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Course Content Q0

* Business Planning Simulation (BPS)

* Phase I: Income & Non-Position Budgets

* Phase ll: Regular Position Budget & Salary Proposals

* Phase lll: Non-Regular Position Budget & Salary Proposals
° BPS Budget Reports

* BPS Troubleshooting and Help
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0
Business Planning Simulation (BPS) }é]R!

* SAP’s web-based tool used for planning and creating budgets
except sponsored grants

* Uses the Business Warehouse (BW) environment
* Fully integrated with BW and uses similar functionality
* Capabilities:
Enable budgeting across modules (HR, FM, GM)
Provide ability for reporting using BW

Allow for extracting and retracting data from and to IRIS/SAP
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BPS Security WRlS

* Based on department(s)

* AFOs (Area Fiscal Officers) assign departments for budget users for
security set-up

* Department assignments control data access in BPS InfoCubes (for
reporting and layouts)

P

/_
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!
BPS Access IRIS

* Access to BPS is obtained via the BPS Budget Prep beach ball icon
on the myUK Launch Pad screen.

* Note: The beach ball icons displayed on your Launch Pad are
based on your access and may not be identical to the screen above.
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BPS Layouts

$RIS

Campus

Land Grant

each budgeting area has several layouts.

* There are two budgeting areas:

Non-Position Budget

* In BPS, the budgeting platform is defined by a budgeting area, and

* One layout per budgeting area for non-position budgeting:

DFS Budget Frep

Camgus Nom Position Budget

Land Grast Non Position Budget

Campus Posiion Bodaet

Land Grame Position Budget

Caoge Adprtment Eeason Code
Land Grant Adustment Reason Code

Campus Regdar Position Budges Ouby

Land Grass Regular Posinon Brodger Only

Campues Mem Regular Fosition Buodget
Land Graet Non Reqular Positon Brodzet
Camgees Mon Regular Posision Salary

Land Grant Non Regular Position Salary

Business Planning Simulation - FY 2015

BPS Layouts (continued)

LIRIS
e

proposals:

Regular Position Budget
Adjustment Reason Code
Regular Position Budget Only
Non-Regular Position Budget

Non-Regular Position Salary

* Five layouts per budgeting area for position budgeting and salary

DFS Budget Frep

Camgus Nom Position Budget

Land Grant Non Position Budget

Campus Positon Bodget

Land Grame Position Budget

Cange Adprtment Reason Code
Land Grant Aduetment Reason Code
[ 5 B Position Budget Only

Land Grass Regular Postion Bodget Onlv

Camgus Nom Regular Position Budget
Land Graet Nom Pesiton t
[ Mon Posion Salary

Land Grant Nea Regular Position Salary
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BPS Layo UTS (continued)

* Not all of the layouts are displayed at the same time.

The layouts displayed depends on the budget schedule.

The layouts will timeout after 30 minutes of inactivity! SAVE OFTEN!

Business Planning Simulation - FY 2015
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BPS Tips RIS
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U
BPS TlpS (Continued) %]RIS

* Keep aware of the BPS schedule

During each layout availability period, the system is available
daily from 7:00 am through 10:00 pm. (The system is being
updated (and unavailable) from 10:00 pm through 7:00 am.)

* Double-check your data entry before exiting a layout

* Run BPS reports to check the data

* DO NOT enter employees into BPS

The employee master data must exist in IRIS/SAP first before
budget data can be entered into BPS.

UK universiry oF kenTucky]
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BPS Ti PS (Continued)

* Do not use the Delete selected line column in any of the layouts!

UK Campuss Non-Poaition Budget

Busnens aree 0101 [u]
Oepartment  (F1010 [u]
| Subme || Save [

Buseassares 0101 U wio companent usts
Department | 81010 | CRMECTCHS GFFCE

Furds Canter Commbment bar B Jo12 oronst 2012 Recurrng 2013 Orginal 2013 Ricarreg 2614 Fur
1011660670 WCOME 496560 Fees - Student Uncelaneeus €| sonoam| oemooe [17) 1] (15
#4017 Roactvary ai Cout of Sarvicas Provisea | 7 (T0] 000 ATEN00 TSR0 159,00.00
440362 Professienai Fres - Omerpretessionald| | sopooso)  sspoose seosoos  gopoece [ -FLESSDD
£48050 Rawrburned Coata || 2590000 2500000 2500000  2spope0| meoiid
Resut 1S580000| 15580000 B250000  6250000| 8600000
12003450 FESTRUCTION CEANS OFFICE 530000 Budget Pool - Corvenl Expenses T | 1zesan0 1245400 1248400 12454.00 R T
Resut AR TZABA00  1ZABA00 1248400 12.500.00
1012127530 COLLEGE OF AT 520000 - at0 PR T QL || T
10908 Dudjet Pasi - Gurrent Lenses O |ruarman =5.050.6 56,850.00
Resut 773 TErERT 78,053.80
1012137880 FUND S18001 0 | 000000 26050 Lt
510500 Budget Poi - Corent Expenses L (T sozmseo [ B1E0500
[ BA00| MBS TEMAS  MIMME0 1SS0
1012128620 | COA FACULTY POSTION SUPPORT 530008 Budget Pocl - Cement Expenses " 000 008 30974700 3003uveo|l 250000
2= = o | ol ]y 100 EIE] e oo Lines: |1/ £33 —
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BPS Ti PS (Continued)

° If two Calculate Benefit buttons exist on a layout, use the button
located at the top of the layout NOT the one located at the bottom.

. Faculy i ‘.’n-;anl Fosn Bogt
— Functional
Depaniment | §1361 | LAKE CUMBERLAND 4-H CANP
Emphoyse | Postion Funds Center Commemant tem (B 2010 Recun
# Notassigned SOT08106 Siaff Support Associabe | 1043140300 512031 C‘
50106112 | Cook/Biaker | 1043140300 | 512061 O
50108114 Offce Assistant 1043140300 512431 O
50108118 | Custodial Worker | 1042140300 312081 @)
50108117 | &-H Leadership Direclor | 1043140300 S12071 O
50121862 Cusiodial Worker | 1043140200 512061 O
0121663  Cusiodial Wodker | 1043140200 512061 O
50124205 Cool/Baker | 1043140300 512061 O
50124205 | Cook/Baker | 1043140300 512061 o]
Resut
P IS Vapl_100 540 = (ZIE] pymbar of Mew Lines: | 1)[Add]
m *—__ Non-functional
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A
Standard Layout Functions }xér >
* Submit button - used after entering a Business Area and/or
Department number to retrieve the data.
Business Areal0101
Department
* Save button - used to save the changes made in the layout.
Business Area 1101
Department
° Exit button - used to close out of the current layout. Do not click
on the “x” in the upper-right corner of the browser window!
Business Areal0101
Department
[Submit] [ Save] [Undo [[Ext]
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Standard Layout Functions (continued)

* Scrolling buttons - used to navigate through the rows in a layout.
Start/End - scrolls to the very first or last rows in the layout
Page Up/Page Down - scrolls up/down one “page” at a time

1 Line Up/1 Line Down - scrolls up/down one row at a time

Start | |Page Up || 1 Line Up

Hnwl 1|tu| 14|J’11

1 Line Down Page Down End

The rows displayed can also be adjusted by manually changing the
numbers in the Row = to fields.

UK universiry oF kenTucky]
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BPS Searching %]R!S

* To search the BPS layouts for any value (text and/or numbers):

Ensure all rows are displayed in the layout

Place cursor within the BPS layout information and press the
Ctrl + F keys

* A Find search box will appear in the top left hand corner
above the name of the layout.

Start entering the desired information @—A =
(& w |&] http://by

T;j Favarites

shi.iris.uky.edu: 50

& 7UK003_01 Campus Non P

1
| X Find: |44 I

UK Campus Non-Position Budget
Business Area
Department

]
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BPS SearChing (Continued) e

* As you’'re entering the information, the matching data will be
highlighted yellow only on the current rows displayed!

»[e =
L Pl i 1 Campuan e Poaton | |
A | Predos bast || 7 Ootors < | 1amentes
UK Campas Hon

3

Desarimest | 83010 | DRECTORS OFFIC

Fundn Caoser Commtmast B 2053 orgea 7002 Ry 7913 Ongeat 7913 Ry 2914 it
101HA0TE NCOUE SO0 Foen - O mmm 0K L) 060 LL]
o e 1) aee| arsease  .avseese|l -14mac)
| sapeaso  somoce gosoto  Jnesoce SN
£ ammeare|  asmere asmore]  aseeese| A
Rt SESEN0  AMEMA00 43000 ATS0006 4480080
ABITRHR 5000 1esa0|  i24eat0]  12eset0|  izasege|l 1250000
Rant 1246400 1748400 14RO 13AEeS0 1330080
RIZUTEN COLLIOE OF AG STATERISIRVES 520000 P P f conpy| =oam
SM000 Budget Poci - Curvest Expesten O starmasn  spsew  seesn  sesep] 000
oy Jarman sesmer sssaes  rspesm|  reessse
RLTEEE agen C| 1eseass Taseass  TaeMEs T2aea Sy T4 000 04
£30000 Bodget Boci . Curvest Expesas C| wissm  sayvose  sgwese]  seasase] 8150000
Ranst Jonpsame  vease vEass usgese|  msssese
o1zt 20000 » [} 00| 30029700 300397 00| 30250000

121 1l 1455 (=) ZDED st e e [252]
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Income & Non-Position Budget Processes }é]R!S

* The Campus/Land Grant Non-Position Budget layouts allow budget
entry for future year income estimates and non-position expenses
by funds center and commitment item combinations.

* Non-Position Budget Layout:
General Fund income estimates

Auxiliary, hospital, and restricted funds income estimates

DFS Budget Frep

Camgus Non Position Budges Cangee Adprtment Reason Code Campues Mem Regular Fosition Budget
Land Grast Non Position Budget Land Grant Aduetment Reason Code Land Graet Non Reqular Positon Brodzet

Campus Positon Buodget Campus Repdar Posinon Budget Onbv Campess Non Regqular Posision Salary
Land Grame Position Budget Land Graes Regular Posinon Brodger Only Land Grant Nea Regular Position Salary

Business Planning Simulation - FY 2015 19

_ (
Income Estimates Process (continued) %IRIS

* UBO will provide two spreadsheets via the AFOs:
Initial future year general fund income budgets ONLY

Initial auxiliary/restricted funds (including affiliated corps)
budgets both income & non-position expense

Used for initial preparation of future year income and non-
position expense budget

Used to upload (only once) the future year budgets into the BPS
system

Any income and non-position expense budget changes needed
after files are uploaded to BPS must be made directly into the BPS
system
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0
Non-Position Budget Layout é{élR!S

1. Select the appropriate Non Position Budget BPS layout

Campus Non Position Budget 0 R Land Grant Non Position Budget

2. Enter a value for each of the following selection criteria:

Bu S | ness Ar‘ea UK Campus Non-Position Budget

usmess Arsal 0101 [
Department epartment

Py m ey
[t | i | et

Campus Non Position

* Tip: To search for the appropriate selection, click on the Search
icon on the right side of the field. U ampus Non Position Budget

Business Area
Department (2100 |l
[Submt ] [Save [ Undo | [ Exit] /

Campus Non Position

Business Planning Simulation - FY 2015
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- \

Non-Position Budget Layout (continued) %IRIS

* IMPORTANT! The appropriate business area MUST be used with the
department.

The system checks to make sure the business area is the
correct one for the department.

If the business area is incorrect, the system will display an
error.
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UK Business Areas

0101 UK w/o component units
0103 UK Housing and Dining
0105 WUKY

0111 UK Hospital

0112 Samaritan Hospital

0113 University Health

0114 Eastern State Hospital
0120 UK COM Clinical Depts
0201 UK Research Foundation

Center

0301 Fund for Advancement of
Education and Research at UK Med

0400 UK Equine Research Foundation
0500 UK Athletics Association

0600 UK Humanities Foundation

0700 UK Mining Engineering Foundation
0800 UK Business Partnership

0900 UK Center on Aging

1100 Boone Center

UK universiry oF kenTucky]
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Non-Position Budget Layout continued) ZNAE

Department

3. Click on the Submit button or press Enter

UK Campus Non-Position Budget

Business Area 2101
81010

(Coomsawe]
Campus Non Position

* You may receive a system message while the system is working.

Your regquest is being processed.
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Non-Position Budget Layout (continued)

* All funds centers (with budgets) in the business area and department
entered on the prior screen will be displayed.

UK Campuss Hon-Poaition Budget

Bnrans Aran 0101 o
Oepartment  LF2010 ju)
[ Subme || Save || Unco || Ext]

Buseassares | 0101 U wie cxmpanent uats

1] 122 = EIE

1[5 P

£30000 Busget Pot . Current Expentss.
Pumber of New Lines: |11 434

Department | 81010 DRECTORS OFFCE
Funda Castar Commamant o b 2013 0rgen 7003 Racurreg | 2914 Oogeat 2914 Ancuering 200 Futurn
1011660670 HCOME 440107 Recovery i Costof Services Provided | © | arsonno  argosca| .arsosco|  .irscace LE
440242 Peofessionsl Fees - Oer Professcnsts. © | 2000000 2000000| 2000000 2000000 (1)
443050 Rembursed Costs C| asmase  Jscosto| 500000)  .35.00000 280
fesut £250000  £250000) 4250000) 6250000 asa
W20 WSTRUCTION DLAN' CFFICL 30000 Dusget Pos - Current Dxpenass Lo T 1248400 1248400 288400 LL
Resut 1266000 1245400 1245400 1288400 (1]
TOTITEI COLLEGE OF AG STATE RESERVES 514001 Unalocated Beiwsnal Sarvems - 1] 000 SSEER00|  1MEERH0 LLY
520000 Busget ool Empioyes Denefts. » 0Bo 107088773 o0 1707m30 (e
530000 Busget Posl - Curnend Expensas O | smpsosy as9e0s3) nmsmEl) ZBEEE L)
Resut 505063 1,00,06806| 75354083| 138531004 0.0
1012127580 FUMD, 514001 Ol maeaso  aas113) a18143)  a1i81md 200,
S30000 Dusget Posi - Current Expenss T aymooo]  sozenea| sszmsce| 10120887 L)
Resut MEMASO AL AN 14238890 (1]
W CAFE METRICS FUND O 02700 3020700 e18267.00) 24143032 Ll

H

IR univERSITY OF KEN Business Planning Simulation - FY 2015 25
RIRIS
Non-Position Budget Layout continued) A8
4. Enter a future year budget by funds center for each appropriate
commitment item in the Future field
Frnds Cener ‘Commtment tem G 2013 Ongeal 2013 Recurmng 2014 Orgnal mqr«mmﬁnmm
1011880878 HCOME 450107 Mpcovery ol Costol Services Provided | | | 750000 4720000 1750000  ansopgofl 142000
440262 Protmasional Fess - Obar ProdssenslS| (2000000 2000000 -20,00008 2080000 2189050
44050 Amesturand Coate | som00|  2soono0 2500000 2scoogofl  -auseasn
1012003480 HSTRUCTION DEAMS OFFICE 530000 Budge! Posl - Current Expenses e |2..-u:n: 12.464.00 |2..-u (] 11.46-00 1 14,0000/
Reaul 1288400 12,484 00 12,884 00 12,484 00| 14,200 00
NZIZTEN COLLEGE OF AQ STATE RESERVES 514001 Unale<ated Personal Services - L1 oo0 ameszos  vamgwasofl 14150050
20000 Busget Posl Empieyee Benelts r 000 10108773 oo 1arseamfl t1ic00c0
530000 Busged Poel - Currend Expenses O seomer]  aaseasy) wemasy  puessmfl 4230050
Reaul SE0S0EY  10AA0ARNA  TEASMEY psasaood)l 1,554,700 00
121790 TEATHMG MROVATION RCENTIVE FUND $14001 Unslocated Personal Services O ragass ALAEL1D 4115013 4115113 43,400 50
30000 Busget Poi - Cumen! Expenses T amew  soaac| ssames  zvesfl 15340050
Resut 118,344 50 2143143 94313 142358 000 147 200.00
1012120520 CATEMETRCS UMD 590000 Budget Fosi- Cumem Expenses T aezwree  wozeros| mwasros  anamafl 2080w
5. Press Enter and verify the data
UK Campus Non-Position Budget
O T —
i [fow @
6. Save the data using the Save button  pepanen L2100
[Submig[ Save [Jpndo | [Exi ]
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Non-Position Budget Layout Tips %]RIS

* A green confirmation message should
. UK Campus Non-Position Budget
appear in the Message Log. Message Log

@ | Data saved

Business Area 1101
Department 81010

7. Click on the Exit button to close out of the

!!

g

layout.

Unsaved data wil be lost. Do you want to log off?

8. Click on the Yes button to log off of the
layout

9. When the Connection to Application Server

Connection to Application Server Closed

Closed message appears in the browser

window, it is safe to close the window.
Business Planning Simulation - FY 2015 27
. . \
Non-Position Budget Layout Tips }é]RIS

* Revenue, recharge and pass-thru budgets should be entered as a
credit (negative number) to increase the budget.

2014 Original 2014 Recurring 2015 Future

-17,500.00)  -17.500.00 -15,000.00

-20,000.00 -20,000.00 |_ -21,500.00]
-25,000.00 -25,000.00 [ -26,500.00]
-62,500.00 -62,500.00 -67,000.00

* The Add button can be used to add a budget (for a funds
center/commitment item combination) that is not displayed on the

530000 Budget Pool - Curreni
EEE' RDwtuHZDElElEl( Number of New Lines:i }

= The system will indicate an error if a non-relevant

layout.

commitment item is used.
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Non-Position Budget Layout Tips continued e

* Non-relevant commitment items are those used exclusively for
position budgeting.

* Funds center and commitment item master data MUST EXIST in
IRIS/SAP BEFORE the BPS system will save budget entry into the
budget layouts.

WK vnivERsITY OF KENTUCKY] Business Planning Simulation - FY 2015 29

Exercise 1 e

Non-Position Budget Layout
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Fund Group 25 Income Estimates

* Fund Group 25 are land grants.

* Land grants are part of the College of Agriculture (Ag Experiment
Station or the Ag Cooperative Extension Services).

* This is entered only by College of Ag business officers using the Land
Grant Non-Position Budget layout.

BPS Budget Prep

Campus Non Position Budget

Land Grant Non Position Budget

Campus Position Budget

Land Grant Position Budget

MR GsiE s vor KenTuoKY) Business Planning Simulation - FY 2015
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Fund Group 25 Income Estimates (continued) }é]RIS
1. Select the Land Grant Non-Position Budget layout
Land Grant Mon Position Budget
I UK Land Grant Non-Position Budget
2. Enter the Department Departmerk|21010
Submt ] Seve [ Unao [ Exe]

3. Click on the Submit button or press Enter

Land Grant Non Position

WK oviveasioy or kexTucky) Business Planning Simulation - FY 2015
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0
Fund Group 25 Income Estimates (continued) é{élRlS

4. Enter a future year budget by grant for each appropriate commitment
item in the Future budget field, and then press Enter and verify the

data
Sponsored ogram  Geant Commtnent tem B 2012 Racerrng 2914 Recusng] 2018 Futere
ZEHPADO-UII0 CES 2358038000 | AG-E-A REVENUE 4-H PROGRAM 412007 | Appropriations . Fedorsl- & Progrema. | | zy1g9300  -231,850.00|[ 233,09 80
Mesut LT o -233,80000
ZANMALHEA-0Z10 AES 2350045000 AG-A-4 REVENUE AMMAL KEALTH 412008 Aggrepriatons - Federsl- Anmaibeath | [ T T | L
Aesut 5440900 £4,409.00) 6520000
ZEFNER.0330 CES 235056000 AG-E-4 REVENUE NUTR PROGRAM EFNER 412003 Appropriations - Federal« Foods and bt | © | .saa.amt oo| 1 sragsaco]l 157949040
Aeaut 1,862,401.00| 15748000000 1,579,400
ZHATEH-S10 ALS 2HQOUHI0 AG-H-A AGR L STAT FLDL HATCH ACT FUNDS $30000 Dudget Post - Curment Lugnses * 5.500 00 s 50 20| 1,000 80,
Heaut 550000 550020
235000000 AGH.A NCOME WATCH RESEARCH 412001 Agproprations . Fadecsl . Hach Amended| (| 517724000 5,177,24050] [
fmaut 517736000 5,177,240 50) 5,181,350 00
2350156000 | AD-H-A AGR EXP 5TA FEDL HATCH ACTFURD A 530000 Budge! Posl - Currend Experses | msmam| rupsed]| THBSE
Mesut sa5TEISI | TMtsey 38,225 00
ZUCSTENNA210 AES 2350085000  AC-M-A REVENUE UCHTRE STENNE: 412002 Apgropriations - Federal-Momsre-Sten | © | usmno smemeol  -s913c
fesut 7948100 -579,881.00) -£51,330.00
ZUULTROZI0 AES 2350036000 | AG-R REVENUE WULTESTATE RESEARCH 412005 | Appropriations - Fedens - Mulipe Stat O sasssaon) amssseo]l 131845000
HIFs I 351 o (w1 (X1 (31 cilrril

| UK Land Grant Non-Position Budget
5. Click on the Save button

UK universiry oF kenTucky]
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Fund Group 25 Income Estimate Tips

* Revenue, recharge, and pass-thru budgets should be entered as a
credit (negative number) to increase the budget.

* Use the Add button to add a budget for a grant/commitment item
combination that is not displayed on the layout.

ZMCSTENN-0210 AES 2350056000 AG-M-A REVENUE MCINTIRE STENNIS 4:‘2’;[}2
15 g ol 1) I et nes )
|
® Only non-position relevant commitment items are allowed on this

layout.

Non-relevant commitment items are those used exclusively for

position budgeting.

* Grants and commitment item master data MUST exist in IRIS/SAP
before entering the data into the BPS system.
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0
Any Questions? RIS

® Income Estimates Process
* Non-Position Budget Layout
General Fund income estimates
Auxiliary, hospital, and restricted funds income estimates

* Fund Group 25 Income Estimates (College of Ag only)

Business Planning Simulation - FY 2015 35

Phase Il: Regular Position
Budget & Salary Proposals
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Regular Position Budget & Salary Proposals %]R!S

* In BPS, “regular”’ positions are defined as positions in which the
Personnel Subarea is 0001 - 0005, excluding clinical positions
(Medical Colleges only) and Ag Extension Agent positions (College
of Agriculture only).

0001 Reg FT

0002 Reg PT-Faculty
0003 Reg PT >.74
0004 Reg PT .50-.74
0005 Reg PT .20-.49

* Salary and position budget allocations will be distributed based on
the cost distribution of infotype 1018.

A BW Position Cost Distribution report is available on the BW
budget report role for verification.

UK ovivessiny o KeNTUCKY]
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0
Regular Position Budget & Salary Proposals (Con’k;]::!.';%:l??

* Budget areas must complete position budget entries and salary
proposals for the future year on the BPS layouts.

* “Regular” position budget uses three BPS layouts in this exact order:

Position Budget
Adjustment Reason Code

Regular Position Budget Only

* These layouts are available for both Campus and Land Grant
budgeting areas.

K UNIVERSITY OF KENTUCKY]
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0
Regular Position Budget Layout é{élR!S

* Used for “regular” position budget and salary proposals only!

* “Regular” flexible employees will be treated as 12-month
employees in BPS.

Salaries will be calculated on a 12-month basis.

* Admin faculty stipends (Wage type 1110) will be included in base
pay and are eligible for raise dollars.

* Note: Phased retiree’s are NOT considered regular and raise dollars
are NOT provided.

UK ovivessiny o KeNTUCKY]
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A
Regular Position Budget Layout (continued) }I‘f;;::-;-_-_:?
1. Select the Position Budget layout, either Campus or Land Grant
Campus Position Budget nn Land Grant Position Budget
UK Campus Regular Positions
2. Enter a value for the Department |Deuﬂr'm'="' &1010 |
Submit || Save || Undo \ﬂl
UK Campus Regular Positions
. H Daartment
3. Click on the Submit button or press Enter
UK Campus Regular Positions
Department 31010 [T
* Four tabs will appear:
@ Monthly Staff | BiWeekly/Hourly Staff | Vacant Posn Bdgt
WK oviveasioy or kexTucky) Business Planning Simulation - FY 2015 40
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Regular Position Budget Layout continued)

* Faculty, Monthly Staff & Biweekly/Hourly Staff tabs reflect “regular”
employees only who participate in the salary proposal process.

All active “regular” employees in the department will be
displayed.

L e ptan 8

TRANMGTMAIVEL THT  WT e wizenies vimn

e

e e e pzen 8

o mzemes s 8

s 1o

s pee b triiestes sy 8

[Fg— e v 8

s iz vEn

st e vy 8

e
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4,
Regular Position Budget Layout (continued) LRlS

* Faculty & Monthly Staff tabs:

Enter either proposed salary percentage increase OR proposed

annual salary amount for each employee as appropriate

* If entering using the proposed salary percentage increase, click on the
Calculate Salary from % Incr button after entering the percentage.
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$
Regular Position Budget Layout (continued) LISJ:S
* Faculty & Monthly Staff tabs (continued):
Click on the Copy Salary to Budget button to enable the system to
copy the proposed annual salary to the new year budget field
I s LT T L —
e oo -
:.,T = Dﬂttﬂ'-:.:‘! Fuets  Commasent wage [ 2014 200 ¥ ————y
Cosnar - Troe e :':
TRAMNG EUPLOVEE 8702 SIS Speciel Events Cosednpter AIZS00180 42001 ;‘w : i: :2
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Regular Position Budget L | BIRIS
egular Position Budget Layout (continued) e

* Faculty & Monthly Staff tabs (continued):

Click on the Calculate Benefit button so the system can calculate
the new year benefits budget

Future year budget and benefits budget amounts may be
overwritten if the calculated amounts need to be changed.
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Regular Position Budget Layout continued) e

* Faculty & Monthly Staff tabs (continued):

Click on the Save button to save the data
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Regular Position Budget Layout (continued) S
H H “ el H
* Bi-Weekly/Hourly Staff tab is for “regular” bi-weekly and hourly
paid staff employees in positions that are filled.
Il active “ lar” I in th h
All active regular- employees in the department entered on the
prior screen will be displayed.
LK Campus Begular Positions
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0
Regular Position Budget Layout (continued) %LRI,S

° Bi-Weekly/Hourly Staff tab:

Copy the previous year’s distribution percentage by clicking on
the Copy Distr % from Prior Year button
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0
Regular Position Budget Layout (continued) RIS

* Bi-Weekly/Hourly Staff tab (continued):

Enter either proposed salary percentage or proposed pay rate

amount for each employee if appropriate

If entering using the % increase, click on the Calculate Salary
from % Incr button after entering the percentage.
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Regular Position Budget Layout (continued) %LRI,S

* Bi-Weekly/Hourly Staff tab (continued):

Click on the Copy Salary to Budget button to enable the system to
copy the proposed annual salary to the new year budget field
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LIRIS
Regular Position Budget Layout (continued) e
* Bi-Weekly/Hourly Staff tab (continued):
Click on the Calculate Benefit button so the system can calculate
the new year benefits budget
Future year budget and benefits budget amounts may be
overwritten if the calculated amounts should be changed.
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Regular Position Budget Layout continued)

* Bi-Weekly/Hourly Staff tab (continued):

Click on the Save button to save the data
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Regular Position Budget Layout (continued) AT
* Vacant Posn Budget tab contains position budgets for “regular”
positions ONLY that are vacant.
Enter a proposed annual budget amount for each position if
appropriate
UK Campus Regulas Positions.
bt 22
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Regular Position Budget Layout continued)

* Vacant Posn Budget tab (continued):

calculate the new year benefits budget

Click on the Calculate Benefit button so the system can

The future year budget and benefits budget amounts may be
overwritten if the calculated amounts need to be changed.
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Regular Position Budget Layout (continued) S
* Vacant Posn Budget tab (continued):
Click on the Save button to save the data
UK Campus Regular Positions
MeasageLog
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Regular Position Budget Layout continued) }‘é]R!S

* NOTE:

Any current year salary changes to be made for an employee
during the position budget and salary proposal process will
be made by submitting an online ZHR_PAR to Compensation.

Any future year salary changes to be made for an employee
after the position budget and salary proposal process is
complete will be made by submitting an online ZHR_PAR to
Compensation on or after July Tst.

UK universiry oF kenTucky]
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0
Regular Position Budget Layout Tips %]RIS

* Use the Add button to add a new funding source (new funds center)
for a Faculty/Monthly Staff or a Biweekly/Hourly Staff to the budget
layout.

Do not use the Add button for a missing personnel assignment
number (PERNR).

To add a new PERNR, contact the BPS listserv (BPS-
ISSUES@LSV.UKY.EDU).

e e e e e

51003352 Custodial Worker Supervisg 12061
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Regular Position Budget Layout Tips (continued) é{é]R!S

* To add data to a new line:

Enter the PERNR (employee assignment number), position
number, funds center, commitment item, and amount for the
employee in the Faculty, Monthly Staff, or Bi-Weekly/Hourly
Staff tabs

Enter the position number, funds center, and commitment item
in the vacant position budget tab

( ol 50104668 ) 1438004Te 9 | s12041 091 18000 TataTs| )
Al Rew L[] - fmﬂ Mumber 0f New Lines: | £
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0
Regular Position Budget Layout Tips (continued %]RIS

* The Regular Position Budget layout must be used for “regular”
position budgets and salary proposals ONLY.

If a position is “regular” and does not appear in the layout,
please notify the BPS listserv (BPS-ISSUES@LSV.UKY.EDU).

= Reminder: In BPS, “regular” positions are defined as
positions in which the Personnel Subarea is 0001 - 0005
excluding clinical positions (Medical Colleges only) and Ag
Extension Agent positions (College of Agriculture only).

NOTE: - Do not insert a line for a missing PERNR!

* PERNR, position, funds center, and commitment item master data
MUST EXIST in IRIS/SAP before the BPS system will allow budget
entry to be saved in the budget layouts.
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!
Clinical Employees IRIS

* College of Medicine employees with Personnel Area of 1500

* One budget layout used:
Campus Regular Position Budget Only

* All are bi-weekly and will show on the Bi-Weekly/Hourly Staff tab

If no employees are displayed, you may be on the wrong tab or
the position is unbudgeted.

UK Campus Regular Positions
Department 200 [

1. Enter the budget directly into the future budget field
2. Use the Calculate Benefits button to calculate the benefits budget
3. Click on the Save button to save the data
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0
Exercise 2 IRIS

Regular Position Budget Layout
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Adjustment Reason Code Layout

* All “regular” employee salary proposals must be assigned to a salary
adjustment code (defaults to M for all salary changes).

* Available adjustment salary codes:
P - Promotion

S - Scale

M - Merit (Default adjustment code)
K - Market

E - Equity

L

- Leaving University (use only if the employee will be
separating on July 15t or during/after the salary proposal
process is closed (usually late April, May, or June))

O - Other
D - Distribution Change

UK ovivessiny o KeNTUCKY]
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4
Adjustment Reason Code Layout continued) }é]RIS

* One layout per budgeting area is available for this process:
Campus Adjustment Reason Code

Land Grant Adjustment Reason Code

* Use this layout if the new year salary increase for a “regular” position
is not entirely merit based.

* Enter all proposed salaries in the Regular Position Layout before
accessing the Adjustment Reason Code Layout.
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Adjustment Reason Code Layout (continued)

1. Select the Regular Position Adjustment Reason Code layout

Campus Admustment Reason Code 0 H Land Grant Adustment Reason Code

2. Enter a value for Department

UK Campus Regular Position Adjustment Reason Code

Department.

3. Click on the Submit button or press Enter

t t Reason Code

UK Campus Regular Position Adj
NI = |

UK vNIvERSITY OF KENTUCKY] Business Planning Simulation - FY 2015 63
Adjustment Reason Code Layout (continued)
° Salary increment defaults to M for merit | frovter foson Bimmentfeason Code
Subm | [ Save | [Exk]
Facuty Bty Hosrty Statl
rnw,-. - f..‘-m.:.;. iy coae | Wage Type 2018 mcrmmers
TRANNG [NFLOVIL 7086 1012500180 M 1012 23T
Fesir | 279736
TRANNG EMPLOYEE 3702 1012500160 M 1019 2.7
TR (NELOVIL 11038 :::’.nelcn u 1010 ;5."::
wizseeicn | 1012 £l L
et i 531304
TRANKG EMPLOVEE 52732 1012500520 |M 1012 A4
TRANNG [NPLOVIL $2543 :;:aelﬂ .|| 1012 ::::
Fesir | 277200
TRANNG EMPLOYEE 0000 1012500120 [N 1010
=l (2] =] e )10l 12] s o [=] N ZT ™ imier ot hew Limes:
4. If the proposed salary increase is not entirely merit based, use the
Add button to insert a new line
TRAINING EMPLOYEE 52943 1012580150 | M 1010 z7mase
Result 277200
TRAINING EMPLOYEE 58000 | 1012500160 | M 1010 2,127.00
=== row 10|12l 1621 E1 =] [ wumber of wew Lines: | 11[ Asd]]
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Adjustment Reason Code Layout

5. Enter the appropriate
PERNR (employee
assignment number),
funds center,
adjustment code key,
wage type, and amount

6. Click on Submit

7. Verify the data, and
then click on Save

RIRIS
[r===

UK Campus Regular Position Adjustment Reason Code

__racoy AT, ooy s

Department | 81010 | DIRECTORS OFFICE

Employee Funds Center Adj Code Wage Type | 2015 Increment
TRAINING EMPLOYEE | 7086 1012500180 ] 1010 2,297.96
Result 2,287.95

TRAINNG EMPLOYEE 8702 1012500160 M 1010
Resut 276404
TRAINNG EMPLOYEE 11128 1012500160 " 010
1012580150 W 1010

Resutt 5,313.04
TRAINING EMPLOYEE | 52732 1012500560 ] 1010
Resutt 2,850.04
TRAINING EMPLOYEE | 52843 1012580150 ] 1010
Resut 2,772.00

A 0 [ 2127.00]
E 1010 597 96
Number of New Lines: \_1‘ M i

S W W P 3
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Adjustment Reason Code Layout (continued) %
* The initial merit amount will be adjusted.

UK Campus Regular Position Adjustment Reason Code
Message Log
@ | Datasaved
S T T —
_racety ITIOET], obtesiytonty St
Department | 81010 | DIRECTORS OFFICE
T ; T
Employee Funds Center | Adj. Code Wage Type 2015 Increment
TRAINNG EMPLOYEE | 7086 1012500160 |E 1010
" 1010
Result i 2,297.96 |
TRAINING EMPLOYEE 8702 1012500160 M 1010
Result 2,764.04
TRAINING EMPLOYEE | 11128 1012500160 | M 1010
1012580150 | M 1010
Result 5313.04
TRAINING EMPLOYEE | 52732 1012500560 | M 1010
Result 2,850.04
TRAINING EMPLOYEE | 52943 1012580150 | M 1010
Result 277200
[EI=1[=] pow [ ta[_12]417 [ [ZIE] number of vew Lines
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Adjustment Reason Code Layout Tips 0D

* Enter all proposed salaries in the Regular Position layout first
before accessing the Adjustment Reason Code layout.

* Run the SalPro report and the Adjustment Reason Code report, plan
the reasons, and then access the Adjustment Reason Code layout
to make the changes.

Wthe

e makin
befor/.esng/

entrie>-
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Exercise 3 Al

Adjustment Reason Code Layout
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0
Regular Position Budget Only Layout %]RI;S

* Access to this layout will only be granted AFTER the completion of
the salary proposal process.

1. Select the Regular Position Budget Only layout

Campus Regular Position Budget Only 0 R Land Grant Regular Position Budget
e Only

2. Enter a value for the Department

Roqular Position Budgat Only

3. Click on the Submit button or press the Enter key

UK Campus Regular Position Budget Only
I —

i
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0
Regular Position Budget Only Layout (continued) %]»R'S

* For all tabs:

All funds centers with position budgets in the department
entered on the prior screen will be displayed.

Enter changes to the budget amount for the appropriate
positions if warranted.

UK Campas Reguiar Position Budgat Only

[o— T fu
[t | [ Zave | [Ea]
Facuty Buiesidyieury Sl “Vscam Foan B |
——— = =
: &
Caicuimts Baratt
| Departawet | 81010 BRECTORS OFFES
[e— Paskion | Fusds f—— wage [ 004 Recorng | SIS Futire  [Bevelt 2015 Becelt
Cemer Trpe Beciget [ Bucget e puspe
a0 | TRAMNMNG EMPLOYEE 5900727 1012500060 EnecuiveMlaagerial eguar Pay 512011 8 C 0 003} 5 oosn
wio T wszeenef [ 108500050} 2g aep
TIT | TRANNG IMALOVEL SH107TS 1012500060 Escuvanlansgersl Saguns Pay  ST001 8 r s oot peose
wo | © o o0 | nooso
AN Exscutivenlmagenal Reguin Py sun 8 = an 20} nooso
wo | © o LL T
BIE2 TRANMG EMPLOYEE SH1IMBE 1012500M0 Proleasionsl Ademinabiative Ful Tere fle 512021 @ ” o Ll T
we | T 5,606 0 28000 | 307200
11125 TRANNG EMPLOYEE 50131473 1012500060 EnseuwveliansgersiRegunr Pay 512011 8 - [T LI T
wo | © 2441 5 500008 | 39 7250
IZS0NH0 ExecuvelaageriniReguar Py 512011 8 £ o 00| oooee 25
Wi | © 52,4435 E550000 | 29 r2sn TEITEAE)
Vsl 13450 CIEIE] siorser of o Linesc |1 [229] §
WK vniversiry or ke Business Planning Simulation - FY 2015 70

BPS_300 - FY 2015 - V2 35



0
Regular Position Budget Only Layout (continued) %]RI,S

* For all tabs (continued):

Click on the Calculate Benefit button so the system can
calculate the new-year benefits budget

UK Campus Regular Posision Bedget Only
Doparimant. #1218 a
[Eubit | [Zave [Ead

(B e = B |

Bcarimuet | BOHD | CRAICTORS OARCE

—— I [y F— oot B MieRecurmg miifwen e [0 baan |
e it Brogw L |

TobE  TRANGG DRLOVIE S1037I0 8313500168 | Doscetnellunsgersl Rageler Pay s34 & r 080 LE T LLL)

win O spezeres | 10830030) sy 1333183

THT TRAMSG NLOVIE SSITIE SZOCIN0 DxhcutvellsaspacalRagelis Pay 513911 B » 80 LLIT [T]

wo | © 880 6o LL.]

W05 Enncutnlanageral Rinpuler Pey s w c [T o0 LL]

wn | © 80 o 068

ETI THAMNN EMPLOVEE SOI3INS VIZS00N8D Protessisal Adematatie FubTrme e 12621 8 - oo seed L)

wie | e EEE

138 TRARNG EWPLOVEE SOI1TY BIZSO0ISD ExseobeellnapersiMegur ey 512011 0 » 80 L

win | e 8 48]

PZSI0150 Emecuteliansgeral Repur Pay st . » ese LL]

wio | © 2e05 83700

= mrw ] ran I EIE] e of ew s 42

Note: DO NOT click on the Calculate Benefit button below the
table! It does not work.
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Regular Position Budget Only Layout continued)
* For all tabs (continued):
The future-year budget and benefits budget amounts may be
overwritten if the calculated amounts need to be changed.
Click on the Save button to save the data
LK Campus Requiar Position Budget Cely
 Message Loa
@ Oatasaved
Departrang 81010 (3]
jm@. (=]
pucuty T vy e oo o
:‘:,::“:jw DRECTORS OFFCE
[r— Postn  Fards [om—— Woge | [Gh 214Recurng 201SFubwe  [Bersl 015 Berelt
Comar Type Budget Butger Aate Budget
TS TRAMMG EUBLOVEE SISOTITE 11755010 ExecuvelansperalBeguini by SUI0N1 X ¥ om 60]  poose A
11 r 168,303 00 108.500.00]| 25 7325 EEEI
THT TRAMNG CUPLOVIE SO10TTES 1012500160 Cxscuweilansgensl Sagular Fay st ® E 00 080l gooe0 308
wa | T (1] ©00)  oooso L.
11Z580150  Execusvelanagerial Regular Fay S0 C am o0 poose s
we | o 000]  ppgse [T
ETEI  TRAMMO EURLOVEE SO131455 1812580188 Prsfessionsl Adwmistrative Ful Teme fle 513601 & L [ oe0l|  geose o
e [ EAEE000]| 29 raeg 036E
10178 TRANNG EMPLOYEE SO131473 1012580180 ExecuiveMlanagenal Regulnr Pay son s - om LI |y 1] LT
o1 C 244050 $8.19000| 29 00 18,378 82
0THI0ED  Dxacumvalans ganal Sagusr Puy suon e - L) 000l poose 008
w01 C 5244250 2208000) o roen 6 ¥ 4k
|l 12121 FIEIE] paamber ormew s 1 |L222]
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0
Regular Position Budget Only Layout Tips }‘é]R!S

* Use the Add button (bottom of the screen) to add a new-year
budget for a “regular’ position.

B0 TE TR
5421 TRANKG EMPLOYEE SO120697 1912005250  Focuy FulTims Regelar Pay S11011 8 1] 28] geo 8,0

1010 740400 [ETT7ES | — Has
2] =) | il 12] 2 (] CE (B e ot Lines | /[ 429
[ Caleslate Besefi |

Enter the PERNR (employee assignment number), position
number, funds center, and commitment item for the employee
in the Faculty, Monthly Staff or Bi-Weekly/Hourly Staff tabs

Enter the position number, funds center, and commitment item
in the vacant position budget tab

UK ovivessiny o KeNTUCKY]
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0
Regular Position Budget Only Layout Tips (Cont)}é]RIS

* The Regular Position Budget Only layout must be used for “regular”
employee budgets ONLY.

If a position is “regular” and does not appear in the layout,
please notify BPS listserv (BPS-ISSUES@LSV.UKY.EDU).

* Employee, position, funds center, and commitment item master
data must exist in IRIS/SAP before the BPS system will allow budget
entry into the budget layouts.
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0
Exercise 4 IRIS
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g
Editing Position Budgets IRIS

* Editing Position Budgets after Salary Proposal Process is complete:

When the salary proposal process is complete, access will be
provided for making changes to the Regular Position Budget
Only layout.

= This allows updates to the future year position budgets for
“regular” positions when needed.

Access to the Regular Position layout cannot be made available
simultaneously with the Regular Position Budget Only layout

because both layouts use the same information and data locks
will occur.
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Benefits Budgets %]R!S

* Initially, the benefits budgets should not be entered directly into the
BPS system, but should be calculated based on benefit percentages
determined by a matrix table of the employee categories.

* Benefits are calculated for five different types:
Health
Basic life
Retirement
FICA
Miscellaneous fringe benefits

MR GsiE s vor KenTuoKY) Business Planning Simulation - FY 2015

77

$
Benefits BUdgetS (Continued) %]R!S

* The benefit percentages are only used for benefit budget
calculations during the budget process.

* The calculated benefit budget amount can be changed directly in
the layout if necessary.

* Benefits need to be budgeted in the funds center that is associated
with the position budgets they support.
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Benefits Budgets (continued) ,]R!S

° PLEASE NOTE:

Even though the capability is available to change the benefits
budgets on a position budget, it is expected that adequate
benefits are placed directly against a funds center in the
benefits budget column.

This process does not replace having benefits against each
position and does not endorse putting all benefits for an area
into one funds center.

UK universiry oF kenTucky]
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4,
Any Questions? RlS

* Regular Position Budget and Salary Proposal Process
Position Budget and Salary Proposal
= Regular Position Layout
= Adjustment Reason Code Layout
= Regular Position Budget Only Layout

Benefits Budgets
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Phase Ill: Non-Regular Position
Budget & Salary Proposals

Business Planning Simulation - FY 2015 81

Non-Regular Position Budget/Salary D

* In BPS, non-regular positions are defined as Personnel Subarea
0006 - 0014 and Personnel Subarea 0001 - 0005 that are also
clinical (Medical Colleges only) and Ag Extension Agents (College of
Agriculture only).

0006 Temp FT
0007 Temp PT >.20
0011 Unpaid

0012 Non-Service
0013 Temp PT <.20
0014 Phased Retiree
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1. Select the appropriate Non-Regular Position Budget BPS layout

Non-Regular Position Budget Layout

Campus Non Regular Position Budget Budset

0 H Land Grant Non Regular Position

2. Enter a value for Department

UK Campus Non-Regular Position Budget

Dopartment____ [

Non-Regular

3. Click on the Submit button or press Enter

UK Campus Non-Regular Position Budget

TH500

Department

WK vnivERsITY OF KENTUCKY] Business Planning Simulation - FY 2015 83
Non-Regular Position Budget Layout continued %;
* All active non-regular positions with prior year budgets in the

department entered will be displayed.
UK Campus Non-Regular Position Budget
Duspartmmnt| 1500 |a)
Pl soe-Reic |
[ Cony Budgal io Hew ear || Cakodaie Beneit |
Department | THS00 | OBSTETRICS & GYNECOLOGY
Funds Cenber Commiment fem Poson B 2 2M5F udge 25 o
1012001840 511011 Faculy Ful-Time Reguiar Pay 51014815 Faculy Budget Only | 55,370.00 .00 0.0000 .00
Fiesst 55,370.00 oo o000 000
Reaull 55,370 00 LT-] 00000 LT
511011 Facu v Pay 51014515 Fnculy BudgetOnly | 101,020.00 0.00] 10,0000 0.0]
Rewl 104 828 00 000 00000 000
Result 101, 820.00 0.00 0.0000 0.00
VOIS 511011 Faculy Ful-Tme Aagular Pay 50101634 Frofessor » 42,885 00 0.00] 0.0000 0.00]
Rest A42,805.00 0.00 0.0000 0.00
Resut 42,885.00 00| oo 000
511011 Facul " Pay S0101310 Asaltant Professor | 90,250.00 0.00] 0.0000 9.00)
50101858 Asaociale Profeasor | 141,240,00 0,00} 0.0000 L)
50101888 Professor » 143,872 00 e 10000 .00
50101684 Professor r 432,115.00 0.0 o 0000 (L
) SOI25645 Assuciale Professur 216,750 00 0. 10000 .00
=1 (=1~ pow [ V1o 14733 EE] pumer ot Haw Lives: __11[532]
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0
Non-Regular Position Budget Layout (continued %!RIS-

4. Enter a future year budget by funds center for each appropriate
commitment item and position combination in the future budget
field

If the prior year budget will be the same as the new year
budget, click on the Copy Budget to New Year button.

Fa=r—i
Desartment | THSD0 = DBSTETRICS & GYNECOLOGY
Fune Conter  Comeatmart Sem Poten E
DI040 SHION ular Py $1918815 ¥ » 45,3700 266000 LI )
Resut 55,370.00 268680 0
Resat 55,270.0%) 266600 0
WEIONE | S1I0NT Fiaculy FulTew Raguiar ay $1014015 Facuty Bucoe Osy | 10 22800 v e sem o
fewut 101 szm00]| wnszans | ese 850
Resot 101,528 .00) 101,228.08 268680 .00
DEHGEI0 | S11081 Faculy FubTims Reguiar Puy SO0E1854 Prodeesar - 208500 [FIZEIE| | 000
e azasne] e s
== azgsiae] ET 0
ADBITTOD | ER1DEA Pay SOWAI0 - LD 20 L17]
SUVE1600 Assacine Frotesser | 141,248 08 B (L
S0VABH Protvesar - 18387208 EXE) 0.00
SOMSIAM Protesssr » 3211500 25880 LT
SONIS4S Aasaciats Proteasse 206,750 00 26,6600 L1
2l maw__1iel 14 rma[TIEIE pomber ofmew Lnesc__*
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Non-Regular Position Budget Layout (continued s
5. Click on the Calculate Benefit button to calculate and enter the
benefits budget for the position in the Benefits Budget field
UK Campus Hon-Regular Position Budget
W Fasneg fuscton FORLSICalcutats Banatt Busget), pararmets group PAAMONT(C aiculase Benett Bucges) s Cirrd oul wilh &0 #rrors
@ 96 data reconds were read. 16 of hem were changed, 0 gesersted
Department ™300 ol
| Subme || Save [Ext]
Decartrart | THEDH | CHSTETRES & GVHNECOLOGY
Funds Conter Commtmen tar oatun = Buctget
AN1Z000040 11011 mell—mwm S1014615 mwm - $5.370.00 5E,370.00 8 enm) 14,7807
L $5,370 00 $5,370 00 A enmo) 14,68 0T
Resut aT0.00 527000 6 65600 1476607
TRTZOUIEI0 511011 Faculy FuLTime Reguisr Py S1014515 Faculy Busget Osty 1012000 R0 g e FIRLL
Rt RN WRRN 06 ) 705848
Rrgun 01,228.00 wiEze0e  26.s6m0| 2745549
1SII0NETA0  $11011 Faculy Full Time Regulsr Pay SO10168 Pratesaor r 4228500 2505 00 22 sem| AT
Resut 42 205 0} 42 205 00 266680 11,406.57
Reaut 42 285 00 42 285 02 28 8880 11,438 57
AIZDTTO0 511011 Faculy FubTime Rsgulsr Py 50101310 Assistant Fratessor 2025800 S0Z5000]  2u sl 24,067 87
SOIDNEIS Assecils Professee © 141, 240,00 141,340 00| o6 00| XT405 5
SOT01689 Fratessor » [T 1LET200|| e man 28,67.78]
SO90068 Prodessor i A2 11500 433.195.00 26,6680 115,30 &3
50126645 Assecite Professer | 21875000 18,75000]|  pu mn 57 802 65
= pom|_ tiol 14|13 I EIE] pnber ot tow ines: | 1)[ 200 . i
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Non-Regular Position Budget Layout Tips }é]RIS

* Use the Add button to add a budget for a funds
center/commitment item/position combination that is not
displayed on the layout.

Result

Overal Result

ElEIEIRDWthSEI Wumber of New Lmes: )

* The Non-Regdular Position Budget layout MUST be used for budget
entry ONLY for non-regular positions defined as Personnel Subarea
0006 - 0014 and Personnel Subarea 0001 - 0005 that are also
clinical (Medical Colleges only) and Ag Extension Agents (College of
Agriculture only).

Business Planning Simulation - FY 2015 87
Non-Regular Position Budget Layout continued) 72325
6. Click on the Save button to save the data
UK Campus Non-Regular Position Budget
Mrasage Log
B | Dua saved
[ a)
G
A7
| Copy Busget 1o Hew ear || Calcslate Beneds |
Department | THS00 | CESTETACS B GYMICOLOGY
Fusds Conter Commtment e Foston B 2014 necumng Sespet 2015 Fotuee Bugger BenemeAame 2015 Benene Busger
101200140 $11011 Faculy Fub-Tims Regulat Pay 51014615 Facety Dudgat Ony 5537080 SEIT080]  2mesm 14,756.07
- 55,3780 8 p80 14,788.07
Resur 55,370,00 266680 14,766.07
MOEMATING  $11011 Faculy Full Tems Megular Pay S1014615 Facsly Budget Oy | 101,828.00 26 8680 2715549
Rrsut 10182800 68500 2715509
Fesut 101,82.50 T 115648
1012095250 S11011 Faculy Ful-Tme Reguiar Pry SOI01654 Prefessar r a0 206600 1143857
Forsut 42,85,00 266680
Reaut 288500 26580
1012807700 511011 Fuy 50101310 £ 925080 28 8680
SH10%GE Avsscians Profesnse 14124020 268880
5010162 Profesaer - 14387280 26,6680
S0IDTER Prefesser » 41311580 20 8580
SONZEAS Assocuns Professsr 218,750 00 26580
“lrow| Vol 14|i50 [N EIE] suemter of raw Liws: | 1][ 229
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Exercise 5 %‘-5!:?
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Non-Regular Position Salary L RIRIS
on-Regular Position Salary Layout LA
1. Select the desired Non-Regular Employees Salary Proposal layout
Campus Non Regular Position Salary 0“ Land Grant Non Regular Position Salary

2. Enter a value for Department

UK Campus Non-Regular Position Salary

epartment

Subm ][ Save || Undo [ Ext]

m Wonthly Staff | Bi-WeeklylHourly Staff
3. Click on the Submit button or press Enter

UK Campus Non-Regular Position Salary

Department| 7HS00 ]

o CEle
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Non-Regular Position Salary Layout (continued) IRIS

b bt

* To complete both the Faculty and Monthly tabs:

Enter either a proposed salary percentage increase or an annual
salary amount for each employee if applicable

To enter the salary from the previous year, click Copy Salary.

UK Campus Non-Regular Position Salary

@ | Pasnng funcion FORNOTCopy MIN salary & new year), parameler group PARMOS | (Copy MIh salary 1o few year) was Carmed oul with no errors
@ 0 catarecerds were resd, 0 61 Mem weare changed, b ganerated
El
=]
Departmart | 7M540 | QUSTITRCS & GYNLCOLOGY
[— Poston Funds Commbrant  Wage [5) 2014 20w Prepas Salary | 2015 Propos.
Canner oam Type Day % Salry e
TRAMNG EMPLOVEE 10041290 50110962 Post-Docioral Sehoms NZMTIEO  §13530 wm | LI AT 00000 27,748.00)
TRAMNG EMPLOYEE 11052861 50110962 Poss-Doctornl Schoisr 1H2BTTE0 513530 wam 100 3774000 0.000 37.740.00
TRAMNG ENPLOTEE 11060082 50110862 Post-Doctorsl Schotr NZMTT0 613530 w0 * 100| 3547200 L FATL00
TRAMNNG EMPLOYEE 11076105 501115228 Tempornry Professional Admnisiraior 1012807700 £12212 - B S 0000 5,99880)
1013185008 §12212 1210 e 17 200040 L) 200040
Crveral Result 400 | 122 952 00 0000 122952 00
2= g tipl_#li6 = =)= umer ot tew Lmes |1 [232]
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Non-Regular Position Salary Layout continued)

* Faculty and Monthly tabs (continued):

If a proposed salary percentage is used, click on the Calc. Salary
from % Incr button after entering the percentage.

UK Campus Mon-Regular Position Salary

@ | Pasning fonction FOSSAH1{Caicelate Saltry fram % crl, parameter §rous PARMOUD{Cacubon Uh Salary from % ncr with Garmed out with 50 #ars
B cama recrss were sead, § 51 Buem mive enanged, O paeraied

P— o)

(St [ Save (Est]

o
T )
Tocartewed | THSON | ORSTETRCS & GVMECCLOGY

[ Foaton Py Combmest | Wegn
Conter e Tres

TRARSG EMPLOTES 10081790 5011007 Poat-Doctoral Schisier WA 13530 e

TRARIG [UPLCYEL 1IES2061 5311092 Puas Costoral Schaier I SN N

TRARING EVPLOYEE 11080982 50110962 Poas Doctoral Schote Tl S135% wom

TRANKG AL 0VTE 1107108 $4111438 Temporary Prodessonal Adminatrator 413807708 $13303 e
(R RETE- T T

Cweal anut

V=lmgw sl $lrgl=)l T E] o ot uines |1 434]

The new year proposed salary will be calculated.

= The annual proposed salary can be entered directly though.
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Non-Regular Position Salary Layout (continued) %]»BI:S

* Faculty and Monthly tabs (continued):

Save the data using the Save button

UK Campus Non-Regular Position Salary
Message Log
B | Data saved
Department 71500 [
H
Department | 7H500 | OBSTETRICS & GYNECOLOGY
Empioyes Position Funds Commiment | Wage |G 2014 |2014 Propose Salary | 2015 Fropose
Center item Type Distr % | Salary % Incr Salary
TRANING ENPLOYEE 10041290 50110952 Post-Docloral Scholar 1012507700 | 513530 1080 | C | 00| 377s000
TRANING ENPLOYEE 11052661 50110862  Post-Doctoral Scholar 1012807700 | 513530 1080 C 100 3774000
TRAINING EMPLOYEE 11080982 50110962 Post-Doctoral Scholar 1012807700 513530 1080 C 100| 35472.00
TRAINING ENPLOYEE 11078105 50111528 Temporary Professional Administrator 1012807700 | 512212 20 O 83) 999960
1013195030 | 512212 1210 C 17| 2,000.40
Overal Result 400/ 12285200 126,787.24
EE'ERDW (DE"EE'EE' MNumber of New Lines:
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0
Non-Regular Position Salary Layout continued) ]Bl?

* Bi-weekly/Hourly tab:

Copy the previous year’s distribution percentage by clicking on the
Copy Distr % from Prior Year button

Change the new year distribution percentage if incorrect

H
Copy Dol % Vo price yeee ||| Cak: Salary b boer | | Cepy Pay Rake |
Tesartrenl | TEID0 | NURSHE RETRUCTION
o W e e e
pered |3 L Poy Bale | Sslary

TRAMNG EMPLOVEE 10158 51015069 Temporary TochncaiParsoroieasiosel 1912605700 S1zzis 105 | © 7of oo sia7sop| 000 | o008 g
TRAMMG EURLOVEE THIT  $02108T4 Temporary Tachncambwiomivesions 1913000830 $1230e 1008 T ol 100 agaos 0000/ [ 000] ope
TRABNG [MPLOVEL 10025681 S0110674 Tamporary TechncaiPariortissionsl 11200000 $1204 1005 © ol ® ooy . 0900 08| nog
TRAMNG EUPLOYEE 10020647 SO11DE74 Temporary TechncalParspriessionsl 1912000820 $12214  1o0s | © o o oppl. 9s0al| 080) aog
TRAMNG EUPLOYEE 11000737 S1015967 Tempoeury TechmeaiPuriprolessionsl 1912805700 s12204 1005 | © zof 1o napeons| 000a] [ 6% o
TRAMMNG EMPLOVEE 11001229 S03BXTT Temporary TochnicalPassoroleasionl 1812605700 512204 1005 © aol 100 Messpp 0000|0001 pop
TRAMMG EMPLOVEE 11017154 S01108T4 Temporary Tachncabarsorivesionsl 1912000800 $12258 1008 © &l 100 Bazps| 0800 CLI T

SOVIBIS Tamporary Srofsasionsl Adminatater V12000000 $120z  wme | O ol = one 0000 000 gy
TRAMNG EMPLOYEE | 19024153 $1015783 | Studerfon-iiork Study 112000820 s1380 1 | © anl 100 wmane|l 0000)|| 080 oo
TRAMNG EUPLOYEE 11026716 1015967 Temporry TechmcalPursprolessionsl 1912806700 $12204 1005 | © o o 9| el opell 0008l [ 0600 goe

SI1BTTY Temporary TechnialParsprolessionsl| 1912805700 512204 ws | O 0]l 100 10015500 12000000000 000l ooe
TRAMMG EUPLOVEE 1106778 SO11B3TT Temporary Tactncabwriormivesionsl 101280700 S120e 1008 © 20 1o esyzl G4 | 0% pog
TRAMNG IMPLOVIN 19025051 SO210674 Tamporary TachacaiPaaprotossionsl 112000030 $12384 ws | L IR 780000 0.000 0] g
TRABING DMPLOYEE 11030830 $101568 Temporary TechnicalParaprofessional 1412006700 $1204 1005 | © a4l 100 0057 e | sammps | 0900 080]  gog
2 2] = ol sl 14 s EIEIE] mumer ormew umesc| 1] 422 )
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0
Non-Regular Position Salary Layout (continued %LRI,S

* Bi-weekly/Hourly tab (continued):

Enter either a proposed pay rate percentage increase or a
proposed pay rate for each employee if applicable

« If the proposed pay rate percentage is used, click on the Calc.
Salary from % Incr button.

« If desired, click Copy Pay Rate to copy last year’s pay rate to the
Propose Pay Rate column.
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Non-Regular Position Salary Layout continued) N
¢ Bi-weekly/Hourly tab (continued):

Save the data using the Save button
[ Coay Distr % from srior year | | Calc. Salary from % ince || Cogry Fay Faee
Deguaebrare | THI0D | NURSIG NSTRUCTEN
Erpioyes Postin Fusds | Commimest| Wage [gh Woursi 3614 30150mb 3014 34 Proposs | 3095 Praposs 2615
Cantr L Tipe J phy Gy B gawary  SANYR ppong,  Prios
par % nate rer Saary
TRAHNO EMPLOVEE 10118 SM1SSED Terperary TechnealParaprebessiond 1012805700 512214 wer LR LL..) P08 $1,478.08
TRANNG DWPLOVIE 32637 S0210674 Temporary TechncaiFanprotessionsl 1012000020 Szt 1oas | & 2.080) 4908 smzo
TRAMMNG (MAOVIL 10075601 $0110674 Temporary TachncaiPanoredssnncal 1017000000 S1I2M L LI 0.000] 008 ane
TRANNG EMMOVEE 10028847 50110874 Temporary TechneaiParsprotesancal 1017000620 S12214 ws T o0 L1 L. L1
TRAHNE EMPLOYEE 11030737 SUESSET Terperary TechnealParapretessiondl 1012805700 512214 wer BN LL..) 08 ay00000
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Non-Regular Position Salary Layout Tips %IRIS

* Use the Add button to add a line to the budget

Enter the PERNR (employee assignment number), position number,
funds center, and commitment item for the employee

TRAINING EMPLOYEE | 11038656 | 50110828 | Student/Non-Work Study 1012005250 513110 1005
TRAINING EMPLOYEE | 11038657 | 50110828 St 05250 513110 1005

1= Lol 141 oI meroruewions125) )

* The Non-Regular Position Salary layout must be used for salary entry
ONLY for positions defined as Personnel Subarea 0006 - 0014 and
Personnel Subarea 0001 - 0005 that are also clinical (Medical Colleges
only) and Ag Extension Agents (College of Agriculture only).

PERNR, position, funds center and commitment item master data MUST
EXIST in IRIS/SAP before the BPS system will allow budget entry into
the budget layouts.
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0
Non-Regular Position Salary Layout Tips con %IRIS

* The proposed salary percentage and the annual salary amount
fields may not be used simultaneously.
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Exercise 6 %LRMLS-
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Any Questions? pai

* Other Salary Proposals and Balancing the Budget
Non-Regular Position Budget Layout

Non-Regular Employees Salary Proposal Layout
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BPS Budget Reports %» >
= Campus Income /Expense Reports
° BPS Budget Reports located
. I . Eﬂun et Income Estimate
in BW Role - BPS Budget Reports: ot i

IBudzet Narrative Report
IBudzet Reconciliation Report
IBudzet ONLY Income Estimate
IBudzet ONLY Expense Estimate

Eﬂun et ONLY Reconciliation Estimate

alary Proposal Reports

ESE\EW Proposal Detail Report Full Time - Regular Employees
I5318ry Proposal Detail Report Part Time - Regular Employees

ESE\EW Proposal Detail Report Full/Part Time - Regular Empl

EEE\EN Proposal Detail Report - Non-Regular Employees

ESE\EW Proposal Summary Full Time-Regular Employees

EEE\EN Proposal Summary Part Time-Reaular Employees
I5alary Propesal Summary Full/Part Time-Regular Employees
ISTATIC: Salary Proposal Detail Report Full Time - Regular E

ESTATIC: Salary Proposal Detail Report Part Time - Regular E

EETATIC: Salary Proposal Detail Report Full/Part Time - Rezy

ESTATIC: Salary Proposal Summary Full Time-Regular Employees

EETATIC: Salary Proposal Summary Part Time-Regular Employees
ISTATIC: Salary Proposal Summary Full/Part Time-Regular Empl

" Other

H Position Cost Distribution
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BPS Troubleshooting
and Help
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Keys to Minimize Budget/BPS Issues e

* Prepare budget data for entry first before access the BPS system
* Keep aware of the BPS schedule

During each layout availability period, the system is available
daily from 7:00 am through 10:00 pm. (The system is being
updated (and unavailable) from 10:00 pm through 7:00 am.)

* Double-check your data entry before exiting a layout
* Run BPS reports to check the data
* DO NOT enter employees into BPS

The employee master data must exist in IRIS/SAP first before
budget data can be entered into BPS.
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BPS Messages

° Employee could not be found
Prevention

= Communication between the departmental
HR personnel administration staff person
and the budget officer

Solution

= Contact BPS listserv BPS-ISSUES@I|sv.uky.edu

* Locked out of layout
Prevention
= Use the Exit button
Solution

= Contact BPS listserv BPS-ISSUES@I|sv.uky.edu

S it 2 e

Include a screen
shot when e-
mailing the BPS
listservl
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BPS Messages (continued) %IRIS
* Planning could not be performed
BW is fixing an issue and has locked out [5==
users momentarily —
Solution —
® Log out of system, and log back into the
system
* Error creating tmp table
Has to do with a table space issue and
is a very rare issue
Solution
= Log out of system and log back into the
system
WK oviveasioy or kexTucky) Business Planning Simulation - FY 2015 106

BPS_300 - FY 2015 - V2

2/12/2014

53



2/12/2014

0
Other BPS Issues ;‘é]R!S

° Expired web page

= Proper planning [ Glagreoss Commacion Probiam |

Prevention
Solution T

= Log out of both systems, close the browser, and then log back into
the system

* Timed out due to inactivity
Prevention
= Proper planning
Solution

= Log out of system, and log back into system (If you are locked out,
contact BPS list serve BPS-ISSUES@Isv.uky.edu)
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BPS Help

* Budget Process Questions
First, check with your AFO
* BPS System Questions
myHelp Website
= http://myhelp.uky.edu/rwd/HTML/BPS.html
= Contains:

o 2014-2015 BPS_300 Business Planning Simulation Course
Presentation

o BPS Tips, Tricks, and Troubleshooting
o Quick Reference Cards (QRCs)

If needed, check with UBO by using the BPS listserv (BPS-
ISSUES@LSV.UKY.EDU)
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Any Final Questions? R!S

* Business Planning Simulation (BPS)

* Phase I: Income & Non-Position Budgets

* Phase Il: Regular Position Budget & Salary Proposals

* Phase lll: Non-Regular Position Budget & Salary Proposals
* BPS Budget Reports

* BPS Troubleshooting and Help
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