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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 2017

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 2017
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BPS Tips RIS
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BPS TlpS (Continued) %lRIS

* 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 Tips (continued) [ minuss
. . .
Do not use the Delete selected line column in any of the layouts!
UK Campus Non-Position Budget
Business Area 0101
Department 21010 [w ]
Campus Non Position I
A
v
Business area | 0101 UK wio component units:
Department | 81010 | DIRECTORS OFFICE _
Funds Genter Gommitment item B D15 Original | 2015 Recurring | 2016 Original | 2016 Recurring | 2017 Future
1011860670 | INCOME 440107 Recovery at Cost of Serviees Provided | () || 750000 1750000 000 000
440242 Professional Fees - Other Professional 4 | op.000.00| 10000000 o @
CEa=l) (Eher=s O || 2000000 -20.00000 000 000
445050 | Reimbursed Gosts O || 2s.000.00 -25,000.00 0.00 0.00
Result -162,500.00 -162,500.00 0.00 0.00
1012003430 | INSTRUCTION DEAN'S OFFICE 530000 | Budget Pool - Current Expenses o | wrnn| mmm P
Result 12,464.00 1246400 12.464.00 12.464.00
1012127530 | COLLEGE OF AG STATE RESERVES 514001 | Unallocated Persanal Services O || 13865890 @ @ oTE
520000 | Budget Pool Employes Benefits (O |h208.24957| 1.130.605.43 | 1,180,605.43 218,810.14
530000 | Budget Pool - Current Expenses. O || 16266750 66369864 779.18275 1)607,253.83
Result S10.617.27|  1.844.304.07 | 1.959.788.15 | 1.826.083.07
1012127590 | TEACHING INNOVATION INCENTIVE FUND 514001 | Unallocated Personal Services o |ETEES amaEl amal  ame
EELTD) Bl el G EeTms O || 10120887 89.029.70)  89.029.70 89.029.70
Result 142,358.10)  130,180.83| 130,180.83|  130,180.83 000
EIEIE rou[ ) 1#] 11351 ZI[E] mumbsroftew Lnes
UNIVERSITY OF KENTUCKY] - - - -
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U
BPS TlpS (Continued) %]RIS

° 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.

UK Campus Regular Position Budget Only
Depariment 81361 o
[Suteit | [Exve Eat

Faculty | Maonihly Staff m “acant Pasn Bdgt
Cakulate Bensit
Toparers | B1381 | LAKE CUMBERLAND &.H CAMP

Empyen Bostion  Funds Center | Commiment sem wage Type [l | 2016 Riscuming Busget 017 Futurs Budget | Benetit Rate | 3017 Banett Busgat
05T TRAMNNG EMPLOYEE SDN1S0S0 1043140300  SecrelmisbCiericel FubTies Reculse P | 512031 1005 O P 000 necon [T
G557 TRAINING EMPLOYEE 50108115 1043140300  SenvceMaimenance Full Time Reguir Pa | 512061 1005 O 300 00000 i)
1005320 TRAINMG EMPLOYIE S0106108 1042140300 Senvicamisinsenance Full-Tane Regular Pa | $12061 1005 O a60 0.0000 [
1248151 TRANNG EMPLOYVEE SOI0S108 1043140300  SecrelarisliClericel Full-Time Reguler P 512031 1005 ) 0.00] 08000 0
T10E35TE TRAINMNG EMPLOVEE 50121854 1043140300 SenviceMsinenance Parl-Tims Regular Pa| 512161 1005 (9] 000 0.0000 0.00
2000502 TRAINNG EMPLOYEE | S1022566 1043140300 | Senvcaisintensnce Full-Tune Reguiar Pa | 512061 1005 ) 200 20000 [T
2000HTIT TRANNG EMPLOYEE SOI0BA34 1043140300  Servicaisirsenance Full. Tme Reguar Pa | 12061 1005 ) ao 800 06000 000
20010851 TRAINMNG EMPLOVEE 50105100 1043140300 ServiceMsintenance Full-Tane Regular Pa | 512081 1005 (8] 73,400 00 000 08000 0.00
Creeenl Frasut 160,351.90 0.00 10,0000 aco
2= 2w 1140[_#]ss TIZILED Mumber oftew Lines: 1] [222]

=

WK vnivERsITY OF KENTUCKY] Business Planning Simulation - FY 2017 13

Standard Layout Functions

* Submit button - used after entering a Business Area and/or
Department number to retrieve the data.

Business Areal0101
Department (81010

* Save button - used to save the changes made in the layout.

Business Areal 0101
Department 1010

° 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 (81010

K UNIVERSITY OF KENTUCKY]
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0
Standard Layout Functions (continued }‘é]R!S

* 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.

WK vnivERsITY OF KENTUCKY] Business Planning Simulation - FY 2017 15

0
BPS Searching %IR!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

):IFind: |51 |

UK Campus Regular Position Budget Only

Departmentl 81361 ||
WK vmiversiTy oF kexTucky) Business Planning Simulation - FY 2017 16
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4
BPS SearChing (Continued) ].."R.u.!..

frsdmsimy

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

Frevous het || 7 Optons < | 1 matches
Hegmlgg Position Budget Only

Mortnly Stal I Ll hcant Posn Dogt

YEE 50115040 1043140300
EE 50108115 1043140300  ServiceMdaintenance Ful-Time Regular Po
(15323 £ SOI0ET08 1043140300 ServicaMdaintanance Ful-Time Regulsr By

ﬂHEWNMGMM SOEDSA0G 1043140300  SecrstarialClerical Full-Tine Regular P

-

wage Tyoe [, 2016 Recuring Buagen| 2017 Futurs uaget Danest Rate | 2017 Denedt Duggat
o o] 26500 00 om0 [T

s s O 22.151.00 [ oo oo oo
e O 216050 005 pome LI
o o] 24,50 80 000 om0 [T

0 TRAINING EMPLC

11068476, TRAINING EMPLOYEENS2121664 143140300 ServiceAdaitenance ParsTame Raguiar P 1005 o . om)  nooo )
0005083 TRANING MR [S1fses 1043140000 | Servcandatanincs Ful Time Reguls B 1008 O 3437800 oo oome nes)
20005717 TRAINWNG EMPLOTEE 5013434 104314000 ServiceMaintenance FUsTime Regulsr P 51 1005 O ™ 0% owe 009
01081 TRAINING EMPLOVEL 50108700 1042140300 ServiceMdaitensnce Fulk-Tirms Regular P 005 O 23.400.00 [ oo Lo [ oog)

SIFLAY, OF BENTUCKY] Business Planning Simulation - FY 2017 17
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Phase I: Income &
Non-Position Budgets
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Income & Non-Position Budget Processes

* 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 Nom Position Budget Cangee Adprtment Reason Code Campues Mem Regular Fosition Budget
Land Grast Non Position Budget Land Graet Non Reqular Positon Brodzet

Campus Positon Buodget

Campess Non Regqular Posision Salary

Land Grame Position Budget Land Graes Regular Posinon Brodger Only Land Grant Nea Regular Position Salary

UK universiry oF kenTucky]
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_ (
Income Estimates Process (continued) %IRIS

* UBO will provide one spreadsheet to the Provost Area only via the
AFO:

Initial future year general fund budgets ONLY

Used for initial preparation of future year general fund 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 file is uploaded to BPS must be made directly into the BPS
system

K UNIVERSITY OF KENTUCKY]
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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 2017

21

- \

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.

K UNIVERSITY OF KENTUCKY]
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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.

K UNIVERSITY OF KENTUCKY]
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Non-Position Budget Layout (continued) e

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

UK Campus Non-Position Budget
Business Ares 0101 _g_'
o

Deparment 81010
e | Ex

~
-

Dusingss sces | OT01 | UK wid componeet units

Deparment | 83010 | DIRECTORS OFFICE

Funcs Conter Commament sem B 2015 Orginst| 2015 Recuning | 2016 Originst 2016 Recurring | 2017 Future

1DIBE06TD INCOME 440107 | Riscowery 8t Coat of Sences Provissd ()| q7sooro 1750000 oo non 000
440247 | Professional Fees - Omer Professional 5 () | 30 000,00 -100,000.00 0.00 0.00 [-]--]
B0 | O Rvenus 3| 20mo00 20,000.00 (1] L] o
445050 Reimbursed Costs )| .zsccoo 25,000.00 .00 0,00 -]
Resut 162.500.00 162.500.00 coo om oo

10106 INSTRUCTICH CEANS GFFICE 530000 | Budget Pool - Current Expenses O 1zasioo]  azasaon| 1zasame|  1zesm 900
Fiesut 12.484,00 12,4600 1248400 12,864.00 0.00

1M2127530 COLLEGE OF AG STATE RESERVES 518001 | UnaBocsted Personsl Senvices O | 1amesss0 e noo aoa 500
520000 Budges Pool Emplayes Benetts )| 1200 2a587 605,43 | 1,180 605 43 [-]--]
530000 Buaget Focl - Cument Dptnses ()| 1E2EeTSD  6536OREE| TTRNEZTS 1 EOTISIE3 000
Resut 151081727 184430407 195078808 182606267 oo

1012127550 TEAGHING INNOVATION INCENTIVE FUND 514001 Unallceated Personal Sandices (9] PIRLIRE] 415113 4195143 41,151 13 000’
SH000 Budget Pool - Current Experses O | 1o mesr Be028 70|  sO0RT0 89,026.70 0.00]
Fiesut 14236810 13018063 13018083 13018083 0.00

ZlEl2 pow[ i 1]r1as[Z][(ZI[E] omeer of eew tines [ 7|[ 200
Business Planning Simulation - FY 2017 25

Non-Position Budget Layout continued) s

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

Funds Center Commamert Rem [ | 2015 Criginai | 2015 Riecuming | 2016 Origina | 2056 Recurring | 2017 Future
1011860670 | INCOME 440107 | Recovery ol Conl of Servicws Brovided () | .i750000 17,5000 i .00 350
4242 | Protessicnal Fres - Db Prolessionsl 5 () «100,000.00 0.0 0.00 o
443030 Othes Revenue O 2000000 0 000 )
443050 | Rembursed Casts O 2400000 0m .00 )
Fewt +182,500.00 0 LT o
12003450 INSTRUGTION DEAN'S OFFIGE 530000 | Buget Pool - Carrers Expenses O 248400 1248800 1248400 14,000 50
Resut 12,464.00 1246400 1246400 14,000.00
WN21TEI0 | COLLEGE OF AG STATE RESERVES 514001 | Unatioated Pessanal Senvces O 0.0 000 000 a0
520000 | Budget Fool Empkyes Benetis ) [ 120024587 1180,60843 118080543 1BS0.14 330,000 00
SI0000 Braget Poul - Curtent Expenses )| 162687500 623084 TTSNE2TS| 160725383 1,608,500 00
Resut 151061727 1LEA4.306 0T 1BSRTHEIE | 1.826.083 87 1,838,500 00
12127580 TEACHING INNOVATION INCENTIVE FURD 514001 | inallocated Personal Sorvices O s anasisn) avesias] anaseas 380950
530000 | Buxiget Pool - Corvent Expenses | iooser BOMTE  EOWTD W9 T0 #1.25000
Resull 142 358 10 13018083 130 180 83 130,120 8 134 550 00

5. Press Enter and verify the data

UK Campus Non-Position Budget

Business Areal 1101

6. Save the data using the Save button  pepanen L2100
[Suom[ Save [Yono ][]

Business Planning Simulation - FY 2017 26
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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

!!

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 2017 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.

2015 Original | 2015 Recurring | 2016 Original | 2016 Recurring | 2017 Future
-2,500.00 -2,500.00 0.00 0.00
_2,500.00 _2,500.00 0.00 0.00
-5,000.00 -5,000.00 0.00 000 -5.400.00

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

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

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

commitment item is used.

K UNIVERSITY OF KENTUCKY]
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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 2017 29

Exercise 1 e

Non-Position Budget Layout

K UNIVERSITY OF KENTUCKY]
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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 2017 31
$
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
Submit || Save || Undo [ Exit |
3. Click on the Submit button or press Enter
32

WK oviveasioy or kexTucky) Business Planning Simulation - FY 2017
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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

Sponscred Program | Geant Comeitment em B 2015 Recuming 2016 Resumng| 2017 Fuswe
Z&HPROG-D330 GES 2355006000 AG-E-A REVENUE 4.4 PROGRAM 412007 Appeoprintions - Federal - 4-H Progmms O —
Raglt L
ZANIMALHEA-CZ1D AES | 2350046000 AG-A-A REVENUE ANIMAL HEALTH 412008 Apprupriations - Federal - Animal Healtr () £8,30800
Rewit 5630300 AT, 0 =45,00000
ZEFNER0INCES 2388086000 AG-E-A REVENUE NUTR PROGRAM EFNER 412003 | Appeopriations - Federsl - Foods 3nd Mt () 1 p1a9a1 00 .1 657 42400
Ao 181484100 1687 424 00|
ZHATCH.O210 AES 23SO01E000 AG-H-A ADR EXP STAT FEDL HATCH AGT FUNDS 530000 Budge! Pool - Gurrent Expenses O 550000 55000
Reslt 550000 550.00)
2¥E0026000 AG-H-A INCOME MATCH RESEARCH 412001 Appropristions « Federsl - Match Amended ::: -4 74564800 520313800
Rmsait 5, o
230156000 AG-H-A AGA EXP 5TA FEDL MATCH ACTFUND A 530000 Busiget Pool - Current Expenses ) 1
Rewlt STIHIT0)
ZMCSTENNDZIDAES  Z¥SO0SE000 AG-MoA REVENUE MCINTIRE STENNIS 412002 Appropistions - Federsl - Melnwre.Sten () £2511400
Resul 25,114 00|
ZMULTIOZ10 AES V0006000 AG-R REVENUE MULTLSTATE RESEARGH 412005 | Appropriations - Federal - Multiple 5tat O 1275862 00
UK Land Grant Non-Position Budget
5. Click on the Save button
UK vNIvERSITY OF KENTUCKY] Business Planning Simulation - FY 2017 33

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 412002
| 5 05 T S )
|
® 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.

K UNIVERSITY OF KENTUCKY]
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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 2017 35

Phase Il: Regular Position
Budget & Salary Proposals

Business Planning Simulation - FY 2017 36
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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 2017 40

BPS_300 - FY 2017 - V2

2/19/2016

20



2/19/2016

Regular Position Budget Layout continued)

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

UK Campus Rigular Positions
Bupadmani F101G '
[ |

oy QITTTTT] ooy Sa¥ | VucaetPoin Dot

P sl - [ 3 - el Pl i - ol
T o wosseg . o ow e wee . L1 T
o = e T sl wm » s
10833 $101E4E 1013656000 #1301 - & oo LI o 000 ] 0.5000
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Regular Position Budget Layout (continued)

* 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)

* 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
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Regular Position Budget Layout continuesy 4200

* 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)

* Faculty & Monthly Staff tabs (continued):

Click on the Save button to save the data
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4,
Regular Position Budget Layout (continued) ]»R!S

* Bi-Weekly/Hourly Staff tab is for “regular” bi-weekly and hourly
paid staff employees in positions that are filled.

All active “regular” employees in the department entered on the

prior screen will be displayed.
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Regular Position Budget Layout continued)

° Bi-Weekly/Hourly Staff tab:

Faculty | Monthly Stafi =R TR OEUNE ) | \/acant Posn Bagt

the Copy Distr % from Prior Year button

%}RIS

Copy the previous year’s distribution percentage by clicking on

‘Copy Distr % from prior year || Cele. Salary from % Incr | [ Copy Selery to Budget | [ Caleulste SBenefit |

Depariment | 21010 | DIRECTORS OFFICE

Commitment tem | Wsge Type | [5gl, | Hours / pay pericd

Emplayee Position Funds Center
TRAINING EMPLOYEE 22019 | 50110121 Administrative Support Associste || | 1012580150 | 512031
TRAINING EMPLOYEE 11031783 | 51017125 Administrative Resesrch Assistant Pr| 1012500160 | 512141

51024764 Administrative Services AssistsntPr | 1012500160 | 512131
TRAINING EMPLOYEE 11036311 50121428 Student Affsirs Coordinstor 1012500860 | 512031
TRAINING EMPLOYEE 11070433 | 50103708 Library Technician Serior 1012500160 | 512031
TRAINING EMPLOYEE | 20005211 50108102 Administrative Support Associste | | 1012580150 | 512031

51024765 Administrative Services Assistent Pr | 1012500160 | 512031
Oversl Result

1005

O|0|C|CIC|C|O

<>

2016 Distr % | 2017 Distr %

]

]

100

100

52

]

100
252

016 P
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Regular Position Budget L - SR
egular Position Budget Layout (continued) P
* 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.
i B s o o | T e e oy s B[ S | -
Lrozr r::: Func Cantar | Commimars tae | Wage Tyoa | [, | Mo sy pacc| 2008 Dt 2007 Dot 2008 Py Pt Wirer
E T o T [ 03 o f o ™ o) o
TRABSNG DVPLOVER 11531783 S1017135 | Agierssve Rasesch Assarant Pr | 1312800900 512141 i o) n o [ 2o 2l 200
ITRTE Agminryive Swvons Amata P | RAZNGRS  MIZI o ) ! o i o p—— T
TRAMNG DUPLOVEE 11508011 50121408 Studess A Coordnass Ma200880  S120 1008 -’\“r w0 o 100 FECIE R BT ]
I BT e | nEn 1008 O ™ P & ® sz T 1)
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Regular Position Budget Layout continued) e

* 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

WK UnivERsITY OF KENTUCKY]
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Regular Position Budget Layout (continued) s

* 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.

U b e [PUTPSNRSNSINNN (S
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0
Regular Position Budget Layout (continued) ¥]R|S

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

Click on the Save button to save the data

S [ o e S 8 e iy e ey e 1 e P 55 e 58 gt 55 e Ry et e 17 Bt

iERRERny
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Regular Position Budget Layout (continued)

* 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 Regular Positions

Department 31010 lm]]
Facully  Montnly Sisff  Bi-WeekiyiHourly Stsff_JIETRSTTm =T
~
v
Caloulate Banafit
Department | 21010 | DIRECTORS OFFICE
Employes Fositon Funds Center | Commitmentitem  [Sl | 2016 Recurring Budged 2017 Future Budget | Beneft Rste | 2017 Baneit Budget
# Mot assigned 50107417 Staff Support Associste | 1012520150 512021 O D.0¢ 0.0000
50107419 Staff Support Associste | 1012580150 512021 O 0.0d} 0.0000
50107671 | Agriculture Extension Agent County 1012588780 | 512071 O 451830 18.20000 202240
50110121 | Administrative Support Assecisie Il 1012580150 | 512021 O e 3310000 o=
50128482 Progrsm Assistant 1012580150 512041 O D.0¢ 0.0000
50121485 Specisl Events Coardinator 101200160 | 12021 ®) e— w505000)|  a020m
51014888 | Agriculture Extensicn Agent County 1012589780 | 512071 O 1222 122300 202240
Result 208,157 84 208.208.00 127 5220
e e —
UNIVERSITY OF KENTUCKY] - - - "
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Regular Position Budget Layout (continued) ¥]R|_S_

* Vacant Posn Budget tab (continued):

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

The future year budget and benefits budget amounts may be
overwritten if the calculated amounts need to be changed.

Faculty | Montnly Stsff E—waeuwumrlrsuw_

~
v

Department | 81010 | DIRECTORS OFFICE

Employes Position Funds Center | Commitment item | [5gly | 2016 Recurring Budget | 2017 Future Budget | Benefit Rate| 2017 Benefit Budget

# | Notassigned 50107417 | Staff Support Associate | 1012520150 512081 O 0 0.0000]
50107418 | Sesff Support Asscciste | 1012580150 512021 O 0o 0.00 0.0000
50107871 | Agriculture Extension Agent County 1012588780 512071 O 4210208 30,2240
50110121 | Adminisirstive Support Associste || | 1012580150 512031 O 23.056.80 363200
50128482 | Program Assistant 1012580150 512041 Q 0.00 0.00 0.0000]
50121485 | Specisl Events Coordinator 1012500160 512021 O 85.685.06 30,2340
51014688 | Agricultura Extension Agent County 1012528760 | 512071 O 122200 302340
Resuit 208.157.24 208200.00| 127.5220 B4,471.28

e P e N e L —

Business Planning Simulation - FY 2017 53
Regular Position Budget Layout (continued) ‘¥
[} H .
Vacant Posn Budget tab (continued):
Click on the Save button to save the data
UK Campus Regular Positions
Message Log
@ | Pianning function FORMO12(Calculate Benefit Budget), parameter group PARMIC1(Csloulste benefit budget) was carmed out with no erors
B | 4 dsts records wers resd, 4 of them were changed, O genersted
Faculty | Monthly Stsff | Bi-WesklyiHoury Staff _
~
v
Department | 21010 | DIRECTORS OFFICE
Employes Pasition Funds Center = Commitment item B 2018 Recurring Budget | 2017 Future Budget | Benefit Rate 2017 Benefit Budget
# Notassigned 50107417 Stsff Support Associate | 1012580150 512081 O oo 0.0000
50107418 | Staff Support Associste | 1012580150 512031 QO oo 000 0.0000
50107871 | Agriculiure Extension Agent County 1012530760 512071 O 4819208 30,2340
50110121 | Administrative Support Associste 1| | 1012520150 | 512081 Q 2305880 38.5200
50128482 Program Assistant 1012580150 512041 O oo 0.0000
60121465 | Special Events Coordinator 1012500180 512021 O 65.695.00 302340
51014685 | Agrioulture Extension Agent County | 1012588760 | 512071 O 122200 302240
Resuit 208,157.24 208,200.00 127.5220 84,471.28
i ——— S—
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0
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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0
Regular Position Budget Layout Tips (continued) é{élR!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

£45033E: 043500670 Py o - 2500000 L3I

( ol 50104668 ) 1438004Te 9 | s12041 091 18000 TataTs| )

UK universiry oF kenTucky]
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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.

K UNIVERSITY OF KENTUCKY]
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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

UK univesiry oF KexTucky]
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0
Exercise 2 IRIS

Regular Position Budget Layout

K UNIVERSITY OF KENTUCKY]
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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.

K UNIVERSITY OF KENTUCKY]
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0
Adjustment Reason Code Layout (continued %]RIS

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

UK Campus Regular Position Adjust t Reason Code
I

.

UK universiry oF kenTucky]
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4
Adjustment Reason Code Layout continued) %!RIS

H 1T |U% Compus Regulsr Pasition Adjustment Reasan Code
° Salary increment defaults to M for merit et —
[t [Eas] =
n-qml [T r———
Cagartmrasl 0 | DRECTORS OFFICE
Ermgiayes: Funds Ceniar | Adj Code | Wage Trpe | 2017 leurarrant
TRANGSS EVPLOVEE TDM 1012500080 o 1] T4
=
TAANNG EVPLOYEE | 10802 10126000 W W
Aaw
TRANMNG IVWPLOYEE | 11128 101250000 [ 0
1012580850 o 1]
Rast
TAANNG EVPLOYEE | 33382 1012600M0 W W
1012880080 L we
Aaw @
TRANNG IMPLOYIE | 82732 1012500860 w0 YA 04
Rt 100517 04
315 P 191 - - O s -

4. If the proposed salary increase is not entirely merit based, use the
Add button to insert a new line

eI = LTy
TRAINING EMPLOYEE | 52732 | 1012500560 | M 1010 -108,517.04
Result -108,517.04

ZI[=Z1[2] fow [ 1]tal_12] 21 (=1 (=] (=] [Number of Newbines L1 #2]|

K UNIVERSITY OF KENTUCKY]
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Adjustment Reason Code Layout

5. Enter the appro pri ate UK Campus Regular Position Astment Reason Code
Department(81010 [
PERNR (employee

assignment number),

i JTSTE) s

funds center,

Department | 51010 | DIRECTORS OFFICE

adjustment code key, Enpisee Frcs et A Case Wage Tige | 2017 nremen
TRAINING EMPLOYEE 7086 | 1012500160 M 1010
wage type, and amount

Result B847.04

TRAINING EMPLOYEE 10902 | 1012500160 M 1010

Result 1,089.04

. . TRAINING EMPLOYEE 11128 | 1012500160 M 1010

6. Click on Submit s 1010
Result 250596

TRAINING EMPLOYEE 33262 | 1012500160 M 1010

. 1012580150 M 1010

7. Verlfy the data, and Result -110,510.46
; TRAINING EMPLOYEE 52732 | 1012500560 M 1010

then click on Save — -
| 70569 10125001607 £ 1010[ 150.00]|

=111 pow_1]to[ 13]s22[*][Z][Z] Number of New Lines:[ 1] [Add]

Business Planning Simulation - FY 2017 65
Adjustment Reason Code Layout (continued)
* The initial merit amount will be adjusted.

UK Campus Regular Position Adjustment Reason Code
Department|§1010 Im]
[Submit| t
. TSI, v e
Deparment | §1010 | DIRECTORS OFFICE
Employee Funds Center || Adj. Code Wage Typs | 2017 Increment
TRAINING EMPLOYEE | 7086 | 1012500160 | E 1010 150.00
M 1010
Result
TRAINING EMPLOYEE | 10902 | 1012500160 | M 010
Result
TRAINING EMPLOYEE | 11128 1012500160 | M 1010
1012580150 | M 1010
Resuit 2.905.98
TRAINING EMPLOYEE | 33282 | 1012500160 | M 1010
1012580150 | M 1010 1.684.77
Resuit -110,510.46
TRAINING EMPLOYEE | 52732 | 1012500560 | M 1010
[ZI=] =] o110 2122 FIE] E] teamber of NewLines: d
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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 %]RIS

* 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
o= Only ]

2. Enter a value for the Department

UK Campist Rogular Position Budgat Only

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

UK Campus Regular Position Budget Only
Department 81010 [T

UK universiry oF kenTucky]
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Regular Position Budget Only L - RIS
egular osition bu get nly ayout (Continued) rt
* 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 Campus Regular Poaibion MI_INMI
-
[t | [ B =
Faculty En-dimektyHourty Safl “Mml
[Eskdele Beneli | :
::;:. I.” .mm:;al:";\mem Carrerstrart tom Wage Tree | [l | 2018 Recusing Budget | 017 Fubure Budget [Beneit Rate | 2017 Benelt Budgel
TOMG  TRAINNG EMPLOVEE S1D07I76 MISDON60  ExecuSveddansperisl Reguisr Fey 512011 # Cj a0 0o 10300 000
wio . 115,152.00) T16.000.00 mIuy 000
10602 TRAINING EMPLOVEE  S10%5645 1MISI0160  Execuveddensperisl Reguisr Fey 512011 # J o0 000 00300 000
w10 b r—— 6100000 Wag 800
11122 TRANNG EMPLOYEE 50131473 1M2S00160  Exeeuveddanagenisl Reguler Fey 512011 # J 000 LL] 00000 1]
i b 7097 50 £5,190.00 W 2u0 o
ADIIEBNIED | Exersveiblanagedsl Feguler Pay 512011 # 9] 00| 0m 000 LL]
] b 7.007 20 %000 02340 L)
332 TRANNG EMPLOYEE 50107788 1012500180  ExsulivelMensgerel Reguler Pey 512011 # b a0| 0m 00000 000
g O T wrom|| e [3
WSS | Exertveenageel Reguler ey 12011 & . a0l am 0000 950
"o ) e wrowm] | sormn [T
Al now 1] 12] 129 [=] (=] [E] nember of tiow iinns: 1| [555]
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0
Regular Position Budget Only Layout continued) IRIS

b bt

* For all tabs (continued):

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

et | §1010 | CRECTORS OFFICE

Erpoyen Poasion | Funds Canter | Comemiment e visgn Trpe | [, | 2016 207 Bert Rate [ 2077 Borsett Bt
TS TRANING EMPLOVEE SIOOTIVE 101500160  Exncusvelansgesiel Regulr Pay 513011 8 0O am a8 oo ==
L O weisago| [ veconna)| agme| [ seomies

10502 TRAINING EMPLOYEE 51015845 1012500960  ExecuiveMdansgerial Reguiar Pay 512011 & . oo 000 0.0000| 009
oo O wegnge | wiooooo|| sgmae| [ serom

11128 TRANING EMPLOYEE S01314T3 1012500160 Exscusvedansgenal Regulsr Pay | $12011 8 ) 000 00d 0000] o
i O stoeren, | sa0ono)| somaed| [ trmeem

1017550150 Exmeusvelanagesinl Reguins Pay 512011 & 0 ™ ama 000] [

i O sogron| [ mmmm]  sne] [T

3082 TRANING EMPLOYEE 50107766 1012500960  ExecuiveMdansgerial Reguiar Pay 512011 & . oo 000 0.0000| 009
o O nsnram| [ f2Ton s;ozma| [ 3EWTS

Al e Ll e O 000 [T 2:0000) (1]

B 8 N7 13700000]|  a0zae) I8

L= [=] (2] pow[T]sa[ 1] sm[I[ZIIE] Mumver ot riew ines: 1] [45]

Note: DO NOT click on the Calculate Benefit button below the
table! It does not work.

UK univesiry oF KexTucky]
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Regular Position Budget Only L - $IRIS
egular Position Budget Only Layout (continued) e
* 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
UK Campus Regular Position Nudget Only
@  Paenng uecton
@ ¢ oeta records weee read & of e weve charged O geneesied
Bepartment 1310 Fe ]
o o] -
.!nm - TP e e | Gt Wage Tyce [ 2016 Rneumeg Busee 2017 Future Busget. Benett st 2017 Benett Busiget
TOM  TRARNG EMPLOYEE SI00TIM6 MNTS00160  ExstuSweMenagenial feguler Pey S12011 8 O LT om 20000 000
me ») 115,153 50 1600000 MM T
AT TRABNG CUELOVER 0010040 SO0 DustuSuatianagaisl Ruguler Pay $12011 8 O o0 am 20000 (1)
101 O 1an o wioam]  sazwn e
130 TRANNG EUPLOVER £043047) 11260000 Exmusvadsnagerial Aaculer By $13011 8 O 200 om e oo
e O sTo050 Wom] w0 )
SATHOND  Cosuteshianagenal Raguer Py S13011 8 . oo [T 0000 (=
o O STON 0 #0000 20140 AN
MDA TRABNG EMPLOVEE S090TTES S012500160  ExecuSveManagenial Reguisr Pey 512011 @ U am 1] L1 000
0 O 1541730 T 202340 EL ke
II2EA0NSD  EwscutvaMsnagenal Reguler Pey S12011 8 U a0 am 0000 (1]
L O 1411730 LT0008] M0 EE
e T |3 [ T TS e =]
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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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Exercise 4 IRIS

UK univesiry oF KexTucky]
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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 2017
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$
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) }‘é]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? RIS

* 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

K UNIVERSITY OF KENTUCKY]
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Phase Ill: Non-Regular Position
Budget & Salary Proposals

Business Planning Simulation - FY 2017 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

K UNIVERSITY OF KENTUCKY]
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Non-Regular Position Budget Layout

1. Select the appropriate Non-Regular Position Budget BPS layout

Campus Non Regular Position Budget

Budget

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

7HE00

Department

Business Planning Simulation - FY 2017 83
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(
Non-Regular Position Budget Layout (continued) %IRIS

* All active non-regular positions with prior year budgets in the
department entered will be displayed.

UK Campus Nen-Regular Position Budget

i I o |
Non-Regular

[Copy Budget to New Year || Calcuiate Beneft |
Department | 7H500 | OBSTETRICS & GYNECOLOGY

Funds Center Commitment item Position B 2016 Recumring Budget 2017 Future Budget Benefit Rate 2017 Benefit Budget
1012001040 511011  Faculty Ful-Time Reguler Pay 51014615 | Faculty Budget Only () 5355800 2.0000
Result 53,658.00 0.00 0.0000 0.00
Resut 53,658.00 000 00000 0.00
1012001910 | 511011 Faeully Full-Time Regular Pay 51014615 Faculty Budget Only () 88.717.00 0.0000
Result 93.717.00 000 00000 0.00
Result 98,717.00 0.00 0.0000 0.00
1012095280 511011 | Faculty Full-Time Regular Pay | 50101634 | Professor o) 250000 0,000 [
Result 52,500.00 0.00 0.0000 0.00
Resut 52,500.00 000 00000 0.00
1012141380 511011 Faculty Ful-Time Regular Pay 51011152 | Assistant Professor | (7) 92.190.00 0.0000
$1014950 | Assistant Professor | () 41,107.50 0.0000
51013929 Assistant Professor | () 83.918.80 0.0000 000
51019506 | Associate Professor | () 10081420 0,000
Result 318,130.50 0.00 0.0000 0.00
EIZ] w77 3411 E] N ot o Lo
UNIVERSITY OF KENTUCKY] - - I "
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Non-Regular Position Budget Layout (continued IRIS

b bt

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.

— e
VOHESIOE  S11011 Facaly Pus T Ragate Py 1310814 Pty St Oy ()
At
=
SISO H11GH1 Pacaly Pl Tim Roguier Pay E1SHARTS. Facuty s g
e
e
VIO 11011 Faraly Pl Toms Raguie Py SO1EH Provesar
e
- St
TSI 111 Facal Pl T R Py $1G113KS Ansd Prteme
[
NI s Pt (|
I re—r——

8% 8 8BS EEE HER 8

et
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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 Non-Regular Position Budget
@  Fanning funcion FORMIT2ICH Buaget), parameter roup [Calculate Deneft Dudget) was Camed out wilh o &mons
@ 18 oste records wene resd, 14 of them were changed, 0 gendcated
Depertment THED) [ )
Depament | THS00 | OBSTETRRCS & GYNECOLOGY
[T eE——- Bramsr, B = 200
12001040 511011 Faculy Fulk-Time Regular Pay 51014615 Faculy Budget Only (7) £ g8 00 £35S 00 27 13 14565 T8
Ao 365800 sagsson|  a7asnd 1456976
Resat 5385800 sagsm a5 1456076
N00I0  S1I0NT Faculy Ful-Time Regular Pay | $1014615 FacuRy Budget Only () MIITm 68,717 00 27,153 EADaEY
L SnTo S8.T17.00 27153 EBO4ED
Resnt ;T B4,17.00 7155 5004 53
1012065280 511011 Faculty Full-Time Reguler Pay 50101654 Professer (&) 52,50000 5250000 a7 153 1435533
Reslt 52,500 00 52 500 D0 27 1539 1425533
250000 52,500 00 FERES . 14258 0
1012141380 511011 Faculy Fus o £1011152 ) 2,000 52150 00 ar.asad =
51014550 Asaistant Professer (™) 9,907.50 10750 27155 fERLTET]
S1018809 | Assistent Frolessce | () 8351880 Rl 271559 = TeAT
51018506 Asscxiste Professer () 10051430 00g4z0] 27 ANz
— Resl MB350 28130 50 108 61208 BE LA
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Non-Regular Position Budget Layout Tips }'f S

* 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).

UK ovivessiny o KeNTUCKY]
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Non-Regular Position Budget Layout continued) 72325
6. Click on the Save button to save the data
Department[7ison [T
Exit
Copy Budget to New Year || Calculate Benefit
Department | 7H500 | OBSTETRICS & GYNECOLOGY
Funds Center  Commitment item Position [l | 2016 Recuming Budget | 2017 Future Budget | Benefit Rate 2017 Benefit Budget
1012001040 511011 Faculy Full-Time Reguiar Pay | 51014615 Faculty Budget Only | (7 5385800 o7 1530
Result 53,658.00 53,658.00  27.1530 14,569.76
Result 53,655.00 53,656.00|  27.1530 14,568.76
1012001810 511011 Faculty Full-Time Regular Pay | 51014615 | Facuty Budget Only | (7) %8.717.00 27.1530
Result 98,717.00 98.717.00)  27.1530 26,804.63
Result 98,717.00 98,717.00)  27.1530 26,804.63
1012095280 511011 Faculty Full-Time Regular Pay 50101694 | Professor O 52 500.00 52,500.00 27.1530 14,255.33
Result 52,500.00 52500.00|  27.1530 14,255.33
Result 52,500.00 52,500.00| _ 27.1530 14,255.33
1012141390 511011 Faculty Full-Time Regular Pay 51011152 Assistant Professor O 92 190.00 92,190.00 27.1530 2503235
51014350 Assistant Profsssor | () #1107 50 27 1530
51018929 | Assistant Professor | (7) 83,918.80 271530
51019506  Associste Professor | () 10051420 100,914.20 274530 57 40123
Result 318,130.50 31813050 108.6120 86.381.97
e ———
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Exercise 5 %‘-5!:?

WK vnivERsITY OF KENTUCKY] Business Planning Simulation - FY 2017 89

Non-Regular Position Salary Layout e

1. Select the desired Non-Regular Employees Salary Proposal layout

Campus Non Regular Position Salary 0 H Land Grant Non Regular Position Salary

2. Enter a value for Department

UK Campus Non-Regular Position Salary

epartment

Submit || Save || Undo || Exit

m Wonthly Staff | Bi-WeeklylHourly Staff

3. Click on the Submit button or press Enter

UK Campus Non-Regular Position Salary

Department 7HS00 7l

K UNIVERSITY OF KENTUCKY]
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Non-Regular Position Salary Layout (continued %!RIS-

* 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.

OUETETRICS & GYNECOLOGY

Fasnon Funsa Gorter | Commamentiom | viage Tipe | [ 2016 Dar % Setony % x| 3017

TRANING IVPLOVLL 4420 S0101664  Proessr e s w0 w| = (L3 O

HWIMOTID 817011 W O 0 s [ 53.000.00

IIISIT0 17010 W O 2| 10800 [E] 0 G050
TRANING EMPLOVEE 11001450 SDIZ1B5G. Assistard Pecfessc | 101313650 511211 20 0 51| srncd G SraE

EETE T 2w O 3| sz [T 430w
TRAMING EMPLOYEE 11020422 S1011152 Assistant Pecfessor  SDI2141380 519041 wo O N u2 180004 -1} 52 150.00
TRANING EMPLOVEE 11024059 STVINESS Srotessor T s w0 100, 178,42 00 L ikt
TRANING EMPLOYEE 11052221 S090M65T Associste Professor 215375470 511041 w0 ( T 32 rennof 0000 12 760.00
TRANING EMPLOYEE 11054762 $1004531  mstncior s s w0 P p— T TR
TRAING EMPLOYEE 11065015 $1314060 Asssiars Profomscr 1012141360 $11011 w0 | e [E fINE
TRANING IMPLOYLL 1107212 $1016635 Assetart Professor WIZMING $11011 w0  p—— (L3 CIE]
TRuRNG DMPLOVIL J00T1 $1015505 Aswscists Profeasce WITLIRG $11011 w0 =i [T T-TiIA
Crwrsll Roatt 50| §T7 682 40 0000 AT 2 40
EE = g ] 130 T =L ED puesbar of hawiinas: [ 1 [453]
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Non-Regular Position Salary Layout (continued) e

* Faculty and Monthly tabs (continued):

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

| Morsiy aa | (e Wessiphomy 52
Copy Sery |
Deparimars | 1100 | CRSTETACE B OVMECOLOGT
Ergare Poatcn Furch Cortae | Gormatment tem | Wage Tyoe | [ | 7708 Do % | 5018 Sty | Prcsons Sadary % e 2017 Prcpne Satery
TRASAG DNPLOVER B30 B0 Prodemsar 10006200 §1018 1010 (e) 12 0| 355 R
00T S190N [T 0 0 =000 1800 ) 0
sancee  Snen e o) 2 100000 pF- ] V0 i 1
TRARSG EMPLOYEE 11001438 50131580 Assmten Professcr 1073153050 $11311 130 (o] 51 sram Ei
NI ST 10 o @ 4o EEC]
TRABNG EMPLOVEE 11001402 S1011152 Assistaet Peotessy 1002141380 S190110 oo O N a0 1]
TRARING ENPLOVEE 11004860 50100888 Professor waTIee  S11om e 0 138 174 362 o) F ]
TRAMRG EUPLOVER 110832 SN0MET Assccite Profeasce 113NN Sna0m o o] 7| | 355
TRASENG IMPLOVER 11056762 S1008531 intnacior NINE0SD  S1011 oo ) 100 16 566 W) 180
TRABING EMPLOVEE 11085018 $1014850 Aseitent Prolessx 1012141380 S11011 ma O 4,07 50 pE- -]
TRASENG EMPLOVEE 11074313 SI10185C9 Assmten Profewsr 1071141980 11011 1010 Q %| o) T
TRASENG IMPLOVER 20001661 S1019606 Associate Professcr 1017141380 $11011 oo ) 3700514 15 aom
Oversd Rewut &) BI040 EFC]

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)

* Faculty and Monthly tabs (continued):

Save the data using the Save button

~
v
Department | 7H500 | OBSTETRICS & GYNECOLOGY
Employee Position Funds Center Commitment item | Wapge Type | [ | 2016 Distr % 2016 Salary | Propose Salary % Incr | 2017 Proposs Salary
TRAINING EMPLOYEE | 49420 50101684 Professor 1012085260 511011 1010 O 10| 5300000
1012807700 | 511014 1010 0O 10 5300000
1215378200 | 511011 1m0 O 2 40.500.00
TRAINING EMPLOYEE | 11001459 50121959 Assistant Professor 1013183850 511211 1210 O 57 5748.98
1013195030 511211 1210 @) 43| 425088
TRAINING EMPLOYEE | 11021422 51011152 Assistant Professor | 1012141380 511011 1010 O 31 s21s0.00
TRAINING EMPLOVEE 11024999 50101688 | Professar 10126807700 511011 1010 O 100 17529200
TRAINING EMPLOVEE | 11052221 50101687 | Associate Professor | 1215375470 511011 1010 ) 7| 3z2760.00
TRAINING EMPLOYEE | 11056762 51008531 | Instructor 1013195050 | 511011 1010 O 100 21909908
TRAINING EMPLOYEE | 11065018 51014850  Assistant Professor | 1012141380 511011 1m0 O 18 4140750
TRAINING EMPLOYEE | 11074212 51018928 | Assistant Professor | 1012141390 511011 1010 0O 35 8391878
TRAINING EMPLOYEE 20001951 51019508  Associate Professor 1012141380 511011 1010 O 37 10081418 103,941 62
‘Overall Result 450 | 87288240 36280 899.179.85
BS[Er. 3] 113 Z1 =] pumper oftiew Lines: [ 7] (259
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Non-Regular Position Salary Layout continued) AL
* 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
:
Toparmant | TL1C0 | MRS
Empizyes Funcis Cantas | Cammamenttem Wage Tyee | [ 2016 .
TRAINNG EMPLOVEE 54188 SCON0ET Temporary TechncabPasspeotessonal 1012000820 | 512214 008 o) | 0 ]
TRANNG EMPLOYEE 10026679 50023067 Temporary Professionsl MomAgmis 1012805700 | $12217 0 ) £ 0 1ea
TRANNG EMPLOYEE 11001225 50096377 Temporary TechncabFamapeofessional 1012005700 | 512214 1005 o) )| e ()
TRANNG DUPLOYIE 11000634 S10I0TTY Temporary TechncsbPacaprciessicnal 1012006700 | S1214 008 . 1) 0 108
TRAINNG EUPLOVEE 11013741 S101STE). Sheterthicn. work Sty 100040 | S13110 008 0 ™ 0 T
TRANNG EMPLOYEE 11020833 59015565 Temporary TechnicobParspecfessional 1012805700 | $12214 0 ) (3 0 1ea
TRANNG EMPLOYEE 11043803 53026105 Temporary TechncabFaapeofessional 1012005700 | 512214 1005 9] )| e ()
TRANNG DUPLOYIE 11044134 50196377 Temporary Techne siPacapeciessicnal 1012006700 | S1214 008 . &) 0 108
TRAINNG EMPLOVEE 11046858 51015784 Shoenthion ok Sy 100040 | S13110 008 0 ™ 0 T
TRANNG EMPLOVEE 11053538 50017210 Termporary TechnicsbParspecfossional 1012605700 | 512214 oS 8 a8 00 100
TRANNG EMPLOYEE 1105717 50196377 Temporary TechncabFamapeofessional 1012005700 | 512214 1005 9] | e ()
TRAING CUFLOVIE 110504 SI0NSST Temporary TeshncsiPaaprctessonal 1012006700 | $12214 0 ) 2| 00 L]
TRAINNG EUPLOVEE 11082474 SI01KA0) Giactuste Fosamarch fasntant WIIWTT | 51810 2030 0 | 0 T
TRANNG EMPLOVEE 11054452 50015804 Oeaduste Ressarch Assistant ANNWT | 51510 10 8 a0l 0 100
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0
Non-Regular Position Salary Layout (continued) %LBLS-

* 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.

st )|
iyttt
s - s | g e i e e
WK vavesiry or kentucky] Business Planning Simulation - FY 2017 95
U
Non-Regular Position Salary L - RIS
on-Regular Position Salary Layout (continued) e
¢ Bi-weekly/Hourly tab (continued):
Save the data using the Save button
Furds Cartn | Comvtrerd e age Tiow. e (et 20 D % 2017 Du S 2% Fay Ame 3000 Sy Procoes Seey % e 2007 Prasoss Py A 2017 Prepoes Seey
THARSNG BMPLOTEE M4 SN e Taste P (TGOS | 4118 v a x pren =] nes] manm T HE ey
A T L R L " £ = bl VX NIN® ] L1 a0
i et | e | wee] sram s i s
i s Tt i oot il Mt e (9 I i) T
i e [ = W - = % =] ] EE oaem
1IR3 I it T Lol | = ] L R
e e e e e e = ™
T 2ipetTie [T o o - 5 T W
TRASNG EMPLCTER 13838 RTIIE Papey Tortes e (SO | 10 o ™| - % e HE
AMETT N Ty woseem 1 = g = o] . 23 e
TRANRG EUPLOVEE 15004 11EAT Ty Tt e 115000 | 11T == -l - a0 = (e -1
i s pe— I = e
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0
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.

UK ovivessiny o KeNTUCKY]
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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-

Business Planning Simulation - FY 2017 99

Any Questions? pai

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

Non-Regular Employees Salary Proposal Layout

K UNIVERSITY OF KENTUCKY]
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Business Planning Simulation - FY 2017 101
RIRIS
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

UK universiry oF kenTucky]
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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

UK universiry oF kenTucky]
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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 2017 106

BPS_300 - FY 2017 - V2

2/19/2016

53



2/19/2016

0
Other BPS Issues %]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 BPS_300 Business Planning Simulation Course Manual
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)

K UNIVERSITY OF KENTUCKY]
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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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