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Essential Information

1. CLASS, UCLASS, WAGES, and WAGET account codes are included in the salary
planning process. Undergrad student records (Benefits Code ‘NEL”) and GRAD will
NOT be downloaded from the HR system; all other WAGES records will be
downloaded. However, they do not carry a position code, and any number of student
records may be added to assist in salary budgets planning.

2. Add Vacant Positions — Vacant positions are not loaded and must be added in order
to include your anticipated salary requirements for these positions. Refer to Page 14 for
important information concerning necessary field values for these budgets. Absolutely
NO VACANT positions are allowed in FUND 18.

You may add total student pool wages into one vacant position.

3. Because of timing, it is possible that a position that had been vacant has since been
filled and needs to be considered in the salary roll development process. The position
number should already be established, simply add a position budget for it using the
“Add” feature and use the established CU position number.

4. Data entered in the HCP Budget panels does not affect any change to any other HR
or Financial data.



Essential Information (cont.)

5. Coordinate the salary planning of positions that reside outside your area for which
your area has salary responsibility with the Business Officer of the other area. If
contact has not already been made by the home department or center to coordinate the
data entry, make the appropriate contact to coordinate the data entry. Please do not
budget a full 100% of a position’s salary if you only pay a portion of the salary. No
position should be budgeted in total at greater than 100%

6. Run the Review Allocation report before you make any changes to have your
“starting point” (See pg. 19 for instructions).

7. Budget Centers are to review and edit the loaded salary roll dated 07/01/2017 by
April 27, 2018.



Hyperion Log-In Instructions

Supported Browsers:

C : :
FirefoXx (see next page) Internet Explorer (version 9 or lower)

Hyperion URL.:

Log in with your Novell user name and password

6 ] @ https://foundation0l.clemson.edu:4443/workspace/ ndex.jsp c [3 ~ Google P n - ‘ ‘ﬁ
ORACL.E Enterprise Performance Management System Workspace, Fusion Edition
Log On
User Name:

Log On

ORACLE

ENTERPRISE PERFORMANCE
MANAGEMENT SYSTEM

Copyright © 2005, 2013, Oracle and / or its affiliates. All rights reserved.




Initial Human Capital Planning (HCP) access requires selection of the
navigation string circled below: Navigate, Applications, Planning, CU_Plan.
The CU_Plan connection will appear in the Quick Links panel for all

subsequent log-in’s.

w Oracle Enterprise Performance Manage... I +

ORACLE’ enterprise Performance Management System Wor e, Fusion Edition

¢ | |8~ coogie i - AR A

L clemson.edu 233570

» 4P Phnning » 4 CU_PLAN
Refresh

2 Appications

¥ Administer
S schedule
& Impact Manager
Open Items » Cpi— .4 Quick Links
[ [ d- CU_PLAN Favorites
20 g
= [ My personal page
Applications
Planning
4 cu_pLan

r1 Workspace Pages




One Time Set Up Of User Preferences

Once logged into CU_Plan, changes to user preferences are required. This is done by
selecting Preferences located in left panel, then choose User Variable Option tab.
Enter the Employee, Entity, Scenario, Version, and Year (i.e. FY19) and SAVE.

Navigate Fle E0t Yew Favortes Jook Adminstration Hep

= Forms User Prelerences
+ Manage Task Lists
Appication Settngs  Desplay Options  Printing Optiors{ | User Varkablle Options.
+ My Task List
D Dmerson User Variabie Name  Selected Member
Employee uvimpbyee "Uespectied Empioyee”
+ Business Rule Security rety Select your Budget center from drop down member selection (ex. ARH, HEHD, PSAG)
Preferenc .-1 — o> | Budd
. L L ( Member Selection =l
ersion Stage 1
ar ar of View FY15 v .
Members
Member Name Mermber Name
Entey Entty
# Unspecfied Entty 0P _AN
# Generc Entty
Total Entty
DP_ALL_ORGS_2012_07_01 ®
DP_ALL AD
0P _AsA
+ DP_AN x
0P _ATH
 OP_BPA ’ « 4
# DP_CARLS
7 DP_CAMP
W DP_CAPDS
3 OP_CES
0ES
LIRF
Help oK Cancel
= Reset

Hyperion Terminology:
Entity = Represents the four digit department number (future non-compensation use only; selection does not restrict access)

Scenario = Differentiates initial budget, budget amendments, and actuals
Version = Represents stages of budget development entry

Year = Represents the fiscal year



Human Capital Planning (HCP) Updates

The first step to updating employee records within the HCP forms is to select My Task
List in the left panel then expand the CU_Plan Budget Preparation folder, finally left
click Maintain Position & Employee Assignments.

+ Forms Task List Status
My Task List Task List Status - All View v
= Ficy, :
# "N Maintain Position and Employee Assignment|
@ ¥ Review Allocations
" M Incomplete
# ¥ Review Compensation Budgets M Complete
Overdue
Incomplete, 100.0%
Task List Si - Al
“
Task List Tasks - All
Task Type Status Due Date Alert Completed Date Instructions Action
= §9CU_PLAN Budget Preparation & 2] =
&y Maintain Position and Employee Assignments [ 3 B
&y Review Allocations 4 2] )
[ §7Review Compensation Budgets 9 7] B
&y Review Position Budgets & 7] B
fy Review Employee Budgets & 2] B
&y Review Element Budgets (= 2] =
»
# Preferences




Human Capital Planning Department (Entity) Selection

A single department selection is necessary to begin individual employee record updates
as shown below. Simply select the drop down box and enter the four digit home
department number (not pay department), and select Go. ' =* |

This populates each employee record within the selected department. Note: additional
information for each employee record can be viewed by scrolling to the right.

Information contained in white cells only, may be modified throughout Hyperion panels.

Yellow filled cells identify unsaved record information, and updates can be saved by
selecting the save icon.

Navigate Fie Edit View Favorites ~300ls Help

A e ¥ Expore| § 0 £ | £ oHF

HomePage CLEMSON - Task List Status *

Task List Status

‘ Task - Maintain Position and Employee Assighments-CLEMSON Manage Position-Employee Assignments = Task Instructions

DP_5606 : DP_5606 Office of Med|w | = |
i i %neﬁts E =) Total Com E Employee Number | Position Name | Position Num| Annual Sakk Employee Type Pay Type FT/PT
16,000 66,000 Public Info Dir I 00003616 | Average | Regular ¥ | Exempt ¥ | Ful-time -
Member 16,000 66,000 Public Info Dir I 00003653 | Average | Regular ¥ | Exempt ¥ | Ful-time -
DELSC0SHDEIS605 (?’ff’C_E‘Cf Media Relations “ | 16,000 | 66,000 | Public Info Dir I | 00003747 | Average | Regular ~ | Exempt ~ | Ful-time -
i; ;; e 13,750 | 63,750 | Public Info Dir I | 00003748 | Average | Regular v | Exempt « | Ful-time -
DP :DP 16,000 | 66,000 | Pubiic Info Dir I | 00003749 | Average | Regular ¥ | Exempt ~ | Ful-time -
gj ?i 16,000 | 66,000 | Public Info Dir I | 00003754 | Average | Regular ¥ | Exempt ~ | Ful-time hd
DP :DP 16,000 66,000 Data Coordinator I 00004628 Average | Temporary ¥ | Non-exempt ¥ | Part-time v
2: ? vOjex Temporary Position 100000 - - -
DP : DP
DP - DP 99
DP . DP
|



Human Capital Planning (HCP) Employee Record Updates

To update individual employee records, right click on position and choose Go To
Assignment on the pop-up menu.

Navigate File Edit View Favorites Tools Help

A o > Expore| |8 @ £ | /£ o B o

HomePage CLEMSON - Task List Status *

Task List Status

\ Task - Maintain Position and Employee Assignments-CLEMSON Manage Position-Employee Assignments  Task Instructions
ICLEMSON Manage Position-Employee Assignments > Manage Assignments

‘ Jy Current Scenario: Budget Jy Current Stage: Stage 1 g)“ Current Year of View: FY15
f f Med - 500003748 : 0000374 ~ =]
=] Salary and Benefits
[T] [ Override Option Val

| | E Employee Number Position Name Position Number Salary Amount | Basic Salary Expens Benefits Expense | =] Total Compensat Benefit Program Benefit Amount | Annual Salary Spree
g Publiic Info Dir I 00003748 50,000 50,000.00 13,750 63,750.00 9SMO - 27.5 | Average -

=l Allocations
Percentage Allocation  Allocated Flat Amount  Allocated Expense Fund Segment  Entity Segment | Account Segment Program Segment | Class Segment ' Project Segment
1st Allocation 34 34,000 FD_15 ¥ DP_5606 v | AC_CILASS_PLAN~ PG_INSSP_PLANY | CL_130 | PJ_1500000 ~
| 2nd Allocation 33 33,000 FD_16 ¥ DP_5601 v | AC_CILASS_PLANY PG_AUXIL_PLAN ¥ | CL_155 v | PJ_1600012 ~
| 3rd Allocation 33 33,000 FD_16 ¥ DP_5601 v | AC_CLASS_PLAN~Y PG_AUXIL_PLAN Y | CL_155 ¥ | PJ_1600012 ~
=] Percentage Allocation Assignments 100 100,000

Specific Employee Record Updates: (white cells only)
Salary amounts, Annual salary spread (Average,9 months, Summer Pay), and Chartfield strings are to be updated at this time.

Saving information will automatically update total compensation in the Salary & Benefits Section
(highlighted above) as well as calculate the allocated expense column in the Allocations Section
(highlighted above). Note: You must save Salary and Benefit information first before editing the
Allocations section.

Note: Users may manually update the allocated expense column by right clicking anywhere in the Allocations Section (highlighted above)
and selecting Add (Delete) Allocation Information.
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HCP: Add Allocation/Chartfield Distribution To Existing Employee Record

In adding a Chartfield string, right click in BOTTOM row “Percentage Allocations Assignments”
*or* “Flat Allocation Assignments” which refers to employee allocation type (flat equals dollar
amount vs. a percentage spread). Note: Selecting any row other than listed above will result in an
error message

M Oracle Enterprise Performance Manage... l +

€ il an evf t clemson.edu 4443 /work

ORALCLE  EeEnterprise Performance Management System Workspace, Fusion Edition

Navigate Fle Edt Vew Favogtes Joos Hep

A TExpoe | @ 8 /2 M :6 = B 4

HomePage

lask List Status

| Task - Maintain Position and Employee Assignments-CLEMSON Manage Position-Employee Assignments  Task Instructons
CLEMSON Manage Postion-Employee Assignments > Manage Assignments
W Current Scenario: Budget W Current Stage: Stage 1 W Current Year of View: FY1S
- -0[
= Salbwry and Benefits | [2) Add Alocation Informaton <=
[ Empioyee Name J l:j Delete Alocation Information | Posttion Name Position Number Salary Amount | Basic Salary Expens Benefs Expense = Total Compensal  Beneft Program Beneft Amount |
| ) Spread Alocations Eu 00003748 60,000 60,000 16,500 76,500 9MO - 275
Ede >
Adjust >
& comments X
?£ Supporting Detai 3 T r i
= Alocations &3] Show Change History
| &2 Document Attachments Amount | Alocated Expense | Fund Segment | EntRty Segment | Account Segment | Program Segment | Class Segment | Project Segment |
| 1st Alocation ﬁ LockfUniock Cefls 20,400  FD_15 v | DP_5606 v AC_CLASS_PLAN~ PG_INSSP_PLANY CL_130 ¥ P)_1500000 =+
| 2nd Allocation :: : . 19,800 | FD_16 ¥ DP_5601 v AC_CLASS PLAN~ PG_AUXIL_PLANY CQL_155 v P)_1600012 ~
3rd Alocation Select Al | 19,800 | FD_16 v | DP_S5601 hd AC_CLASS_PLANY PG_Aln(IL_PlAN" CL_155 v P)_1600012 ~
Complete Previous Incomplete  Previous  NextIncompiete  Next  Task List Home

Shortcut: To eliminate selecting each chartfield string member, you can copy allocation distributions by using
keystrokes Ctrl + C to copy the populated chartfield string and Ctrl + V to paste into a new allocation line.
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After selecting Add Allocation Information from pop up menu, the appropriate allocation type must
be chosen. Next, fill in corresponding percentage or flat dollar amount, then click ADD.

Runtime Prompts - Add Allocation Information lzﬂ
Prompt Text Yalue
L7 * allocation Type "Percentage aAllocation Assignments” i,
l'_'j Enter Allocation Percentage if percentage is used, enter % here
Eﬂ] Enter Allocated Flat Amount if flat allocation is used, enter flat amount here
Add | Cancel

12



HCP: Delete Allocation/Chartfield Distribution On Existing Employee Record
Right click on specific allocation row to delete and select Delete Allocation Information
Note: Error message will display if:

Percentage Allocation Type: Allocation total is greater than 100%

Flat Allocation Type: Allocation total is less than or greater than the allowed
salary amount

=l Alocations
Percentage Alocation | Alocated Flat # Alocated Expense | Fund Segment | Entity Segment | Account Segment | Program Segment | Class Segme Project Segment Alocation Validation
1st Allocation 34 20,400 | FD_15 v| DP_5606  v| AC_CLASS_PLAN¥ | PG_INSSP_PLANv | CL_130 v PJ_1500000 v
2nd Allocation 33 19,800 | FD_16 v | DP_5601 v | AC_CLASS_PLANY | PG_AUXIL_PLAN¥ | CL_155 v|P]_1600012 v
3rd Alocation 33 19,800 | FD_16 v DP_5601  v| AC_CLASS_PLANY | PG_AUXIL_PLAN¥ | CL_155 ¥|P]_1600017 v
4th Alocation 10 v v v v v v
= Percentage Alocation Assignments 110 60,000
Validation Message | | ‘ | ‘ | | Assignment has over 100% Alocation
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HCP: Add Vacant Position

From the Maintain Position & Employee Assignments form, right click and select Add
Position.

ORALCLE" Enterprise Performance Management System Workspace, Fusion Edition
Navigate Fle Edt Vew Favogtes Joos Hep

A o T Expore B & s M :6

| Task - Maintain Position and Employee Assignments-CLEMSON Position-Employee Assig Task Instructions
fhice of M - -
Basic Salary Expens Benefits Expense | =] Total Compensal E Employee I Position Name Postion Number  Annual Sala Empioyee Typ  Pay Type FT/PT
00003616 - Pubic Info Dir II o 60,000 | 19,200 | 79,200 Pubic Info Dir I 00003616 | Average Regular v Exempt v  Ful-time h
00003653 - Pubic Info Dr I Q]"“Gom "‘"‘:"' seang | 66,000 | ~ Pubic Info Dr I 00003653 Average  Regular ¥ Exempt ¥ Ful-time o~
00003747 - Pubic Info Dr I n Empioyee > 66,000 Pubic Info Dr I 00003747 Average Regular v Exempt v Ful-time -
00003748 - Pubic Info Dir 1 Qj Add P 76,500 Public Info Dir I 00003748 Average Regular v Exempt ~  Ful-time -
00003749 - Pubic Info Dr I | Q] Delete Postion Across Al Versons 4 66,000 Pubic Info Dr 00003749 Average Regular v Exempt v Ful-time -
00003754 - Pubic Info Dir I Edt » 66,000 Pubic Info Dir II 00003754 Average  Regular ~ Exempt ~ Ful-time - |
00004628 - Data Coordnata Adjust > 66,000 Data Coordnator II | 00004628 Average Temporary~ Non-exempt~ Part-time -

B Comments
*£ Supporting Detal

&) show Change History
B3 Document Attachments

3 Lock/Uniock Cels

Fiver »
Sort >
Select Al

Complete Previous Incomplete Previous Next Incompiete Next Task List Home

Enter position title, eight digit position number (Begin the Position Number with the four digit dept. number where the
position resides followed by a four digit number using a sequential numbering format), and default jOb. Follow previous
instructions for entering salary, benefit and Chartfield allocation information (pg. 10). Click ADD.

Runtime Prompts - Add Position (]
Prompt Text Value
| * Enter Position Name
| * Enter Position Number 56060001
] * Select Job Defauft_Job (]

14



HCP: Add To-Be-Hired Employee

From the Maintain Position & Employee Assignments form, right click and select Assign

Employee, then Assign To-Be-Hired Employee.

Note: This action will be tied to a specific employee; create a vacant position first, then designate this

position as “To Be Hired”

The purpose of utilizing the To Be Hired functionally is to further ensure an accurate budget. By only
budgeting partial year compensation based on projected start dates, budget vs. actual variances will

decrease. You will also have more funds available to budget for non-compensation items.

CU_PLAN Manage Position-Employee Assignments  CU_PLAN Manage Position-Employee Assignments_

B B E E Position Name Position Number | Annual Salary Sprez  Employee Tyg

I 1| Accounting/Fiscal = 00003473

Henders 00003473 -Ac € 2 € « || Marl Average Regular
I 1| Accounting/Fiscal @ 00003475
Robbins 00003475 -Ac € 2 1 « || MgrII Average Regular
'l 1l Student Svcs 00003477
Wetzel 1 00003« Average Regular
[}y Go to Assignment 3478
Simpsor 000034 — - Ass9 ( Asrmenomn emular
Assign Employee » [£) Assign Existing Employee
Richard: 000034 [£] Add Posttion [) Assign To-Be-Hired Employee lar
P Rt 00003 Q‘ Dekete Postion ' A | Regula
Tuitt, <
: [£] Delete Position Across Al Versions Sa61 verage gL
Chambe 00003« [£] Spread Alocations Average Regular
Edit » D3485
Litzenbe 000034 Adjust > Average Regular
3487
Smith,A' 000034 B Comments Average Regular
-z " 3559
Chai,Shi 00003¢ = SuPPorting Detal Average Regular
{51 show Change History 198
Gracia,M 00006! E“ Document Attachments s Average Temporary
Queen,¥ 00007{ (4 Lock/Unlock Cels Average Temporary
Fiter » DS183
relr Te=Q0009] < Average Temporary
Jew PositionS 1 3 1. . AnalystIO Average Regular

Vv Tamn Emnlaras c2N7NnNNN
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HCP: To be Hired Instructions

Note: A new line will appear above the newly created vacant position. This in NOT a duplication.
You will add salary and benefit information to the To Be Hired position only.

Runtime Prompts - Assign To-Be-Hired Employee £
jPrompt Text Value
j * Enter Employee Name John Doe
] s Enter Employee Number 000123
4] * Select FT/PT Ful-time v
o * Select Pay Type Exempt Z]
o * Select Employee Type Regular Z]
_A * Enter Hire Date 1/1/15 E&)
Assign  Cancel

Task - Maintain Position and Employee Assignments-CU_PLAN Manage Position-Employee Assignments Full Form  Task Instructions
“U_PLAN Manage Position-Employee Assignments Full Form > Manage Assignments

OJ Current Scenario: Budget QJ Current Stage: Stage 1

DP_5307 Student Financial Serv : w | New Position 5 v -)|

[=] Salary and Benefit

Employee Name | Employee Number | Position Name Position Number Salary Amount | Basic Salary Expens Benefits Expenses | Total Compensatior, Benefit Program Benefit Amount | Annual Salary Sprez
John Doe 000123 Acct/Fiscal 53070001

Analyst III 50,000 25,000.00 8,500 33,500.00 | STA v 34 | Average v

W/

The screen shot above shows a projected hire date of 1/1/15. HCP automatically adjusts the salary
amount to capture only the salary & benefit expense of the time to be worked in the fiscal year. In this
example, the basic salary expense is calculated at 50% of the salary amount, representing the employee

working half of the fiscal year (Jan 1 to June 30). The adjusted basic salary expense carries down to the
Allocation section.

=] Allocations
Percentage Allocation | Allocated Flat Amount | Allocated Expense | Fund Segment | Entity Segment | Account Segment | Program Segment | Class Segment | Project Segment
1st Allocation 100.000 25,000 ‘ FD_15 v | DP_5307 v | AC_CLASS_PLAN ¥ | PG_INSSP_PLANY | CL_130 v | PJ_1500000 ¥ |
[=] Percentage Allocation Assignments 100.000 25,000
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HCP: Terminate Employee Salary & Benefits

To terminate an employee in HPC, Zero out salary dollars in the Salary & Benefits
section and SAVE. Note: It is important that no employee record is deleted.

Task - Maintain Position and Employee Assignments-CLEMSON Manage Position-Employee Assignments Task Instructions

CLEMSON Manage Position-Employee Assignments > Manage Assignments
W Current Scenario: Budget W Current Stage: Stage 1 W Current Year of View: FY15
DP_5606 Office of Media Relations |+ w | 00003748 - Public Info Dir I - i|

=] Salary and Benefits

A
Employee Name Employee Number Position Name Position Num Salary Amount ic Salary Expens Benefits Expense | =] Total Compensal Benefit Program Benefit Amount
Public Info Dir I 00003748 0 0 0 | 9SMO - 27.5

[=] Allocations
Percentage Allocation | Allocated Flat Amou, Allocated Expense nd Segment | Entity Segment | Account Segment | Program Segment | Class Segment | Project Segment
1st Allocation 34 / Fi§ 15 v | DP_5606 ¥ | AC_CLASS_PLAN ¥ | PG_INSSP_PLANY | CL_130 ¥ | PJ_1500000 ~
2nd Allocation 33 FOl 16 ¥ | DP_5601 ¥ | AC_CLASS_PLAN~ | PG_AUXIL_PLAN~ | CL_155 ¥ | PJ_1600012 ~
3rd Allocation 33 \ FP_16 ~ | DP_5601 ~ | AC_CLASS_PLAN~ | PG_AUXIL_PLAN~¥ | CL_155 ~ | P1_1600017 ~
=] Percentage Allocation Assignments 100

\/

Note: Zero budgets will not be created in non-compensation budget development by
having empty allocation rows (as shown above).

NEVER LEAVE “PERCENTAGE ALLOCATION” OR “ALLOCATED FLAT AMOUNT”
BLANK. IF YOU DON’T WANT THE ROW, DELETE IT.
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HCP: Adding Comments to Employee Records

Within the Manage Assignments form, right click on employee name, select Go To Assignment,
then right click within the Salary and Benefit section or the Allocation section and select
Comments.

[ ™ ey e W Tmin (3040 WnBrmn Plmvat [ipme - -
o_ - P s Cemoie ady 4 LR A F
¢ R et o Nl
 Seavien s B Sy of hodersen Ontoe 5. B Googe [N (tetsrcant o Clamnan = Foarim ® s et Honte e h & Ohvia & Sy Weddog Progaatums © () Munn Froe Cadd o
o B voren ot - Gnuge 5. I Oacle Ratarpoce Padicr. [PPSR TVIY N N R L N— . R o Papes e Teoke -
-
CLIMNON - Tank IBT St .
= Forms Tank Lt S1alus
Y . sk - M Panition ared Unghioyee Assimmrsts CLUMBON Sharvage Pualthny (vghoyes Asstgrmmnsls  © ot 55 s re
’ PLAN Be e CLIMNGON Manage Foston-€ wpbyes Asvg o> Manace ANt ments
" P — — 2
. ...mul. , -t ey @4 Crrent Ticeror o Buget W Crrens Sage S 1 V4 et Yo of Ve ¥1)
Y Baview Ao i - - -
g Ty Bude
e
1 rg Gy ‘urre Loparw Yade Foeten Y POREON P Saary Avourt sk Gadary Egerms  Deredin Caguares 1ot Comger
Lo war Michas 5 o) P ¥ v 3 A0S 0 [\
fte .
v .
2 =r 0 el ]
L e l
,3: Documort dfactmerts :
A Lo ires Cek . ASCCAn  ASocated Flat A s o # Koy Sogment | Actourt % rrog e % Cloms |  progect 4
eiss l"‘“". T T N o e e Pt Al
0 DS T ORI - AL OURPANT PGPS QLW v PN
L e 10 |
—;f'ﬂﬂjﬂ g Mot icorpete bt Tk Lt poee
@ Framet | Prstmcned Mode Om 4 Ninn -
[ ) . - - - - - . . - - -

Select the green plus sign '# on the Comment window to add detail to employee record and click
ADD. Once a comment is added, a triangle will appear in the employee name cell in the Salary
and Benefit section or the Allocation spread (% or Flat) cell in the Allocation section.
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HCP: Review Position Budgets

Select Review Allocations under My Task List for final review of updated HCP
budgets. Note: Data may be viewed by department or by budget center. Click on
uvDepartment (circled below) and choose an individual department or budget center.

# Forms Task List Status

My Task List

‘ Task - Review Allocations-Review Allocations - Task Instructions

@ ¥ cu_PLAN Budget Administration

) = Allocations
= ¥ Cu_PLAN Budget Preparation

& ® Maintain Position and Employee Assignments

| Allocation Review_Existing . Alocation Review_New

N

¥ Current Scenario: Budget

QJ Current Stage: Stage 1

W Current Year of View: FY15

\g)a‘ uvDepartment: DP_W

= - =
[+ “¥ Review Allocations |
g Employee Search

# ¥ Review Compensation Budgets

DP_5602 Development

Member Selection

Dimensions | Entity | ¥

| Members . Variables

QAP PE Re@

Member Name
[=] Entity
[#] Unspecified Entity
[# Generic Entity
[=] Total Entity
=] DP_ALL_ORGS_2012_07_01
[ DP_ALL
£ DP_A+A 4===m Select budget center|
[ DP_A+A_PLAN
[+ DP_5600
DP_5601
[# DP_5602
[# DP_5603
[#] DP_5604 Select department
[# DP_5605
[+ DP_5606
[+ DP_5607

L

DP_5601 VP for Advancement 0 00003696

(0 00003697

0 00000442

—

- Academic P 1st Allocation

- Administrat 1st Allocation
0 00000171 -

Extension £ ;& ajocation
2nd Allocation
3rd Allocation
4th Allocation

- Asst Acader 1st Allocation

Fund Segr Entity Segme Account Segm{ Program Segment | Class Segme Proijcated |

FD_15
FD_15
FD_15
FD_15
FD_15
FD_15
FD_15

DP_5601
DP_5601
DP_0136
DP_0136
DP_0136
DP_0136
DP_5602

AC_UCLASS_P PG_INSSP_PLAN | CL_130
AC_CLASS_PL, PG_INSSP_PLAN | CL_130
AC_UCLASS_P PG_INSSP_PLAN | CL_126
AC_UCLASS_P PG_INSSP_PLAN | CL_130
AC_UCLASS_P PG_RESCH_PLAN | CL_126
AC_UCLASS_P PG_RESCH_PLAN | CL_126
AC_UCLASS_P PG_INSSP_PLAN | CL_130

P]_1500000
P]_1500000
P]_1500000
PJ_1500000
PJ_1530001
P]_1530002
P]_1500132

100
100

1| »

25
45
20
10
100

When you click on uvDepartment, the member selection
box appears. To select an individual department, select
the desired department number and use blue arrow to
move across into the right panel and click OK. Follow the
same steps to select an entire budget center for review.

The Review Allocation data may be exported to Excel.
From Menu options choose Tools, then Export as

Spreadsheet

—

Navigate Fle Edt Vew Favogtes

AB o % Bpoe |l @ stal

LUnks

b CU_PLAN - Task List

JOOE Adminstration Help

Launch Financial Reporting Studio...

Blanning
Manage Approvals
Copy Version
+ Forms Reports
+ Manage Task Lists Business Rules
My Task List Job Congole
] Custom Unks
3 ¥ Cu_PLAN Budget Administration 2 omn
Sl Manage Salary Grades W Export as Spr
31 9 Manage Other Compensatior &d Hoc
‘ 0 pensatx DBg <
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HCP: Review Compensation Budgets

Forms

Task List Status

My Task List
P CU_PLAN Budget Administration
S| i CU_PLAN Budget Preparation
& ¥ Maintain Position and Employee Assignments
¥ Review Alocations
& Employee Search
= '-| Review Compensation Budgets I
“¥ Review Position Budgets
¥ Review Employee Budgets

©¥ Review Element Budgets

- Task - Review Position Budgets-Positior

DP_5606 Office of Media Relations |w il

YearTotal
590,960.10

Al Positions

Forms

Task List Status

My Task List

¥ cu_pLAN Budget Administration

= ¥ cu_pLAN Budget Preparation
®" Maintain Position and Employee Assignments
& Review Alocations
& Employee Search

= L| Review Compensation Budgets|

& ¥ Review Position Budgets
# ¥ Review Employee Budgets
¥ Review Element Budgets

- Task - Review Employee Budgets-Emp

DP_5606 Office of Media Relations |+ | =]

YearTotal
590,960.10

TI)taI Employees
—

Users can review compensation budget totals by department by selecting Review
Compensation Budgets under My Task List. There are three review options for
compensation budgets: by position, by employee, and by element. Each option allows
users to drill in and out by using the expand/collapse buttons.

[+ Forms

Task List Status

My Task List

Task - Review Element Budgets-Element Expenses for each Period - Elements on

m P CU_PLAN Budget Administration

DP_5606 Office of Media Relations v | =]

g ¥ CU_PLAN Budget Preparation

¥ Maintain Position and Employee Assignments

00003616 - Pubiic Info Dir I

¥ Review Alocations

00003653 - Public Info Dir I

o Employee Search

00003747 - Public Info Dir I

cha 'Fleview Compensation Budgets |

00003748 - Public Info Dir I

[

@ 9 Review Position Budgets

00003749 - Public Info Dir I

¥ Review Employee Budgets

00003754 - Public Info Dir I

*¥ Review Element Budgets

00004628 - Data Coordinator II

All Positions

= IKE B I

YearTotal |

iotal Compensation Expenses 94,101.50
M [# Total Compensation Expenses 93,167.52
D [+ Total Compensation Expenses 106,854.28
¢ [+ Total Compensation Expenses 80,420.10
Total Compensation Expenses 87,100.00
Total Compensation Expenses 92,486.80
Total Compensation Expenses 36,829.90
Total Compensation Expenses 590,960.10
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HCP: Employee Search

Users have the ability to search for an individual employee using the Employee Search option
located under My Task List. Select uvEmployee (circled below) to bring up employee member

selection box.

[+ Forms Task List Status
My Tas" List | Task - Employee Search-CU_PLAN Employee Search  Task Instructions
® ' CU_PLAN Budget Administration ) Employee: ) Current Scenario: Budget ) Current Stage: Stage 1 ) Current Year of View: FY15 @vEmployee: EP_0594®
= ¥ Cu_PLAN Budget Preparation Salary Amount | Employee Name | Employee Number | Position Name | Position Number | Armuat-Selary-Sprez  Er
@ ® Maintain Position and Employee Assignments ‘ A ' No Position 00007468
5 & Review Alocations 00007468 - Eng/Assoc Eng Il | DP_5952 Univ Fac:Capital Projects Average Ter
+  Employee search |
@ ¥ Review Compensation Budgets
b= @] When you click on qumponee, the
Make sure “ALIAS” is selected; this will employee member selection box
Dimensons |EMPOYER]™ allow users to search by employee name T rt f th |
S and employee number. appears. lype part o € employee
Members . Variables name you are searching for flanked
sanypartomame  {Q P $ R by *’s (these asterisks act as
i las wildcards) and click the magnifying
=] Employee Employee I . .
& Total Employees glass icon. The search results will
populate in the left panel. To choose
Q desired employee simply double click
on the employee name or select
Remove employee and move across to left
& panel with add arrow and select OK.
Remove Al Users may go directly into employee
record from this point using Go To
Assignment function (pg. 10).
Help & Cancel
—
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HCP: Attaching Documentation & Comments

You have the ability to attach documents to positions in HCP, note that the document
must be uploaded into Hyperion before you can attach it (upload functionality is
currently limited to the Budget Office). Please work with your budget office liaison on
any documentation you wish to upload and attach in HCP.

In addition you can add Comments to positions in HCP. Best practices is that you add
the Comment to the Position number field.
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HCP: Hyperion Hints

The arrows circled below can expand your view of the HCP forms.

Navigate File Edt View Favortes Tools Help

A s Explore

LA
HomePage [ cLewson [STIENVIRS search || RN © - =

[# Forms Task List Status

My Task List Task List Status - All Yew v

[ & Maintain Position and Employee Assignments

[ 9 Review Allocations
@ F Review Compensation Budgets
B Incomplete
W Complete
Overdue

Incomplete, 100.0%
Task List Status - All

Task List Tasks - All

Task |Type |Status Due Date |Blert |Completed Date | Instructions Action
& £7CU_PLAN Budget Preparation iE] @3 B
{5 Maintain Pasition and Employee Assignments E] [3 B
Review Allocations E} G ra
| & [PReview Compensation Budgets ) @3 B
{5 Review Pasition Budgets E} G ra
l (Review Employee Budgets EZ] @ B
(PReview Element Budgets E] G r‘s

Unsaved Data: If you have unsaved data (yellow cells), and you DO NOT wish to save
the changes, simply exit the form and begin again if needed.

Sorting Employee Data: On the Maintain Position & Employee Assignments panel,
right click on the column headings (i.e.: employee name, position number, etc.), click
Sort, and choose sort option.
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Addendum A: Benefit Program Code Table

First 1-21 of 21 Last

Pooled Fringe Effective Date 07/01/2013
Rates
Personalize | Find | |

E::;fr;tm Description I('I,I::siﬁedIUmlassiﬁed ;;l:ege Pool f;g:lege %
1/9MO | |9 Month Regular FTE | [Temporary  v| aMO || 0.337]
2/9MO | |9 Month Regular FTE | [Unclassifd v| [sm0 || 0337
3|/AT9 | |Temporary > 30 |[Temporary ~ v]| [ATO || 0337
4 /ATP | |Temporary > 30 |[Temporary  ~v| |[ATP || 0.403]
5 FED | |Federal | | Unclassifd v| [12m0 || 0403
6 /GRD | Graduate | [NoPosn v| [STDNT || 0.120
7/GST | |Temporary | | Grant v| [12m0 || 0.403
8 |GST | |Temporary | | Time Limit v| [12m0 || 0403
9/GT9 | |Temporary | [Grant v| [sM0 || 0337
10|GT9 | |Temporary | [Time Limit v| [sm0 || 0337
11 |MSC | |Miscellaneous | | Unclassifd v| [12m0 || |
12|MT9 | |Temp measure full |[Temporary — v] [MT9 || 0.337]
13 MTP | Temp measure full |[Temporary ~ ~v| MTP || 0.403
14 NEL | |Undergraduate | [NoPosn v| [STDNT || 0018
15|STA | |12 Month Regular FTE | [ Classified v| [12m0 || 0.403
16 |STA |12 Month Regular FTE | [Unclassifd v| [12m0 || 0403
17 |TLR | |Permanent Regular | [Classified v| [PTMP || 0.198
18 |[TLR | |Permanent Regular | [Unclassifd v| [PTMP || 0.19g
19 |TMP | |Temporary | | Time Limit v| [PTMP || 0.198
20 TMP | [Temporary | [NoPosn v| [PTMP || 0.193
21 |TMP | |Temporary ||[Temporary  ~v| [PTMP || 0.198
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To report an issue:

Please send an email toithelp@clemson.edu andinclude as the firstline inthe body of the
email Assignees="BUD Solution Support". The subject lineshould be a brief description of the
issue, with the detailsin the body afterthe Assignee. Screenshots and attachments can also be
used. Alternatively you cancall the Help Desk at (864) 656-3494 to assign a ticket to the BUD
Solution Supportteam.

Links to Production (Not sure if we want to include the new view until we get some reports and
dashboards delivered):

Hyperion Planning (old view)

https://foundation01.clemson.edu:4443/workspace/index.jsp

Hyperion Planning (new view)

https://foundation01.clemson.edu:4443/HyperionPlanning/

SmartViewinstall instructions:

Instructions toinstall SmartView, if notalready installed (this will require shutting down Office
productsand a possible reboot): https://clemson.box.com/InstallSmartViewDoc
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