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Before We Begin

2

Sign the attendance sheet at the 
beginning and end of the session.

Refrain from engaging in 
disruptive side conversations.

Silence cell phones, and minimize 
usage of cell phones and laptops 
for unrelated tasks during the 
session.

Check your e-mail during breaks 
only.

Participate actively, and share 
your experiences.

Complete the post-training survey 
prior to leaving this session.
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Expectations
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Let’s see the expectations from this session.

• Frame exercises in standard UCOP scenarios

• Equip staff for the new system

• Discuss Workforce Budgeting

• Rely on active staff involvement

This Training WILL….
• Address ALL possible scenarios

• Be the end of learning and ongoing support

• Be a passive event

This Training WILL NOT
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Course Agenda
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Here is the agenda for today’s session. Delivery Type: 
ILT

Prerequisites: 
FCST100 IN100

Duration
4 hours 45 minutes

SME Reviewers 
Pei-Ru Chao (UCOP) 
Robert Baum

Lesson Covered Topics / Processes 

Existing Employee • Managing Existing Employee Budget
• Employee Properties

New Hire Employee • New Hire Budget Planning

Employee Allocation • Fund and Financial Unit Allocation for Employees, New Hires and New Position

Transfer Pool Budget • Transfer Pool

Aggregate Budget • Aggregate Workforce Budget to Parent Level

Data Reconciliation • Data Validation in Workforce and Financial cube

Workforce Reports • Review Position vs FTE Report

Workforce Budget -
reviewer • Reviewer tasks related to Workforce Budgets
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• Explain the key changes in the Workforce Budgeting process in PBS

• List the components of the Workforce module in PBS

• Set up Point of View for the Workforce module in PBS

• Manage job change, transfer, and termination for existing employees 

• Budget for new hires

• Plan Fund and Financial Unit Allocation for Employees, New Hires and New Position

• Transfer Positions and Employees to other Financial Units (Transfer Pool)

• Aggregate Budget

• Workforce Planning Budget Data Reconciliation

• Review workforce budget reports

Course Objectives

5

Upon completing this course, you will be able to:
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Key Terms
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Here are some of the key terms you will come across in this course.

Workforce Budget Planning activities include budgeting for existing employees and new hires, their 
associated compensation & costs, not limited to: salaries, benefits, and stipends.

FTE Fulltime Equivalent, a measure of work effort. One staff member should not be associated 
with more than 1 FTE.

Job FTE The FTE associated with a job. For example a fulltime employee with more than one job 
title might have .75 FTE associated with one job and .25 FTE associated with the other.

Allocation or 
Distribution

The portion of employee cost assigned to a specific Financial Unit and Fund. Total 
allocation per employee across all Units and Funds should equal 100%. 

Transfer Pool A holding pool to enable transfers of positions/employees where the Planner doesn’t have 
security to both the “to” and “from” financial units involved in the transfer.
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Improved functionality to budget employee status 
during the year (ex. Planned retirements, employee 
pool)  

Source data from UCPath with automated data rules

Key Changes

7

Here is a summary of key changes coming with the overall EPBCS system.

Source data from UCPath with manual 

oversight

Ability to manage employees during the year

Before PBS Transformation After PBS Transformation

More robust reporting capability will improve FTE 
planning, and reporting. Potential for leveraging a 
strategic workforce planning module (Phase II)

Limited focus on FTE reporting 
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Introduction Roles
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Let's meet the roles involved in the Introduction process in PBS

Roles Manage workforce 
budgets at Financial 
Unit and Fund level

Manage expense and 
employee allocations 

Aggregate Budget Manage workforce 
budgets at Division 
level

Manage expense 
and employee 
allocations to Funds 
and Financial Units

PLANNERS   

REVIEWERS  
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Components of Workforce Module in PBS
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The Workforce module in PBS consists of following components.

1. Existing Employees Planning
a) Updating salary details of employees
b) Updating properties of employees i.e. FTE
c) Changing position of employees
d) Transferring employees to a pool or other financial unit
e) Transferring employees from a pool to a financial unit
f) Adding fund and/or Unit allocation for an employee

2. New Positions/Hire planning
a) Planning/budgeting for new positions
b) Budgeting can be done for partial FTE
c) Adding fund and/or Unit allocation to new position 

3. Employee Expense Allocation

4. Aggregate Budget

5. Data Reconciliation

6. Review Reports
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Components of Workforce Module in PBS (Cont’d)
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The following table lists the key points about each component of the Workforce module.

Components Key Points

• POV Setup
Planners choose dimensions to create their Point of View (POV) while conducting budgeting and 
planning activities. The Point of View can be setup before performing any tasks by selecting the Unit, 
Fund, Division and Function. 

• Unit/Fund 
Assignment

Existing employees will begin in the imported UCPath Unit they are assigned to, but can be assigned  to 
other Unit(s) and/or Fund(s) planned for their cost.

• Compensation  
Planning

For existing employees, Planners will review salary information as well as any associated merit or 
benefit costs and take specific actions such as change jobs, transfer, or terminate. New hires will be 
hired into a specific job and assigned to a unit, accounting entity, financial unit, project, and so on.

• Other Expenses Planners can assign specific expense to employees such as Stipend and car allowance. 

• FU Allocation Planners can review whether an employee is eligible to receive the allocation.

• Labor Allocations Employees are allocated across Fund and FU, based on the allocation percentage.

• Analysis Analysis is used for detailed analysis of compensation, non-compensation, FTE, and LoE.
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Workforce Budget – Existing Employees

Duration: 90 minutes

Lesson:

11

21 3 4 5 6 7 8
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Manage job change, transfer, and termination for existing employees 
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Workforce Budgeting – Existing Employees

Existing Employees Budgeting – This task allows users to view details for current employees in any unit
and update the details.

Navigating to Existing Employee Task list

1. Access the Tasks tile from the home screen. The Tasks List page will be displayed.

2. In the task list select Workforce Budget to expand the task.

3. Select Existing Employee Budget Planning to begin the process.

3

1

2

13



Workforce Budgeting |

Workforce Budgeting – Existing Employees

Selecting Unit

1.  Select the Unit of the employees, once the Existing Employee Budget Planning form is displayed.  A separate form will  
appear showing all the members of the Unit dimension. (Note – The asterisk symbol (*) can be utilized as a wild card when 
searching for any members of POVs to prevent scrolling. Ex : To search for Unit 3011050; enter 301* in the search field to 
view all options that contain the order of numbers.

2.  Click OK, once the unit is selected on the members page.

1

14

2
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Workforce Budgeting – Existing Employees

Selecting Division

1. Next, select a Division after returning to the Existing Employee Budget Planning from selecting a unit. A separate form 
will  appear showing all the members of the Division dimension.

2. Once the division is selected on the members page, click OK.

1 2

15
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Updating/Validating Employee Properties

1. After selecting the unit and division on the Existing Employee Budget Planning form, right click on the row 
corresponding to an employee.

2. Next select Employee Properties from the menu option.  

1
2

Workforce Budgeting – Existing Employees
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Updating/Validating Employee Properties & Return to Manage Existing Employee Budget

1. View employee property on Employee Properties Budget tab.

2. Click on Manage Existing Employees- Budget to return to the previous screen.

2
1

Workforce Budgeting – Existing Employees
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Update/View Employee Details

1. After setting the employee properties, return to the Existing Employee Budget Planning form and right click on the 
row corresponding to an employee.

2. Select Employee Details from the menu options.

1
2

Workforce Budgeting – Existing Employees
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View Employee Details, Update Stipend, Update Car Allowance, & Return to Manage Existing Employee Budget

1. View employee details on Employee Details Budget tab on the Existing Employee Budget Planning form.

2. Click on the Stipend and add if required (to expand the Year Total click on Plus icon).

3. Click on Car allowance cell to update the required values. 

4. Click on Save.

5. Click on Manage Existing Employees- Budget to return to the previous screen.

5

3
2

1

4

Workforce Budgeting – Existing Employees

Note: If you enter data at 
higher level (i.e. Year 

Total or Q1) it gets 
distributed equally 

amongst lower level (i.e. 
months)
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Change Position - Change Position option give planner the ability to change employee’s position to the Vacant position.

1. After setting the employee details, return to the Existing Employee Budget Planning form and right click on the row 
corresponding to an employee.

2. Select Change Position from the menu options.

2

1

Workforce Budgeting – Existing Employees
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Change Existing Position Window

1. Enter the Hours per week on the Change Position Window that will appear after selecting the Change Position menu 
option.

2. Next, select the required month from the drop down menu.

3. Select the Target Position from the Target Position box.  A new window will appear.

4. Next, enter or search for required position.

5.  Select the position and click on OK  

6. Click on Launch button to submit.

5

6
4

3

21

Workforce Budgeting – Existing Employees
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1

Transfer out to Pool

Transfer out to pool options provides planner the ability to transfer employee to a common pool from where they can be 
transferred to any Unit and Division.

Right click on the row corresponding to an employee.

1. Click on Transfer Employees from the menu options.

2. Select Transfer Out to Pool from the menu options of Transfer Employees.

2

Workforce Budgeting – Existing Employees
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Transfer out to Pool window

1. Enter comments in the Comments box on the Transfer out window that will appear.

2. Select the required month from the drop down menu. 

3. Click on Launch button to submit.

The employee will be moved to the Pool and can be viewed in “Transfer Pool Budget” task in the Planner task list.

1 2
3

Workforce Budgeting – Existing Employees
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Transfer to Financial Unit

Transfer to Financial Unit gives planner the ability to transfer employees to different a Financial Unit.

1. Right click on the row corresponding to an employee.

2. Next, click on Transfer Employees from the menu options.

3. Select Transfer to Financial Unit.

1 2

3

Workforce Budgeting – Existing Employees
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Transfer to Financial Unit window

1. Enter the comments in Comments box on the UCOP Transfer to Unit window that appears.

2. Select the required month from the drop down menu.

3. Select the Target Financial Unit from the Target Financial Unit box.

4. Search window for Unit opens, search for required 

Financial Unit.

5. Select the required Financial Unit.

6. Click on OK.

7. Click on Launch button to submit.
7

6

5

4

3
21

Workforce Budgeting – Existing Employees
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Transfer Detail

Steps to display employee Transfer details

1. After completing the transfer to financial unit, return to the Existing Employee Budget Planning form and right click on 
the row corresponding to an employee.

2. Next, click on Transfer Employees from the menu options.

3. Then, select Transfer Details.

1

3

2

Workforce Budgeting – Existing Employees
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Transfer Detail window

1. UCOP_Transfer_Details_Bud window will appear after selecting the transfer detail menu option. 

2. Form displays Employee transfer details.

Note – This form can be useful to track a point of time that an employee status changed or transferred occurred.

1

2

Workforce Budgeting – Existing Employees
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Plan Departure
1. After completing all the transfer employee details, return to the Existing Employee Budget Planning form and right 

click on the row corresponding to an employee.
2. Next, click on Plan Departure (if applicable) from the menu options.

1

2

Workforce Budgeting – Existing Employees
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Plan Departure window
1. Select the required month from the drop down menu on the Plan Departure window that will appear.
2. Next, select the Action : Departed/ Resigned from drop down.
3. Enter the comments in Comments box.
4. Select the Year from Year box.
5. Search window for Year opens.
6. Search for required Year.
7. Select the required Year and click on OK.  

8. Click on Launch button to submit.

7
5

4
3

8

1
2

6

Workforce Budgeting – Existing Employees
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Change Existing Details: Change Existing Details option gives the Planner the ability to change the employee’s status 
or salary details  
1. After completing the plan departure details, return to the Existing Employee Budget Planning form and right click 

on the row corresponding to an employee.

2. Next, click on Change Existing Details from the menu options.

1

2

Workforce Budgeting – Existing Employees
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Change Existing Details- Salary window

1. On the Change Existing Details window that will appear after the previous step, select the Salary option from the 
Change Employee field. (Use the drop down option to choose between status or salary). 

2. Click on Next.

2

1

Workforce Budgeting – Existing Employees
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Change Existing Details- Salary window

1. On the next window, UCOP Change Existing Details GT – Status, enter the Year.

2. Then, select the period from the drop down options.

3. Next, select the Salary options from the drop down (drop down options available are: Salary Defaults/ Salary Basis and 
Rate).

4. Click on Launch button to submit. 4

3
2

1

Workforce Budgeting – Existing Employees
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Workforce Budgeting – Existing Employees

Navigation: Calculate Compensation

1. Next select Calculate Compensation from the menu that appears, to re-calculate employee(s) compensation 
changes.

1

2

33
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Add Allocation

Add Allocation option provides Planners the ability to add new fund or financial unit allocation/ split for an existing 
employee.

1. After calculating the compensation, return to the Existing Employee Budget Planning form and right click on the row 
corresponding to an employee.

2. Select the Add Allocation option from the menu.

1

2

Workforce Budgeting – Existing Employees
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Add Allocation - Add Fund

1. Next, the Add Fund n Unit Allocation_Emp_Bud form will be displayed.

2. Right click on the corresponding row to Add Fund.

3. Click on Add New Fund.

3

1

2

Workforce Budgeting – Existing Employees
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Add Allocation - Add Fund Window

1. Select the Target Fund from the Target Fund box from the Add New Fund option that will be displayed after the 
previous step.

2. Next enter a fund in the Fund Source field.  

3. To  search for a fund, select the hierarchy option next to the Source Fund field.

4. Select the Fund.

5. Click on OK.

2

1

3

4

5

Workforce Budgeting – Existing Employees
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Add Allocation - Add Financial Unit

1. In Add Fund n Unit Allocation_Emp_Bud form right click on the corresponding row. 

2. Next, select Add Financial Unit.

2
1

Workforce Budgeting – Existing Employees
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Add Allocation - Add Financial Unit Window

1. Select the Target Financial Unit from the Target Financial Unit box.

2. Enter or search for the target Financial Unit. A search window for Financial Unit will be display.

3. Search for required Financial Unit.

4. Select the Financial Unit and click on OK.

3

2
1

4

Workforce Budgeting – Existing Employees
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Demonstration

39

Let's see a live PBS demonstration!

Existing Employee Budget Planning

Duration: 10 minutes

Description: This demonstration shows how to Budget for 
Existing Employees.

Demo
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Let's Practice!
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Let's practice how to budget for employee transfer in PBS.

Duration: 15 minutes

Complete the following exercise in the training environment:
As a Planner, user wants to Budget for existing employees 
using each of the steps mentioned in previous slides.

• Apply the steps to search and review results.

• Apply the steps to access online help.

Existing Employee Budget Planning
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Key Takeaways

41

With the introduction of PBS, all staff compensation costs will be planned by Fund and Unit.1

Budget managers have visibility to see where costs come from (Unit assigned to an employee) and how 
many employees are charging to that specific Unit and Fund.2

The Workforce module is comprised of multiple components – POV Setup, Unit/Fund Assignment, 
Compensation Planning, Other Expenses.3

Let's wrap-up by discussing the key messages from this lesson.
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Workforce Budget – New Hire

Duration: 70 minutes

Lesson:

42

2 3 4 521 6 7 8
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Lesson Objectives

43

Upon completing this lesson, you will be able to:

• Budget for new hires

• Plan Fund and Financial Unit Allocation for Employees, New Hires and New 
Positions *

* New Positions added in the FY20-21 budget require use of Decision 
Packages
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New Hire Budget Planning – The New Hire Budget Planning tasks provide Planners the ability to view existing vacant 
positions, view new positions that were entered during forecasting, add new positions, add compensation to new 
positions, and delete positions.

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Planner->  Budget->  Workforce Budget->  New Hire Budget Planning:

1

2

Workforce Budgeting – New Hire
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New Hire Budget Planning 

1. The New Hire Budget Planning form will be displayed after selecting the New Hire Budget Task.  Search and Select 
Unit once the form is displayed.  

2. Next, select the Fund that corresponds to the Unit

3. After selecting the Unit and Fund, select the Division.

Note – Upon selecting the Unit, Fund, and Division dimensions, a new window will appear to show the members of the 
dimensions for selection.  This step is shown in the previous task for existing employees. 

1
3

2

Workforce Budgeting – New Hire
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Add New Position - Add New Position option gives planner the ability to add a new position 

1. After selecting the unit, fund, and division on the New Hire Budget Planning form, select Actions.

2. Next select Add New Position from the menu option.  

2

1

Workforce Budgeting – New Hire
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Add New Position

1. The Add Position Business rule is executed after selecting the menu option. 

2. Once the successful prompt is displayed click on OK.

3. The New Hire Budget Planning form will display the new position has been added.

3

2

1

Workforce Budgeting – New Hire



Workforce Budgeting | 48 48

Add Compensation to New Position – The  Add Compensation to New Position menu option provides the planner the 
ability to add compensation details to the newly added Position.

1. After adding the new position on the New Hire Budget Planning form, right click on the new position.

2. From the menu option, select Add Compensation to New Position.

1
2

Workforce Budgeting – New Hire
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Add Compensation to New Position - Requisition Details, Calendar Information

1. Once the Add Requisition GT – Requisition Details window displays, Enter the Number of requisitions

2. Next, enter FTE for each position

3. Select Employee Type (Regular) from drop down menu (Available Options : Regular/ Contractor/ Temporary)

4. Click on Next

5. In Calendar Information, select Start Year, Start Month, End Year 

and End Month.

6.  Click on Next

5

3
2

6

1

4

Workforce Budgeting – New Hire
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Add Compensation to New Position window- Job and Salary options

1. In Job and Salary Options, select Salary  Defaults. (Available options:  Salary Defaults and Salary Basis Rate)

2. Click on Next

3. Enter the required comments 

4. Select Launch
1

3

4

2

Workforce Budgeting – New Hire
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Add Compensation to New Position window- Job and Salary options

1. On the UCOP Add Requisition GT – Job and Salary Options, select Salary Basis and Rate

2. Click on Next

3. Next, enter the Salary Rate

4. Select Salary Basis (Annual) from the drop down menu

(Available Options:  Hourly/ Biweekly/ Annual)

5.  Enter the comments

6.  Click on Launch to launch the Business Rule

Note: Follow the same steps for Employee

Types : Contractor and Temporary

4
3

6

5

2

1

Workforce Budgeting – New Hire
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Delete Position - Delete Position option gives planner the ability to Delete any new position

1. Right click on the Position to be deleted

2. Click on Delete Position

3. A business rule to delete the position is executed and the status will display in an information prompt..

4. Click on OK

Note – User can not retrieve position once it has been deleted.

1

4

3

2

Workforce Budgeting – New Hire
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Change Requisition - Change Requisition option is used to change New Hire’s status or salary.

1. On the New Hire Budget Planning form, right click on the New Position that will incorporate the change.

2. Select Change Requisition from the menu options.

1 2

Workforce Budgeting – New Hire
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Change Requisition

1. From UCOP Change Requisition window, select Change Requisition from drop down  (Select Status). 
(Available options:  Status/ Salary)

2. Click Next to go to the next step.

2

1

Workforce Budgeting – New Hire
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Change Requisition- Status

1. Enter or Select the Year.

2. Select Hiring Status from the drop down options.
(Available Options: New, Active, Approved, Unapproved, On-hold, and Closed)

3.  Click on Launch to launch the Business rule.

3

2

1

Workforce Budgeting – New Hire
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Change Requisition- Salary

1. From UCOP Change Requisition window, select Change Requisition from drop down  (Select Salary). 
(Available options:  Status/ Salary)

2. Click Next to go to the next step.

3. Enter or Select the Year.

4. Select month from the drop down.

5. Select Salary options from drop down menu.

(Available options : Salary Defaults, Salary Basis and Rate, and Salary Grade)

6. Click on Launch button to submit.

6

5
4

3

2

1

Workforce Budgeting – New Hire
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Recalculate Compensation - This task recalculates compensation after a change in requisition-salary

1. Right click on the New Position where changes were applied.

2. Click on Recalculate Compensation.

3.  A Recalculate Compensation business rule is executed and displays the Information:

4.  Click on OK. 43

2
1

Workforce Budgeting – New Hire
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Demonstration
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Let's see a live PBS demonstration!

Budget for New Hires

Duration: 15 minutes

Description: This demonstration shows how to budget for new 
hires.

Demo
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Let's Practice!

59

Let's practice how to budget for new hires in PBS.

Budget for New Hires

Duration: 25 minutes

Complete the following exercise in the training environment:
As a planner, user wants to add three new employees across
positions in the process of budgeting for new hires.

• Apply the steps to search and review results.

• Apply the steps to access online help.
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Lesson Key Messages

60

Let's wrap-up by discussing the key messages from this lesson.

Job change leads to change in job of an employee for the selected period and in turn leads to change in 
paying Unit for an employee. 1

Transfer results in change of department (or Unit) against which the employee’s compensation expenses 
are calculated for the selected period. 2

Budgeting for new hires is the process of creating hiring requisitions and allocating expenses from the 
workforce budget to the newly added requisitions.3
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Workforce Budget – Employee Expense 
Allocation
Duration: 45 minutes

Lesson:

61

2 431 5 6 7 8
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Lesson Objectives

62

Upon completing this lesson, you will be able to:

• Assign employees to default Unit and Fund.

• Update employee allocation between multiple Units or Funds. 

• Allocate workforce expenses for employees by Unit and Fund.
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Employee Allocation– The Employee Allocation tasks provide Planners the ability to add new fund or unit allocation/ split for an 
employee (existing or new hire)

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Planners->  Budget->  Workforce->  Employee Expense Allocation Budget.

1

2

Workforce Budgeting – Employee Expense Allocation 
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View Employee Expense Allocation Budget

1. The Employee Expense Allocation Budget form will be displayed after selecting the Employee Expense Allocation 
Budget Task.  Search and select the Division.

2. After selecting the Division, then select the Unit.  
Note – Upon selecting the Unit, Fund, and Division dimensions, a new window will appear to show the members of the dimensions for selection.  This step 
is shown in the previous task for existing employees. 

2
1

Workforce Budgeting – Employee Expense Allocation 
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Add Allocation

1. After selecting the division and unit, right click on the row corresponding with the employee that changes will apply.

2. Click on Add Allocation

1
2

Workforce Budgeting – Employee Expense Allocation 
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Add Allocation- Add Fund

1. After selecting Add Allocation from the menu, the Add Fund and FU Allocation_Emp_Bud form will be displayed.

2. Right click on the to Add Fund

3. Select Add New Fund

1

3

2

Workforce Budgeting – Employee Expense Allocation 
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Add Allocation- Add Fund Window

1. Next, select the Target Fund from the Target Fund box

2. Once the member window appears, search the window for Fund

3. Select the Fund

4. Click on OK  

3

2

1

4

Workforce Budgeting – Employee Expense Allocation 
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Add Allocation - Add Financial Unit

1. In Add Fund n FU Allocation Emp Bud form, right click on the row to Add Financial Unit

2. Select Add Financial Unit

2

1

Workforce Budgeting – Employee Expense Allocation 
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Add Allocation - Add Financial Unit Window

1. After selecting Add Financial Unit from the menu option, select the Target Financial Unit from the Target Financial Unit 
box

2. Once the member window appears, search for Financial Unit

3. Select the required Financial Unit 

4. Click on OK  

5. Repeat the same steps to Enter Target Financial Unit

6. Select Launch

1

12

3

4

Workforce Budgeting – Employee Expense Allocation 
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Demonstration
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Let's see a live PBS demonstration!

Allocate Employees to Unit or Fund

Duration: 10 minutes

Description: This demonstration shows how to allocate 
employees to a Unit or Fund.

Demo
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Let's Practice!
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Let's practice how to budget for employees in PBS

Duration: 20 minutes

Complete the following exercise in the training 
environment:

As a planner, user wants to allocate new financial unit 
and new fund to a specific employee.

• Apply the steps to search and review results.

• Apply the steps to access online help.

Allocate Employees to Unit or 
Fund
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Lesson Key Messages
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Let's wrap-up by discussing the key messages from this lesson.

Labor Allocation refers to the process of allocating employees to Units and Funds based on the input 
allocation percentages.1

The Allocations tab allows you to assign a percentage value of allocation of an employee to one or more 
Units and Funds  such that the total allocation per employee is 100 percent.2
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Workforce Budget – Transfer Pool

Duration: 40 minutes

Lesson:

73

2 41 3 5 6 7 8
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Lesson Objectives

74

Upon completing this lesson, you will be able to:

• Transfer an employee from one Unit to another

• Manage employee costs within an Unit

• Accurately record and account for employee funding
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Transfer Pool– The Transfer Pool Budget tasks provide Planners the ability to transfer employee to any Financial Unit and 
Division from a common Pool

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Planner->  Budget->  Workforce Budget-> Transfer Pool Budget

1

2

Workforce Budgeting – Transfer Pool
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Transfer Pool Budget - Planners can view employees that are currently in pool and do not belong to any Unit. 
From here the employee can be transferred in to desired Financial Unit.

1. After selecting the Transfer Budget Pool task from the task list, Transfer Pool form with employees details 
that are currently in pool appear.

1

Workforce Budgeting – Transfer Pool
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Transfer Pool Budget – Transfer In 
1. Right click on an employee to be transferred in to any Financial Unit.
2. After Select Transfer In

1

2

Workforce Budgeting – Transfer Pool



Workforce Budgeting | 78 78

Transfer In– Window
1. From UCOP Transfer In Window, select Division and Financial Unit to which employee has to be transferred.
2. Click on search and search for Division.
3. Select division.
4. Click on OK.
5. Follow same steps for Financial Unit.
6. Next, click on Launch to submit.
7.   Transfer In was successful message is displayed. 

1

2
3

4

5

6

7

Workforce Budgeting – Transfer Pool
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Demonstration
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Let's see a live PBS demonstration!

Budget for Employee Transfer

Duration: 10 minutes

Description: This demonstration shows how to budget for 
employee transfer.

Demo



Workforce Budgeting |

Let's Practice!
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Let's practice how to budget for employee transfer in PBS.

Budget for Employee Transfer

Duration: 15 minutes

Complete the following exercise in the training environment:
As a planner, user wants to transfer in an employee that was 
previously transferred to pool in Existing Employee Budget 
Planning form.

• Apply the steps to search and review results.

• Apply the steps to access online help.
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Lesson Key Messages
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Let's wrap-up by discussing the key messages from this lesson.

An employee transfer refers to the transfer of an employees across entities.1

A job change refers to change in the designation and calculation of compensation based on the new title.2
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Aggregate Budget

Duration: xx minutes

Lesson:

82
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Aggregate the Budget values for Workforce 
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Aggregate Budget – The Aggregate Budget tasks provide Planners the ability to aggregate the workforce data for Budget to 
parent level members. Note – Aggregation can be performed multiple times at any time.

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Planner->  Budget->  Workforce Budget-> Aggregate Budget

1

2

Workforce Budgeting – Aggregate Budget
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Aggregate Budget
1. Click on Launch after opening the task.

2. Select the Unit and Division from the Hierarchy selection and click on Launch.

1

Workforce Budgeting – Aggregate Budget

2
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Demonstration
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Let's see a live PBS demonstration!

Aggregate for Budget

Duration: 10 minutes

Description: This demonstration shows how to run aggregation 
for Workforce Budget.

Demo
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Let's Practice!

87

Let's practice how to budget for employee transfer in PBS.

Budget Aggregation

Duration: 15 minutes

Complete the following exercise in the training environment:
As a planner, user wants to run aggregation for Workforce 
Budget data for the unit and division he/she has Budgeted for.

• Apply the steps to search and review results.

• Apply the steps to access online help.
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Lesson Key Messages
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Let's wrap-up by discussing the key messages from this lesson.

Budget Aggregation for workforce is run by planner and is important for reconciliation of workforce data 
at Total level.1
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Workforce Planning Budget data 
Reconciliation
Duration: xx minutes

Lesson:

89
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Compare the data in Workforce and financials cube
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Workforce Planning Budget Data Reconciliation – This task is used to validate data in Workforce Cube and Financial Cube.

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Planner-> Budget ->  Workforce Planning Budget Data Reconciliation

1

91

2

Workforce Budgeting – Data Reconciliation
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Workforce Planning Budget Data Reconciliation 

1. After selecting the Workforce Planning Budget Data Reconciliation task from the task list, select Division.

2. Next, select Unit

3. Once the user has completed data validation, click close.

92

21

3

Workforce Budgeting – Data Reconciliation
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Demonstration
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Let's see a live PBS demonstration!

Data Reconciliation

Duration: 10 minutes

Description: This demonstration shows how to perform data 
reconciliation for Workforce Budget.

Demo
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Let's Practice!
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Let's practice how to budget for employee transfer in PBS.

Data Reconciliation

Duration: 15 minutes

Complete the following exercise in the training environment:
As a planner, user wants to reconcile data for Workforce 
Budget.

• Apply the steps to search and review results.

• Apply the steps to access online help.
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Lesson Key Messages
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Let's wrap-up by discussing the key messages from this lesson.

Budget Aggregation for workforce is run by planner and is important for reconciliation of workforce data 
at Total level.1
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Workforce Reports

Duration: xx minutes

Lesson:

96

2 431 5 6 7 8
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• View the Position vs FTE workforce report
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Workforce Reports – This task is used to view Position vs FTE report for Workforce.

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Planner-> Review Reports -> Workforce Reports -> Position vs FTE Report

1

98

2

Workforce Budgeting – Reports
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Workforce Reports

1. Provide the values for the prompts.

99

Workforce Budgeting – Reports
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Workforce Reports

1. A report will open in new tab.

100

Workforce Budgeting – Reports
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Demonstration
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Let's see a live PBS demonstration!

Workforce Reports

Duration: 10 minutes

Description: This demonstration shows how to view Position vs 
FTE Workforce report.

Demo
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Let's Practice!
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Let's practice how to budget for employee transfer in PBS.

Workforce Report

Duration: 15 minutes

Complete the following exercise in the training environment:
As a planner, user wants to view FTE vs Position report for 
Workforce Budget.

• Apply the steps to search and review results.

• Apply the steps to access online help.
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Workforce Budget – Reviewer

Duration: 15 minutes

Lesson:

103
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Lesson Objectives
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Upon completing this lesson, you will be able to:

• Review Existing employees

• Review Allocations for employees

• Review Workforce Reports
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Existing Employee Budget Review– The Existing Employee Budget Review task provide Reviewers ability to view details 
for existing employees in any unit and division combination for the budget planning year.

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Reviewer->  Budget->  Workforce Budget-> Existing Employee Budget Review

1

2

Workforce Budgeting – Reviewer
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Existing Employee Budget Review

1. After selecting the Existing Employee Budget Review task from the task list, select Unit on the Existing Employee 
Budget form.

2. Next, select Division

3. Once the reviewer has completed reviewing the Existing Employee Budget details, click close.

21

Workforce Budgeting – Reviewer

3
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Employee Expense Allocation Budget Review– The Employee Expense Allocation Budget Review tasks provide Reviewers the 
ability to view new fund or financial unit allocation/ split for an employee (existing or new hire)

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Reviewer->  Budget->  Workforce Budget-> Employee Expense Allocation Budget Review

1

2

Workforce Budgeting – Reviewer
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Employee Expense Allocation Budget Review

1. After selecting the Employee Expense Allocation Budget Review task from the task list, select Division on the Employee 
Expense Allocation Budget Review form.

2. Next, select Unit

3. Once the reviewer has completed reviewing the Employee Expense Allocation Budget details, click close.

21

3

Workforce Budgeting – Reviewer
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Aggregate Budget – The Aggregate Budget tasks provide Reviewers the ability to aggregate the workforce data for Budget to 
parent level members.

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Reviewer ->  Budget->  Workforce Budget-> Aggregate Budget

1

2

Workforce Budgeting – Reviewer
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Aggregate Budget
1. Click on Launch after opening the task.

2. Select the Unit and Division from the Hierarchy selection and click on Launch.

1

Workforce Budgeting – Reviewer

2
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Workforce Planning Budget Data Reconciliation – This task is used to validate data in Workforce Cube and Financial Cube.

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Reviewer -> Budget ->  Workforce Planning Budget Data Reconciliation

1

111

2

Workforce Budgeting – Reviewer
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Workforce Planning Budget Data Reconciliation 

1. After selecting the Workforce Planning Budget Data Reconciliation task from the task list, select Division.

2. Next, select Unit

3. Once the user has completed data validation, click close.

112

Workforce Budgeting – Reviewer

21

3
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Workforce Reports – This task is used to view Position vs FTE report for Workforce.

Navigation:

1. Access Tasks tile from the home screen. 

2. From Task List page, go to Reviewer -> Review Reports -> Workforce Reports -> Position vs FTE Report

1

113

2

Workforce Budgeting – Reviewer
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Workforce Reports

1. Provide the values for the prompts.

114

Workforce Budgeting – Reviewer
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Workforce Reports

1. A report will open in new tab.

115

Workforce Budgeting – Reviewer
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Lesson Key Messages
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Let's wrap-up by discussing the key messages from this lesson.

Reviewers can review existing employees, and allocations and reports.1
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With the introduction of PBS, Reviewers have visibility to where costs come from (Unit assigned to 
an employee) and how many employees are charging to that specific Unit.

The Point Of View Setup capability allows Planners to easily configure their dimensions for the 
particular planning or reviewing activity they want to undertake.

The Labor Allocations capability allows users to assign employees to Unit and Fund so that the 
expenses can be planned and recorded accurately.

Budgeting for new hires is the process of creating hiring requisitions and allocating expenses from 
the workforce budget to the newly added requisitions.

Course Key Messages

117

Let's wrap-up by discussing the key messages from this course.

1

2

3

4
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Any Questions?
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Do you have any questions?
The picture can't be displayed.

Q A

Contact Us: In case of questions, please reach out to Nicole
Terrell, Nicole.Terrell@ucop.edu

Reference Materials: All learning materials for this course are 
stored at https://www.ucop.edu/fsr

mailto:Nicole.Terrell@ucop.edu
https://www.ucop.edu/fsr


Thank you!
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