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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. Any Vacant position must be entered
with the first word Vacant. (Other descriptions such as To be hired have been used and
these will not be found in a search for Vacant positions.)

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 01/15/2020 by
April 10, 2020.



Hyperion Log-In Instructions

Supported Browsers:

o : 7 :
Firefox (see next page) Internet Explorer (version 9 or lower)

Hyperion URL.:

Log in with your Clemson user name and password

6 ] - https://foundation0l.clemson.edu:4443/workspace/index.jsp [ & E - Google p=) n ok -'- 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.



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

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.

‘% Cracle Enterprise Performance Manage... I +

Lelemson.edu: =335

& Adrminister + fneFage

S schedule

5 Impact Manages ¢

E— tly Opened . Quick Links

1 I[Ems. r -
[ [ o cu_Pan Favorites
L Open... "H.] y al Page

Apphcations
Planmning
4 CU_PLAN

‘1 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. FY21) and SAVE.

avorites Tools Administration Help

HomePage || CU_PLAN - User Preferences *

Member Selection

Dimensions  Entity El

Members

Member Name
_ Entity
&+ Unspecified Entity
4 Total Entity
4 DP_ALL
5 DP_A+A
 DP_AAH
» DP_ATH
1> DP_BPA
1> DP_CAFLS
> DP_CAMP
» DP_CAFDS
» DP_CES
1> DP_COES
»» DP_CURF
» DP_DAPS
» DP_DCIT

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

Eh e .
& "M Maintain Position and Employee Assignment

& ¥ Review Allocations

Task List Status - All View »

" e .. Eincomplete

- ) ] pl
# ¥ Review Compensation Budgets M Complete
Overdus

Incomplete, 100.0%
Task List Status - All

Task List Tasks - All

Task Type Status Due Date Alert Completed Date Instructions Action
= 7 CU_PLAN Budget Preparation o IE Iq}
iy Maintain Position and Employee Assignments ["_] |E :.5
-y Review Allocations & 3 [
= 7 Review Compensation Budgets L% [B :$
iy Review Position Budgets [ 3 =Y
iy Review Employee Budgets & ) B
iy Review Element Budgets [ ) B
1 »
# 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.

MNavigate File Edit View Favorites Lools Help

# o ¥ Expore| B 0 £ | £ o B o
HomePage CLEMSON - Task List Status * Search
Task List Status
Task - Maintain Position and Employee Assignments-CLEMSON Manage Position-Employee Assignments = Task Instructions
'DP_5606 : DP_5606 Office of Med|w | =]
enefits E = Total Coml E Emplovee Number Position Name Position Num| Annual Salf Employee Type Pay Type FT/PT
16,000 66,000 Public Info Dir 00003616 | Average | Regular | Exempt * | Ful-time -
Member 16,000 66,000 Public Info Dir I 00003653 | Average | Regular « | Exempt - | Ful-time -
DP_5606 : DP_5606 Office of Media Relations “ | 16,000 66,000 Public Info Dir IT 00003747 | Average | Regular ~ | Exempt ~ | Ful-time -
DP_5607 : DP Communications Center E ) i
DP 5608 : DP 18 Office of Creative Services 13,750 63,750 Public Info Dir I 00003748 | Average | Regular | Exempt - | Ful-time -
DP_5609 : DP 09 Annual Fund 16,000 66,000 Public Info Dir II 00003749 | Average | Regular - | Exempt - | Ful-time -
DP_5611 : DP_5611 Public Affairs _ .
DP_5612 : DP_5612 Donor Services 16,000 66,000 Public Info Dir T 00003754 | Average | Regular Exempt Full-time
DP_5615 : DP_5615 Historic Houses 16,000 66,000 Data Coordinator II 00004628 | Average | Temporary | Non-exempt | Part-time -
DP_5625 : DP Development Special Project | | Temporary Position 100000 - - -
DP_56 : DP Image Redesign
DP :DP Administrative Leases
DP_S653 : DP_5653 Telecom Services thru 6/30/99
DP 5655 : DP 5655 Copv Cats
|




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 Fie Edit View Favortes Tools Help

A e ¥ Expore ] @ & | £ W0

HomePage

Task List Status

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

@ Current Scenario: Budget @ Current Stage: Stage 1 i@y Current Year of View: FY15
flice of Med v S_00003748 : 00003748 - Public [#]
=] Salary and Benefits

Override Option val
| E Employee Number | Position Name Position Number Salary Amount | Basic Salary Expens Benefits Expense | =l Total Compensal Benefit Program | Benefit Amount | Annual Salary Sprez

| Public Info Dir 1 | 00003748 | 50,000 | 50,000.00 | 13,750 | 63,750.00 | 9MO - 27.5 | Average -

=l Allocations

| Percentage Allocation Allocated Hat Amount Allocated Expense Fund Segment | Entity Segment Account Segment | Program Segment | Class Segment Project Segment |

| 1st Allocation 34 34,000 | FD_15 | DP_5606 * | AC_CLASS_PLAN * | PG_INSSP_PLAN~ | CL_130 - PI_1500000 -~

| 2nd Allocation 33 | | 33,000  FD_16 ~| DP_5601  w| AC_CLASS_PLAN~ PG_AUXIL_PLAN ¥ | CL_155 w | PJ_1600012 ~|
3rd Allocation 33 33,000 | FD_16 ~ | DP_5601 ¥ | AC_CLASS PLAN~ | PG_AUXIL_PLAN ¥ | CL_155 v PI_1600012 ~

| El 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) 9
and selecting Add (Delete) Allocation Information.



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

(‘ - e 1Lclemsonedud44 3 fwarkspace e sp ey m' e 2 B - pas i

ORACLE" Enterprise Performance Management System Workspace, Fusion Edition

Havigate Fle Edi \iew avogites Took Help

A e Y Expore B > 8 | M

lask List Status m
| Task - Maintain Position and Employee Assignments-CLEMSON Manage Position-Employee Assignments  Tosk Instructons
[CLEMSON Manage Position-Empioyes Assignments > Manage Assignments
wh | Current Scenaric: Budget i Current Stage: Stage 1 i Cusrent Year of View: FY15
-+
| = salary and Benefts |2} Add Mocation Information <€
|| EMployes Nanme __.["_.d Delete Alocation Information |Posiion Name Position Number | Salary Amount | Basc Salary Expend Benefits Expense | = Total Compensal Beneft Program | Beneft Amount |
| I3 spresd Adocatons Bir 1 00003748 £0,000 60,000 16,500 76,500  9MO - 275

Edt »

Adjust »

v =] comments |
15 % sopperong o ; : 3l b
i o Alocatians (5 Sshow Change History
i i | B2 Document Attachments Amount | Alocated Expense | Fund Segment | Entity Segment | Accounk Segment | Program Segment | Class Segment | Project Segment |
[ 15t AlOCAIon o) ::ErHUankCeb i 20,400 | FD_15 * | DP_5606 * | AC_CLASS PLANY PG_INSSP_PLANY | CL_130 | PI_1500p0 =
11 2nd Alocation Sort N | 19,800 | FD_16 | DP_S501 | AC_ CLASS PLAN™ PG_ALLIL_PLAN~ | OL_155 * PI_1600012 =
| Zrd Alocation | Select Al 1 15,800 | FD_16 > DP_55601 | AC_CLASS_PLAN | PG_ALDIL_PLAN > | CL_155 b | PI_1600012 -
| || Percentage Alocation G0,000 |

Compiete Previous Incompiete Previous Hext Incompiete Hext 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.

10



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

Prormpt Text Yalue
& * * allocation Type "Percentage Allocation Assignments" 5
|:_:|] Enter Allocation Percentage if percentage is uged, enter % here
IE';I Enter allocated Flat Amount if flat allocation is used, enter flat amount here

Add | Cancel

11



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 Allocation | Alocated Flat / Alocated Expense | Fund Segment | Entity Segment | Account Segment | Program Segment | Class Segme Project Segment Alocation Validation
1st Alocation 34 20,400 | FD_15 ¥ | DP_5606 | AC_CLASS_PLANw| PG_INSSP_PLAN¥ | CL_130 | P1_1500000 +
2nd Alocation 33 19,800 | FD_16 ¥ DP_5601  v| AC_CLASS PLANw| PG_AUXIL _PLANw| CL_155 ¥ |PJ_1600012 =
3rd Allocation 33 19,800 | FD_16 ¥ DP_5601  w| AC_CLASS PLANw| PG_AUXIL PLANw| CL_155 ¥|P]_1600017 +
4th Alocation 10 v v v v v v
=] Percentage Alocation Assignments 110 60,000

Validation Message

Assignment has over 100% Alocation

12




HCP: Add Vacant Position

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

ORACL E" Enterprise Performance Management System Workspace, Fusion Edition

Task List Status =
| Task - Maintain Position and Employee Assignments-CLEMSON Manage A Task Instructions
fficee of Med L ek
Basic Salary Expens Benefits Expense | = Total Compensal E Empioyes [ Position Name | Posttion Humber  Annual Sala Empicyee Typ  Pay Type FT/PT
00003616 - Publc Info DY I | 0! 60,000 | 19,200 | 79,200 | | Publc Info D I | DO0OO3616 | Average | Regular v Exempt v Fultime -
D0003653 - Publc Info Dy T L—l]nGo T T """“""}_ 6,000 . Pubic Info Dr I | 00003853 _Average  Regubr  + Exemgt = Fulume =i
o Assigniment
00003747 - Publc Info D 0 Assiqn Emgplryee B 66,000 | | Publc Infio D 0 | DO0O3TaAT | Average Regular » Exempt = | Ful-time -
00003748 - Publc INFO DL | (= 0y | 76,500 | | Publc Info Dar T | 00003748 Average | Regular  ~ Exempt = Fultime -
00003749 - Pubdc Info Dir ]]_ El Delete Postion Across Al Versions | b, RO | | Pubdc Info Dir I 00003749 AvEerage Regular | Exempt  Full-time -
DOO03754 - Publc Info Dir 1| Edit b 66,000 | | PublcInfo DiF I | 00003754 Average | Regular ~ Exempt  * Fultime - L
" | 00004628 - Data Coordinatg Adjust » 66,000 Data Cooednator I | 00004628 Average | Temporary~= Mon-exempt= Part-time - 1
= comments
"j Supporting Detal
1] show Change Hstony
By Document Attachments
(3 Lock/Uniock Cels
Filter »
Sort 3
Select Al
Complete Previous IncompHete Previous Hext InCompiete : Hext Task List ]:me'_ Il

Enter position title, eight dlglt 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 (2]
Prompt Text Value
ﬁ * Enter Position Name Enter Position Title Here (ie: Admin Assistant, Student Pool)
|:] * Enter Position Number 56060001
i * Select Job Default_Job [~]

13



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 “Vacant-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 BEEE Position Name Position Number | Annual Salary Sprez  Employee Tyf
Il 1| Accounting/Fiscal | 00003473

Henders 00003473 -AC € 2 S« 1| Mgrl Average Regular
Il 1| Accounting/Fiscal | 00003475
Robbins 00003475 -AcC € 2 1« 1| MgrI Average Regular
; 'L il student Svcs 00003477
Wetzel ] 000034 F Average Regular
Go to Assignment 3478
Simpsor 000034 C . g : PR -
Assign Employee »| (2] Assign Existing Employee
Richard: 000034 |:1| Add Position QL Assign To-Be-Hired Employee ar
— [} Delete Position 80 R Reauis
s, B1,000033 E:| Delete Posttion Across All Versions 481 Verage eguiar
Chambe 000034 Q| Spread Allocations Average Regular
Edit » 03485
Litzenbe 000034 Adjust » — Average Regular
Smith, A 000034 ia Comments Average Reqgular
*z i 3559
Chai,Shi 00003{ = >uPPOrting Detal Average Regular
(il show Change History 198
Gracia,M 00006 @ Document Attachments — Average Temporary
Queen,k 00007§ (8 Lock/Uniock Cels Average Temporary
Average Temporary
Average Regular

1 TamA Eranbsaoas E2N7nnnT

14



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 (]
Prompt Text Value
| g * Enter Employee Name John Doe
! jaf Enter Employee Number 000123
| ] * Select FT/PT Ful-time -
| s * Select Pay Type Exempt =]
| 1] * Select Employee Type Regular =]
| ua * Enter Hire Date 1/1/15 )

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

W Current Scenario: Budget ) Current Stage: Stage 1

DP_5307 Student Financia Ser'-.-": - | New Position 5 - .|.|

[=l 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 | 5TA hd 34 | Average e

N4

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 | Alocated Expense | Fund Segment | Entity Segment | Account Segment | Program Segment | Class Segment | Project Segment
1st Allocation 100.000 25,000 | FD_15 | DP_5307 ¥ | AC_CLASS_PLAN~| PG_INSSP_PLANw | CL_130 ¥ | P1_1500000 ~
[=] Percentage Allocation Assignments 100.000 25,000

15



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

GJ Current Scenario: Budget

CLEMSOMN Manage Position-Employee Assignments = Manage Assignments

@y Current Stage: Stage 1

GJ Current Year of View: FY15

Public Info Dir I 00003748

LLLE

A
Salary Amount
] o

o | 9IMO

-

DP_5606 Office of Media Relations |+ - | 00003748 - Public Info Dir 1 - il
=l salary and Benefits
Employee Name Employee Number Position Name Position Num ic Salary Expens Benefits Expense |[=] Total Compensal Benefit Program Benefit Amount

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 F§ 15 | DP_Sels | AC_CLASS_PLAN~ | PG_INSSP_PLANY | CL_130 | PI_1500000 -
2nd Allocation 33 FC§ 16 | DP_5601 | AC_CLASS_PLAN~ | PG_AUXIL_PLAN~ | CL_155 | PI_1600012 -
3rd Allocation 33 FIy_16 | DP_5601 | AC_CLASS_PLAN~ | PG_AUXIL_PLAN~ | CL_155 | P1_1600017 =
=1 Percentage Allocation Assignments 100

S

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.

16




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.

e B e e R e R ST SR b e e S s - “
n_ oI p— [T TR i
i W e = [
r leardn i o il e Ot ([ et s = L i, & frrem 4 s = T & e e B = L = e Aiklicy) Frgwatees @ 0 dlwer e Dol i e
+ B e e Gt B Dencle s P s T S PR [ w— T e 5 = 3 = B Page e L s Tak= e
-
CARFIC - Pk R Y BEaTe n
= P |.|-.||_|h!lc|.u|,-.
P e B - mmnmmwmm Tasi Vel B
' PR I P B L i Mo P Aol By s - AL A T i
B
. _-mmdlw ol LT T | i bl PR G T | ol ST e o e |
PTIENE P R - - EI H
B P pien Crwrrarniater Bt
ekl y 'l Pt
i Fipiyes e 1Ty Pl Pl TR Pl e Sy AR D Dy s el g 1l Lo
Lol i [ b Pl il Cw ML o 1]
23 '
Fr el
Y| ———
F s il
Ml Sresm har b |
i Doy g, it
Tl Lokl i Dl lwn\m J.h:n.:lul.qu.u-r Al Lgeres ﬁw:.ur-'l'-l.m-:...igl-url: u.r::.lfl-lru -_i-""-‘f""'" t-iu.l?u'lﬁ::p.-..l
akge i 1
1 = e = Ve = w RPN OB R
P Cags £ e BT 33 !
_.r:rrﬂmn ey il Lgel e el Tash Led e
I e | Brpemad g T a = RNR =
ey - - . - —_ ' . ' * - . S P ——

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
My Task List

& ¥ CU_PLAN Budget Administration
= ¥ CU_PLAN Budget Preparation

=+ =¥ Review Allocations I
g Employee Search

= ¥ Review Compensation Budgets

Member Selection

Dimensions | Entity | ¥

| Members . Vvariables

Task List Status

& ™ Maintain Position and Employee Assignments

| Task - Review Allocations

iew Allocations . Task Instructions

=l Allocations

| Allocation Review_Existing

Alocation Review_New /_\

| Current Scenario: Budget

DP_5602 Development

AP P Me@d

Member Name

= Entity
Unspecified Entity
[# Generic Entity
[=] Total Entity

=] DP_ALL

[£ DP_5600
DP_5601
¥ DP_5602
¥ DP_5603
[+ DP_5604
DP_5605
[+ DP_5606
[# DP_5607

[=] DP_ALL_ORGS5_2012_07_01

£ DP_A+A 4mmmm Select budget center
[£ DP_A+A_PLAN

Select department

m

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

Spreadsheet

DP_5601 VP for Advancement d 00003696

0 00003697

0 00000171 -

0 00000442

—

4 Current Stage: Stage 1 ) Current Year of View: FY15 Q"I uvDepartment: DP_A+A
Fund Segi Entity Segme Account Segmi{ Program Segment | Class Segmé Project SegmmerRereertal Alocated |
- Academic F 1st Alocation | FD_15 | DP_5601 | AC_UCLASS_P| PG_INSSP_PLAN | CL_130 | PJ_1500000 100 |5
- Administrat| 1st Alocation | FD_15 | DP_5601 | AC_CLASS PL| PG_INSSP_PLAN | CL 130 | PJ_1500000 100 =
EXTension £ ot plocation | FD_15 | DP_0136 | AC_UCLASS P PG_INSSP_PLAN | CL_126  PJ_1500000 25
2nd Alocation | FD_15 | DP_0136 | AC_UCLASS_P| PG_INSSP_PLAN | CL_130 | PJ_1500000 45
3rd Allocation | FD_15 | DP_0136 | AC_UCLASS_P| PG_RESCH_PLAN | CL_126 | PJ_1530001 20
4th Allocation  FD_15 | DP_0136 | AC_UCLASS_P PG_RESCH_PLAN | CL_126 | PJ_1530002 10
- Asst Acadel 1st Alocation | FD_15 | DP_5602 | AC_UCLASS_P| PG_INSSP_PLAN | CL_130 | PJ_1500132 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.

Navigate Fle Edt Yew

A B & % Expoe| B @

Favortes (ool Administration  Help
Instal

Launch Fnandal Repodting Studio...
Links

Planning

Manage Approvak

Copy Version

Busness Bules

My Task List Jab Congole
CUSom Links
3 ¥ cu_pLaN Budget Administration___ =
5
£ ¥ Manage Salary Grades A POl B D ERCee

£l 9 Manage Other Compensatioy 2 He ! 1 8
a8 Diegnostics .




HCP: Review Compensation Budgets

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 I
¥ Review Position Budgets
5 peview Employee Budgets

& Review Element Budgets

[ Task - Review Position Budgets-Positiol

DP_5606 Office of Media Relations |« il

YearTotal

Ml Positions

550,960.10

Forms

Task List Status

My Task List

(% CU_PLAN Budget Administration

= ¥ cu_pLan Budget Preparation
©" Maintain Postion and Employee Assignments
& Review Allocations
L 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 |+ i]

YearTotal

590,960.10

Tl)tal 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

F CU_PLAN Budget Administration

DP_5606 Office of Media Relations v i|

= ¥ cu_PLAN Budget Preparation

" Maintain Posttion and Employee Assignments

& Review Allocations

o Employee Search

Elg |Review Compensation Budgets |

& Review Postion Budgets

& Review Employee Budgets

“¥ Review Element Budgets

YearTotal
00003616 - Pubic Info Dr I | & Jotal Compensation Expenses 94,101.50
00003653 - Public Info Dir I M [# Total Compensation Expenses 93,167.52
00003747 - Public Info Dir I D [+ Total Compensation Expenses 106,854.28
00003748 - Public Info Dir I J¢ [+ Total Compensation Expenses 80,420.10
00003749 - Public Info Dir I L¢ # Total Compensation Expenses 87,100.00
00003754 - Public Info Dir I Ti [ Total Compensation Expenses 92,486.80
00004628 - Data Coordinator I | H{ [ Total Compensation Expenses 36,829.90
All Positions Ti 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
My Task List

Bl CU_PLAN Budget Administration

Task List Status

Task - Employee Search-CU_PLAN Employee Search

Task Instructions

\@uEmpb\;ee: EP_0594@

) “I‘JEmpk)\,fee: ) Current Scenario: Budget ) Current Stage: Stage 1 ) Current Year of View: FY15
& ¥ cu_PLAN Budget Preparation Salary Amount | Employee Name | Employee Number | Position Name | Position Number T Armea-Saiy-Spfes  Er
# ®” Maintain Position and Employee Assignments No Position 00007468
& O Review Alocations 00007468 - EngfAssoc Eng Il | DP_5952 Univ Fac:Capital Projects Average Ter
&2 & ployee
= b Review Compensation Budgets
o u i When you click on uvEmployee, the
Make sure “ALIAS” is selected; this will employee member selection box
o E— allow users to search by employee name
Dimensors | Emplyee and employee number. appears. Type part of the employee
Members " Varizbles name you are searching for flanked by
sanypartoame* | {Q P $ ¥ E T *’s (these asterisks act as wildcards)
- Alas and click the magnifying glass icon.
& Employee Employee . .
4 Total Employees The search results will populate in the
left panel. To choose desired
Q employee simply double click on the
employee name or select employee
Remove and move across to left panel with
& add arrow and select OK. Users may
Remove Al go directly into employee record from
this point using Go To Assignment
function (pg. 10).
Help ﬂ Cancel
N
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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.

Mavigate File Edt View Favortes Tools Help

4 & % Bglore

==
HomePage | cLemson [T RS search [ AN © .=

Forms Task List Status i
My Task List Task List Status - All iew
o B i i

9 Maintain Emplovee Assignments

9 Revien llacations
I Review Compensation Budgets
W Incomplete
W Complete
Overdue

Incomplete, 100.0%
Task List Status - All

Task List Tasks - All

Task Tupe Stat Due Date Alert Completed Date  |Instructions Action
[ ) CU_PLAN Budget Preparation =] 3 B
5 Maintain Pasition and Employee Assignments & G ES
EReview Alacations [ @ B
[ FReview Compensation Budgets @ G ES 3
\ @Revwew Position Budgets E B Ea 1
i , i Review Employes Budgets & @ @
(9 Rieview Element Budgets E G Es

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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To report an issue:

Please send an email to Jake Hooker ( ) and/or Greg Ball
( ). The subject line should be a brief description of the issue, with the details
in the body. Screenshots and attachments can also be used.

Link to Production:

Hyperion Planning

SmartView install instructions:

Instructions to install SmartView, if not already installed (this will require shutting down Office
products and a possible reboot):
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https://foundation01.clemson.edu:4443/workspace/index.jsp
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Addendum A: Benefit Program Code Table

10

11

12

13

14

15

16

17

18

19

20

H Q

Benefit
Program

Mo

AT9

ATP

FED

GRD

GST

GST

GT9

GT9

MSC

MT9

MTP

NEL

STA

STA

TLR

TLR

TLR

TMP

T™MP

Description

9 Month Regular FTE

Temporary > 30

Temporary = 30

Federal

Graduate

Temporary

Temporary

Temporary

Temporary

Miscellaneous

Temp measure full

Temp measure full

Undergraduate

12 Month Regular FTE

12 Month Regular FTE

Permanent Regular

Part-Time/Temporary

Temporary

Temporary

Part-Time/Temporary

Fringe Rates

1-20 of 20| V|
Classified/Unclassified Fringe Fringe %
Indc Pool Type Rate
Unclassifd  [v| 9MO 0.368
Temporary V| AT9 0.368
Temporary || ATP 0.451
Unclassifd ~ [v| 12MO 0.451
NoPosn M STDNT 0.040
Grant v 12MO 0.451
Time Limit ~ [v] 12M0 0.451
Grant V] MO 0.368
Time Limit ~ |V] MO 0.368
Unclassifd |V 12M0 0.451
Temporary  |v| MT9 0.368
Temporary  |v| MTP 0.451
NoPosn ~] STDNT 0.015
Classified vl 12M0 0.451
Unclassifd ~ [v| 12M0 0.451
Classified v 9MO 0.368
Temporary  |v| PTMP 0.252
Time Limit ~ |V] PTMP 0.252
Time Limit ~ |V] PTMP 0.252
Temporary  [v| PTMP 0.252

+ |+ (+ [+ |+ + |+ [+ [+ [+ + |+ [+ [+ + + |+ [+ |+ +
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Addendum A: Benefit Program Code Table

Program Code

9MO

AT9

MT9
FED
STA
GST
ATP
MTP
GRD
NEL
TLR

TMP

Categor . PS Financials Account Code | FY20 Rate | FY21 Rate Change

9 Month 9 month faculty
Temporary and intermittent staff and
9 month faculty. Working 9 months

Measuring 30+ per ACA processes and
working 9 months. Would be applied as

9 Month alterntive to TMP and TLR
Admin/Staff Federal employees
Admin/Staff 12 month faculty and staff
Admin/Staff Temporary grant employees

Temporary and intermittent staff and

Admin/Staff faculty
Measuring 30+ per ACA processes. Would
Admin/Staff be applied as alterntive to TMP and TLR

Graduate students (includes hourly and
Graduate Students grad assistants)

Students Undergraduate students
Part -time Temp Temporary employees
Part -time Temp Permanent part-time employees

5220 - Pooled Fringes - 9
Month Emp
5220 - Pooled Fringes - 9
Month Emp

5220 - Pooled Fringes - 9
Month Emp

5221 - Pooled Fringes - 12
Mo Emp

5221 - Pooled Fringes - 12
Mo Emp

5221 - Pooled Fringes - 12
Mo Emp

5221 - Pooled Fringes - 12
Mo Emp

5221 - Pooled Fringes - 12
Mo Emp

5226 - Pooled Fringes - Grad
Students

5223 - Pooled Fringes -
Students

5222 - Pooled Fringes -
Pt/Temp
5222 - Pooled Fringes -
Pt/Temp

36.2%

36.2%

36.2%

43.9%

43.9%

43.9%

43.9%

43.9%

7.1%

1.1%

23.5%

23.5%

36.8%

36.8%

36.8%

45.1%

45.1%

45.1%

45.1%

45.1%

4.0%

1.5%

25.2%

25.2%

0.6%

0.6%

0.6%

1.2%

1.2%

1.2%

1.2%

1.2%

3.1%

0.4%

1.7%

1.7%
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