnel Details". 

 

 

17 Select the Header tab and confirm the pay anniversary date reflects the first 
day of the transfer month. 

 

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 

 
 

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. 

 

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. 

 
 
 
 

 

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

 

 

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). 

 

 

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

 

 

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. 

 

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" 

 

 

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. 

 

 

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. 

 

 

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

row on the form) 

 

 

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

 

 

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

 

 

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. 
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34 Select the Calculated Compensation tab and confirm the employee calculated 
compensation is cleared starting in the start month and the calculated 
amounts are correct. 

 

 

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). 

 
 
 

 

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

 
 

 

37 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 
change is excluded from the nightly HCM refresh. 
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Step Action Notes 

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

 

 

2 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”. 

 

 

4 In the run time prompt, select / enter the following: 
 
->Original 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. 
 

 
 

 

The undo transfer 
rule will place the 
employee back in 
their original 
position and copy 
their employee 
specific attributes 
into the position. 
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5 Navigate to the Manage Positions by Department form under Personnel 
Management  Manage Personnel  Manage Positions by Department and 
confirm the following: 
->The vacancy that was created for the original position in the previous script 
is gone  
->There is a new vacancy created for the position we wanted to transfer the 
employee into in the previous script 
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Lesson 12: Change Salary ->Step 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 Navigate to the Personnel Details composite form 
 Change the step 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. 

 

 

2 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 

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

 

 

4 Select the Calculated Compensation tab and note the calculated salary 
amount for the salary grade. 

 

 

5 Select the Salary tab. Then right click on the salary grade and select “Change 
Salary ->Step Grade”. 
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6 In the run time prompt, select / enter the following: 
->New step for the vacancy record. 
Select Launch. 

 

If running this rule 
for an employee, 
the step selected 
should be the 
employee’s step 
going into the 
budget year 
 
The rule will fail if 
you select a step 
outside of the job 
codes step range 

7 Confirm the budget rate amount has been updated based on the step you 
selected in the prompt. 

 

 

8 Select the Calculated Compensation tab and confirm the calculated salary 
amount for the salary grade that has been updated. 

 

 

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

 

 

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 13: Change Salary ->Range 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 Navigate to the Personnel Details composite form 
 Change the salary rate assigned to a vacancy or employee on a range salary grade 
 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. 

 

 

2 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 

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

 

 

4 Select the Calculated Compensation tab and note the calculated salary 
amount for the salary grade. 
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5 Select the Salary tab. Then right click on the salary grade and select “Change 
Salary ->Range Grade”. 

 

 

6 In the run time prompt, select / enter the following: 
 
->New biweekly rate. 
 
Select Launch. 

 

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 

7 Confirm the budget rate amount has been updated based on the rate you 
entered in the run time prompt. 

 

 

8 Select the Calculated Compensation tab and confirm the calculated salary 
amount for the salary grade that has been updated. 
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9 Select the "Manage Positions ->Single" breadcrumb to return to the Manage 

Single Position form. 

 

 

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 14: Add/Delete Pay Component 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 Navigate to the Personnel Details composite form 
 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. 

 

 

2 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. 

If you selected a 
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 
pay components 
(excluding premium 
pay components) to 
vacancies. Premium 
pay is assigned to 
vacancies in 
Hyperion from a 
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”. 
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5 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. 

 

The pay component 
you selected will be 
applied for the 
entire budget year. 

6 Confirm the pay component now appears on the form with its correct rate. 

 

 

7 Select the Calculated Compensation tab and confirm the pay component has 
been calculated correctly. 

 

If you assigned a 
step pay 
component to a 
range employee or 
vacancy, the step 
should translate to 
a 5% increase. 
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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”. 

 

 

2 In the run time prompt, select / enter the following: 
 
->Select Pay Component: Confirm the pay component to delete 
 
Select Launch. 

 

The pay component 
you delete will 
apply to the entire 
budget year 

3 Confirm the pay component no longer appears on the form  

4 Select the Calculated Compensation tab and confirm the pay component is no 
longer being calculated. 
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5 Select the "Manage Positions ->Single" breadcrumb to return to the Manage 
Single Position form. 

 

Users can also 
delete pay 
components 
(excluding premium 
pay components) 
assigned to 
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 15: Add/Delete Executive Benefits 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 Navigate to the Personnel Details composite form 
 Add and delete an executive benefit from an employee or 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. 

 

 

2 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 

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

 

 

4 Select the Other Compensation tab, then right click on the data form and 
select Executive Benefits  “Add / Update Executive Benefits”. 

 

 

5 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. 
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->Enter Annual Rate (If a Variable Rate Element): enter a rate if applicable, i.e. 
If you've selected an executive benefit with a varying rate. 
 
Select Launch. 

 

Single rate 
executive benefits 
have a global rate 
associated with 
them. Varying rate 
executive benefits 
require you to enter 
an annual rate in 
the prompt. 

6 Confirm the executive benefit now appears on the form with its correct rate. 

 

 

7 Select the Calculated Compensation tab and confirm the executive benefit 
has been calculated correctly. 

 

The executive 
benefit you added 
should be applied to 
the entire budget 
year 

 

  



Hyperion Department Personnel End User Training Guide   
 

133 
 

Step Action Notes 

1 Select the Other Compensation tab, then right click on the pay component 
you just added and select Executive Benefits ->Delete Executive Benefits. 

 

 

2 In the run time prompt, select / enter the following: 
 
->Select Executive Benefit: Confirm the Executive Benefit to delete 
 
Select Launch. 

 

 

3 Confirm the Executive Benefit no longer appears on the form.  

4 Select the Calculated Compensation tab and confirm the executive benefit is 
no longer being calculated. 

 

The executive 
benefit you delete 
should deleted for 
the entire budget 
year 
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5 Select the "Manage Positions ->Single" breadcrumb to return to the Manage 
Single Position form. 

 

Users can also 
delete executive 
benefits from 
vacancies 

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 16: Update Retirement 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 Navigate to the Manage Single Position task 
 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. 

 

 

2 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”. 

 

Updating 
retirement is 
specific to 
employees. The 
logic to assign 
retirement to 
vacancies is 
maintained in a 
global table 
managed by OMB 

4 Select the Other Compensation tab and note the retirement element 
currently assigned to the employee. 
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5 Right click on the assigned retirement element and select “Update 
Retirement”. 

 

 

6 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. 
Select Launch 

 

The update 
retirement rule will 
replace the 
retirement element 
assigned to the 
employee with the 
element you select 
in the run time 
prompt. 

7 Confirm the "old" retirement no longer appears on the form and the element 
you selected in the run time prompt now appears. 

 

 

8 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. 
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9 Select the "Manage Positions ->Single" breadcrumb to return to the Manage 
Single Position form. 

 

 

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 17: Update Allocation 
Lesson 
Overview 

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. 

 

In this lesson 
you will learn: 

 Navigate to the Manage Single Position task 
 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. 

 

 

2 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 
the allocation for a 
vacancy record. 
Allocations assigned 
to vacancies and 
employees are not 
linked in Hyperion 
(meaning the 
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. 
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5 Select the Allocated Compensation tab and note the fund, grant, project, and 
activity calculated allocations. The segments should match those on the 
Allocation tab. 

 

 

6 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. 

 

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. 

7 Select the Allocated Compensation tab and confirm the allocated 
compensation is now allocated to the segment you changed on the Allocation 
form. 

 

 

8 Select the Allocation tab and using the cell drop downs, select a new fund, 
grant, project and activity on the "Allocation 2" row. 
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9 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 
“Save” icon. 

 

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 Select the Allocated Compensation tab and confirm the allocated 
compensation is now split based on the split funding you set on the Allocation 
form. 

 

 

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

 

 

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 18: Set Attrition Rates 
Lesson 
Overview 

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. 
 

In this lesson 
you will learn: 

 Navigate to the Attrition Rates task 
 Enter attrition rates at any level of your department structure 
 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. 

 

 

2 Enter an attrition rate at the department level. Click Save. 

 

If the only rate you 
enter is at the 
summary 
department level, 
that rate will apply 
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 
division within the department with positions and employees. Click “Save”. 

 
 
 

The rate entered at 
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. 

 
 

 

5 In the run time prompt, confirm the following: 
 
Select Version: Working 
Select Request: Total Requests 
Select Department: Your department user variable 
Select Employees: Total Employees 
Select Position: Total Positions 
 
Select Launch. 

 

Running this rule 
will recalculate 
attrition on all 
positions and 
employees in the 
department 
 

6 ***ADMIN STEP*** An admin will need to run the PSTN to PSTN_RPT data 
maps or wait until the next scheduled data maps before proceeding 

Data maps run 
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 
Budget Impact Review form under Personnel Management  Review 
Personnel  Attrition Budget Impact Review. 

This form pulls data 
from PSTN_RPT, 
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 
select a department and fund with employees whose attrition rate you did 
not adjust at the division level. Select the grant, project, and activity if 
applicable, then click the “Go” arrow to save your selection. 

 

The attrition 
amount should be 
the percent you 
applied at the 
summary 
department level 
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8 Confirm the calculated attrition amounts reflect the rate entered on the 
attrition form. 

 

Attrition is NOT 
calculated for the 
following accounts: 
- Overtime 
- Temp / Seasonal 
- Longevity Bonus 
- Executive 

Benefits 
Termination 
Payouts 

9 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. 

 

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. 
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Lesson 19: Manage Department Allocation Defaults 
Lesson 
Overview 

This lesson will guide users through the steps to manage their fund, grant, project and 
activity defaults for each level 0 department. Funding defaults are assigned to new 
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 
 

In this lesson 
you will learn: 

 Navigate to the Manage Department Allocation Defaults task 
 Enter allocation defaults to level 0 departments 
 Validate the results of the calculation 
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Step Action Notes 

1 From the home screen, navigate to the Manage Department Allocation 
Defaults form by going to My Task List  Personnel Management  Manage 
Personnel  Manage Department Allocation Defaults. 

 

This form displays 
the default funding 
segment for every 
level 0 department. 

2 To change the default funding segment for a level 0 department, click the 
drop-down arrow in the Allocated Fund, Allocated Grant, Allocated Project, 
and Allocated Activity columns and select the appropriate default Fund, 
Grant, Project and Activity. Click “Save”. 

 
 

This form should be 
reviewed early in 
the budget process 
so that any new 
position or bucket 
created will pick up 
the correct default. 
If a default is 
changed in a 
department with 
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 
Lesson 
Overview 

This lesson will guide users through the steps to check for the HCM refresh flag at the 
department level. If the HCM refresh flag for your department is set to “Yes”, this 
means all positions and employees in the department are no longer getting refreshed 
in the nightly HCM refresh process. 
 

In this lesson 
you will learn: 

 Navigate to the HCM Refresh Flag task 
 Review the read-only form 

 

  



Hyperion Department Personnel End User Training Guide   
 

150 
 

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. 

 

 

2 Review the read-only form. 

 

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 
Achieved 

 

Congratulations! You have completed the Position and Employee Modifications 
course. You now should be able to: 

 Make changes to positions in the budget year 
 Make changes to employees in the budget year 
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Module 6: Personnel Buckets 
Overview This module includes the following lessons: 

 Lesson 1: Manage Overtime Buckets 
 Lesson 2: Manage Seasonal and Temp Buckets 
 Lesson 3: Manage FTE Buckets 
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Module 6: Key Terms 
The following key terms are used in this Module: 

Term Definition 

Overtime bucket 
A bucket of dollars in the PSTN cube intended to be budgeted to the overtime 
account. The bucket is burdened with applicable fringes. 

Temp / Seasonal 
Bucket 

A bucket of dollars in the PSTN cube intended to be budgeted to the temp / 
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 1: Manage Overtime Buckets 
Lesson 
Overview 

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. 
 

In this lesson 
you will learn: 

 Navigate to the Manage Overtime Buckets task 
 Add, adjust, and delete an overtime bucket 
 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  Personnel Management  Manage 
Personnel  Manage Overtime Buckets. 

 

 

2 To create an overtime bucket, select / enter the following in one of the 
“Overtime Bucket 1” rows next to a level 0 department: 
 
->Overtime Type: Regular or Special Risk 
->Overtime Annual Amount: Annual amount for the bucket (excluding 
retirement and taxes) 
->Allocated Fund 
->Allocated Grant  
->Allocated Project 
->Allocated Activity 
->Allocation Percent: Enter in 1 or 100% (1=100%) 
 
Click “Save”. 

 

All level 0 departments 
within your department 
user variable are listed in 
the rows. Each level 0 
department listed will 
have 2 overtime bucket 
lines which you can fill out 
to create the bucket. 
 
The overtime bucket type 
selection drives the 
retirement element 
assignment 

3 Scroll to the far right of the form and confirm the following in the last 3 
gray columns: 
 
->Salary Amount column displays the same amount you entered in as 
the Overtime Annual Amount  
->Other Compensation Amount column has now been populated with 
an amount 
->Total Compensation column sums up the Salary Amount and Other 
Compensation Amount 

The Salary Amount should 
match the Overtime 
Annual Amount 
 
The Other Compensation 
Amount includes both 
retirement and taxes 
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4 Right click on the overtime bucket you just created and select 

"Overtime Details". 

 

 

5 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 

 

You can modify the 
amount from this tab 

6 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 

 

Retirement should be 
regular or special risk, 
depending on the 
overtime type you 
selected 

7 Select the Allocation tab and confirm the following: 
->The department default fund, grant, project and activity is loaded to 
Allocation 1 

 

 

8 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 
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9 Select the Allocated Compensation tab and confirm the following: 
->Overtime Bucket Salary is mapped to the Overtime account 
->No FTE is allocated (would appear at the very bottom of the form) 

 

 

10 Go back to the Salary tab and adjust the Overtime Annual Amount in 
the BegBalance column. Click “Save”. 

 

 

11 Go back to the Calculated Compensation tab and confirm the following:  
->The calculated amounts reflect the new starting annual amount 

 

 

12 Select the "Manage Overtime Buckets" breadcrumb to return to the 
previous form. 

 

 

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 0 
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” 
form allows you to select your level 0 department in the POV. This form 
gives users the option to create up to 20 overtime buckets per 
department ID. 
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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. 
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Lesson 2: Manage Seasonal and Temp Buckets 
Lesson 
Overview 

This lesson will guide users through the steps to create and manage seasonal and temp 
buckets in the budget year. Temp and Seasonal buckets are created in the PSTN cube and the 
calculated amounts are mapped to FINSTMT as part of the scheduled data map. 
 

In this 
lesson 
you will 
learn: 

 Navigate to the Manage Seasonal and Temp Buckets task 
 Add, adjust, and delete a seasonal and temp bucket 
 Validate the results of the calculation 
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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. 

 

 

2 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. 

 

3 Right click on the form and select "Add Seasonal or Temporary Bucket". 

 

 

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.  
->Oct-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 hours in a 
month blank if that 
month should not 
be calculated. 
 
Each month is 
calculated as Hours 
/ Month * 
Headcount * Hourly 
Rate 
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5 Right click on the bucket you just added and select "Seasonal / Temp Details". 

 

 

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: 
->FICA and MICA are assigned to the bucket 

Taxes are applied to 
each temp / 
seasonal bucket 

8 Select the Allocation tab and confirm the following: 
->The department default fund, grant, project and activity is loaded to 
Allocation 1 

The allocation is 
defaulted from the 
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: 
->Bucket Salary is mapped to the Temp and Seasonal account 
->FTE is allocated to the temp and seasonal FTE account 

FTE is calculated 
based on the 
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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12 Go back to the Calculated Compensation tab and confirm the following:  

->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. 

 

 

14 Right click on the bucket and select "Delete Bucket".  

 

 

15 In the run time prompt, select / enter the following: 
->Confirm the bucket member to delete 
Select Launch. 

 

Deleting a temp / 
seasonal bucket 
works the same way 
as deleting a new 
position 

 

  



Hyperion Department Personnel End User Training Guide   
 

163 
 

 

 

  

Lesson 3: Manage FTE Buckets 
Lesson 
Overview 

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. 
 

In this 
lesson 
you will 
learn: 

 Navigate to the Manage FTE Buckets task 
 Add and delete a FTE bucket 
 Validate the results of the calculation 
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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. 

 
 

 

2 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. 

 

3 Right click on the form and select "Add FTE Bucket". 

 
 

 

4 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. 

 

- 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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5 Right click on the bucket you just added and select "FTE Bucket Details". 
 

 
 

 

6 Select the Allocation tab and confirm the following: 
->The department default fund, grant, project and activity is loaded to 
Allocation 1 

The allocation is 
defaulted from the 
Department Allocation 
Defaults form 

7 Select the Allocated Compensation tab and confirm the following: 
->FTE is allocated to one of the vacancy FTE accounts 

FTE buckets are always 
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. 

 
 

 

9 Right click on the bucket and select "Delete Bucket".  

 
 

 

10 In the run time prompt, select / enter the following: 
->Confirm the bucket member to delete 
Select Launch. 

Deleting a FTE bucket 
works the same way as 
deleting a new position 
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Module 6: Course Summary 
Objectives 
Achieved 

 

Congratulations! You have completed the Personnel Buckets course. You now should 
be able to: 

 Add and make changes to overtime buckets  
 Add and make changes to seasonal and temp buckets 
 Add FTE buckets 
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Module 7: Review Personnel Records 
Overview This module includes the following lessons: 

 Lesson 1: Review All Personnel Records 
 Lesson 2: Attrition Budget Impact Review 
 Lesson 3: PSTN Driven Account Review  
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Module 7: Key Terms 
The following key terms are used in this Module: 

Term Definition 

PSTN Driven Accounts 
Accounts whose budgets are sourced from the PSTN (position and employee 
database). These accounts are ready only in FINSTMT and are 100% sourced from 
PSTN (ex: Regular Salaries, Overtime, Temp / Seasonal, Retirement, FICA, MICA) 

Pay Element 
Elements assigned to positions and employee in the PSTN database. These 
elements are also reportable in the PSTN_RPT cube (ex: COLA, Merit, Individual 
Pay Components, Individual Retirement Codes) 

Scheduled Data Map 
Mappings are scheduled to run every three hours to push budget data from PSTN 
to FINSTMT and FIN_RPT 
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Lesson 1: Review All Personnel Records 
Lesson 
Overview 

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. 
 

In this lesson 
you will learn: 

 Navigate to the All Personnel Records task 
 Review the read-only form 
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Step Action Notes 

1 From the home screen, navigate to the All Personnel Records form by going 
to My Task List  Personnel Management  Review Personnel  All 
Personnel Records. 

 

 

2 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 
bottom of the form. 

 

This form acts as a 
position, employee 
and bucket review 
form on the task list 
and will show all 
personnel records 
for the selected 
department, 
including total 
budget and FTE 
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 
Lesson 
Overview 

This lesson will guide users through the steps to review attrition impact on a 
department’s budget.  
 

In this lesson 
you will learn: 

 Navigate to the Attrition Budget Impact Review task 
 Review the read-only form 
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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  Personnel Management  Review Personnel  
Attrition Budget Impact Review. 

 

 

2 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: 
Columns: 
->Personnel Excluding Attrition ->personnel budget without attrition applied 
(ties to the Budget Amount columns on position and employee forms) 
->Attrition Impact: Attrition impact on selected chartfield combination 
->Budget Amount: Sum of the two first columns. These amounts are what 
you would see in the budget and on all FINSTMT forms and reports 
 
Rows: 
->PSTN Driven Accounts: Accounts driven from the position and employee 
database 
->Total Pay Element: This is expandable and shows the attrition impact by 
pay element (COLA, Merit, Longevity, etc.) 

 
 

This form pulls from 
the PSTN_RPT 
database. The data 
on this form will be 
updated after each 
scheduled data 
map. 
 
The Personnel 
Excluding Attrition 
column is what 
would tie to the 
Budget Amount 
column on manage 
position and 
employee forms. 
 
The Budget Amount 
column is what 
would tie to the 
budget amounts in 
FINSTMT 
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Lesson 3: PSTN Driven Account Review 
Lesson 
Overview 

This lesson will guide users through the steps to review the budget for personnel 
accounts driven from the PSTN database (positions, employees, and buckets). 

In this lesson 
you will learn: 

 Navigate to the PSTN Driven Account Review task 
 Review the read-only form 
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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  
PSTN Driven Account Review. 

 

 

2 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: 
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 

 

The data on this 
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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Module 7: Course Summary 
Objectives 
Achieved 

 

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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Module 8: Running Position Reports 
Overview This module includes the following lessons: 

 Lesson 1: BAT Annual Position Report 
 Lesson 2: BAT Department Summary  
 Lesson 3: BAT Employee by Position Report  
 Lesson 4: BAT Employee by Position with Union Code 
 Lesson 5: BAT Employee Position (Full Time) Variance Report 
 Lesson 6: BAT Employee Position (Part Time) Variance Report 
 Lesson 7: BAT Fringe Expense by Employee Report  
 Lesson 8: BAT FTE and Compensation Total by Department  
 Lesson 9: BAT PSTN vs. OP Plan Compensation Reconciliation Report  
 Lesson 10: BAT Position Summary Report  
 Lesson 11: BAT Vacancy Report 
 Lesson 12: BAT Employee Position by Project and Activity Report 
 Lesson 13: BAT Personnel Overrides 
 Lesson 14: BAT Attrition Impact Report – Detail 
 Lesson 15: BAT Attrition Impact Report – Summary 
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Module 8: Key Terms 
The following key terms are used in this Module: 

Term Definition 

Report Prompt 
A report dimension member selection that is passed through to the report upon 
execution 
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Lesson 1: BAT Annual Position Report 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Annual Position Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Annual Position Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Annual Position Report in PDF by double clicking on the 
report name. 

 

 

4 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 
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 
0 descendants of Total Job 
Codes)  
->Position dimension (Level 
0 descendants of Total 
Positions) 
->Employee dimension 
(Level 0 descendants of 
Total Employees) 
 
Columns:  
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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Department Summary 
report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Department Summary report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Department Summary report in PDF by double clicking on 
the report name. 

 

 

4 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 
compensation expenses 
and FT/PT filled and 
vacant FTE data for the 
Department selected in 
the prompt. 
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5 Verify that the report runs. 
 

 

Rows:  
->Account and Pay 
Element dimensions 
(several salary and 
benefit accounts under 
Total Pay Element such 
as Employee Regular, 
Part Time Employee, Flex 
Dollars, Longevity 
Payments, etc.) 
->FT and PT Filled and 
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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Employee by Position 
report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Employee by Position Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Employee by Position Report in PDF by double clicking on 
the report name. 

 

 

4 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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5 Verify that the report runs. 
 

 

Rows:  
->Position dimension 
(Level 0 descendants of 
Total Positions)  
->Employee dimension 
(Level 0 descendants of 
Total Existing Employees)  
->Job Code dimension 
(Level 0 descendants of 
Total Job Codes) 
->Department dimension 
(Level 0 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) 
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Lesson 4: BAT Employee by Position with Union Code 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Employee by Position 
with Union Code report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Employee by Position with Union Code report  
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Step Action Notes 

1 From the home screen, select the "Explore" button.  

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Employee by Position Report with Union Code report in 
PDF by double clicking on the report name. 

 

 

4 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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5 Verify that the report runs. 
 

 

Rows:  
->Position dimension 
(Level 0 descendants of 
Total Positions)  
->Employee dimension 
(EMPVacancy, Level 0 
descendants of Total 
Existing Employees)  
->Job Code dimension 
(Level 0 descendants of 
Total Job Codes) 
->Department dimension 
(Level 0 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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Employee Position (Full 
Time) Variance Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Employee Position (Full Time) Variance Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Employee Position (Full Time) Variance Report in PDF by double 
clicking on the report name. 

 

 

4 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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5 Verify that the report runs. 
 

 

Rows:  
->Employee dimension 
(EMPVacancy, Level 0 
descendants of Total 
Existing Employees)  
->Job Code dimension 
(Level 0 descendants of 
Total Job Codes) 
->Position dimension 
(Level 0 descendants of 
Total Positions)  
->Department 
dimension (Level 0 
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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Employee Position (Part 
Time) Variance Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Employee Position (Part Time) Variance Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Employee Position (Part Time) Variance Report in PDF by 
double clicking on the report name. 

 

 

4 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 Part 
Time Employee 
comparison and the 
dollar and percentage 
variance between those 
two years for the 
Department selected in 
the POV. 
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5 Verify that the report runs. 
 

 

Rows:  
->Employee dimension 
(EMPVacancy, Level 0 
descendants of Total 
Existing Employees)  
->Job Code dimension 
(Level 0 descendants of 
Total Job Codes) 
->Position dimension 
(Level 0 descendants of 
Total Positions)  
->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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Fringe Expense by 
Employee Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Fringe Expense by Employee Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Fringe Expense by Employee Report in PDF by double 
clicking on the report name. 

 

 

4 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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5 Verify that the report runs. 
 

 

Rows:  
->Employee dimension 
(EMPVacancy, Level 0 
descendants of Total 
Existing Employees)  
->Job Code dimension 
(Level 0 descendants of 
Total Job Codes) 
->Position dimension 
(Level 0 descendants of 
Total Positions)  
->Department dimension 
(Level 0 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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT FTE and Compensation 
Total by Department Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT FTE and Compensation Total by Department Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT FTE and Compensation Total by Department Report in PDF by 
double clicking on the report name. 

 

 

4 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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5 Verify that the report runs. 
 

 

Rows:  
->Employee dimension 
(EMPVacancy, Level 0 
descendants of Total 
Employees)  
->Position dimension 
(Level 0 descendants of 
Total Positions)  
->Job Code dimension 
(Level 0 descendants of 
Total Job Codes) 
 
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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT PSTN vs. OP Plan 
Compensation Reconciliation Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT PSTN vs. OP Plan Compensation Reconciliation Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT PSTN vs. OP Plan Compensation Reconciliation Report in PDF by 
double clicking on the report name. 

 

 

4 In the prompt window select: 
Department: type in Department or use member selector to select a 
Department 
 
Department: type in the same Department or use member selector to 
select the Department  
 
Click "OK". 

 
 

 

This report allows users 
to ensure that Total FTE 
and Total Compensation 
Expense are aligned 
between the PSTN_RPT 
and FINSTMT cubes. 
 
In the future state, 
PSTN_RPT is like HCP and 
FINSTMT is like OP Plan. 
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5 Verify that the report runs. 
 

 

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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Position Summary 
Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Position Summary Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Position Summary Report in PDF by double clicking on the 
report name. 

 

 

4 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 
summary FTE data 
broken out by 
positions with their job 
code descriptions. 
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5 Verify that the report runs. 
 

 

Rows:  
->JobCode dimension 
(Level 0 descendants of 
Total Job Codes)  
->Position dimension 
(Level 0 descendants of 
Total Positions)  
 
Columns (all for Year / 
Scenario prompt 
selections):  
A: Full Time Filled FTE 
(Account)  
B: Part Time Filled FTE 
(Account)  
C: FTE Vacant 
(Account)  
D: Total FTE (Account)  
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Lesson 11: BAT Vacancy Report 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Vacancy Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Vacancy Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Vacancy Report in PDF by double clicking on the report 
name. 

 

 

4 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 Full Time/Part 
Time vacant positions 
and the associated 
salary and fringe benefit 
dollars for the 
Department selected in 
the prompt. 
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5 Verify that the report runs. 
 

 

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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Employee Position by 
Project and Activity Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Employee Position by Project and Activity  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Employee Position by Project and Activity Report in PDF 
by double clicking on the report name. 

 
 

 

4 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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5 Verify that the report runs. 
 

 

Rows:  
->Project dimension 
(Level 0 descendants of 
All Projects) 
->Activity dimension 
(Level 0 descendants of 
All Activities) 
->Department dimension 
(Level 0 descendants of 
Total Department) 
->Position dimension 
(Level 0 descendants of 
Total Positions)  
->Employee dimension 
(Level 0 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 
Overview 

This lesson will guide users through the steps to run the Personnel Overrides Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the Personnel Overrides Report  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the Personnel Overrides Report in PDF by double clicking on 
the report name. 
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4 In the prompt window select: 
 
Department: type in Department or use member selector to 
select a Department 
 
Click "OK". 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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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5 Verify that the report runs. 
 

 

Rows:  
->Department 
dimension (Level 0 
descendants of 
Department selected 
in the prompt) 
->Employee 
dimension (Level 0 
descendants of Total 
Employees) 
->Position dimension 
(Level 0 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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Attrition Impact Report – 
Detail Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Attrition Impact Report - Detail  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Employee Position by Project and Activity Report in PDF 
by double clicking on the report name. 

 
 

 

4 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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5 Verify that the report runs. 
 

 

Rows:  
->Department Dimension. 
If you selected the top 
level department 
member, you would see 
department, division and 
level 0 members 
 
Columns: 
A: Personnel amounts 
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 
Lesson 
Overview 

This lesson will guide users through the steps to run the BAT Attrition Impact Report – 
Summary Report. 

In this lesson 
you will learn: 

 Navigate to the Position Reports folder 
 Run the BAT Attrition Impact Report - Summary  
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Step Action Notes 

1 From the home screen, select the "Explore" button. 

 

 

2 Click on the "Position Reports" folder to open it. 

 

 

3 Run the BAT Employee Position by Project and Activity Report in PDF 
by double clicking on the report name. 

 
 

 

4 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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5 Verify that the report runs. 
 

 

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 
Achieved 

 

Congratulations! You have completed the Running Position Reports course. You now should 
be able to: 

 Navigate to the Explore page and to the Position Reports folder 
 Run all Position reports within this folder 
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Module 9: Personnel Current Year Forecast 
Overview This module includes the following lesson: 

 Lesson 1: View Current Year Forecast  
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Module 9: Key Terms 
The following key terms are used in this Module: 

Term Definition 

Current Year Personnel 
Forecast 

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. 
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Lesson 1: View Current Year Forecast 
Lesson 
Overview 

This lesson will guide users through the steps to view current year personnel forecast 
results. The personnel current year forecast is re-calculated every night as part of the 
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) 
 

In this lesson 
you will learn: 

 Navigate to the Personnel View CY Forecast folder 
 Review the read-only forms within the View Personnel folder 
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Step Action Notes 

1 From the home screen, navigate to the View Employees by Department form 
by going to My Task List Personnel View CY Forecast View Personnel  
View Employees by Department. 

 

This form is read-
only for department 
users. 

2 Click on the drop-down arrow next to the Department in the point of view 
(POV) and select a chartfield combination with allocated personnel data. 
Click the "Go" arrow to save your selection. 

This data is 
recalculated every 
night based on the 
latest data from HR. 

3 Review the read-only form. The Budget Amount column is the calculated 
amounts for the employee or vacancy for the remainder of the current year 

 

OMB manages a 
form the stores the 
number of pay 
periods left in the 
current year. 

4 Similar to the budget, you can also view these results on the next three forms 
on the task list: 
->View Positions by Department 
->View Single Employee 
->View Single Position  

All of the forms in 
this task list are 
read-only for 
department users. 

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 
department. Review the attrition rates on the read-only form.  

 

OMB maintains the 
current year 
attrition rates 
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7 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 
Achieved 

 

Congratulations! You have completed the Personnel Current Year Forecast course. 
You now should be able to: 

 Navigate to the Personnel View CY Forecast folder 
 Review current year personnel forecast results 
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Module 10: Course Summary 
Course Summary 

 

The Course Summary module covers three topics: 

 Course Content Summary 

 Additional Training and Job Aids 

 Course Evaluation 
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Module 10: Course Summary 
Objectives 
Achieved 

 

Congratulations on completing the Hyperion Personnel Training course. Users now 
should be able to: 

 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 10: Course Summary 
Additional 
Training and Job 
Aids 

 

 

Supplemental training materials will be provided separately 
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Module 10: Course Summary 
Questionnaire 

 
Course questionnaire will be provided separately 

 


