Quick Reference Card — Budget Planning Simulation

W
Regular Position Budget Layout o~ RIS

Integrated Resource
Information System

Process: The Position Budget Layout must be used for regular position budget and salary
proposals only. If a position is regular, filled and does not appear in the layout, 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

Regular Position Layout
‘ t BPS Budget Prep

Campus Position Budget

Frequency: When Needed

Click on the BPS Budget Prep icon

Click on the appropriate Position
Budget link (either Campus or Land
Grant)

OR

Land Grant Position Budget

Department

UK Campus Regular Positions

@artment: ) )
Submit |Save | Undo || Exit

Enter the appropriate 5 digit UK Department
number

UK Campus Regular Positions
Department 86040 @

Faculty Tab

Enter either a Proposed Salary %6 Incr
or a Propose Salary amount, which

Click on the Submit button

. iate. f h f It 12 2012 Propose 2013 2012
ever |bs appropriate, for each faculty I | Sak Salary %  Propose | Rect
member Incr Salary Budc

0 o.00/l _0.000/ o0.00|
Tip: The proposed salary percentage and 0| 73945/ 0.000]|[ 0.00] )73
the annual salary amount fields should ' - '
n 0o 0.000(|| o0.00|

not be used simultaneously.

If entering the % Increase, click on

the Calculate Salary from 26 Incr
button

o~ e
(| Calc. Salary from % Incr | JCopy Salary to Budget | [1
4

Nanartmant | 2NN | ENRLICATIOMAL SCHANL_2 O©F
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XIRIS

Integrated Resource
Information System

Click on the Copy Salary to Budget
button to enable the system to copy the
proposed annual salary to the new-year
budget field

7 =~
Calc. Salary from % Indg || Copy Salary to Budget | JCalculate Benefit
. -

Nanartmant | 22NN ENLICATINNAL SCHANL 2 CALINSEL INCG DSV

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

icr |[ Copy Salary to Budgeﬂ | Calculate Benefit )

COLL/ A TN

L_OosilimAmL 0 [Tl o iVt

The future year budget and benefits
budget amounts may be overwritten, if
the calculated amounts should be
changed

Click on the Save button

Enter either a Proposed Salary %6 Incr
or a Propose Salary amount, which
ever 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 Regular Positions

Departme| SGO“U .'lj’.j
[Suo[Save ] e | (B

Monthly Staff Tab

12 2012
tr Selary

2013
Propose

Salary
0.000/|[ o0.00]

~ 0.00] )?3 -

0.00

201z
Rect

Budc

Propose
Salary %

Incr
0 0.00 |
0 7394594 | 0.000] |
0.000

n nnn|

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

— —
Q:alc. Salary from % Incr | JCopy Salary to Budget || 1
> 4

Nanartmant | 22NN | FRLICATINMAL SCHNANL_2 OO

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~
Calc. Salary from % Indg || Copy Salary to Budget | [JCalculate Benefit
o s

Nanartmant | 2NN ENILICATINNAL SCHANL 2 CALINSEL INCG DSV

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

icr |[ Copy Salary to Budgeﬂ | Calculate Benefit )

R/ A TN

LosiimAnL 0 [Tl iV

The future year budget and benefits
budget amounts may be overwritten, if
the calculated amounts should be
changed
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UK Campus Regular Positions

Click on the Save button Department 86040 |u)
[Subr{ ([ Save Yo

Biweekly/Hourly Staff Tab

To copy the previous year’s distribution o —
percentage, click on the Copy Distr %6 Copy Distr % from prior year || Xalc. Salary fro
from Prior Year button < 7

Enter either a Proposed Salary %6 Incr
or a Propose Salary amount, which

ever is appropriate, for each 2012 2012 Propose 2013 2013
biweekly/hourly staff employee Payil| Soury | SSary. % S| Propons 3 Fopose
Rate Salary
i 17.31/33,75480 [ 0.000/|| 0.00]| } ¢ o
Tip: The proposed salary percentage and
- 11.69 22,795.50 | 0.000] 0.00 0.0¢
the annual salary amount fields should : i e et :
not be used simultaneously.
If entering the % Increase, click on —
the Calculate Salary from 26 Incr or yei [ Calc. Salary from % Incr || Fopy Salary to Budget || Calculate
button ol

CRALLCATIOMAL COLLAMAL 0 AALIMCT LIRS D 20l

Click on the Copy Salary to Budget

button to enable the system to copy the
proposed annual salary to the new-year
budget field OALAL LLUBAL 8 LOLMCEL SIA BEMLLUO

P .
Calc. Salary from % Incf || Copy Salary to Budget || §alculate Benefit |
b 4

Click on the Calculate Benefit button, e
so the system can calculate the new-year | n% incr|| Copy Salary to Budgdf || Calculate Benefit
benefits budget e ——

N

O_AALIMSEL LS P 2oL

The future year budget and benefits
budget amounts may be overwritten, if
the calculated amounts should be
changed

UK Campus Regular Positions

Click on the Save button Department,8G040 (m)
[Subr{ ([ Save Y

Vacant Posn Bdgt Tab

Enter a proposed annual budget amount l 2012 Recurring Budget 2013 Futyre Budget Beneft R
for each position, if appropriate 35,158.50 m 0.0

41,535.00 | 0.00| 0.0¢
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Click on the Calculate Benefit button,

so the system can calculate the new-year {D
benefits budget

[ o THPpprp——y [ TaT LT,

The future year budget and benefits
budget amounts may be overwritten, if
the calculated amounts should be
changed

UK Campus Regular Positions

Click on the Save button Departmen, 85040 (m]
E (E0) BalED

Adding New Budget Data

To add a line to the budget layout for
cost distribution, enter the number of
lines you want to add

TAWM I W 1 W W WW T | TSI § WM ST S VT SR AT T T W T T e | e d

REMEMBER: DO NOT use the Add ol al=i=iE] : . e
function to add a new employee Mursber of New Lino
assignment number (PERNR). To add a
new PERNR, contact the UBO. The insert
function is ONLY to be used for cost
distribution changes.

TIVTI O 1 G IVVYTYY | WRULTERY 1 IV S T IR WV T TV I eV I WYY

Click on the Add button ;to ?.‘12 Number of New Lines: 1"

UveEl

TRLEES
[ 1008285 7] 1012818000 ) 512071 IN__10105)
13 = 1| Add

2l [=)]= Row gl 3 = Number of New Lines: |

TUWU 38U 32894 u.ow v u.uu v.uuuu u.uu

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

Press Enter or click on the Submit
button

Click on the Calculate Benefit button, pprm—
so the system can calculate the new-year | % incr|| Copy Salary to Budge || Calculate Benefrt)
benefits budget R —

O_AALIIST L RLS P SO LLm

The future year budget and benefits
budget amounts may be overwritten, if
the calculated amounts should be
changed
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UK Campus Regular Positions

Departmeni 8G040

UK Campus Regular Positions
. i
Click on the Exit button Department| 36040

|

Click on the Save button
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Click on the Yes button to log off the
layout

Yes

LOG OFF

A Log Off - Microsoft Internet Exp... Q@@ ]

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

XIRIS
l/

Integrated Resource
Information System

Click on the Close button
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