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HCP Employee Mass Update Forms Overview

The HCP Employee Mass Update forms simplify for planners the process of updating employee
plan compensation details. With the HCP Employee Mass Update forms, planners can edit
planned

e Appointment start and end dates
Salary expense rates
Full time equivalent (FTE)
Distributed expenses

for multiple employees from a single form, without having to right-click on individual
employees on the Manage Existing Employee and Position (MEEP) form to navigate to the
employee’s detail. The MEEP form requires a Save action for each employee which launches
the Re-calculate Compensation business rule behind the scenes. When making edits via the
Employee Mass Update forms, planners can save multiple time and then run the Re-calculate
Compensation business rule at the end, which should save time.

When using the Employee Mass Update forms planners can edit multiple employees’ details
without having to run the Re-calculate Compensation business rule. We are keeping all of the
current HCP forms and functionality. If you are comfortable using the current HCP functionality,
there is no need for you to switch to Employee Mass Update forms.

The HCP Employee Mass Update form is located within the HCP Planner task list. Within the
Employee Mass Update form there are three tabs that each display the same list of employees
from the Manage Existing Employees and Positions (MEEP) form but allow for editing individual
employee plan compensation details for multiple employees:

1. Empl REG Pay = Employee Regular Pay - PSP  CalPlan - Task List Status X ‘

2. Empl FTE = Employee Full Time Equivalent
3. Empl Distributions = Employee Distributed "
Expenses My Task List

] B Reference Tools

Planners can still make changes to their planned - P
Regular Pay, FTE and Distributions for individual :
employees from the Manage Existing Employees and . ate |

HCP Planner Task List

Positions form. The Mass Update forms bring these # " Employee Mass Update
employee details to the top of the form to facilitate # ¥ Re-calculate Compensation “
. . . o Extand Dokt B Dai
review and making changes to multiple employees. LI SR
& 5 Create and Manage Vacant Positions

& 9 Create and Manage HCP Pooled Positions

The following pages provide step by step directions v
for using the HCP Employee Mass Update forms to % Dept ID Comp Adjustments

; : 5 P Review
create and revise your compensation plans. =g
+ ¥ CalPlan FY2017-18 Budget Process Task List
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1. Employee Regular Pay (Empl REG Pay)

The Empl REG Pay tab displays for the list of employees the same planning metrics from the
HCP Employee Review Details form within the HCP Employee Position form but allows planners
to make edits to multiple employee’s planned regular pay details directly on the form.

o

~
~

’\ Empl REG Pay ) Empl FTE | Empl Distributions
— -

T Option Start Date | Option End Date Input Value
1st Element Change 70172016 6302017 142,833
2nd Element Change 7/01/2017 12/31/2099 147,118
1st Element Change 1/18/2017 31042017 229,680
1st Element Change 70172016 6302017 132,600
2nd Element Change 7f01/2017 12312099 136,578

Empl REG Pay Editable Fields

e  Option Start Date —the first effective date of the employee appointment. Used to calculate
the first and subsequent months of salary expense for the employee.

e Option End Date —the last effective date of the employee appointment. Used to calculate
the last month of salary expense for the employee.

e Input Value —the planned annual Regular Salary Expense for the employee

2. Employee FTE (Empl FTE)

The Employee FTE tab is a read-only form of the list of employees along with the planned FTE
and the Effective Start and End Dates. Planners cannot input data directly into the form but can
adjust the FTE by right clicking on the Assignment for the employee and selecting Adjust FTE to
edit the FTE, Effective Start Date and an optional Effective End Date.

Empl REG Pay m Empl Distributions

Planned FTE | FTE Start Date | FTE End Date
1st Assignment 1.00 7f01f2016 | 12/31/2015
2nd Assignment 0.00 1012017 1/31/2017
3rd Assignment 1.00 2/012017 | 12{31/2099
1st Assignment 1.00 7012016 | 12/31/2099
1st Assignment 0.50 7f01/2016 6302017
1st Assignment 0.75 9/05/2016 | 12312099
1st Assignment 1.00 7/05{2015 | 12{31/2099

FTE Editable Fields via Right-Click Functionality

e Planned FTE —the Full Time Equivalent for the employee.
e  FTE Start Date —the first effective date of the planned FTE assignment.
e FTE End Date — the last effective date of the planned FTE assignment
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3. Employee Distribution (Empl Distributions)
Empl REG Fay | Empl FTEC EnmlDlstriull:l;\sSQ
Distribution Account Desc Distribution Entity Desc

1st| 51210 - Staff-Regular (Default) | 1_10201 - BAHSE Fac Assts
2ng 51210 - Staff-Regular {Default) | 1_10201 - BAHSE Fac Assts
1st| 51210 - Staff-Regular {Default) | 1_10200 - BAHSE Business Svcs Assts
1st| 51210 - Staff-Regular {Default) | 1_10200 - BAHSE Business Svcs Assts
1st| 51210 - Staff-Regular {Default) | 1_10200 - BAHSE Business Svcs Assts
2ng 51210 - Staff-Regular (Default) | 1_10200 - BAHSE Business Svcs Assts

The Employee Distributions tab of the form displays for the list of employees their planned
Distributed Expenses and the percentage contribution of each to the total for the employee.
The sum of all percent contributions for each employee’s distributed expenses must equal 100%.

Edits to existing Distributed Expenses can be made directly in the form. Planners can click
directly into the distribution components to edit as need for an employee or multiple
employees. Adding a new Distributed Expense requires a right click action.

Empl Distribution Editable Fields

Distribution Account Description — Smart List of available compensation accounts
Distribution Fund Description Smart List of available plan only fund members
Distribution Chartl Description - Smart List of available plan only Chartl and individual
members

Distribution Start Date - the first planned effective date

Distribution End Date - the last planned effective date

Distribution Percentage — the percentage of an employee’s regular pay salary that is to
be charged to the distribution
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Making Changes with the HCP Employee Mass Update Forms

Accessing CalPlanning

1. There are two ways to access the CalPlanning Workspace, via Citrix or Internet Explorer
Browser. Choose which option works best for you.

a. Login to Citrix (citrix.berkeley.edu) and click on the CalPlanning icon or

(5) [EI aill ‘\@l

CalPlanning-QA BAIRS 11 Cal Answers CalTime

E € e @

Smart View UC Leaming Center CalPlanning SIS Campus

Solutions

b. Copy the CalPlanning URL: https://calpIn-rptportal-berkeley.edu/workspace/index.jsp
into an Internet Explorer browser.

2. Login to CalPlanning with your CalNet ID and Passphrase.

3. From the Workspace Home page, click on CalPlan from the Quick Links Applications
section.

(| Quick Links

Favorites

il CR103 - SRECNA Mad

i cues ‘_'-’” il R111 - Oparating Budget & Forecast Overview without C&G
_%_l ;: - Oparating Budget & Foracast Ovandew without CA&G -
£ Open...
Planning
-
(£ CalPtan /)
& emeer
JP NonFSPE
A PriocHCP More g
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4. On the CalPlan tab, navigate to Preferences and the User Variable Options tab to set the
Scenario, Version, Year and your Entity or MyOrg to the level you would like to review and

edit.

Havigate

Fle Edt ‘iew Favories

A B & % Bple

+ My Task List
Preferences

Freferences

-
- =~

Mambar

Curent Stage

Working
Currert Year of Vi_ || FY17

MyQrg “1_HARST"

o ——

e

—~—

i

As a reminder, when working in HCP the higher the entity or org level you select in your MyOrg
variable, the more data will be displayed in the templates and the more time it can take to
load, refresh and save. If the template displays more than 200 rows of data intersections, it is

recommended that you set your MyOrg variable to a lower level of the org structure to
improve performance time.

Click Save.

Click OK from the Information pop up box.

Application Settings | Display Options | Printing Options | User

DﬁDInhnnmhn (%]
5S¢l User Preferences have been saved.

: PO
" (
el g oK

From the left-hand navigation pane, click on My Task List -> HCP Planner Task List ->

Employee Mass Update -> Employee Mass Update to open the forms in the right-hand

display screen.

(il CalPtan - Task List Status %

& Forms Task List Status ;I
My Task List Task - Task
5 P fuference Todks = =]
2 B 4cp planner Task Lt = All Empl Reg Pay, FTE and Distributions
™ iy MyOrg: 1_HAASS
3| Sl o I AT, Braslowaeq and Postions _ —
1 75 P Empioyes Mass Updste ~ |JESSAREG Pay, Emol FTE | Empl Distributions
R 5 9 Employes Mass Update ) i | Option Stact Date | Option End Date | inputvakes |||
N QB aecakulate Comper salg e 15t Element Change 7/01, 12/31/2016 73,303 il
Sy ~Sfiagn g ) - I JOLHAL 21208 et
pet sl fps 3 | 2nd Element Change | ynpn? s2007 100,000
. s S bnaagh Yac ong 3rd Elernanit Change | 12/01/2018 101,000
d My HOl ke Positions
“ wd Manage ooled Positions 4th Element Change | 12/31/2093 ]
St T Cormr Acknmtmants I" 12 Elamant Charge 10/31/2016 66,990
S 2rel Elermen: | a7 | sa o | =]
¥ Calfian Fr2017-18 Budget Process Task List e — =
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Editing Employee Regular Pay

Planners can make changes to the Regular Pay and Effective Start and End dates to one or more
employees listed on the Employee Regular Pay tab.

-

’a)

" Empl REG Pay 5 Empl FTE | Empl Distributions
——— =

Option Start Date | Option End Date Input Value
1st Element Change 7j01/2016 6/30/2017 142,833
2nd Element Change 7/01/2017 12312099 147,118
* 1st Element Change 1/18/2017 3/10/2017 229,680
1st Element Change 7/01/2016 6/30/2017 132,500
2nd Element Change /012017 12(31/2099 136,578

From the Empl REG Pay tab locate the employee you need to update the planned
a. Input Value = Regular Pay for the employee for the Option dates specified
b. Option Start Date = Effective Start Date of the regular pay salary input value
c. Option End Date = Effective End Date of the regular pay salary input value

Click in that cell to be edited in that employee’s row.

Type in the new value. The background fill of the cell turns yellow, indicating that a Save is
needed.

Repeat steps 1- 3 for each employee needing edits.

Navigate to the Workspace Icon Toolbar and click on the diskette icon to Save the changes.
Background fill reverts to white.

Navigate File Edit \Vew Favortes Tools Help

A B YTooore Bl @ & | / H Bo

|Task List Status

| Task - Employee Mass Update | Task Instructions

LT
> '€ Saving data...
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6. Navigate to the left-hand frame HCP Task List and expand the Employee Mass Update

task.

CalPlan - Task List Status % Search © Advanced |

[+ Forms

My Task List

@ B Reference Tools

= P Hep planner Task List
B g Manage Existing Employees and Positions
=] [= Employee Mass Update

i;;wjmahfﬂﬂa—wﬁh-__~

b et e
& © Create and Manage Vacant Positions
& © Create and Manage HCP Pooled Positions
= o Dept ID Comp Adjustments

@ B Review

[# Preferences

= ¥icaiplan FY2017-18 Budget Process Task List!

Task List Status

\ Task - Re-calculate Compensation

Launch Business Rules
Plan Type CalPlan
Business Rule HCP Re-calculate Compensation
-

27 | Launch S
Sy

Complete = Previous Incomplete | Previous  Ne |

1fl

-

7. Click on the Re-calculate Compensation business rule and click on the Launch button
from the Task- Re-calculate Compenstion tab to run business rule.
The level you have selected in your MyOrg will impact the length of time needed to complete. If
you pick a really high level Entity such as L3 or L4, the business rule might take a long time to
complete. L5 and lower should be completed anywhere from 1 minute to 3 minutes.

HCP Re-calculate Compensation in Progress...
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Adding Employee Regular Pay Budget Element

Planners can also add a Regular Pay budget element to an employee listed on the Employee
Regular Pay tab if the current budget elements are no sufficient.

1. From the Empl REG Pay tab locate the employee you would like to add a Regular Pay Salary

budget element.

2. Click in the employee’s row and then right click and select Adjust REG Salary.

L ———

leﬂ REG P_a!}\Empl FTE *| Empl Distributions

—

F.L2) Adjust REG Salary

Edit
Adjust

i @ Comments

%2 Supporting Detail
{8 Change History
& Attachments

Option Start Date | Option End Date Input Value

=1 7/01/2016 6/30/2017 142,333

Manage Employee - 7/01/2017 12/31/2099 147,118
1/18/2017 3/10/2017 229,680

7/01/2016 6/30/2017 132,600

7/01/2017 12/31/2099 136,578

7/01/2016 12/31/2099 127,951

7/01/2016 6/30/2017 135,974

B LockfUnlock Cells
Select All

3. From the Runtime Prompts — HCP Adjust EmpPos Salary dialog box, input the values for

Effective Date of the Reg Salary Adjustment = calendar date you plan for the new salary
to start
b. Select the Salary Adjustment Operator = Set
Enter the increment = the Reg Salary $ Amount

a.

C.

|Runtime Prompts - HCP Adjust EmpPos Salary

Prompt Text

] = 1:Required: Select the Salary Adjustment Operator
s * 1:Required: Enter the increment

| Value

i@ = 1:Required: Enter the Effective Date of the Reg Salary Adju... [ 0=/0=/2012

[Set

4. Click Launch from the bottom of the Runtime Prompts — HCP Adjust EmpPos Salary dialog
box.

-

e »
& Launch iCancel

=~

5. Click OK from the Information pop up box confirming that the changes were successful.

(@ Information

HCP Adjust EmpPos Salary was successful.

]

e
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Confirm that a new Budget Element with the Reg Pay Salary amount and Option Start Date

entered displays for the employee edited. The Option End Date for the new Budget Element
defaults to 12.31.2099 unless a Reg Pay Salary Budget Element exists with a later start date. In that
case the new Budget Element Option End Date will be set to one day prior to the existing Budget

Element Start Date.

Removing an Employee Regular Pay Budget Element

Once a Reg Pay Salary Budget Element is created for an employee, it cannot be deleted.
Planners can change the Input Value to zero to remove the value from the Compensation plan.

1. From the Empl REG Pay tab locate the employee with the Regular Pay budget element
you would like to remove.
2. Click your cursor into the Input cell for the employee and override the existing value
with 0.
Empl REG Pay . Empl FTE | Empl Distributions
Option Start Date | Option End Date Input Value
1st Element Change 7012016 6,/30/2017 142,833
2nd Element Change 7f01/2017 12/31/2099 147,118
* 1stElement Change 1/18/2017 3/10/2017 229,680
15t Element Change 7/01/2016 6/30/2017 132,600
2nd Element Change 7012017 124312099 136,578
T - v . 1stElement Change 7012016 12/31/2099 127,951
15t Element Change 7/01/2016 6/30/2017 135,974
2nd Element Change 7f01/2017 12/31/2099 140,053
T CRaCL— (5t Element Chanae | ZOL016 | ersn I T = = s
<~-___ 2nd Element Change 7012017 124312099 o

8. Click the Save icon from the Workspace toolbar.

Navigate File Edit View

=4

o[Ble & e B o

Favorites

Tools

VN

Help

™ &

ITask List Status

| Task - Employee Mass Update | Task Instructions

ALl
<

Saving data...
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9. Navigate to the left-hand frame HCP Task List and expand the Employee Mass Update

task.
CalPlan - Task List Status % Seorch [ © -
 Forms Task List Status (L=
My Task List | Task - Re-calculate Compensation - »
= P ’ Reference Tools |
e Launch Business Rules
= ¥ HCP Planner Task List
& kS Plan Type CalPlan
B8 g Manage Existing Employees and Positions Business Rule HCP Be-calcylate Compensation
= ¥ Employee Mass Update g AN
gl
5 9 ErplorestamUplRe = == ——— e - ===
)
@ S ecalulate Compensation____—-~ ol

i © Mass Extend Appointment End Date

& © Create and Manage Vacant Positions

B ®* Create and Manage HCP Pooled Positions
ER 4 Dept ID Comp Adjustments

@ P Review

@ ¥ calPian FY2017-18 Budger Process Task [ist!

r - |
[ Preferences Complete Previous Incomplete | Previous l_s:

-

10. Click on the Re-calculate Compensation business rule and click on the Launch button

from the Task- Re-calculate Compenstion tab to run business rule.
The level you have selected in your MyOrg will impact the length of time needed to complete. If

you pick a really high level Entity such as L3 or L4, the business rule might take a long time to
complete. L5 and lower should be completed anywhere from 1 minute to 3 minutes.

HCP Re-calculate Compensation in Progress...

11
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Editing an Employee FTE Assignment

Planner can edit existing FTE Assignments from the Employee FTE tab of the HCP Employee
Mass Update form.

1. From the Empl FTE tab, right click on the row containing the employee you want to update.

2. Select Adjust FTE from the dialog box.

= =<
Empl REG Pay ( EnmIFIIE\:\EmpI Distributions

[ Flanned FTE | FTE Start Date | FTE End Date

15t Agginnmant 1 nn Tin1ipis 12312016
““““““ 17 31/2017
Adjust FTE :» Y5y,
~ - 17 '31/2099
“Marsde Employee » Y
Edit y P16 | 12/31/2099
Adiust D18 | ef30/2017

3. From the Runtime Prompts —Update FTE dialog box enter:
a. FTE - the full time equivalent (100%) you are planning for the employee to work.

b. Effective Date — the first day that the new FTE value will be used to calculate the % of
the employee’s salary rate.

c. Optional Effective End Date - the last day that the new FTE value will be used to
calculate the % of the employee’s salary rate. If no end date is assigned HCP will assign
the default the end date of 12/31/2099.

i Runtime Prompts - Update FTE (%]
| |Prompt Text Value
i1 * L:Required: Enter the FTE
il * 1:Required: Enter the Effective Date [y
1t
: _‘d 1:Optional; Enter the Effective End Date E"(&)
------ |
’ \
( Add | Cancel

_______

4, Click Add. The business rule will run for about 30 seconds.

12
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Adding an Employee FTE Assignment

Planners can also add a FTE budget element to an employee listed on the Employee FTE tab if
the current assignment(s) are no sufficient.

1. From the Empl FTE tab locate the employee you would like to create a new FTE Assignment.

2. Right click on that employee’s row and select Adjust FTE.

o

SN
Empl REG Pay { Empl FI'E\\EmpI Distributions
z

[ T | Planned FTE | FTE Start Date | FTE End Date

15t Agginrmant | 100 | TNl 12/31/2016
=3
2nd A _-———= D17 1/31/2017
Adjust FTE _;
N ——— D17 12/31/2099

- v

Manage Employee
1st Ass Edit D16 12/31/2099

IstAss  adjust »D16 | 6/30/2017

3. From the Runtime Prompts —Update FTE dialog box enter:

a. Enterthe FTE = new FTE value
b. Effective Date = the planned start date for the new FTE

c. Optional Effective End Date = the planned end date for the new FTE or leave blank for
the default end date, 12/31/2099 to be applied

1 Runtime Prompts - Update FTE (=]

| |Prompt Text \value

l s = 1:Required: Enter the FTE

| @ * 1:Required: Enter the Effective Date | BN

% | _d 1:Optional: Enter the Effective End Date [%)
2= |
’ A}

l \ | Add JCancel
S=”

4, Click Add. The business rule will run for about 30 seconds.

13
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Removing an Employee FTE Assignment

Once an FTE Assignment is created for an employee it cannot be deleted. Planners can change
the FTE to zero to remove the FTE from the planned compensation calculations. Planners
should note the FTE Start and End Date for the Planned FTE they are going to zero out so that
they can plan the zero FTE for the same timeframe.

1. From the Empl FTE tab locate the employee with the FTE Assignment you would like to
remove.

2. Right click on that employee’s row and select Adjust FTE.

~

Empl REG Pay {{ Empl FTE

Empl Distributions
2

I Sen” Flanned FTE | FTE Start Date | FTE End Date
—— 1A 7N1N016  12/31/2016
- —
T N i
Mana-ge Employee 4
Edit p P16 12/31/2099
Adjust vD16 6/30/2017

3. From the Runtime Prompts —Update FTE dialog box enter:
a. Enter the FTE = enter O (zero)

b. Enter the Effective Date = enter the planned start date listed for the FTE you are
removing

c. Optional Effective End Date = enter the planned end date listed for the FTE you are

removing

1 Runtime Prompts - Update FTE (%]

,1 |Prompt Text Valus

I i1 * L:Required: Enter the FTE

i@ = 1:Required: Enter the Effective Date B0y

1 | _‘d 1:Optional; Enter the Effective End Date E"(&)
i S
1 pdd] cokel

‘ \\_ —_—— P

4, Click Add. The business rule will run for about 30 seconds.

14
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Editing Existing Employees’ Distributions
The Employee Distribution form displays a list of employees with an HCM Planned Home
Department under the MyOrg entity selected and includes their Distributed Expenses and the
percentage contribution of each to the total for the employee. The sum of all percent
contributions for each employee’s distributed expenses must equal 100%.
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Edits to existing Distributed Expenses can be made directly in the form. Adding a new
Distributed Expense requires a right click action. Planners can click directly into the distribution
components to edit as need for an employee or multiple employees. Once edited the back
ground fill of the edited field turns yellow, indication that a Save is needed.

1.

From the Empl Distribution tab locate the employee with the Distribution you would like to

edit.

Empl REG Pay

Distribution Acco

unt Desc

Distribution Entity Desc

1st

51210 - Staff-Regul

ar (Default)

1_10201 - BAHSE Fac Assts

2ng

51210 - Staff-Regul

ar (Default)

1_10201 - BAHSE Fac Assts

1st

51210 - Staff-Regular (Default)

1_10200 - BAHSE Business Svcs Assts

st

51210 - Staff-Regular (Default)

1_10200 - BAHSE Business Svcs Assts

1st

51210 - Staff-Regular (Default)

1_10200 - BAHSE Business Sves Assts

Each of the available Distribution components have a dropdown arrow that when clicked
displays a Smart List of available options. Choose each option desired option to edit the
distribution as needed.
e Distribution Account — list of Compensation Accounts
e Distribution Entity — DeptID, L7
e Distribution Chartl

Task List Status

Task - Employee Mass Update .. Task Instructions

[= All Empl Reg Pay, FTE and Distributions

Empl REG Pay | Empl FTE | Empl Distributions

\)J MyOrg: 1_HAAS3

53080 -
5380X -

57310 -

SN -

Benefit Assessment - Contra
Fe Remission - Flan

General & Empl Liability Insur
Frinoe Benefits - Plan

| Distribution Accougs #%E = Distribution Entity Desc | Distribution Fund Desc | Distribution Chart1 Desc | Distribution Start Dat | Distribution End Date | Distribution Percentage
1
110372 Ass! WI 1st Distribution M0 M’“@h'(&a‘ﬂ - ) ‘ —5ees - Plan | C1 - Summary - Plan 7/01/2016 9/20/2016 100
|77 es [
| 2nd Distribution | 51210 - Staff-Regular (Defg fees - Plan | €1 - Summary - Plan 9/21/2016 1213142099 0
» | -
lfmzm_Agg_sg 1st Distribution | 51210 - Staff-Regular (DEFEJ Search | fe=s - Plan | C1 - Summary - Plan 7f01/2016 8/31/2016 100
Adn ¢l 1st Distribution | 51210 - Staff-Regular (Defd [Rome s - Plan | C1 - Summary - Plan 9/21/2016 12/31/2099 100
=F 51210 - Staff-Regular (Default) Ta—
1st Distribution | 51210 - Staff-Regular (Defd |51025 - Wark Study (#51023) < - Plan | €1 - Summary - Plan 5/31/2016 7/15/2016 100
2nd Distribution | 51210 - Staff-Regular (Def [51232 - Staff-Limited Benefits = - Plan | C1 - Summary - Plan 74202016 5/14/2015 100
= 51231 - Staff-Exempt from CBR
3rd Distribution | 51210 - Staff-Regular (Defd 5300 - L Student Benefits - Stat fees - Plan | C1 - Summary - Plan 8/15/2016 11/15/2016 100
4th Distribution | 51210 - Staff-Regular (Defd| |53060 - Benefit Assess-Acad Regular s - Plan | €1 - Summary - Plan 11/20/2016| 12/31/2099 100
Ass{ T [ 53070 - Benefit Assess-Staff Regular
L1 ot Detnbution | 51210 - stofi -Plon |C1-Summary-Plan | zi0usois|  e/30/201]
| |15t Distrbution | 51210 - Steff-Reqular maé 030 - Beneft Ascecemant =1 ymnd < - Plan | €1 - Summary - Plan 7/01/2016 9/20/2016 100

=

Complete I~ Previous Incompletz | Previous  NextIncomplete | Next | Task List H

If needed planners can also edit the
e Distribution Start Date
e Distribution End Date
e Distribution Percentage
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CalPlanning | Job Aid

4. Click the Save icon from the Workspace toolbar.

Fie Edit View Favoriles Tools Help

/& Bb

Navigate

hliﬁ = Exqloe B & £

|Task List Status

| Task - Employee Mass Update  Task Instructions

Ll

- -
-

Saving data...

5. Navigate to the left-hand frame HCP Task List and expand the Employee Mass Update
task.

p————rry— seorch [ © = |

& Forms Task List Status =

My Task List
@ I Reference Tools
£l ¥ HCP Planner Task List

| Task - Re-calculate Compensation » |

Launch Business Rules

o x Plan Type CalPlan
2 Manage Existing Employees and Positions Business Rulg €A Reealculate Compensation
= B Employee Mass Update " b
St
SR empioymemams Tyt =~ e
4.2 gealaulate Compensation. -~ L
1

& " Mass Extend Appointment End Date
B ¥ Create and Manage Vacant Positions
@ 9 Create and Manage HCP Pooled Positions
R 4 Dept ID Comp Adjustments
@ # Review
(3] [= CalPlan FY2017-18 Budget Process Task List

. i |
[l Preferences Complete Previous Incomplete | Previous Lg‘

-

6. Click on the Re-calculate Compensation business rule and click on the Launch button
from the Task- Re-calculate Compenstion tab to run business rule.
The level you have selected in your MyOrg will impact the length of time needed to complete. If
you pick a really high level Entity such as L3 or L4, the business rule might take a long time to
complete. L5 and lower should be completed anywhere from 1 minute to 3 minutes.

HCP Re-calculate Compensation in Progress...
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Creating an Employee Distribution

Planners can also add a Distributed Expense to an employee listed on the Employee

Distribution tab if the current distribution(s) are not sufficient.

1. From the Empl Distribution tab locate the employee you would like to create a new

Distribution.

HCP Employee Mass Update Forms

02/08/2017

2. Click in the row and then right click and select Change/Adjust ->Add Distribution.

Empl REG Pay | Empl FI'( Empl Distributions N\‘L
-

| Distribution Account Desc |

Distribution Entity Defc

Distribution

) s
=S
Change /[ Adjust
- B, M s ik S A 1 . -

© 7 [_10201 - BAHSE Fac

Student Tuition a|

- ~o

L @. Add D\stibungll/

i

3. Click OK from the Launch Confirmation Message pop up box.

end-date.

r' Launch Confirmation Message

(]

After adding the Distribution line to the form, select the Fund and
Chartl. Adjust the Entity and distribution dates as necessary. For
distributions to carry forward into the next fiscal year, do not add an

R el

|

4. In the Runtime Prompts —Add Distribution dialog box add:
e Enter the start date of the Distribution

e Enter the Distribution percentage (0 to 100)

Runtime Prompts - Add Distribution

E]

Prompt Text
_ﬂ * Required: Enter the start date of the Distribution

s * Required: Enter the Distribution percentage (0 to 100)

|Value

5. Click Add.

6. Click OK from the Information pop up box to confirm the distribution was successfully

added.

(@ Information

HCPAddDistribution was successful.

- ~
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7.

the drop down Smart Lists.

HCP Employee Mass Update Forms

02/08/2017

In the newly added distribution row, select the Plan Only Fund Member and Chartl from

Task List Status

= all Empl Rieg Pay, FTE and Distibutions

Wy MyOng: 1_HARST

Empl REG Poy | Empl FTE_[{Empl Disteibutions

110372 14 W 10t Distrbution | 51029 - Work Study (451028) | 1_10201 - BAHSS Fac dssts | Stusdent Tution and Fess - Plan | C1 - Summary - Plan | 7o1/2018 | af20/2016 |
| 20d Disribution | 51210 - Staff-Raguler (Defou.. | 1_10201 - BAHSE Foc Assts Student Tybion wdlFees P CLs Somay-Pln _ | _ sj21/2016 | 1213172055 |
| || 3rd Distrbnsticn, | 51210 - Staff-Reguler (Defou _1_1mrz-mmrumﬁfﬁ_ ________ e 2joyams|
110200 1 | o 1ot Distrbution | 51240 - Seaff-Regular (Defau. | 1_10200 - BAHSS Business Sves Assts | Studant Tulton and Feas - Plsn | C1 - Summary - Plan HoLj006 B31/2016
1§ A O 15t Distribution | 51210 - Staff-Recular (Defsu. | 1 10200 - BAHEE Business Sves Assts | Student Tuition and Fees - Plan | C1 - Summary - Plan 9212016 12/31/2099
gomplate [~ pravious Previous g ljmet || Task List Homa | =4
=
_Empl REG Pay | Empl FTE | Distributions
[ | Distribution Account Desc Distribution Entity Desc Distribution Fund Desc Chart1 Desc | D Start Date | D End Date | D o
[ 1937214 W 1ot Distribution | 51029 - Work Study (AS1025) | 110201 - BAHSB Fac fssts | St Tuton and Fees - Plan | C1 - Summary - Plan 710112016 | /20/2016 | 100
| 2nd Distribution | 51210 - Staff-Regular (Defou._ | 1_10201 - BAHSB Fac Assts | Student Tution and Fees - Plan | €1 - Summary - Plan 9j21/2018 | 12/31/2099 | o
| | 30d Distribution | 51210 - Staff-Regular (Defou... | 1_10372 - BAHSE B0 Fac Assists | Student Tuition and Fees - Plan | €1 - Summary - Plan 2/01/2018 | )

8. Click the Save icon from the Workspace toolbar.

Fie Edit ‘“e-

n\l fw % Bole B @

Gru-g-o-8 CalPlan - Task List Status *

Task List Status

Task - Employee Mass Update | Task Instructions

e
< Saving data...

10. Navigate to the left-hand frame HCP Task List and expand the Employee Mass Update task.

Lri-a - CalPlan - Task List Status *

| B Forms

My Task List

@ B peference Tools

= B Hep Planner Task List
9 Manage Existing Employees and Positions
=] [ Employee Mass Update

H_l_@.smp&eyee-ﬂmﬁpﬁoto--___

ilﬂ_’r!gg-calculate ComDensaﬁgn___:) F
 Mass Extend Appointment End Date '
&P Create and Manage Vacant Positions
©” Create and Manage HCP Pooled Positions
& ¥ pept 10 Comp Adjustments

»
F Review

8 Budget Process Task List |

Task List Status

| Task - Re-calcul p -

Launch Business Rules
Plan Type CalPlan
Business Rule Nlﬂt@kulate Compensation
\

-
{_|Launch )

\*s.—.—_v'*

Complete I | Previous Incomplete | Previous | | Ng
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11. Click on the Re-calculate Compensation business rule and click on the Launch button from
the Task- Re-calculate Compenstion tab to run business rule.
The level you have selected in your MyOrg will impact the length of time needed to complete. If
you pick a really high level Entity such as L3 or L4, the business rule might take a long time to
complete. L5 and lower should be completed anywhere from 1 minute to 3 minutes.

HCP Re-calculate Compensation in Progress...

ﬂ

Removing an Employee Distribution

Once a new Distribution is created for an employee it cannot be deleted. Planners can change
the Distribution Percentage to zero (0) to remove the salary expense from the account.

1. From the Empl Distribution tab locate the employee with the Distribution you would like to
edit.

— ——
Empl REG Pay | Empl FE | Empl Distributions ‘)

Distribution Account Desc Distribution Entity Desc

1st| 51210 - StaffRegular (Default) | 1_10201 - BAHSE Fac Assts
2ng 51210 - Staff-Regular (Default) | 1_10201 - BAHSE Fac Assts
1st| 51210 - Staff-Regular {Default) | 1_10200 - BAHSE Business Svcs Assts

e . 1st 51210 - StaffRegular (Default) | 1_10200 - BAHSB Business Sves Assts

1st| 51210 - StaffRegular (Default) | 1_10200 - BAHSE Business Svcs Assts

2. Click your cursor into the Distribution Percentage cell for the employee and enter 0.

@3 MyOrg: 1_HRAS3
Empl REG Pay *| Empl FTE *| Empl Distributions
Entity Desc Distribution Fund Desc Distribution Charii Desc | Distribution Start Date | Distribution End Date | Distribution Pﬂrcemagel
| [2nd Distribution Fac Assts =nt Tuition an s - Plan | C1 - Summary - Flan 97212016 12312055 100;'
Assl G2 ot Distribution Fac Assts Student Tuition and Fess - Plan | C1 - Summary - Plan 5/31f2016 7312016 100 =
2nd Distribution Fac Assts Student Tuition and Fees - Plan | C1 - Summary - Plan 8/01/2016 8/16/2016 100
3rd Distribution Fac Assts Student Tuition and Fees - Plan | C1 - Summary - Plan 8/17/2016 9/20/2016 | _ o v o .]J),]l~
-
4th Distribution Fac Assts Student Tuition and Fees - Plan | C1 - Summary - Plan 9/21/2016 10{'09[201‘_ 0
T
5th Distribution Fac Assts Student Tuition and Fess - Plan | C1 - Summary - Plan 10/10/2016 12/31/2099 100
Ass P 1ot Distribution Fac Assts Student Tuition and Fees - Plan | C1 - Summary - Plan 7/01/2016 5/20/2016 100
2nd Distribution Fac Assts Student Tuition and Fess - Plan | C1 - Summary - Plan 9212016 12/31/2059 100
-

3. Click the Save icon from the Workspace toolbar.

Mavigale Fde Edt  \iew Fovorles Toos Help

AR e oo §l o8 /M -]

| Task List Status

Task - up Task 1

i,

Saving data.
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4. Navigate to the left-hand frame HCP Task List and expand the Employee Mass Update task.

CalPlan - Task ListStatus. % search I © o=
[ Forms Task List Status =
My Task List | Task - Re-calculate Compensation »

& ¥ Reference Tooks

=a Launch Business Rules
= ¥ HCP Planner Task List

L | Plan Type CalPlan
3 o E
2 Marniage Existing Employees and Positions Business Rulg, HEP Rexgalculate Compensation
E ¥ Employee M dat ( )
mployee Mass Update \~~Eﬂr_ﬂ_f’

S smpioyermasirste ~— e L | -
Z )
SELY pe calculate Compensation. ——=~

" Mass Extend Appointment End Date

@ © create and Manage Vacant Positions

& ® Create and Manage HCP Pooled Positions
o Dept ID Comp Adjustments

@ B Review

=l CalPlan FY2017-18 Budget Process Task List

Qompi»etel- Previous Incomplete | Previous  Ne:

[# Preferences

al

5. Click on the Re-calculate Compensation business rule and click on the Launch button
from the Task- Re-calculate Compenstion tab to run business rule.
The level you have selected in your MyOrg will impact the length of time needed to complete. If
you pick a really high level Entity such as L3 or L4, the business rule might take a long time to
complete. L5 and lower should be completed anywhere from 1 minute to 3 minutes.

HCP Re-calculate Compensation in Progress...

ﬂ
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Re-calculate Compensation Business Rule

What is the purpose of the Re-calculate Compensation business rule?

Every time a planner makes a direct data input into an HCP Employee Mass Update on the
Employee Reg Pay or the Employee Distribution forms, they need to run the Re-calculate
Compensation business rule. HCP recalculates the compensation plan for every employee with
edits on that form. The MEEP form is then updated with the recalculated compensation values.

The direct input into an HCP template includes:

¢ Changing existing Regular Pay amount, effective dates
¢ Changing existing distribution effective dates, percentages
¢ Adding chart field values after adding a new distribution

How often should | run the Re-calculate Compensation business rule?

We recommend that you run the business rule throughout your editing process but you do not
have to run it after each update. Planners should Save their work often as once saved, your
data is safe.
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Where Do | Make This Change in HCP?
Employee Mass
Action HCP Form to Complete Update Form Reminders
Add an employee Manage Existing Employees & Positions, RC to -> Empl Distribution Once distribution is created, complete
distribution Manage Employee -> Change/Adjust -> Add step of selecting the Fund and Chart1.

Distribution

Removing an employee
distribution

Manage Existing Employees & Positions, RC to ->
Manage Employee -> Empl Expense —RC on
Distribution -> Navigate -> Go To Review Empl
Details and zero out Distribution Percentage for the
distribution

Empl Distribution

Adding or editing Reg Manage Existing Employees & Positions, RC to -> Empl Reg Pay

Salary for an employee Employee Details

Adding or editing Manage Existing Employees & Positions, RC to -> Empl FTE

employee FTE Manage Employee -> Change/Adjust -> Empl FTE

Change the status of an Manage Existing Employees & Positions, RC to -> N/A

employee (LOA) Manage Employee -> Change Empl Status

Add an Additional Earning | Manage Existing Employee & Positions -> N/A

to an employee

Transfer / Separate an Manage Existing Employees & Positions, RC to -> N/A Once Transferred or Separated these
employee Manage Employee -> Transfer/Separate actions cannot be undone.
Assign an employee to a Create and Manage Vacant Positions, RC to -> Assign N/A

vacant position

Employee to a Vacant Position -> Assign Existing
Employee
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Employee Mass
Action HCP Form to Complete Update Form Reminders

Assign a To-Be-Hired (TBH) | Create and Manage Vacant Positions, RC to -> Assign N/A

employee to a vacant Employee to a Vacant Position -> Assign To Be Hired

position

Create a To-Be-Hired (TBH) | Create and Manage Vacant Positions, RC to -> Create N/A Once position is created, complete step

employee New Position -> 1. Create Position 2. Add Distribution.

Create a New Position Create and Manage Vacant Positions, RC to -> Create N/A Once position is created, complete step

(Vacant) New Position -> 1. Create Position 2. Add Distribution and then assign
either a TBH or Existing Employee to the
position.

Mass Extend Appointment | Mass Extend Appointment End Dates N/A The process of Mass Extending cannot

End Date of employee(s) be undone, please review your work
before Launching.

Create a Vacant Position See creating a New Position N/A

Creating a new Pooled Create & Manage Pooled Positions RC to -> Create N/A Once Pooled Position is created,

Position Pooled Position -> 1. Create New Position complete step 2. Add Distribution.

Edit the Distribution on an | Create & Manage Pooled Positions RC to -> Manage N/A

existing Pooled Position Pooled Position -> Change/Adjust -> Positon

Distribution

Edit FTE &/or Headcount Create & Manage Pooled Positions RC to -> Manage N/A

on an existing Pooled Pooled Position -> Change/Adjust -> Positon FTE &

Position Headcount

Edit the Regular Salary on Create & Manage Pooled Positions RC to -> Manage N/A

an existing Pooled Position Pooled Position -> Change/Adjust -> Positon Rate

Adding a DeptID Dept ID Comp Adjustments N/A HCP spreads value evenly into 12 months

Adjustment

of Fiscal Year
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