Quick Reference Card — Budget Planning Simulation '(’LI RIS
Non-Regular Position Salary Layout T/

Information System

Process: The Non Regular Position Salary layout must be used for salary entry ONLY for
positions that are either pooled, defined as non-regular (e.g., temp, students, etc.) or do
not participate in the salary proposal process (e.g., clinical faculty, Ag extension agents,
county secretaries, etc.). Criteria for this layout are based on positions in a table located
and maintained within the IRIS system. If the table needs to be modified due to either a
position appearing on the layout that should not be there or a position not appearing on the
layout that should be there, please notify the UBO at BPS-ISSUES@Isv.uky.edu.

IMPORTANT NOTE: Personnel Assignment Number (PERNR), Position, Funds Center, and
Commitment Item master data must exist in the IRIS system before the BPS system will
allow budget entry to be saved in the budget layouts.

Role: Authorized Personnel Frequency: When Needed

Non-Regular Position Budget Layout

Click on the BPS Budget Prep icon I t BPS Budget Prep

Campus Non Reqular Position Salary

Click on the appropriate Position

Budget link (either Campus or Land OR
Grant)
Land Grant Non Reqular Position Budget
Department
UK Campus Non-Regular Position Sal Enter the appropriate 5 digit UK Department
epartment! ) , number

Submit || Save io || Exit

UK Campus Non-Regular Positis

Click on the Submit button Department| $£002 m!
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Enter either a Proposed Salary 26 Incr
or a Proposed Salary amount, which
ever is appropriate, for each faculty
member

Tip: The proposed salary percentage and
the annual salary amount fields should
not be used simultaneously.

2 Distr % 2012 Salary Propose Sa

Integrated Resource
Information System

0.00]

100| 28,080.00 0.000/
100  5,040.00 | 0.000|
100|  6,720.00 | 0.000

0.00)
0.00]

If entering the % Increase, click on
the Calculate Salary from 26 Incr
button

N
| Calc. Salary from % Incr | JCopy Salary |
epartmen VWOMEN'S STUDIES

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

H
[ Calc. Salary from % Inci{{ | Copy Salary
Department = 8E002 = WOMEN'S STUDIES

Click on the Save button

Enter either a Proposed Salary %6 Incr
or a Proposed Salary amount,
whichever is appropriate, for each
monthly staff employee

Tip: The proposed salary percentage and
the annual salary amount fields should
not be used simultaneously.

UK Campus Non-Regular Positis
Depaﬂmenli.@sooz (j

[Subm([ Save [no | [Ext]

Monthly Staff Tab

2 Distr % 2012 Salary  Propose Sa
100 28,080.00 | 0.000 0.00

100/  5,040.00 . 0.000]
100 6,720.00 L 0.000|

0.00)
0.00]

If entering the 2 Increase, click on
the Calculate Salary from %6 Incr
button

—
| Calc. Salary from % Incr | §Copy Salary
epartmen WOMEN'S STUDEES

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

H
| Calc. Salary from % Inci{ | Copy Salary
Department | 8E002 ¥ WOMEN'S STUDES

Click on the Save button

UK Campus Non-Regular Positis
Depar‘trnent-_s_e_ouz fj

Biweekly/Hourly Staff Tab
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Copy the previous year’s distribution —
percentage _by clicking on the Copy Distr (l Copy Distr % from prior year | | Jalc. Salary from % incr | [ Copy
% from Prlor Year bUtton il TINNAL SCHNNL & COLINSFEL ING

Enter either a Proposed Salary %6 Incr
or a Proposed Salary amount,
whichever is appropriate, for each
biweekly/hourly staff employee

2012 2012 Propose 2013 2013
Pay Salary Salary % Propose Prop

Rate Sala
526.31 1368dps (L 0.000/ [ 0.00[])

Tip: The proposed salary percentage and
P prop AL J 505.2613,136.76 | 0-000| | 0.00 4

the annual salary amount fields should —
. I 0 00| 0.0n
not be used simultaneously.

FAN A0 AN FAA AN

IT entering the % Increase, click on
the Calculate Salary from 26 Incr
button

o —
istr % from prior yearﬂl Calc. Salary from % Incr ] [kopy Pay Rate
ment | RGN3N | FNLICAT INSFLING PSYCHNI

To enter the salary from the previous
year, click on Copy Pay Rate istr % from prior year | | Calc. Salary from % Inc{| | Copy Pay Rate |)
ment | RG030 | ENIICATIONAL SCHNNL & COLINGET NG PEYCHNI

UK Campus Non-Regular Positis

Click on the Save button Department 5E002 |n!

[Submi([ Save | |Jindc
Adding New Budget Data

To add a line to the budget layout for

cost distribution, enter the number of s[_12] 113 (=1 (E] E} number of New Lines: |1
lines you want to add
Click on the Add button z][=] Number of New Lines:g '

IS LINTL TRl | VTSI T SV S | B e Uy T, OUU.UU

Funds Commitment | Wage 100/  7,500.00 [0.000] —zal
L 300/ 30,000.00 0.000
-) (4] uj{k =)

1] aal 5i,=v - 4 [ 4 BRSO | 1\Adc|[

On each new line, enter the Personnel Assignment Number (PERNR), Position, Funds
Center, Commitment Item, and Future amount in the appropriate field

UK Campus Non-Regular Positis
Erifs Enter or click on the Submit Department| 8£002 )
utton e
( Submit |[yave || Undo |[Ex]
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If entering the 2 Increase, click on —
the Calculate Salary from %6 Incr { [ Caic. Salary from % incr | [JCopy Salary |
button Epartmen WOMEN'S STUDES

UK Campus Non-Regular Positis

Click on the Save button Department 8£002 o

(ED)EAIED

UK Campus Non-Regular Positis
Click on the Exit button Department| €002

B
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