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Overview

Introduction

This job aid explains what to do if a particular position is not listed on the HCP Manage Existing Employees and
Positions form for a DeptID. This is often due to the position’s Plan Home Department (PHD) not being properly
maintained in HCM at the time of the annual HCM snapshot of employee and position data and load to HCP.

Each position is assigned a “Level 7 Department" in HCM, and this data is loaded into HCP during the annual HCP data
load as the Planned Home Department (PHD).

e PHDis the HCP DeptID field on which planner security is based.

e ONLY planners with security access to that PHD can view and edit that position’s data in HCP.

e HCP offers functionality to change the Plan Home Department (PHD) of a position in HCP.

Please note that you must also submit a request to have the “Level 7 Department" updated in the HCM Position so
that the correct Plan Home Department is copied from HCM to HCP the next refresh.

If you need more information on how to find a missing person that should be planned for individually, try
accessing the Planning Home Department Lookup Job Aid on the CalPlanning website.

Content Overview
e Requirements: Changing Plan Home Department
e Business Process: Changing Plan Home Department
e Instructions: Changing Plan Home Department
e Errors: Changing Plan Home Department

Security Access
DFLs or local CalPlanning Access Providers must request access for PHD changes via the CalPlanning User Access
Request form by selecting the Access to Change Plan Home Department (PHD) in HCP option.

Type of Request: *
Mote: If Increasing / Decreasing access, please use comment box at bottom of form to add detail.

Mew User

Mirror Existing User

Remove User

Increase Access

Decrease Access

Access to Change Plan Home Dept (PHD) in HCP

Only Planners with security access to the Plan Home Department (PHD) of a position can view and edit that
position’s data in HCP. The DFL or “super-user” running the business rule to update the PHD has to have access to_
both the old and new DeptID.

Questions
If you have any questions, please email calplanhelp@berkeley.edu.
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http://budget.berkeley.edu/sites/default/files/HCP%20-%20Managing%20Budgets%20Through%20HCP001%20Report%20and%20PlanningHomeDepartment%20Lookup_Final%20%281%29.pdf
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Requirements: Changing Plan Home Department

e Inorder to change the Planned Home Department (PHD) you will need:
1. Position number
2. Current Level 7 Department ID (HCM) or PHD DeptID (HCP)
3. New / Destination PHD DeptID (HCP)

e The DFL or super-user running the business rule to update the PHD has to have access to both the old and
new P H D DeptlID. If the DFL/super user does not have access to both DeptlDs, then they must ask their
unit’s Portfolio Budget Officer (PBO) to run the Change PHD rule.

e If you change the PHD for a position with more than one employee, then all employees associated with
the position will have their PHD’s changed. If you only want to change some of the employees, then
transfer the employee(s) you do not wish to update into another position. The position can be an existing
position or you can create a new position from the “Create and Manage Vacant Positions” form in the HCP
Planner task list.

e If you are aware that the employee was transferred into a new position, the original position number needs
to be used in changing the employee’s PHD. If you see the same employee in two different positions in
your unit and the distribution dates start and end consecutively, then the employee was likely transferred
between the positions. Select the position with the earlier appointment start date to change the PHD.

Business Process: Changing Plan Home Department

Situation: A planner needs to change a list of position’s PHD, either due to a re-org or the PHD was incorrect
in HCM at the time the HCM data snapshot was taken and loaded to HCP.

Solution:
1. DFLs can request access for PHD changes via the “CalPlanning User Access Request” form in the
“Questions or Comments” section at the end of the form. To access the form, navigate to the “DFLs
Only” section of the CalPlanning home page or copy and paste the following link into your browser:
https://docs.google.com/a/berkeley.edu/forms/d/1 NYH97ZhiyNT3IVXAEDzdn4VloePz9K3dqVGgy92Eto/viewform

2. The CalPlanning team grants the requested DFL or super-user access to the task list and the business
rule to run the Change Plan Home Department rule. The CalPlanning team will grant access within
2-4 business days of the request.

3. The CalPlanning team will send the DFL or super-user an email notifying them that they now have access
to the Change PHD task list.
a. The default time frame to have access to the task list is one week. After a week, the user’s access
will automatically be removed.
b. If the DFL or super-user requires more than a week to update the PHD’s, they must send an email
to calplanning@berkeley.edu requesting an extended period of time.
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Instructions: Changing Plan Home Department

Log into CalPlanning and Open CalPlan

1.

2.

Log into CalPlanning using
Citrix:
https://citrix.berkeley.edu/vp

n/index.html

Once in the workspace, click on CalPlan to open the CalPlan application.

Check the Manage Existing Employees and Positions form

1.

As a check either before or after for PHD updates, navigate to the “Manage Existing Employees and
Positions” form to ensure the position exists in the current PHD and to ensure that the position has
been moved to the correct P H D DeptlD after the rule has been run.

[ HomeRage ™ CalPlan - Task List Status *

Forms Task List Status
Manage Task Lists Task - Manage Existing Employees and Positions . Task Instructions
My Task List

= El Manage Existing Employees and Positions
& administrator Steps
94 MyOrg: 131656

I Reference Tools

201}

B Hep Oversight Task List

51 B4 planer Tack it

LEL C® pacs Fytend dDate

Employee Name | Position Title Appaintment Start Date | Appointment End Date | Appaintment Type | Average FTE | Yr End Status | REG Salary
Louie, Diane
+® it and Positi 5011439751‘Pnnn4zssn|1,31555 C. |TE:hnia\PmJE:tMgthPl2 8/19/2013 8/18/2015 | Contract

Run the Change Plan Home Dept business rule

1.

Navigate to My Task List > Change PHD > Change Plan Home Department

= I- Change FHD
5 Check Manage Exist Emp Form
IS:'l:hangl: Plan Home Department :

2. Review the Task Instructions tab:

Task List Status

Task - Change Plan Home Department| ‘| Task Instructions

ou will need 3 pieces of information to run the business rule:

1. Position number

2. old Plan Home Dept

3. Destination Plan Home Dept

In order to have the changes reflected in your Forecast and Budget, you must run the compensation calculation for both the old DeptID and the new DeptD.

[To do this, navigate to the DeptID Adjustments form, right-click on the DeptID, and select "Calculate Dept ID Comp." Do this for both the old and the new DeptID.
1f you have a long list of employees, document and track each employee/position that you have transferred.

NOTE: Do not run the business rule more than once on the same combination of position number and DeptID. If you are unsure about whether you ran it already, check the Manage Existing
Employees and Positions form. There should be a warning message that will appear if you attempt to run it a second time.
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3. Navigate back to the main task list tab: Task — Change HCP Plan Home Department and run the
Business Rule by clicking Launch.

[ Task - Change HCP Plan Home Department

Launch Business Rules

Flan Type HCP
Business Ruls PlanHomeDept
Launch

From the HCP Change Plan Home Dept dialog box enter
e Select Position = position number
Select From DeptID = the current PHD DeptID
Select To DeptlID = the new PHD DeptID

4.

Runtime Prompts - HCPChangePlanHomeDept

Prompt Text

Value
.F = Select Position

POD042680 va.
.. * Select From DeptiD 131656 4,
.7 * Select To DeptlD 1_31650

.

Launch | |Cancel || Create runtime prompt values file

5.

Click on Launch. If you are working on a long list, it may be helpful to track completions on that list.

6. When the Change Plan Home Department business rule completes, a pop up box will appear:

[(® Information

B

HCPChangePlanHomeDept Rule was run successfully
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7. The business rule often takes two or three minutes. When the business rule is done, you can go on to the

next one. If you prefer, you can do multiple changes simultaneously in multiple tabs. If so, go back to the
Home Page tab and click on CalPlan again to open one or two more CalPlan tabs, and then start the
business rule in the additional tab.

NOTE: Do not run the business rule more than once on the same combination of Position number and
DeptlID. If you are unsure about whether you ran it already, you can check the Manage Existing
Employees and Positions form, or be aware a warning message will appear if you attempt to run it a
second time.

In order to have the changes reflected in your Forecast and Budget, you must run the compensation
calculation for both the old DeptID and the new DeptID.

To do this, navigate to the DeptID Adjustments form, right-click on the DeptID, and select "Calculate Dept
ID Comp." Do this for both the old and the new DeptID.

ClPlan - Task List Status U

Forms Task List Status
Manage Task Lists [ Task - Dept ID Comp Adjustments . Task Instructions
My Task List

=l Manage Dept ID Comp Adjustments

- administrator Steps
i@y MyOrg: 1_BISPM

I Reference Tools

¥ Hep Oversight Task List Employee Comp B
& P Hp Planner Task List 1 31656 -BIST" ™ © © 7 T
o Manage Existing Employees and Positi 131657 -BJS| (2, o e hent ID Comn Adiustments
E’ Mass Extend Appointment End Date 1_31658 -B15 EEJ Calaulate Dept ID Comp
El_’ Create and Manage Vacant Positions 1 31659 -B1S Edit
r‘:.' L do oA Mamoas LD Daalad O S|t| Ad_]ust
:|Dqltl]]&lq).ﬂdjlstnmls| @ Comments
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Errors: Changing Plan Home Department

Sometimes you'll get an error message indicating that the business rule is taking a long time to run. That means
that the processis running in the background. Click to get rid of the error. At that point, you can start on the
next position to change or you can check the job console to see the status of the business rule process (see
below).

If CalPlanning seems to be exceptionally slow, you could close the CalPlan tabs and open new CalPlan tabs. Or
you can log off of CalPlanning, close the browser, re-open the browser and log back into CalPlanning.

Optional: Check the Job Console

1. You can check the job console to see if the business rule is still processing, in error, or completed. To view
the job console, click on Tools > Job Console. You may have to click on that two or three times (it’s a
known Oracle bug).

Havigate File Edt View Favorites Tools  Administration Help
ﬁ H . A~ Explore Install

Links Y
HomePage | CalPlan - Task List Status Planning

Manage Approvals

Copy Version

Reports
Forms _

Business Rules
Manage Task Lists [ Son Consal |
My Task List Copy Link

=] Custom Links
|= & Administrator Steps ==

I CalPlan Administrator Steps

Export as Spreadsheet

5 Ad Hoc 4
=l ﬂEP Administrator Steps Diagnostics "

2. The job console displays all processes. You can filter on your user name or just scroll all the way to the
bottom of the list for the most recent processes.

W CalPlan - Job Console * Search © Advan
Job Console
tart Time [y End Time £ Tﬁz Select Job Type |
Job User
Status | Select Run Status ;l Hame Name il
[ | »
Viewe 38 Lfipetach | = = T2
Job ID Job Type Job Name User Name Start Time End Time Run Status
449247 Push Data HcpRptg_Forecast_Exp |EssBatch 03/19/2014 13:07... |03/19/2014 13:09... | Completed d
[ 449248 Ruleset HCP Adjust App .. |lde 03/19/2014 13:08... |03/19/2014 13:08... | Completed
449275 Business Rule HCPChangePlanHome. . | Tester2 03/19/2014 13:09... |03/1%/2014 13:09... |Completed
449282 Ruleset HCP Adjust App .. |lde 03/19/2014 13:09... |03/19/2014 13:09... | Completed
449309 Business Rule HCPChangePlanHome. . | Tester2 03/19/2014 13:09... |03/19/2014 13:10... |Completed
440316 Push Data HcpRptg_Forecast_FTE |EssBatch 03/19/2014 13:10... |03/19/2014 13:11... | Completed
449317 Ruleset HCP Compensation All | eileen.foster 03/19/2014 13:10... Processing
449322 Business Rule HCPChangePlanHome... | Tester2 03/19/2014 13:10... |03/19/2014 13:11... |Ce
449335 Business Rule HCPChangePlanHome. . | Tester2 03/19/2014 13:12... Processing -
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