CalPlanning | Job Aid

Overview

This job aid includes the step-by-step instructions on how to:
1. Remove an Employee from my Compensation Plans in HCP

2. Remove an Employee from my Compensation Plans as well as the Position from HCP

1. Removing an Employee from my Compensation Plans

Removing an Employee & Position in HCP
Updated 03/07/17

Follow these steps if you have an employee in an active position and would like to remove the employee from

your Compensation Plans but retain the position in HCP.
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Step Action Result
1 | From the Manage Existing Employees and Positions form, locate the employee you want
to remove. Hover your cursor over the furthest right beige field, which is Entity/Planned
Home Department on this form. Right click Manage Employee ->Transfer/Separate —>
Transfer/Separate from Position.
ool CalPlan - Task List Status ¥ Search
| Task List Status
| Task - Manage Existing Employees and Positions ~ Task [nstructions
=l Manage Existing Employees and Positions
JJ MyOrg: 1_BAAAF
|_Employee Name T Postion Taie | Aspotinent st Data Apposiiment En Date| Appotnnt Type | — Amsoge FIE
£0: Poo016273 | 14083 wfh Empl Details Facilty
| | Manage Position EmE\ Exfrse |
» ED. POOOS394S | 11020 Transfer [ Separate (Neither can be undone . fapofer Foonl o Docition
EO: PO0024965 | 1_1053 L Q Delete To-Be-Hired Empl
| B Comments [L Calculate Comp
ED: | PO0035266 | 1_1053 4:_ Supporting Detail Q] Empl Extend Appt
EO:___ .. |P00039266 | 1_1053 (] Change History [rinsmr. 7/08/2016 7/31/2016 | Faculty
2 | From the Transfer or Separate Employee Runtime Prompts dialog box:
e Enter Transfer/Separate date
e Select Yes from dropdown to Confirm operation
| Runtime Prompts - Transfer or Separate Employes ()
[Pr
|l = 1:Required: Enter the Transfer/Saparats date. 05/01/2007 iy
|. * 1:Required: Selact YES to confirm this operatian. T ves =l
| |
Transfer/separate Employee | Cancel
3 | Click Transfer/Separate Employee. HCP
Separation
T T Confirmed
Transfer/Separate Employes ncel Dlalog BOX
=b’— appears.
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HCP: Removing an Employee & Position Job Aid

Updated 03/03/17
Step Action Result
4 | Click Ok to separate/remove employee from Position. (Note: There is no “undo” option in HCP.)
[@ Information (]
HCP Transfer or Separate Emp was successful.
5 | On the Manage Existing Employee and Position form, review changes for the Separated
Employee.
e Year End Status updates to Inactive in the year you Transfer/Separated the
employee.
e Average FTE reflects all months in year, even inactive months.
e Reg Salary Expense displays sum of all active months.
e Total Compensation displays sum of Regular Salary and Benefits for all active
months.
6 | For the Separated Employee, right click and navigate to Manage Employee -> Empl
Details.
- Manage lxiﬂl;w lm.ﬂnue.ﬂ and Positisns .
Wy g '._L‘AAT'
mm‘ Poston T Sppatmert Stat Dte wru:l_ineﬂm Appoirtmect Typa | Avecace FIE .| 1t Exd
ENI0SA2423 | POOCS27A | 1 46834 | Camaron Frofessorhcad 1202012 133372099 | Paculty
EOLIT66341 | POOOSIDNS MM
T e —
ENIZISIIY POCOZM9SS 1 N0SY Esm B Trarser | Separste [Nether can be urdona] & [S099 | Faculty
Eni7ases pooomass sy H ) Delete ToBeviend Emgs
T comners () Cocutee Corp
| QL2062 POOSHI6S | 115D 9% spperteg Detad | 2] Erel Exend ot
7 | From the HCP Emp Distributions section at the bottom of the Empl Details page, click on
the HCP Empl By Period tab to review details showing that the employee status is no
longer active (starting in May, in this example).
Task List Status
| Task - Manage Existing Employees and Positions  Task Instructions
HCP Employes Pasition > HCP Empl Review Details
£& Entity:1_10200 - BAHSE Businass Svcs Assts UE _ 2 Positionsd N
HCP Empl Distributions *| HCP Empl Status = HCP Empl Addtl Earnings ‘ HCP Empl By Period . HCP Empl Profile
e
Monthly Spread Factor Input | | | 025 | | | 025] 0.25| | 0.25| 1) | |
Monthly Spread Factor | 0.08. | 0.08. | 0.08. | 025| 0.08. | 0.08. | 0.08. | 025)0.08. | 008 | 0.08. | 0.25) 008 | 0.08 | 008 | 025 1| 0.08. :o.oe..,
Percentage of Pay | mo} 100 100| 100 mo} 00| 100| 100 100( 100 mﬂ} 100, 100 o o] o 0| |
Mo End FTE Il o] af af af a4 a] 3] 1] 1 1 1] 4 | | ‘ |
Headcount | | | \ | | | \ | |
Action | Active | Active | Active | Acti._ | Active | Active | Active | Acti__ | Active | Active | Active | Acti Amve‘ | | | | ‘
Status | | \ \ \ |
<| | »
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Step Action Result
8 | Navigate to the Create and Manage Vacant Positions form now reflects the newly Vacant

position (effective the period after you removed the employee from the position).
| Task - Create and Manage Vacant Positions _ Task Instructions

[=] Create and Manage Vacant Positions
@ MyOrg: 1_BAAAF

2016-17 |
Septembd October | Novembe Decembe January | February| March April | May June July

110200 - BAH  jministrative Officer 3 (P00
 Administrative Officer 3 (PO0063(

| Assistant I1I (P00053945) 4R

9 Click the Save icon in the menu bar.

Fusion Edition

Naigale Fie =4 \ew F

# t = Bp | B & £

BE =m . mwB

Forms J sk List status
My Task List [ Task - Manage Existing En Positions-HCP Positio
I Reference Teols ‘HCP Employee Position > HCP Empl Distributions

09 ptanner Tack i

10 | If you need to assign a to-be-hired person or an existing employee to the now vacant
position, refer to Navigating HCP Exercise Packet FY2017-18(p. 48, Exercise 8, Step 21)
for Assigning a To-Be-Hired to a Vacant Position. (The steps are the same for assigning an
existing employee to a Vacant Position.)

Task List Status

Task - Create and Manage Vacant Positions-HCP Vacant Positions .. Task Instructions

[=] Create and Manage Vacant Positions
3 MyOrg: 1_BOALT )y Current Seenario: Forecast ) Current Stage: Working
July August | Septembe October | Novembe Decembe January | February| March April May June

111871 - CLLAW ADM Building Services | g, jiding Maintenance Worker (PO0017960)

Building Maintenance Worker (PO0020212)
Facilities Supervisor 1 (P00019854)

1_11872 - CLLAW ADM Operations . - 2
Officer 2 (F
-~ Create New Position DI
Assistant 1T (P00013211) I —
l Ass'gn EmeloE To a Vacant Position l G;_l Assign To-Be-Hirad
1_11874 - CLLAW ADM Telegraph Assistant I (PO0025637) -
Manage Vacant Position 3 Assign Existing Employes

1_11866 - CLLAW DN General Ops Asso Dean (P00010705) Edit ,

1_32396 - CLLAW ADM Event Support Assistant 1 (PO0026647) Adfust R
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2. Removing an Employee from my Compensation Plans & the Position from HCP

An existing employee in an active position is leaving and you are going to eliminate the employee and the
position from HCP.

Step Action Result
1 | Completes steps # 1 through 6 from the 1. Removing an Employee from my Compensation
Plan instructions.

2 | Once you have removed the employee, navigate to the Manage Existing Employee and A launch
Position form, click in the beige entity cell for the position you want to remove and right- | confirma
click. Navigate to Manage Position ->Terminate Position. tion

message
izl CalPlan - Task List Status * Search will
Task List Status appear.
| Task - g i ! d Positions . Task Instructions

-/ Manage Existing Employees and Positions
@ Myorg: 1_BARAF

e e — o e e e e s e SN
| Employse Name  Positon Title it Start Date | A nt End Date | Appointment Type  Average FTE YrEnd Status | RE
) |
w1 | | ED10982423 | POD016278 | 1_10534 | Professor-Acad . ‘ 12/01/2012 12/31/2095 | Facuilty
SRR ;

T

| — ‘
E012766941 | PO00S394S | 1102 Manage Employee ¥ m 1/27/2015 4/30/2017 Career
Manage Position MIZL Review Postion Details I

E012251023 | P00024965 | 1 105341 pae C2) Taminets Post 12/31/2099 | Faculty

Stivect

3 | Enter Effective Date for terminating the position.

Runtime Prompts - Terminate Position =]
Prompt Text voh_:
|.E'MMM 05/01,/2017 ﬂ

4 | Click Terminate Position for terminating the position.

Terminate Position | Cancel

5 | Click OK to terminate the position. (Note: There is no “undo” option in HCP.)

-[ Launch Confirmation Message Bl

Do you want to terminate this position?

Cancel
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Step Action Result
6 | Click OK from the Information popup box, HCPEliminatePos was successful.
[(® 1nformation (]
HCPEliminatePos was
successful.
7 | From the HCP Employee and Position form, right click over the Manage Position ->
Review Position Details.
Task List Status
[ Task - Manage Existing Employees and Positions-HCP Employee Position . Task Instructions
=l Manage Existing Employees and Positions
L)__-i MyOrg: 1_BOALT G.—'i Current Scenario: Forecast
| ‘ Employee Name Position Name | Pasition Title |
111872 | poo019615 | Eptazaems | - ive Officer 2 ive Officer 2
PO0DL3675 EDlDS‘ Manage Emf"_wee s SLRAnGEaE D jve Suparvisor 2
PODOL3676 ED].DS{ ___Manage Position el Fisin Dele ive Supervisor 2
[)4‘ Edit Terminate Position .
POO013211 | EOL L 1 Assistant Tt
8 | From the Review Details Form, check that the Position End Date aligns with the Effective
Date of the Termination date entered in step #3.
Task List Status
[ Task - ige Existing Empl, nd it HCP Ei Task Instructions
HCF Employes Position = HCP Position Review Details
=] Position Profile
:".“'Entit',': 1_11872 - CLLAW ADM Operations '/, Position: Administrative Officer 2 (PO0019615)
Position Profile . Fosition Employees | Position REG Pay | Position Oth Eamings | Position FTE | Position Status *| Position By Period | Position Distributions
j‘JEmp\oyea: Vacancy
| Position Number | Position Name | Position Title | Position Type | Pay Type | Salary Account [ Position Start Date Position End Date |
! PO0D19618 | Administrative Officer 2 | Administrative Officer 2+ | Single Incumbent ¥ | v | Staff-Non Student (AS1210) | 12/01/2012 3/31/2013 |
Questions
If you have any questions regarding this document, please email calplanning@berkeley.edu.
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