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Additional Resources:

A rates reference document can be found in the BudgetWorks Help Library. This Help library may also be

accessed via the Help link in SPS. You can also contact the OFM Help Desk at HereToHelp@ofm.wa.gov or call
360.407.9100.



https://ofm.wa.gov/it-systems/budget-and-legislative-systems/salary-projection-system-sps
mailto:HereToHelp@ofm.wa.gov

Logging on and browser settings

Open Microsoft Edge or Google Chrome and enter the login address https://budgetlogon.ofm.wa.gov/Logon.aspx
in the address bar of the browser.

Enter your login ID and password to log into BudgetWorks. If you do not have access please use the Security
Request Form to request it through the OFM Helpdesk at HereToHelp@ofm.wa.gov.
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4 =3
(I n A =2
: 4 CE— |

“

How to Disable Pop-Up Blockers

SPS has pop-up notifications and instructions, to enable pop-ups or verify pop-ups are allowed, please follow the
steps below.

e Beside the address bar, select the ... which will display a drop-down menu

e Select Settings, this will open a new menu, on the left side select Cookies and site permissions

e Scroll down to Pop-ups and redirects, beside Allow, select Add, enter the site
https://budgetlogon.ofm.wa.gov and click Add again.



https://budgetlogon.ofm.wa.gov/Logon.aspx
https://budgetlogon.ofm.wa.gov/library/BudgetWorksSecurityForm.pdf
https://budgetlogon.ofm.wa.gov/library/BudgetWorksSecurityForm.pdf
mailto:HereToHelp@ofm.wa.gov
https://budgetlogon.ofm.wa.gov/

In Edge:
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4. Once in Site Settings scroll down to Pop-ups & Redirects
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Add site: https://budgetlogon.ofm.wa.gov , and click Add. This application will now allow pop-up notifications

and instructions.

Note: Documents downloaded in Edge may appear in a new browser tab instead of a document reader such as

Adobe or Excel and the following warning may appear.

i This page is accessing information that is not under its
?. control. This poses a security risk. Do you want to
4 .
continue ¥

Key Navigation Features

All navigation bars and selection tabs are in the same place on every page. The selection tabs run horizontally
across the top of each screen, allowing for the selection of screen features and system navigation. Shortcut links
on the application tab bar (3) and the breadcrumb bar (4) allow for the ability to “jump” to previously viewed

pages without using the browser Back button (1).
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1. Internet browser navigation buttons. Note: The SPS application does not support the use of internet
browser navigation buttons, i.e.; ‘back arrow’ and ‘forward arrow’. Avoid using these while working in SPS as

these commands may cause errors and delete any unsaved work.

2. Page Header includes Application Title (Salary Projection System), Contact, Help, and Logout Link.
Note: The Contact link opens the OFM Budget Staff Assignments page Budget staff agency assignments |

Office of Financial Management (wa.gov), the Help link opens the BudgetWorks Help document library.

Note: Please properly logout of the system when work is complete, or the application is not in use. There is a

back-up timeout provision included in the system that will time out after 120 minutes of inactivity.

3. Application Tab Bar is available throughout the application and includes a tab for each major functional area

including Position Files and Projections.

e The Position Files tab provides a view of available agency position files. When a position file line item
is selected other functions will be available to choose from. Other functions include adding new files,
updating files, viewing details, new HR Data Loads, copying/merging files, exporting, importing,
running projections, releasing files, bulk updating, making the position file current, clearing the in-use
flag, running reports, and deleting files.

e The Projections tab provides a view a list of the agency projection files, to update the projection file
list information and run reports on those projection files.


https://ofm.wa.gov/budget/budget-staff-agency-assignments
https://ofm.wa.gov/budget/budget-staff-agency-assignments

4. Breadcrumb Bar serves as a trail to navigate back to any previously viewed screen in the application. The

breadcrumb bar will show differences based on how the page was reached.

5. Page Menu indicates which menu items are available as selections are clicked and unclicked.

Working with Filter Options

e Using an = to signify a blank does not work in the user defined or start date criteria.
e Start date needs to be expressed as a range, to filter on only one date use the same date in both fields.
e The filter is required to reduce records down to 3,000 when running an allotment detail report.

e When filtering on the user defined field, the filter may return “blank” user defined records if the previous
information was deleted. It is counting the blanks as matching the filter.

e Once afilter is set, even if the information is deleted or reset from the Filter dialog box, the position
listing will show as a filter being applied. To remove this indicator, choose the Filter/Clear Filter tab.

PREPARE POSITION FILE

Establish a Position File

All positions are contained within individual position files. A file needs to be added prior to performing
an HR Data Load or Copy. Loaded position files will be, by default, assigned to the individual that added
the file.

After logging into SPS, the Position File List screen is displayed. Note: If there are no position files previously

established, there will be no records displayed in the Position File List for the agency.

Contact
Salary Projection System Helg]

Logout

N === crecior: S —
5

Trainer Training i 103 - Community, Trade & Economic Develop

Select the Add tab to create a new position file from the activities bar. The following Add Position File dialog box

will be displayed:



Add Position File

Position File ID
Title
Comments

Operations Lock [
Owner Lock O

Save | |Reset  Cancel

In the Add Position File dialog, add a three-character Position File ID and Title for this file.

Add Position File

Position File ID [TR 1
Title [Trainer Training
Comments

Operations Lock [
Owner Lock O

Save || Heset | Cancel

Select Save to close the Add dialog box.

Projections

Position File List Trainer Training : 103 - Community, Trade & Economic Develop
Add| Update View Positions Filter| HR Data Load Copy/Merge Export Import Run Projection Release Bulk Update Make File Current Clear InlJse Reports| Delste
Released
Updated By By
Training,
i 2007-09 Trainer

In Ri d Except

Use Exported Comments Owner Count Count

Training,
Trainer ]

Trainer
O TrR1 Training




View/Update Position File Information

The Position File List screen shows view information about agency position files as well

as perform various tasks with those files. Informational items include number of records, number of
exceptions, file owner, extract date, etc. Functions allow (depending on security levels) to lock

position files, enter file comments, change file owner, clear in-use flags, or delete unlocked position files.
Each column can be sorted in ascending or descending order according to user preference.

o Contact
@ Salary Projection System Help
Logoun!
M| Projections
Position File List Trainer Training : 103 - Community, Trade & Economic Develop
Aidd Filter

Position File 1D Ops Owner In Record Except Funding Titles ac Released

Select & Title Lock Lock Use Exported Comments Owner Count Count Biennium Updated By By

Trainer Training, Training,
O 7tr1 Training & 5] Funding v Trainer 2007-09  10/22/2008Trainer

©e0 0 00000 O® @ ®@ ® © © O

Activities Bar—performs actions related to a specific position file(s) or to add a new position file. This
includes Update, View Positions, Filter, HR Data Load, Copy/Merge, Export, Import, Run Projection,
Release, Bulk Update, Make File Current, Clear In-Use, Reports and Delete.

] Add: to create a new position file, load HR data, add positions manually, or import data.

] Update: updates the position file title, comments, owner, funding titles biennium, operations
lock, owner lock, and the export flag. Depending on permission settings, some of these roles
may not be available to everyone.

] View Positions: view position information included in the position file chosen.

] Filter: set or clear filters that apply to the position file, reports, and projection.

] HR Data Load: extract HRMS data into an empty position file.

] Copy/Merge: copy or merge position information from one file to another.

Ll Export: (Washington State Patrol only) export funding or assignment pay information to use in
an external system.

] Import: import funding or assignment pay information back into the file it was exported from.
(Washington State Patrol only)

. Run Projection: run a projection on the position file chosen.

] Release: release position file information for the Compensation Impact Model (CIM), Labor
Relations Office request and to view the CIM Position Listing Report.

] Bulk Update: update mass information on a position file at one time.

] Make File Current: update position files to reflect any increments or General Salary Increases
that occurred between the salary update of the position and the current date.

] Clear-In Use: (for budget operations roles only) to clear the In-Use flag of a position so the
position file can be updated.

] Reports: run a position listing report for the selected position file.

] Delete tab: delete one or several position files.

1) Position File Selection: work with a particular position file or files.

2) Position File ID: displays the chosen three-character ID.

3) Position File Title: displays the chosen title.

4)  Operations Lock displays a lock indicator if an operations user has locked the file. To remove this
lock, select the update tab.

5) Owner Lock: Displays a lock indicator if the owner has locked the file. To remove this lock, select the
update tab.

-10 -



6) In Use Indicator: Displays the name of the person who has the file in use (Budget Operations users
can clear this by selecting the Clear In-Use tab).

7) Exported Indicator: Displays the reason of exporting as Funding or Assignment Pay for Washington
State Patrol Only. (Budget Operations or the Owner can clear this through the update tab)

8) Comments Indicator: Displays any comments associated with the position file. To view, click on the
check mark and to close click the check mark again. To change comments, select the update tab.

9) Owner: Displays who owns the position file. This can be changed through the update tab.

10) Record Count: Displays the total number of records in the position file that are both valid and invalid.

11) Exception Count: Displays the total number of exception records (invalid records) that will not be
included in a projection until the records are valid.

12) Funding Titles Biennium: Displays which biennium the funding titles are compared to. This can be
changed through the update tab.

13) Extract Date: Displays the date the HR Data was loaded into the position file. If the file was copied, it
will display the date of the original file.

14) Updated By: Displays the name of the user that last updated the file, hovering over the name will
display the date and time it was updated.

15) Released By: Displays the name of the user that released a position file to CIM, hovering over the
name will display the date and time it was updated.

Select the Update tab to update a position file from the activities bar.

o Contac
Q Salary Projection System Hel
Logou
[T Froecions
Position File List Trainer Training : 103 - Community, Trade & Economic Develop
A 'Updat_@ jew Positions Filter HR Data Load Copy/Werge Bxport Bulk Update Make File Current Reports Delete

Position File ID Dwher In Except Funding Titles Extract Released

Select A ] o Use Exported Comments Owmner Count Biennium Date Updated By By

Trainer Training, Training,
TR1 Training Trainer 0 1) 2007-09 Trainer

The following Update Position File dialog box will be displayed:

Update Position File

Position File IDx TR1
Title Trainer Training
Comments Complete agency data load on 10/22/08.
Owner Training, Trainer v
Funding Titles Biennium |2007-02 v
Operations Lock
Owner Lock O
Exported

Save || Reset || Cancel

Check the box to the right of Operations Lock to lock the position file and save to close. Note: A Budget
Operations Lock prohibits all agency ‘Edit Access’ users from making changes to the position file. File Owners that
have ‘Edit Access’ assignment may also set an Owner lock that will prohibit all ‘Edit Access’ users who are not the
file owner from making changes to a position file. Users are unable to delete any files that are locked.

-11 -



nr—"ag Contact
Q Salary Projection System Help
| Position Files | e ceaas

Logout|

Position File List Trainer Training : 103 - Community, Trade & Economic Develop
Add Filter
Position File ID 5 Owner In Except Funding Titles Extract Released
Select Y i Lock Use Exported Comments Owner Count Biennium Date Updated By By
Trainer Training, Training,
O 7r1 Training jsa] v Trainer a o 2007-09 Trainer

Load Data from the HR Data Warehouse

SPS payroll data is updated by Human Resource Management System (HRMS.) The HR Data Load will
pull all position records contained within the HRMS data for each agency. This includes vacant
positions and abolished positions that have not been removed from the HRMS personnel/position
data. There is currently no option to limit the amount of data retrieved from HRMS. The data from
HRMS is uploaded to SPS after each payroll run (around the 10th and 25th). Positions that do not meet
certain rules or data requirements will be flagged as invalid and are excluded from projections. More
information on invalid records is available Correct Invalid Positions.

Check the Position File Selection box, and then select the HR Data Load tab from the activities bar.

- E Contact
@ Salary Projection System Help
Logout
MI Projections
Position File List Trainer Training : 103 - Community, Trade & Economic Develop
Add Update Miew Positions Fil \ Data Load JonyMerge Export Bulk Update Make File Current Reports
Position File ID S owner In Except Funding Titles Extract Released
Select Y i ] Lock Use Exported Comments Owner Count Biehhium Date Updated By By
R Trainer Training, Training,
J TR1 Training & v Trainer o o 2007-09 Trainer

The system will import HR Data information into a position file. Note: Record count and exception count will
update, indicating data has been loaded on the position file list. Larger data loads may take longer to update as
shown below:

o Contact
Q Salary Projection System Help
Logou]
[ETeaae] Projections
Pasition File List Trainer Training : 103 - Cammunity, Trade & Economic Develop
Add Filter

Position Fle ID Ops Owner In Record Except Fui™ Titles Extract Released
Select & Title Lock Lock Use Exported Comments Ow Count Count Bi Lm Date Updated By By
Trainer Trainini Training,
0 Tr1 Training & ¥ Trainer 2007-09  10/22/2008 Trainer
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Coping Positions from One Program to Another or Create Its Own File

Users can copy a position between position files in SPS. Filter options are available if specific criteria are

needed to be included or excluded. £ Note: Position files need to exist prior to the starting this process.

Select Add to create a new position file from the activities bar, enter a new Position File ID, Title and Save.

Add Position File

Position File ID [TR2

Title Trainer - Copy To File
Comments

Operations Lock [
Owner Lock O

Recet | Cancel

Hover over the Filter tab to set or clear a filter.

izl Frojections
Fosition File List

Trainer Training : 103 - Community, Trade & Economic Develop

Add Update Wiew Paosity W oo Copy/Merge Export Impart Run Projection Release Bulk Update Make File Current Clear Inlse Reports| Delete

Owner

In Record
Lock Use Exported Comments Dwner

Except Funding Titles Extract Released

Count Count Biennium Date Updated By By
’ Training, Training,
O TR Trainer Training ] v Trainer 415 42 2007-09  10/22/2008Trainer
Trainer - Copy To Training, Training,
O TrR2 File: Trainer o] [u] 2007-09 Trainer

Select Set Filter and the following SPS Filter dialog box pop-up, by default the Position tab is displayed first:

-13-



SPS Filter

g Account Summary| Hints

Position Information

Criteria

Position Num
Job Class
Pos. Funded |ALL v
User Defined | |
Start Date | |
Name | |

Barg. Unit |
Retirement | | o
Work County |

Tk | Clear | Cancel

Note: There are four tabs on the Filter, when applicable each criteria field will display a formatting tip, search
function, or free text field.

e Position: filter by specific position detail information
e Account: filter by specific account coding elements
e Summary: displays information on the number of records that will be affected by the filter chosen (when a
specific position file is not chosen, this information will not be available)
e Hints: displays common rules used when setting a filter and availability. An example is shown for job class
and name below:
o Job Class - 12* (returns all job classes that begin with 12)
o Job Class - 120?1 (returns all job classes where the first three-characters are 120 and the last
character is 1 regardless of what the fourth character is)
Job Class - = (returns all job classes where the job class code is blank);
Job Class - 12000-12040 (returns all job classes within the range of 12000-12040)
Job Class - 12010, 12020, 12030 (returns all job classes matching 12010, 12020, or 12030
Name - > B (returns all records where the name is greater than the letter "b". <and <> are also
allowed)
o Name — Search field requires the first 3 letters of the name as displayed followed by an asterisk. For
example: Ove* returns all records that begin with “Ove”. By default, HR data loads by Last Name,
First Name.
Note: The filter can search on numerous options (e.qg., Program and Job Class) but is limited by complex input.

O O O O

Select the Account tab to filter on Program

-14 -



SPS Filter

mmary Hints

Account Coding Information

Criteria

Pgm. Index |
Pgm. Info
EA Index
Account

EA Type
Org. Index
Org. Info
Project Info
Budget Unit | ..

Tk || Clear | |Cancel

Select the ,,, nextto Pgm. Info to display a list of agency programs. [ ]Note: The programs listed are found in AFRS and
match the funding titles for the biennium selected. Sub-program searches and results are available, but the highest-level
search is required before the next list is available to select from (Program, Sub-Program, Activity, Sub-Activity, then Task).

Program Info

Program

100 - Administration and Support Services
300 - Community Services

A00 - Housing Division

A50 - State Building Code Council

500 - Energy Division

Sub Program

Activity

Sub Activity

ke, Cancel
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Double click to select a Program from the list to copy and select Ok to close the Lookup dialog box and OK again

to close the filter.

Check the Position File Selection box for the created position and select the Copy/Merge tab. The following
Copy/Merge Position Files dialog box will be displayed as below. Note: If a filter was applied to a previous
copy/merge, the dialog box will display the last filters chosen.

/Merge Position Files
Copy /Merge From

File ID TR1 - Trainer Training

Filter Program: 100
Copy /Merge To
File ID [Select a Position File] w

Please select a file.

Merge Options

Cancel

In the “Copy/Merge To” section of the dialog box select the ¥I'to choose the second file then select Copy.
Note: If the file in the “Copy/Merge To” section is empty, only the copy button will be available, if the file in the
“Copy/Merge To” section has records, Merge Options will enable, and the copy button will display as Merge.
Note: There are three Merge Options 1) Replace Duplicates; overwrites any duplicates found in the “To” file, 2)
Keep Duplicates; retains any duplicates found in the “To” file, excluding files in the “From” file, and 3) Replace
Entire File; copies the information from the “From” file and pastes it in the “To” file. Note: Duplicate files

require the same position number, person name, and start date.

-16 -



/Merge Position Files
Copy /Merge From

File ID TR1 - Trainer Training

Filter Srogram: 100

Copy /Merge To

File ID | TR2 - Trainer - Copy To File v|

The selected TO file has no records. Click 'Copy' to copy all
records matching the filter criteria.

Merge Options
Replace Duplicates (_'Keep Duplicates () Replace Entire File

Copy | Cancel

The number of positions being copied is displayed in the record count on the Position File List screen.

W Frofectiors

Position File List Trainer Tramning : 103 - Commwnity, Trade & Economic Develop
Acd Filter 1 Relogss
gt .
Paosition Fle D (I IF’.}fr > Record Except Funding Tithes Extract
Gedect D& Lk Ltk I_!I;.g-_:'klgg’_lfl__l_:l! Comumerls Orevrsier Count ot By Dralie Ul By Rekigsed By

Training, Training,

O wm Irarer Tranig ] - Trainer a1 200708 I0/ERE008 Traner
Trarer - Coory To Training, Traning,

O mz Eilx Trainer ) 200709 10/22/2008 Trainer

EDIT or UPDATE POSITION FILES & CORRECT INVALID POSITIONS

View Positions in Position Listing (Includes Filter)

SPS allows users to see a listing of positions for any position file. By default, any records that have been flagged
as invalid (or exceptions) will be presented to the user when loading a list of positions unless no exceptions
exist. The SPS Filter can be used on the position listing to limit the number of records displayed. The list can
be seen in Rows of 100, 200 or 300 which may determine how many pages are needed to see all positions.

-17 -



To view the position listing, either select the Position File Selection box and the View Positions tab or select the
Title link of the file.

t?ﬂ Contac
Q Salary Projection System Hel
Logou
M| Projecticns
Position File List _ Trainer Training : 102 - Community, Trade & Economic Develop
Add Updaf fiew Positions Hilker Copy/Merge Export Run Projection Release Bulk Update Make File Current Reparts Delete

Position File 1 Owner

In Record Except Funding Titles Extract
Select D& itle | Use Exported Comments Owner Count Count Biennium Date Updated By Released By

Training, Training, Training,
- g () v Trainer 414 41 2007-09  10/22/2008 Trainer Trainer
" Trainer - Copy To Training, Training, Training,

File Trainer 112 36 2007-09  10/22/2008 Trainer Trainer

Select a file from the position file list using either method described above. This will open the position list screen

shown below:

- Contact}
@ Salary Projection System . Helpt
OgoLuf
[ proeceen: I
Trainer Training : 103 - Community, Trade & Economic Develop
Select All Position #4 Start Date 1 Job Class Job Title Range Step Salary i
O 70004395 Employee 00074 S42i EM FAC SITE SPEC &0 0.00
[, 70004508 233C CTED SPEC 2 58 0.00
O 70004510 2338 CTED SPEC 2 52 0.00
[, 70004511 4740 IT SPEC 4 62 0.00
O 70004514 105G ADMIN A55T 3 39 0.00
[ 70004547 2338 CTED SPEC 2 52 0.00
[} 70004561 2338 CTED SPEC 2 52 0.00
[T, 70004580 WiS03  ASSO0C DIR OF TED 0.00
[} 70004502 2338 CTED SPEC 2 52 0.00
[T, 70004509 2338 CTED SPEC 2 52 0.00
[} 70004543 233C CTED SPEC 3 58 0.00
il 70004559 1003 OFF &455T 3 31 0.00
[} 70004581 2330 CTED SPEC 4 60 0.00
il 70004585 233C CTED SPEC 3 58 0.00
[} 70004598 105H ADM ASST 4 46 0.00
il 70004700 233C CTED SPEC 3 58 0.00
[} 70004739 11/8/2007 Employes 00003 1470 BUDGET &MALYST 4 58 A 4,114.00
[ 70004781 233C CTED SPEC 3 58 0.00
1) Files: Select a position file to view as a position list.
2) Rows: Select the number of rows to display (100, 200, 300) on the position list.
3) Load: Once the Files and Rows are selected, select load to display the information in that file.
4) Status Bar: Indicates the position file listed by position file ID and title, valid or invalid records, the

count or number of records and if the file is locked, read only, has a filter applied, etc.
Activities bar: Perform actions related to a specific position file list. This includes Add, View Detail,
Filter, Run Projection, Search, View (In)Valid Positions, Reports, and Delete.
o Add: Create a new position.
View Detail: Navigate to the position details of the selected position.
Filter: Set or clear the filter to apply to the position file list.
Run Projection: Run a projection on the position file chosen.
Search: Search by a position-by-position number or name and navigate to that position’s
detail information.
o View (In)Valid Positions: Toggle between invalid and valid positions on the list.

Ul

(@]
O
O
O
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o Reports: Run a position listing report.
o Delete: Delete one or several positions from the position file.
6) Selection Boxes: Header and select all or deselect all.
7) Position #: Displays the number identifying the position.
8)  Start Date: Displays the date the position is effective.
9) Name: Displays the name of the person holding the position.
10) Job Class: Displays the job class for the position.
11) Job Title: Displays the working title for the position.
12) Range: Displays the range for a classified position.
13) Step: Displays the step for a classified position.
14) Salary: Displays the salary for the position.

Select View Valid Positions to change the display to valid records.

e Coritag]

Q Salary Projection System ey
Logou)
1 o] -
Fosition File List > Position List Trainer Training : 102 - Community, Trade & Ecanomic Develop
Filag TR2 - Trainer - Copy ToFile % Rows | 100 v Load

R2 - Trainer - Copy To File {invalid) -- Count: 36 =
Add Filter Run Projection Sea lew Valid Positions JS#ports
Select All Position #4 Start Date Name 10D Liaas Job Title Range Step Salary [

0 Z0004395 Employee D0074 542w EM FAC SITESPEC 60 0.00
O 70004508 233C CTED SPEC 3 58 0.oo
O 20004510 2338 CTED SPEC 2 52 0.oo
(] 70004511 4790 IT SPEC 4 62 0.00
0 70004514 105G ADMIN 4SST 3 39 0.00
(] F0004547 2338 CTED SPEC 2 52 0.00
O 70004561 2338 CTED SPEC 2 52 0.oo
O 70004580 WMSD2  ASSOC DIR OF TED 0.00
] 70004602 2338 CTED SPEC 2 52 0.00
(] 70004609 2338 CTED SPEC 2 52 0.00
O 7%4643 233C CTED SPEC 3 52 0.00

Select Filter/Set Filter and select the Position tab.

SPS Filter
il Account Summary Hints

Position Information

Criteria

Position Num
Job Class 479m

Pos. Funded | ALL v
User Defined
Start Date
Name

Barg. Unit
Retirement
Work County

Ok Clear | Cancel

Summary tab and select the Refresh
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SPS Filter

Fecord Count:

alid Records: 4
A Irvalid Records:

—

Refresh

Ok || Clear | Cancel

Select Ok to apply the filter Ll Note: This may return an empty list for invalid or valid positions. Note: Filter
on any combination of account codes or available position options (i.e., all Secretary Admin with a position start

date greater than 7/1/2003 in program 010 with appropriation index 011).

Then choose the Position File loaded from HR data and load its position list by using the title hyperlink or the
Position File Selection box and View Positions tab.

Clear the filter and select View Valid Positions.

Click on the header of the Job Class column to sort the list by job class. This sort option is available for all columns

of the Position List.

Invalid Record Flags & Errors
Flags:

e Special Pay Flag: Flags a position as special pay (typically 2 ranges higher than the regular range). If a
salary matches a special pay range for a given job class upon the HR Data Load, the system will
automatically flag the position as special pay.

e Salary May Exceed Band Flag: Flags positions outside of the WMS/EMS band. If the salary is beyond the
band limit upon an HR Data Load, the system will automatically flag the position as salary may exceed
band.

e Y-Rated Flag: Flags a position as y-rated and overwrite the salary from the salary schedule. If a position is
Y-rated in HRMS, the system will automatically flag the position as y-rated. Y-rated positions do not
receive periodic increases or General Salary Increases in the projection.

e Health Insurance (BD) Included Flag: Include/exclude health insurance in the projection for the position.

e OASI (BA and BH) Included Flag: Include/exclude OASI in the projection for the position.

e Medical Aid Industrial Insurance (BC) Included Flag: Include/exclude Medical Aid Industrial Insurance in
the projection for the position.

e Paid Family Medical Leave (BK) Included Flag: Include/exclude Medical Aid Industrial Insurance in the
projection for the position.
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e Funded Flag: Mark positions as funded or not.

e Calculate Staff Months Flag: Include/exclude staff months in the projection for the position.

e |-732 Indicator Flag: Marks positions as I-732. Note: When a position contains a job class that is
associated with 1-732, the system will automatically flag the I-732 Indicator; however, new positions will
not flag automatically.

e Backfill Indicator Flag: Marks positions that necessitate being backfilled if vacated.

Data Exception Errors (Invalid Records)

e Code” does not exist in titles tables (many variations exist)
o Funding code titles must exist in the AFRS titles for the biennium associated with the position file.
Please change your codes in SPS or add the code to AFRS. Once codes are entered into AFRS they will
appear in SPS immediately.
e Subobiject is not valid for salary projection
o Salary sub-object must exist as a Valid Salary SubObject
= AA AB AC AD AE AF AG AH Al AK AL
= AM AN AQ AR AS AT AU NW NZ
o Change the sub-object on these records to one of the valid options.
e Position salary range is not valid for this job class per the Job Class table
o Asalary range must match either the salary range or special salary range from the job class table
unless the position is Y-rated. Either correct the salary range to match the job class range or enter
a generic job class code “blank” in job class code for a blank salary range.
e Appointment salary does not match the salary in the State Salary Schedule
o The salary must match the state salary schedule for the indicated salary range and step unless
the position is Y rated. Either correct the salary to match the state salary schedule by reselecting
the range and step on position detail, enter “Y” on the Pay Code of the More Detail screen, or
enter a generic job class code of “blank”.
e Salary exceeds band
o The salary on the position is outside of the band limits as identified in SPS. Check “Salary May
Exceed Band” on the Position Detail to override the limit.
e No valid pay scale identified
o Avalid Pay Scale is required in SPS.
e Job Class does not exist in Job Class table
o All positions require a valid job class for the indicated Pay Scale. Contact the OFM Help Desk at
HereToHelp@ofm.wa.gov or call 360.407.9100 if a valid job class is not available.

e Increment date must be greater than Update Date
o Classified positions not at the last step require an Increment Date that is greater than the
Position Start Date or Update Date to accurately calculate increments due.
e Increment date does not match increment data rules
o The State Salary Schedule identifies how many months until the next increment is due. Change
the increment date to match the requirements. Positions at the last step must have an increment
date in the past but not older than 1/1/1951. Positions at step A should have an increment 6
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months after the start date. All other steps (excluding the last step) should have yearly
increments. The increment date must be later than the start date and the salary update date
unless the position is at the last step.
e Proration Percent of funding lines must = 100%
o Proration percent of funding lines must = 100%. Adjust the funding lines to equal 100%.
e Parttime % must be greater than 0
o A part-time percent of zero will result in no salary or FTE projection for the position. Change the
part-time percent or variable part-time of the position to be greater than zero
e Each position funding line must contain at least a program index and expenditure authority index.
o To make a position valid you must choose at least one of the coding elements for both program
index and expenditure authority index.
e Funding lines do not exist for this position
o Without funding lines this position cannot be projected. Create funding lines with proration
percentages equal to 100%.
e Position start date is invalid

o A position may load from HRMS into SPS without a start date. To make this position valid a start
date must be entered by using copy to new effective date.
e Position salary range is not valid for this job class per the State Patrol Salary Range table
o State Patrol has a special table for salary range. A position must be on this table to be valid.

Correct Invalid Positions

Position records that do not meet certain business or data rules get flagged as invalid records. By default, the
position list displays any invalid records found. Within the Position Detail of each record is an explanation of
the error that resulted in the flag. Appendix 2 of this document contains a listing of possible errors and
recommended resolutions. All vacant positions will come across as an invalid position since information vital
to calculating a projection is missing. Invalid positions will not be included in any projections. It is necessary to
correct all errors for positions that are needed to adequately represent projection results.

Verify in the status bar for viewing invalid records. Toggle the View (In)valid Positions tab as necessary to display

Invalid Positions.

Update a Vacant Position to Clear Invalid & Project Salary

To View the position detail; select the Position # hyperlink or the Position File Selection box and View Detail tab.
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o Contact]
Q Salary Projection System Help
Logout]
MI Projections
Position File List > Position List Trainer Training : 103 - Cormunity, Trade & Economic Develop

Files| TR2 - Trainer - Copy To File ¥ | Rows | 100 - Load

! ion #& Start Date Name Job Class Job Title Range Step Salary i)
@ §> 5424 EM FAC SITE SFEC 60 0.00
O 7UUU4§UB 233C CTED SPEC 3 58 0.00
O 70004510 2338 CTED SPEC 2 52 0.00
ol 70004511 4790 IT SPEC 4 62 0.00
O 70004514 105G ADMIN 855T 3 33 0.00
ol 20004547 2338 CTED SPEC 2 52 0.00
O 70004551 2338 CTED SPEC 2 52 0.00
O 70004580 WMS03  ASS0C DIR OF TED 0.00
O 70004602 2338 CTED SPEC 2 92 0.00
O 70004609 2338 CTED SPEC 2 52 0.00
O 70004643 233C CTED SPEC 3 o8 0.00
O 70004653 1007 OFF ASST 3 31 0.00

Identify the position that is currently vacant that should be retained for projection purposes.

Pick the first classified position (position with a salary range) with a blank Start Date and blank name. This will

open the Position Details screen shown below:

Projections

Position File List > Position Lit > Positon Deails Shelly Madison ; 103 - Department of Commerce
Savel Resef] Add Run Projection Search Deletd View Invalid Dot Comments| Postion File: 514 - Test

Pt i [0 o

Start Date Pay Scale Job Class Working Title

[ ]2 [ooot - standard Progression | [z33c- commeRcE spECIALIST 3 | [commerce spectaust

(mm/ddfy)

Range Step Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate

E e 0 [ sy v]

Bargaining Unit Personnel Arza Work Clty Work Courty

[ [5elect  Bargaiing Unt] | [ 1030 - Departmant of Commerce v/ | | |

Retirement Inqement Dtz End Date Mulipler  User Defined  Updted Salary Daée~ Job Class Risk

[ [5elect a Retirament] v i | =R 1] [ | [epaons | [

(mmyddiny (o)

SubObject % Full Time Over Time %

View Variable PT] Niew Variable 0T

Health Insurance (BD) Inchced Funded

0ASE(BA and 84) Inchuded Caleuate Staff Marths | Backfil Indicator

Medical Aid Industrial Insurance (BC) Incuded
Pai Farrily Medical Leave (BK)

Funding
Add Fund

Percent Pgm Index EAIndex Orglndex  SubSubOhj [ SubProj ProjPhase  BudgetUnit  AllocCode

[ftoaoo | [rza01-small 6] [ni2- 001 6 5o 7200 - Small 8] [T6 - Step 2015

Note: Vacant positions are always loaded as exception records since certain data elements are missing.

e Activities bar: Perform actions related to a specific position detail. This includes Save, Reset, Add, Run

Projection, Search, Delete, and View (Hide) Invalid Data Comments.

e Save: Save any changes made to the record on the active Start Date tab.

e Reset: Discard any changes made before saving and put the record back to its original state.

e Add: Create a new position or record in three ways:

e Add Position: Presents a blank detail screen to create all information from scratch.

e Copy to New Effective Date: Adds a new start date tab capturing all the information from the active
Start Date tab allowing changes where necessary for a given position.

e Copy to New Position: Presents a new start date tab capturing all the information except position
number and name from the active Start Date tab allowing changes where necessary to the new
position.
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e Run Projection: Run a projection on the position file chosen.
e Search: Search for position-b- position number or name and navigate to that position’s detail
information.
e Delete: Delete the entire position or a selected Start Date (effective date) tab from the position file.
e View (Hide) Invalid Data comments: Toggle between seeing or hiding the original invalid data
comments that made the position invalid.
Position Number: The number assigned to the position.
Name: Name of the individual tied to the position in HRMS.
Start Date: Date the position detail information will start or started (is effective).
Start Date (new): Date the position detail information will start or started (is effective). This is available
when creating new start dates.
Pay Scale: Pay scale type and area. For example: 0001 represents 00 (Non-Represented) 01 (Standard
Progression); 0101 represents 01 (WSFE) 01 Standard Progression.
Job Class: Select a job class and job class description.
Working Title: Add a position description. There is the ability choose to use the job class description or
add a one that fits agency needs for this position. This will display on the position listing and position
listing report in the job class title. Note: The Working Title will not automatically update upon
selecting a job class and requires a manual add or update.
Range: Displays the range associated with the pay scale/job class combination.
Step: Displays the steps associated with the selected range
Current Salary: Displays the salary associated with the pay scale, job class, range, and step per the state
salary schedule for classified positions. For all other positions, enter the appropriate salary for the
position.
Rate: Displays the salary unit of pay (daily, hourly, or monthly)
Bargaining Unit: Select the code and title of the bargaining unit(s) available for the agency.
Personnel Area: Select the code and title of the personnel area(s) available for the agency.
Work County: Select the work county.
Retirement: Select the code and title of the retirement plan.
Increment Date: Enter a periodic increment date or review date. Note: Only classified positions will
list an increment date. All other positions are exempt from the State Salary Schedule and do not receive
increments. Review Date will be available in this case. Note: Rules for entering an increment date:
The State Salary Schedule identifies how many months until the next increment is due. In general:
Positions at the last step must have an increment date in the past. Positions at step A should have an
increment 6 months after the start date. All other steps (excluding the last step) should have yearly
increments. The increment date must be later than the start date and the salary update date unless the
position is at the last step.
End Date: End a position “as of” date.
Multiplier: Create a generic position and project for the number of multiples specified.
Note: Do not use this feature during the CIM release, each position must be created
separately.
User Defined: Enter unique agency information.
Updated Salary Date: Displays the last date the salary was updated. Note: This date is important as it
triggers a projection and if necessary, applies general salary increases and merit system increases. It
assumes that as of that date, the salary amount is correct.
Job Class Risk: Displays the Job Class Risk ID number associated with the Job Class. This field only updates
when the Job Class is changed.
SubObject: Select the Object/Subobject for the position.
% Full Time: Percentage of time a position is slated to work.
View Variable PT: Estimated work per month. This can be expressed in days, hours, or percent.
Copy to 2™ Fiscal Yr.: Copy numbers from the 1% Fiscal Year fields into the 2" Fiscal Year Fields.
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e Paste from Excel: Copy a selected row or column of numbers from an Excel spreadsheet into the Variable
Part-Time fields. Note: Whichever field the curser is in, that will be the starting position the numbers
will be pasted into (i.e., curser is in 1% Fiscal Year, Oct, that is where the first number in the selected
row/column will appear; 1° Fiscal Year, July is the default starting point).

e Clear: Clear all Variable Part-Time fields.

e Over Time %: Percentage of overtime a position is slated to work.

e View Variable OT: Estimated overtime per month. This can be expressed in hours or percent.

e Copy to 2" Fiscal Yr.: Copy numbers from the 1°¢ Fiscal Year fields into the 2™ Fiscal Year Fields.

e Paste from Excel: Copy a selected row or column of numbers from an Excel spreadsheet into the Variable
Over-Time fields. Note: Whichever field the curser is in will be the starting position where the numbers
will be pasted to (i.e., curser is in 1° Fiscal Year, Oct, that is where the first number in the selected
row/column will appear; 1° Fiscal Year, July is the default starting point).

e Clear: Clear all Variable Over-Time fields.

e  Funding Activities Bar: Add or delete funds.

e Percent: Ability to specify what percent of coding is attributable to staff months, salary, and benefits. £
Note: The funding percent requires a total of 100%.

e Account Coding: Ability to specify the coding associated to the position. Note: The only required
account codes from the funding grid are Pgm Index (Program Index) and EA Index (Expenditure Authority
Index.)

Select Add/Copy to New Effective Date

Projections

Position File List = Position List = Position Details
Save Reset Add Run Projection Search| Delete View Invalid Data Comments
Add Position
GRSIROE I Copy to New Effective Dat: :l Name
Copy to New Position h
Start Date Pay Scale Job Class Working Tile
[ | 0001 - Standard Progression (Non-Represented) | [233C - COMMERCE SPECIALIST 3 | [commerce specrausy
(Bl
Rangs Step Special Pay  Salary May Excesd Band  Y-Rated Current Salary Rate
E v | [ [select a step] vl O O | [MonTHLY v |
Bargaining Unit Personnel Area Work City Work County
[Select 2 Bargaining Unit] A | 1030 - Department of Commerce v| | " |
Retirement Increment Date: d Date Multiplier User Defined  Updated Salary Date Job Class Risk
[Select a Retirament] V| [ |jﬁ | |:ﬁ [ 1] | | [5r14j2018 | 4502 |
(mmyad/iny) (mmyaldyyyy)
SubObject 2% Full Time Qver Time %
A4 - State Classified w| [0 View Variable PT View Variable OT
Heazlth Insurance (BD) Induded Funded
0ASI (BA and BH) Included Caleulate Staff Months || Backill Indicator
Medical Aid Industrial Insurance (BC) Included
Paid Family Medical Leave (BK)
Eunding
Add Fund
Pgm Index EA Index Org Index SubSubObj Budget Unit Alloc Code
D 100,00 72101 - Small B| 012 - 001 Gf Sal 7200 - Small Buy| TE - Step 2016 i
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Select View Invalid Data Comments to view the reasons a position is invalid.

Projections -

Position File List = Position List = Position Detzils

Save Reset Add Run Projection Search Deletel Hide Invalid Data Comments
Invalid Comments

Position Number Szlary does not match the salary in the
State Salary Schedule;
M Increment date must be greater than
Updated Salary Date:
Start Date Pay Scale 3 Working Title
| [o001 - Standard Progression (Non-Represented) | [233C - COMMERCE SPECIALIST 3 | [commerce speciairsT
{memyddiny)
Range Step Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
58 v | [ [select = step] v| O O | | [MonTHLY W]
Bargaining Unit Personngl Area Work City Wark County
[Select a Bargaining Unit] kv | 1030 - Department of Commerce Vl | ” |
Retirement Increment Date End Date Multiplier User Defined  Updated Salary Date Job Class Risk
[Select a Retirament] vl |EE [ | | 1] | | [5/14/2015 | 4502
(mmyeldfyyay) (mmyddfyyy)
SubObject 34 Full Time Crver Time %
24 - State Classified v | 0] View Variable PT View Variable OT
Health Insurance (BD) Included Funded
OASI (B4 and BH) Includsd Calculste Staff Months || Backfill Indicator

Medizal Aid Industrizl Insurance (BC) Included
Paid Family Medical Leave (BK)

Funding

Add Fund

[ w000 | [r2101 - smallg] [o12 - 0016 s8] | | | [rz00 - smallgy| [T -Step2018| | [ [

Enter a date in the start date field and select Save. Note: A warning will be displayed for missing
requirements. See below:

The save failed for the following reason{s):

A valid Retirement is required.
A valid Work County is required.
A valid SubOhbject is required.

86 Full Time must have either a percentage amount or monthly amaounts.

Enter the rest of the fields to make the record complete (Name, Step, Bargaining Unit, Retirement, Work County,

Increment Date, % Full time) and save. Note: The start date tab will change to the date that was entered into
the start date once the position detail is saved.

e Name: Vacant-New Hire
e Step: Dropdown menu

e Bargaining Unit: Dropdown menu

e Retirement: Dropdown menu

e  Work City: Free text or keyboard arrow keys
[ )

Work County: Free text or keyboard arrow keys
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e Increment Date: A date that fits within the increment date rules Note: Increment rules are found
in Appendix 2
e % Full time: 100.0 for a full-time position

Projections -
Position File List = Position List > Position Details
Gave Reset Add Run Projection Search Delete View Invalid Data Comments
Position Numher Name |Vacant-New Hire
Skart Date Pay Scale Job Class Waorking Title
:ﬁ 0001 - Standard Progression (Mon-Representad) | 233C - COMMERCE SPECIALIST 3 | |COMI\1ERCE SF'ECIAI_I5|1
(mmydfiynd
Range Step Specal Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
2 v][e vl O O | | [MonTHLY v ]
Bargaining Unit Personnel Area Work City Work County
| 0000 - Non-Represented General Government Employees ' | | 1030 - Department of Commerce V| |DL‘1‘MPIA "Thursban |
Retirement Increment Date End Date Multiplier User Defined  Updated Salary Datz Job Class Risk
P2 - PERS Plan 2 v [osasjzoz0 |24 | JE 1] | | [s/14/2013 ] 4302
(mmy/dd/fi) [mmdddfimy)
SubObject 24 Full Time Owver Time %4
A - State Classified v|  [200.0] View Variable PT View Variable OT
Heazlth Insurance (BDY) Includad Funded
0AST (BA and BH) Included Callculate Staff Months || Baddill Indicator
Medical Aid Industrial Insurance (BC) Included
Paid Family Medical Leave (BK)
Funding
Add Fund
Percent Pgm Index EA Index Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code
[ ][w000 | [72101-Smallg] [o12-o01Gfsa| | | | [r200-smalley] [r5-stepa01s| | [ [ |
Select the Vacant tab and Delete/Selected Effective Date to remove this tab from the position file.
Paosition File List > Position List > Postion Details
Gawe Resst Add Run Projection Search| Delete View Invalid Data Comments
Posttion Number 00070 ] Selected Effective Datel 3 Name
[ vacand
Start Date Job Class Working Title
i | [z:8-cTEDSPECZ | [commerce specz |
(mmydefyyyy)
Rangs Step Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
[52 | [ [Select 2 Step] M O O 0.00] [ MoNTHLY W]
Eargaining Unit Personnel Area Wark City ‘Work County
[Sedect a Bargaining Unit] W | 1030 - Department of Commence W | HI'MP]A "[Enher or Select a Work {
Retirement Increment Date End Date Multipher User Defined  Updated Salary Date Job Class Risk
[Select 3 Retirement] v | | [ [ | [zeaos |
(mmy/delfyyyd (mmy/de/yyvy)
SubObject %% Full Time Orheer Time %
[ An - State Classified v 0] [Views varisble PT [ 0] Wew Variable OT
Health Insurance {BDY) Included Funded
OASI (BA and BH) Included Caleulsts Staff Months || Backfill Indicstor
Medical Aid Industrial Insurance (BC) Included
Paid Famity Medical Leave (BK)
Funding
Add Fund
Percent Pgm Index EA Index Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code
[ [ro0.00 | [t2295 - Asp ad  [orz-onicFsal] | [ | [1225-AsDac] [sc-asDacg] | [ | |
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The following warning message will appear, select OK to proceed.

All start dates for this position will be permanently deleted!

Continue?

Repeat for each vacant position that should be included in projections.

Correct Invalid Filled Positions

Select the View Invalid Data Comments tab to view any errors on the position and Hide Invalid Data Comments

to close the Invalid Comments box. Correct any errors to the position and save changes.

Delete Extra Positions

Invalid records are not calculated in projections, deleting extra positions is not necessary to ensure

accurate projections, however, it may assist with navigation when there are multiple extra positions.

Select, Select All column title above the check boxes (this will change to Clear All upon selection) and the Delete
tab.

o Contact

Q Salary Projection System Help
Logout
M| Projections
Fosition File List > Position List Trainer Training : 103 - Community, Trade & Economic Develop
Files TR2 - Trainer - Copy To File % | Rows | 100 v | Load

¢ To File idy -- Count: 34
Filter) Fun Projection Search Wiew Walid Posttions Repon

Range Step  Salary
F0004508 233C CTED SPEC 2 =) 0.0o0

~

Name Job Class Job Title

70004510 2338 CTED SPEC 2 o2 0.00
F0004511 4790 IT SPEC 4 62 0.00
Z0004514 105G ADMIN ASST 3 39 0.00
FOO04547 2338 CTED SPEC 2 52 0.00
FOO04561 2338 CTED SPEC 2 52 0.00
FOO045E0 WhMS03  ASS0C DIR OF TED 0.00
Z0004602 2338 CTED SPEC 2 52 0.00
70004609 2338 CTED SPEC 2 o2 0.00
F0004643 233C CTED SPEC 3 58 0.00
Z0004658 100] OFF AS5T 3 31 0.00
F0004681 2330 CTED SPEC 4 60 0.00
FOO046E5 233C CTED SPEC 2 58 0.00
FOO04638 105H ADM ASST 4 46 0.00
70004700 233C CTED SPEC 2 == 0.00
70004781 233C CTED SPEC 3 o8 0.00
70004783 2330 CTED SPEC 4 60 0.00
Z0085054 S42W EM FAC SITE SPEC 60 0.00 »
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The following warning will display, choose OK.

The selected row(s) will be permanently deleted!

Continua?

N

Cance

All positions will now be gone from the invalid position list.

Projections
Position File List > Position List Trainer Training : 103 - Community, Trade 8 Economic Develop

Files| TR2 - Trainer - Copy To File % |Rows | 100 v| [ Load

Fi o
Add View Detail Filter] Run Projection Search Wiew Walid Positions Reports| Delate

Update Positions to Reflect Known Changes

There are various other types of agency adjustments that are common to accurately project salaries and
benefits.

View Valid Positions to view only valid records for the position file.

Projections
Position File List = Position List Trainer Training : 103 - Community, Trade & Economic Develop

Files| TR2 - Trainer - Copy To File v ‘ Rows | 100 V| Load

o File -- Coun

R2 - Trairner -

Add Wiew Detal Filter Run Projection Search) View [nvalid Positions Reports Delete

Select All Position #4 Start Date Name Job Class Job Title Range Step Salary
| 7000432395 11/16/2008 “acant-Mew Hire S424 EM FAC SITE SPEC 60 D 4,653.00
] 70004410 11/10/2003 Employees 00017 EX0S1 COMF. SECRETARY 6,141.42 _
O 70004418 1/1/2007 Employee 00023 106K MANAGER, OFFICE SERVICES 1 49 I 4,014.00
O 70004420 9/1/2007 Employee 00013 EMSO1 EMS BAND 1 526300 |
] 70004427 3/16/2008 Employee 00008 1001 OFF A55T 3 a1 L 2,789.00
(] 70004428 4/1/2008 Employee 00003  479] IT SPEC 2 54 E 4,114.00
O 70004442 6/9/2008 Employee 00004 19104 HUMaAN RESOURCE CONSULTANT 3 54 E 4,114.00
O 70004458 12/1/2006 Employee 00012 479M IT SPEC 5 B8 L 6,575.00
] 70004478 6/1/2004 Employes 00071 114F Procurernent and Supply Specialist 2 45 L 3,918.00
(] 700045654 7/1/2008 Employee 00046 119E HUMAN RESOURCE CONSULTAMNT 1 43 1 3,726.00
[l lalalaP Lowi=) el lule B = S ST a e N W e 1T ooCed £ ! =E= =Rl
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Update the Working Title to reflect updated title for the position. Note: The Working Title will not
automatically update when a job class is selected, this is added or updated manually. The Working Title field will

be displayed on the position list as well as the Position Listing Report.

Projections -I

Position File List > Position List > Postion Details

Sawve Reset Add Run Projection| Search Delete

Position Number Name |Empb1_.-ee 00017
10/ 12014
Start Datz Pay Scale Job Class Waorking Title
[ | [o040 - Hon-Pay Scake | [Exost - CONF. SECRETARY | | [pirectors secretary |
(mm/dd/yyyy)
Rangs Step Special Pay  Salary May Excesd Band  Y-Rated Current Salary Rats
v v 0 [ &1a142] [mONTHLY |
Bargaining Unit Personnel Area Work City Waork County
| 0000 - Non-Represented General Government Employess Vl | 1030 - Department of Commerce V| |0L‘I’HP1A ||Thursbon |
Retirement Review Date End Date Multiplier User Defined  Updated Salary Date Job Class Risk
[ P2 - PERS Plan 2 | [orroyzois | | [ | 1] [ | [arzer2is |
(mmidderd {mmiddvyyy)
SubObject 3% Full Time Qwer Time %
AL - State Exempt V| | 100.0| View Variable PT Wiew Variable OT|
Health Insurance {BD) Incduded Funded
OASI (BA and BH) Induded Calculabe Staff Months [_| Bacldill Indicator

Medical Aid Industrial Insurance (BC) Included
Paid Family Medical Leave (BK)

Funding
Add Fund

Percent Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code

DIWHMMI—H—IWMI—H—H—I

Select the View Variable OT button.

Unit| Hours |+ Unit| Hours %
1st Fiscal Year 2nd Fiscal Year 1t Fiscal Year 2nd Fiscal Year
bl Penfo | bl Panfo ] ubelo Penfo | bkl Janfo |
auglo.  Jreblo | Awgle  [Rebfo | Auglo  JReblo | Auglo  [Rebfo |
Septlo [Marfo | septo [Marfo | Septlo [Marfo | septn [Marfo |
olo  Juerlo | oo |aprp | octlo  Jaerfo | oo |aerp |
Nowld  [Mado | mMowjp  Mayin | MNowlp M=o | mMowlo M |
peclo fJunfo | Declp punfo | Declo funfo | Declp punfo |
Copy to 2nd Fiscal Yr| |Paste From Excel [Clear Copy to 2nd Fiscal Yr| |Paste From Excel| |[Clear
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Select a Unit of Percent and enter the appropriate percent of overtime in the appropriate months. Note: The
Overtime field on the Position Detail screen can be used when overtime is assumed to be consistent across all
months of the biennium. This information can also be copied from an excel spreadsheet. Note: Whichever
field the curser is in, that will be the starting position where the numbers will be pasted to (i.e., curser is in 1st
Fiscal Year, Oct. that is where the first number in the selected row/column will appear; 1st Fiscal Year, July is the
default starting point).

Select the Hide Variable OT button to apply the overtime and close the box. Note: Once information is
entered in the Variable OT grid an asterisk will display.

Repeat steps when selecting the Variable Part-Time button.

Change the Pgm Index (Program Index) for the position and save changes. Note: Fund coding changes can be
selected by text or using the keyboard down arrow. Note: The changes listed above are assumed to be
effective for all projections. If the changes need to show an ending point for a projection and a beginning point for

a different projection, end the current position, and add a new start date for that position.

End a Currently Filled Position

Select the position in the list to open the Position Detail

Projections -I

Position File List > Position List = Position Details
Save Reset Add Run Projection Seanch Delete

Position Number NamelEmpbyeeO()OB
Start Date Pay Scake Job Class Working Titke
[ | Z [0001 - Standard Progression (Non-Represented) | [108K - OFFICE SERVICES MANAGER 1 | [Manacer, oFFicE]
(el
Range Step Special Pay  Salary May Bxcesd Band  Y-Rated Current Salary Rate
[47 v| [ v| O O | [monTHLY v
Bargaining Unit Personnel Arsa Waork City Work County
| 0000 - Non-Represented General Gowernment Employess Vl 1030 - Department of Commerce Vl |OL‘I'MF’1A ||Thurshon |
Retirement Increment Date End Date Multipher User Defined  Updated Salary Date Job Class Risk

P2 - PERS Plan 2 v| [ozjouzore || [1yzo/207 | S| | ] | | [a2e/208 |

(mmfddfiny) | lmmiddin)

SubObject % Full Time Orver Time %
[ A7 - State Classified w| [ 100.0] Wiew Varisble PT Miew Variable OT

Health Insurance (BDY) Included Funded

OAST (BA and BH) Indluded Calculate Staff Months || Backfill Indicator

Enter an End Date for the position and save.

Reclassify an Employee Keeping the Same Position Number

In Position Detail and Add/Copy to New Effective Date. Note: Copy to New Effective Date is used when
changes will affect the salary projection results. It assumes the change is for the same person in the same

position. A common use would be to record a future in-training promotion. Other edit options exist for adding new
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positions and employees. There is also an option of changing the original record if there is no reason to associate a

change with a particular date.

Enter the Start Date when the update to an employee and position will take effect, change the Pay Scale, Job
Class, Working Title, and available Salary Range (this can be left blank if a range does not exist for the job class),

select the appropriate Step, update Increment Date if necessary and save.

Example:
e Start Date-01/01/2019
e Pay Scale — 0001 Standard Progression (Non-Represented)
e Job Class —479M - IT SPEC 5

e  Working Title — IT SPECIALIST 5

e Range-66

o Step-G

e Increment Date - 01/01/2020 or date that fits the increment date rules=

Projections -

Position File List = Position List > Position Details

Save Resst Add Run Projection Search| Delete

Pasition Mumber Namie [Employse 00016
©1/1/2006

Start Date Pay Scale Job Class Working Title

| |5 [p001 - Standard Progression (Non-Represented) | [373M - IT spECIALIST 5 | [T seEcrALsTS |
(mmddinyg

Range Step Special Pay  Salary May Exceed Band  Y-Rated Cuwrrent Salary Rate

3 MIE v| [ O | | [monmHLy v |

Ba ing Unit Personnel Arsa Work City Work County

0000 - Non-Representzd General Government Employsas W | 1030 - Department of Commerce Vl |DLYMPD\ ||Thursborl |

Retirement Increment Date End Date Multiplisr User Defined  Updated Salary Date Job Class Risk

[ P2 - PERS Plan 2 v| [orjorzoz0 | | | 1] | | [5/18/2012 | [4s02 |

(mmyddiyy) (mmyaldfyyyy)

SubObject % Full Time Over Time %

[ 44 - State Classified ~| [ 100.0] View Variable PT View Variable OT

Heslth Insurance (BD) Induded Funded

0asI (BA and BH) Included Caleulste Staff Months || Backill Indicator

Medical Aid Industrial Insurance (BC) Included
Paid Family Medical Leave (BK)

Funding

Add Fund

Percent Pgm Index EA Index Org Index SubSub0bj SubProj Proj Phase Budget Unit Alloc Code

D 100.00 12651 - ASD IS 01z - EHJleSal 1261 - ASD Ina SM - ASD IS Ma|

Two tabs for will appear for the Position and Employee in the Position Detail screen. The second tab shows the
Start Date entered.
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Projections
Position File List > Pasition List = Position Detzils
Save Reset Add Run Projection Search Delete View Invalid Data Comments
Position Mumber |70004557 Mame |Emp|0yee 00016
BT, 1/1/20t5
Start Date Pay Scale Job Class Working Titls
] [0001 - Standard Progression (Non-Represented) | 4750 - IT SPECIALIST 2 | [T sPECTALIST 2 |
(mmydeliny)
Range Step Special Pay  Salary May Exceed Band  Y-Rated Current Szlary Rate
54 v [m v O O | [morTHLY W |
Eargaining Unit Personnel Area Werk City Work County
0000 - Non-Represented General Government Employees %' | 1030 - Department of Commerce Vl |OLYP-'IPD\ ||Thursban |
Retirement Increment Date End Date | Muttiplier User Defined  Updated Salary Date Job Class Risk
P2 - PERS Plan 2 ~| [o7/o/z01e | | [12502008 |2 || 1] [ | [5/14/2015 | 4502
(mm/ddinnd
SubObject % Full Time Over Time %
A4 - State Classified wv| [ 100.0] View variable PT View Variable OT
Heazlth Insurance (B} Indudad Funded
OASI (BA and BH) Included Calculate Staff Months [_| Backfill Indicator
Medical Aid Industrizl Insurance (BC) Included
Paid Family Madical Leave (BX)
s

Verify the End Date is correct. The system should enter the day prior to the Start Date of the new instance into
the original position. Adjust the End Date if applicable and save changes.

Add a New Position Copying Information from the Current Tab

Select the classified position and Add/Copy to New Position. Note: Position Listing screen has the add
function, however the Copy to New Effective Date and Copy to New Position would not be available.

Gawe| Reset /Add Run Projection Gearch Delete

Add Position
Postion Ny CoBY to New Effective Date| Name [Employes 00008
opy bo MNew Position
220 b
Start Date Pay Scale Job Class Waorking Title
:ﬁ 0001 - Standard Progression (Non-Represented) | 1001 - OFFICE ASSISTANT 3 | |0FFICE ASS]STANTl
(mm/ddiyyr
Rangs Step Special Pay  Salary May Excesd Band  Y-Rated Current Salary Rate

E! vl vl O O |

| [MonTHLY |
Bargaining Unit Personnel Area Work City ‘Work County
| 0000 - Non-Represented General Government Employees V| | 1030 - Department of Commerce V| |0L‘n-1pm ||Thurshen |
Retirement Increment Date End Date Multiplier User Defined  Updated Salary Date Job Class Risk
[ P3 - PERS Plan 3 v [ooyzois |G | |2 | 1] [ | [ar252015 ] 4302 |
[y delfyvy} (mmydeffiyyy)
SubObject % Full Time Orwer Time %4
AA - State Classified v| [ 100.0] View variable PT Miew Variable OT
Health Insurance (BD} Included Funded
OAST (BA and BH) Included Calculate Staff Months || Backdill Indicator

Medical Aid Industrial Insurance (BEC) Included
Paid Famity Medical Leave (EK)

Funding
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Enter the appropriate Position #, Start Date, and Name for the position and save. Update Increment Date to
reflect the next increment due and save changes. Note: If the position is at the last step, the increment date

update is not applicable and will not save with a future date.

Update Funding and Find a Position using Search

In the first funding row of the position, click each field available starting with Pgm Index (Program Index) and
change the value to the first available in the list and change the SubObject and save. Note: SubObject is not
editable in the funding grid; select SubObject from the dropdown list box above the grid. This SubObject will be
used for all lines of the funding. Select the Search tab.

Search for a position

Position Num |[Select a Position Number]
Name [Select a Mame] v

Ok Recet  Cancel

Use the drop down arrow |* |to bring up the list by Name and select the name, then hit ok.EH Note: The Search brings
up all valid and invalid positions. Select Add Fund to add a new line to the fund grid. Enter a new fund line using the
second option available in each field. Update the proration amounts of all lines to ensure they add up to 100% by

entering 50% each. If the lines do not add up to 100% when saving an error message will appear. 2 Note: There are
two rules for funding:
e Funding proration for a position must add up to 100% for saving able to save the record.

e Both program index and expenditure authority index are required for each funding line to save.

Delete unnecessary rows.

If the position is not in WMS, change the Pay Scale to 0002 and the job class to WMS01. Which will open the field
to enter a salary. Check the Salary May Exceed Band option to enter a salary that is above the salary band. Save

changes when all information is complete.

Update Groups of Positions in One Transaction (Make Position
File Current, Bulk Update & Export)

SPS contains features that allows for mass updates: 1) Make Position File Current; updates all classified
positions for the current salary schedule including recent General Salary Increases and any increments

due since the positions were last updated and 2) Bulk Update; filter on a set of positions and then apply

one update to all filtered positions in one step.
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Make Position File Current

Select the position file to update and the Make Position File Current tab.

This option will update the step and salary for all positions with a valid
salary range and step in the selected position file based on increment
date. Update will include salary schedule and salary survey (updates
zalary range) changes implemented by the Department of Personnel.

Do you wish to continue?

The above message will pop-up, if the action is correct, select OK to continue with the Make Position File

Current. Note: The Make Position File Current option will update all positions with a valid salary range to
apply any received increments or General Salary Increase increases since the salary was last updated. This step

does not have an effect when the position file is already current.

Basic Rules for the Bulk Update

e Program Index: Needs to be filtered on a single program index to bulk update program index.

e Expenditure Authority Index: Needs to be filtered on a single expenditure authority index to bulk update
expenditure authority index.

e Organization Index: Needs to be filtered on a single organization index to bulk update organization index.

e Pay Scale: Needs to be filtered on a single job class to update pay scale.

e Job Class: Needs to be filtered on a single job class to bulk update job class. A pay scale must be selected to
provide a list of job classes. The bulk update will also update the pay scale.

e Current Salary: Ability to multiply or divide to update the Current Salary. To increase salaries by 3.2%, select

Multiply and enter 1.032. Only positions that do not have a salary range will be updated.

e Position Funded: Any filter combination can be used to Bulk Update the Position Funded flag (e.g., filter on
name = to update all positions with a blank name to Position Funded, No).

e Bargaining unit: Any filter combination can be used to Bulk Update bargaining unit (e.g., Filter on a job class
with an organization index to update to a specific bargaining unit).

e Backfill Indicator: Used to indicate positions that require coverage in the case of leave. Any filter

combination can be used to Bulk Update Backfill Indicator (e.g., Filter on a job class within a program index to

update positions that require backfill).
e Mix & Match: There is the ability to mix and match any of the fields for multiple updates at one time (e.g.,
update job class and backfill indicator or update organization index and bargaining unit).
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Update to New Job Class

Select Filter/Set Filter and select the Position tab. Enter a Job Class code to update. Then select Ok. Select the
position file to update and the Bulk Update tab.

SPS Filter

fefa) ~ccount Summary Hints
Position Information

Criteria

Position Num |
Job Class 479
Pos. Funded |ALL
User Defined |
Start Date
Name

Barg. Unit |
Retirement
Work County

Ok || Clear | |Cancel

Bulk Update

Criteria
Pgm. Index
Org. Index
EA Index

Pay Scale

0001 - Standard Progression (Non-Repres: »

Job Class

v

478M - IT SPEC &

Salary* |

[Mao Changes]

¥

Pos. Funded

[Mao Changes]

Barg. Unit

[Mo Changes]

Backfill

v

[Mo Changes]

Work County

v

[Mo Changes]

*Divide or Mulitply the current salary by a percentage

armount specifed

e 1.05 to represent a 596 increase.

Does not apply to classified employees.

Filter Selections
Positions meeting the filter selections below will be
Updated with the selected criteria above and the filter

will be Updated:

Job Class: 4791

Ok
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Select the Pay Scale and appropriate Job Class for updating the positions. Then select Ok.

The bulk update will impact 93 valid records and 142 invalid records.

Continue?

Select Ok when the expected number of records for update is correct. Review the list and note that the job class has

been updated. Select Filter/Clear Filter.

Note: The position filter has been updated to the updated job class. If positions had already existed with this
job class these will also display on the position list. If the updated job class had a different salary range, all
positions would have received this salary range and the salary would have been updated to that salary range
given the positions’ current step. Positions that have ended with a date prior to today will not be updated.

Update Position Funding
Select Filter/Set Filter and select the Account tab. Enter a Pgm. Index code to update by either typing in the code

or selecting the ***' then select Ok. Select the position file to update and the Bulk Update tab.

Bulk Update

Criteria
Pgm. Index 12102 - Budget v
Org. Index
EA Index
Pay Scale
Job Class

Salary* [NoChanges]  ~|[ ]
Pos. Funded |[MNo Changes] v
Barg. Unit [Mo Changes]

Backfill [Mo Changes] v
Work County |[Nao Changes] v

*Divide or Mulitply the current salary by a percentage
amount specifed fe 1.05 to represent a 5% increase,
Does not apply to classified emplovees,

Filter Selections
Positions meeting the filter selections below will be
updated with the selected criteria above and the filter
will be updated.

Program Index: 11100

Ok | Reset  Cancel
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Select the updated funding code for the funding element filtered on. Note: An update is only allowed for
one program index, organization index, or expenditure authority index when the index is filtered to a single
value. Funding options will not be available for selection when this is not true. However, updating all program

indexes, organization indexes, and appropriation indexes is optional by filtering on one selection in each.

The bulk update will impact 93 valid records and 142 invalid records,

Continue?

Select OK once the expected number of records is correct for the update. The position in the Position Listing will
verify the funding update. Note: The position filter has been updated to the updated funding index. If

positions had already existed with this index, these would display in the position list.

Update Non-Classified Position Salaries

Select the position file to update and the Bulk Update tab. Select the appropriate operator (Divide/Multiply)

from the dropdown box next to Salary. Enter the value for salary update.

Bulk Update

Criteria

Pgm. Index

Org. Index

EA Index

Pay Scale

Job Class

Salary* Multiply v 1.02]
Pos. Funded |[Mo Changes] v
Barg. Unit [Mo Changes] v
Backfill [Mo Changes] v
Work County |[MNo Changes] v

*Divide or Mulitply the current salary by a percentage
amount specifed ie 1.05 to represent a 5% increase.
Dioes not apply to classified emplovees,

Filter Selections
Positions meeting the filter selections below will be
Updated with the selected criteria above and the filter
will be updated:
Mo Current Filter Specified

Ok | Reset | |Cancel
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The bulk update will impact 93 valid records and 142 invalid records.

Continue?

Select OK when the expected number of records for update is confirmed. Note: The count should only include

positions that match the filter criteria that do not have a salary range assigned. The position in the Position

Listing will verify the salary update.

Export/Import Records to Update Funding

SPS allows users to export position data, update funding information, and import it back into SPS to
allocate position funding. This will allow agencies that use labor distribution or cost allocation methods
to update funding records outside of SPS and to have the updates reflected in SPS for allotments or
CIM. Updates outside of SPS are most likely to happen in Excel but can happen in any system if a tab
delimited .txt file is imported. Note: This functionality cannot be used to update position

information. Position data must be updated manually, one position at a time.

Select the position file to export and the Export/Funding tab. Note: Export/Assignment Pay is only available
for Washington State Patrol only.

e Contact

Q Salary Projection System Help

Logout

| Posttion Files || Projections
Position File List Heidy McWain : 105 - Office of Financial Management
Add Update |View Positions |Filter Eupy/Mermpurt Release Reports
Browser Modermization lest Chirome L unmg s, indy Dudops
CHE DB Revision CH6 - 105 Funding Harris, Cindy BudOps 2017-19 6/17/2019 | K
[:] CH7 GIT Test Funding Harris, Cindy BudOps 547 105 2021-23 7/30/2021 | H
O CH8 CHS Test Funding Harris, Cindy BudOps 5 Q 201%-21 7/8/2018 | +
O CH9 Salary Schedule 111T Funding Harris, Cindy BudOps 541 106 2018-21 6/16/2021 K
o CHA 57688 SPS Update Claim Exp Rate v Harris, Cindy BudOps 515 100 2019-21 2/14/2020 | K
O am dm Patterson, Heather 525 116 2019-21 1/6/2020 | P
@] a1 SPS Browser Modernization retest Funding Harris, Cindy BudOps 596 135 2021-23 | 12/30/2021 K
o] a2 Browser Modernization retest 2 Funding Harris, Cindy BudOps 596 135 2021-23  12/30/2021 H
O a3 SPS Browser Modernization retest 3C Harris, Cindy BudOps. 586 137 2021-23 1/5/2022 | +
o] a4 Browser Modernization IE Bulk Upd Harris, Cindy BudOps B o 2021-23 1/5/2022 | K
o] as Browser Modernization Edge Bulk Upd Harris, Cindy BudOps 3 a 2021-23 1/5/2022 | H
O a6 Browser Modernization Chrm Bulk Upd Harris, Cindy BudOps 3 0 2021-23 1/5/2022 +
[m] a? Funding Test 2 Harris, Cindy BudOps 3 Q 2021-23 1/5/2022 | K
@] ML Datalead for CIM 2011-13 v Lidren, Stephanie 352 o 2009-11 | 11/17/2009 | L
@] M2 Datalead for CIM 2013-15 Funding Lidren, Stephanie 241 a 2011-13 1/26/2012 | P
O 3 Dataload for CIM 2015-17 Lidren, Stephanie 244 94 2013-15 1/9/2014 | H
@] CM5 Dataload for CIM 2015-17—-May 2014 Lidren, Stephania 246 a 2013-15 5/22/2014 | L
D DB1 WCNCS 2013 Funding Lehman, Bruce 8 1 2011-13 3/19/2013 | P =
v
3 ]
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The following Export Data dialog box will display, select the Export Data button. The following File Download

dialog box will display. Select Save

File Edt View Favorites Tools Help
S5 &) 18 Ways to Clear Your Bro... ] CIMAI Statewide Human,

2P QA Login £ Maestro 5 & QA CClobs &) eUnion DEV ] eUnion PRD ] tts Cindy Harris ] Angular - linkTesting & Washington State WaTech... £] Suggested Sites v ] Google &7 abouttabs (2) £ Web Slice Gallery v £ Yahoo!

& Export Data - Intemet Explorer

File Edit View Favorites Tools Help

Position File List ‘Gindy BudOps Harris : 105|
sqency[ G5 Frma o] toad IE [ Bpotoaa |
Add Update Positions Filter HR DataLoad Copy/Merge Export Import Run Projection Release Bulk Update Make File Current Clear InUse Reports Delete
Select Position File ID& Title Ops Lock Owner Lock __InUse _ Exported Comments Owner Record Gou|
O law T Test Funding Harrs, Cindy BudOps E
O o B Test Funding Harrs, Cindy BudOps
O law Salary Schedule 14T Funding Hartis, Cindy Bud0ps £
O o 57688 Exp Rate. v Harris, Cindy BudOps B!
O am am Patterson, Heather 52
O o 5P Browser Funding Harte, Cindy BudOps 59
0 Browser Modernizaton retest 2 Funding Hartis, Cindy BudOps 59
O las 5PS Browser Moderization retest 3C Hartis, Cindy BudOps 9
O o Browser Modernization IE Bulk Upd Hartis, Cindy BudOps B
O as Browser Modernization Edge Bulk Upd Harrs, Gindy Bud0ps
0 @ Browser Modernization Chim Bulk Ugd Harrs, Cindy Budops
O lar Funding Test 2 Funding Harris, Cindy BudOps.
[T Datoload for CI1M2011-13 ¥ Lidren, Stephanie 35
O an Datalosd for CIM 2013-15 Funding Lidren, Stephanie 2
0 os Dataload for IV 201517 Ldren, Stephanie 24
0 [ ows Dataload for CIV 2015-17-May 2014 Ldren, Stephanie 24
O | os1 NS 2013 Funding Lehman, Bruce )
O oe dated Lehman, By
First Disog Beport CIT.bxt (519 @ -

Use the Save As dialog box to select the location and name for saving the exported file then select Save.

Note: The Save as Type must be text. The document will download as a file. View the Position File List to make

sure the Exported column says “Funding”. Note: Once the file is exported it is marked as funding and the file

cannot be updated. Users with Budget Operations access may set the Exported flag to None by going through

Update on the Position File List.

Projections

Position File List

Trainer Training : 103 - Community, Trade & Economic Develap

Add Update Wiew Positions Fllter) HR Data Load Copy/Merge Export Import Run Projection Release Bulk Update Make File Current Clear Inlse Reports Delefe

owner

Paosition File
Select D&
O TrR1 Trainer Training &
Trainer - Copy To
0O Trz2 File.

In
Lock Use Exported Comments

v

i Funding )

Record Except Funding Titles Extract
Owner Count Count Biennium Date Updated By Released By
Training, Training,
Trainer 414 41 2007-09 1042272002 Trainer
Training, Training,
Trainer 79 o 2007-09  10/22/2008 Trainer

Open Excel, select File/Open, Change the Files of Type to Text Files, and select Open to open the Exported file.
This will bring up the Text Import Wizard. Choose a TXT file.
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=TT Pojections
Position File List
Agency Load @ Bxport Data - Google Chrome - u} X
Jadd U iew Positions [Fiked HR Data Load Bx @ ga-sps.ofmwa.gov/PositionListing/ExportedData.aspx
P ——
0 on CH1 Training | 1-23
O e CH2 Copy. To File L | 15-17
O as Master Agreement Project test | 123
a CH4 SPS Browser Modernization Test 1 N | 1-23
a CHS. Browser Medernization Test Chrome 1 1-23
O cns DE Revision CHS - 105 | 17-19
O o GIT Test | 123
O e CH8 Test L | 13-21
O ce Salary Schedule 11T | 19-21
] CHA 57688 SPS Update Claim Exp Rate )19-21
O am dm | 19-21
0 o SPS Erowsser Modernization retest | 123
O o Browser Modernization retest 2 | 123
O e SPS Browser Moderization retest 3 | | 123
O e Browser Modernization 1€ Bulk Upd | 123
O os Browser Modernization Edge Bulk Upd | | 123
] <6 Browser Modernization Chrm Bulk Upd B | 1-23
O o7 Funding Test 2 b | 123
O lom Dataload for CIM 2011-43 | 11

Show all

Funding_Export_CJ6.ixt

Open
Always open files of this type

Show in folder

Cancel

9/21/2016

7/30/2021
12/21/2021
12/22/2021

6/17/2019

7/30/2021

7/8/2019
6/16/2021
2/14/2020

1/6/2020

12/30/2021
12/30/2021

1/5/2022

1/5/2022

1/5/2022

1/5/2022

1/5/2022

11/17/2008

Chrome

Extract Date]  Updatcd By | gelcascduy |

Haris, Cindy BudQps
Harris, Cindy BudOps

Harris, Cindy Budaps
Harris, Cindy BudOps
Harris, Cindy BudOps
Haris, Cindy BudOps
Haris, Cindy BudQps
Harris, Cindy BudOps
Harris, Gindy Bud@ps
Harris, Cindy BudOps

Patterson, Heather

Haris, Cindy BudOps
Haris, Cindy BudQps
Harris, Cindy BudOps
Harris, Gindy Bud@ps
Harris, Cindy BudOps
Harris, Cindy Budaps
Harris, Cindy BudOps

Lidren, Stephanie

Pattersen, Heather

Butcher, Aaren

Insert Draw Page La yrmulas
—J Cut
% Y Calibri EE Wrap Text General - MNorm|
p
Ey Copy ~
] _ I u- Merge & Center ~ $ -9 » 0 Conditional Format as
- ~ Farmat Painter Formatting~ Table~

Clipboard ] Font 7] Alignment 7] MNumber P
K1 ~ Fe
A A | B | < | D | E | F | G | H | | ] K L | M | M |
1
2| 3
3
4
2 Text Import Wizard - Step 2 of 3 ? X
5]
-‘.v_ This screen lets you set the delimiters your data contains. You can see how your text is affected in the
— preview below,
8
g Delimiters
10 [ 1ab
11_ |:| Semicalon |:| Treat consecutive delimiters as one
o | Comma
| ace
13 2
14| [ gther: l:l
15|
16|
1T_ Data preview
18
19|
20 ser_defined psubsubobject ster_index fpa_inde:. program index organizatio|™
. 20 o071
21_ €4 00135
22 €59 Lozl 23212
23 ¥
. £ >
24
25 -
26| Cancel | | < Back MNext > | | Einish
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Import Funding

Select a pre-formatted text file to upload.
Funding_Export_HMT (1).txt

Cancel

Training ] v Tran, Tuan

Select OK and the document will load. For each column that has data that begins with a zero, click the column then
select Text under Column data format. Note: This step is critical so that data does not lose leading zeros once
imported into Excel. For example, without this step, Fund 001 will be imported as Fund 1. There is a short cut of holding
down the Shift key to highlight selected columns plus all columns in between.

Position Number
Person ID

Payroll Organization
Sub-SubObject
Master Index
Appropriation Index
Program Index
Organization Index
Project

Subproject
ProejctPhase
Budget Unit
Allocation code

Select Finish once all required columns are marked as Text to open the file. With the opened file the account
code funding elements on a position can be changed or additional rows in Excel to provide additional lines of
funding can be created. Note: Do not use this to update position data such as job class or job class title.

Note: The chart below shows the data rules and examples.

Header Datatype Example Imported? | Import Validation

agency* char(3) 105 No 1. Required

2. Must match file
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position_group_id* | char(3) 010 No 1. Required
2. Must match file

person_name varchar(30) Doe, John No N/A

job_class_ttl char(16) COM VEH No N/A

ENF OF 2

position_num* char(8) 0186 No 1. Required
2. Must match with exported position

position_start_dt* datetime 01/01/2005 | No 1. (Required) Must be a valid datetime (tier
1)
2. Must match with exported position

person_id* int 12345 No 1. (Required) Must be a valid int (tier 1)
2. Must match with exported position

payroll_org char(6) 123456 No N/A

user_defined char(5) 12345 No N/A

subsubobject char(4) 1234 Yes 1. If used, must meet length and allowable
character rules

master_index char(8) 12345678 Yes 1. If used, must meet length and allowable
character rules

ea_index char(3) 030 Yes 1. if used, must meet length and allowable
character rules

program_index char(5) 00150 Yes If used, must meet length and allowable
character rules

organization_index char(4) 2400 Yes 1. If used, must meet length and allowable
character rules

project char(4) EXY1 Yes 1. If used, must meet length and allowable
character rules

subproject char(2) 01 Yes 1. Must not be used if project is not used.
2. If used, must meet length and allowable
character rules

project_phase char(2) 01 Yes 1. Must not be used if project or subproject

is not used.

2. If used, must meet length and allowable

character rules
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budget_unit char(3) G75 Yes 1. If used, must meet length and allowable

character rules

allocation_code char(4) 9999 Yes 1. If used, must meet length and allowable

character rules

proration_pct numeric(4,1) | 100.0 Yes 1.If used, must be a valid numeric(4,1) (tier
1)

Note: all validation is tier 2 except where noted.

Save As, reselect the exported file name and save, select Yes to replace the existing file.

Microsoft Office Excel

! E The file TRZExportedFile. bxt already exists, Do wou wank ta replace the existing file?

[ es ] [ Mo

Yes, to the notice below to keep the workbook in the text format

r

Microsoft Excel

TRZExportedFile.txt may contain Features that are not compatible with Text (Tab delimited). Do wou want ko keep the warkbook in this Farmat?

-
\14) + To keep this format, which leaves out any incompatible features, click Yes,
+ To preserve the Features, click Mo. Then save a copy in the latest Excel Format,
» To see what might be lost, dlick Help,

] [ Help ]

ol ) ) Contac
Q Salary Projection System Help)
Logou
[ETeaEs Projections
Position File List Trainer Training : 103 - Community, Trade & Economic Develop
Add Update Miew Positions| Filter CopyMerge port Release Reports
Position File Except Funding Titles Extract
Select ID& itle | | 5 S e Count Biennium Date Updated By Released By
0, Training,
O Tr1 Trainer Training & v Trainer 414 41 2007-09 10/22/2008 Trainer
Trainer - Copy Ta Training, Training,
TR2 Filz Funding Trainer 79 0 2007-09  10/22/2008 Trainer

Browse for the exported file from the Import Funding dialog box.

Import Funding

Select a pre-formatted text file to upload.

Browse...

Tl | Carcel
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Select the file to import and select Open. Verify the file was filled in correctly in the Import Funding dialog box
and select Ok.

-
Choose file

Laak ir: I[f:j by Documents j L EF -

Mame Size  Twpe Dake A
spsDDZ-pgSeerr.xls 65 KB Microsoft Excel War,,,  10/16
B‘gﬂ%fﬂiﬁ ] spsnos. ds S7TKE  Microsoft ExcelWar.., 10717

Z YWiewPDFR eport, pdf 121 KB Adobe Acrobat Doc,., 10020
Z security . pdf 152 kB Adobe Acrobat Doc,,, 10020
sps excport best, xls 372 KB  Microsoft Excel Wor,,,  10/20
'-.-'au:atiu::n_acu:rual.xls 14 KB Microsoft Excel War,,,  10/28

IE] Funding_Expark_ana kxk G5 KB Text Document 10/28
IE] Funding_Expark_MWiEE, kxk 2KB Text Dacument 10/28
LeaveRequestFDrm.dnc 103 KB  Microsoft Word Doc...  10/29

Setup_SnagltStamps_Educati... 673 KE  Application 10429

'&, PosiitionDetail. snag 105 KE Snaglk Editor Image 10429
ﬂ Funding_Export_TR2.Ext 11 KB Text Document 10/30
by Computer B allatmentdetail, =ls 159 KB  Microsoft Excel Wor,., 1031
'-.-'-.-'eeldy Status Report for We. . 107 KB Microsoft Ward Doc...  10/31 o

L4 I |

by Documents

e
Py Metwark.  File name: IFunding_E wport_TR 2 b=t j Open |
Flaces
Files of type: I,-'l'-.ll Files [*7] ;I Cancel |
B

4

Import Funding

Select a pre-formatted text file to upload.
|I:\M},r DUcuments\Funding_Expnn_"[ Browse... |

Ok | Cancel

If there are errors, a Funding Import Error Report will be received that can be printed
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Funding Import Error Report

SPS: Funding Import Error Report A
Agency 103-Comm, Trade & Bcon
Date & Time 10/31/2008 3:55 PM
Row # Error Description
16 The total percent does not equal 100,
16 The total percent does not equal 100,
16 The total percent does not equal 100,
17 The total percent does not equal 100,
17 The total percent does not equal 100,
17 The total percent does not equal 100,
18 The total percent does not equal 100,
1< Tk ol merecmnd Ao kb A al Amim v
Print | |(Cancel

Once everything has been corrected and is in the correct format following message will display;

' E File uploaded successfully,
L

Verify the Position File

Select the position file to verify and the Reports/Position Listing tab. Note: Position reports will only be

enabled under Position on the Application tab bar; projection reports will only be enabled under Projections on the

Application tab bar.

Py

£
-

5

=

osition File List

Add Undate View Positions Filter

Select ID&

O mw Trainer Training v Trainer 414 41 2007-09 10,
s Trainer - Copy Ta Training,
! L TR2 Eile Trainer 79 0 200709 10/22,

Position File

CopyMerge Export

Lock

Dwner

Contact

Salary Projection System Help

EETeaeal Projections

Run Projection Release) Bulk Update Make File Current

Record
Count

In
Use Exported Comments

Except

Funding Titles Ex L
Count

Owner Biennium

Training,

This will display the Report Parameter Selections dialog box. Select the sort option of Position Number by clicking the *
Also, select a Format Option of View as PDF by clicking on the radio button in front of the option.ld Note: There are

three format options “View as PDF” is designed for printing, “View as HTML" is available for quick navigation to a
position and for export, column titles may overlap, and “HTML formatted for Export”.
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Parameters for Position Listing Report
File Selection

File ID TRZ - Trainer - Copy To File

Filter Mo Current Filter Specified

Parameter Selections

Sort Dpti0n| Pasition Mumber 2

Format Option
®Yiew as POF O 'View as HTML O HTML formatted for Export

Fun | Cancel

Select Run to generate the report. Note: Only one report can be run at a time; previously generated reports

will be overwritten by the new parameter selections.

P Salary Projection System | R
Posihon Listing Report ——
(ELIE L]
Pamtsa P TH:2 Trwreer - Copry T File
Agmcy: 108 Community, Trade & Fomomra Devdop
Filier Sclectiana: Ha Filier spplicd
Sart By: aetion Morber
TE
£ 3
e & Taind Sdwrd nd Incremert’ Sah Sub  Praj @ i Wark k-1 ;
Fa Mame Claan Tithe ; 5 Sabary W FT  Daw Dt Heview Dute PRO% F M EAl gy Fral Proj Frase 8 S @ Commty ! &
M i0E Yacani-New Hee g EN FAC SITE SPEC @1 D 445000 (OO0 LLAENR 1 L&A 1060 rian @2 OAA 10 @ &0 T2 Thesion ¥
Tses 1S Farployos 0001 T EXiosi Doaciors Secretary 614142 1606 LLA0MS [t 1060 11300 @z AC 1z ol &0 T2 Thesion ¥ W
i1 Faployos G001 10eK MANAGER, OFFICE & | 400800 (OO0 SMAT  IR200E OABIAR 1060 108 @2 AA 136 Ol & T2 Thewaon ¥ H
M0 Fmrplosyor 0011 EMEM  EMSBAND1 S2EX00 |00 OW0IA0Y QSR [ =T [ ) W2 AC e m o0 T2 Thesion ¥ M
MY FEmplosyor G00E {[ie) (IFF ASET ¥ oL 27E000 1000 CAFIEOE SRR ([ =T ER i =) W2 A& 1HD W o0 3 Thesion ¥ M
TeatE Farployor GO0 &l ITSPEC 3 4 E 410800 1600 SR il K 1060 B08 [ T L @0 F2 Thdon ¥ H
a4l Farployor G004 ] HIRLH RESVRCE &4 E 410800 1600 SRR [E iy LT L e [ AT TR 1] &0 F? Themion ¥ M
a4l Farployes G004 19804 HIRAH RESHRCE 4 B 400480 (GO0 SEANNE [t FLT I PR ) w1 AA &0 T2 Thesion ¥ W
a4l Farployes G004 19804 HIRAH RESHRCE 4 B 400480 (GO0 SEANNE [t Ha  4Tos o AA 40 &0 T2 Thesion ¥ W
ea5E Farployos 00012 it ITSPEC 3 L A5T880 (000 EL0IAE (et in] 1080 E3i0n @2 AA 130 O & T2 Thewaon ¥ H
TR Bmrployor G071 114F Procorement md 4 1 IR0 000 SRS [pEabis) [ =T ER i =) W2 A& 1MD W o0 T2 Thesion ¥ M
MiNEAS Fmployor O0045 %€ HIRLAH RESOLRCE 48§ 3800 1000 SN0 TR ([ =T ER el W2 A& M2 M o0 2 Thesion ¥ M
TETE Faployos 00021 ML ITSPEC & g 1 SH9R00 000 OuENI [iabis) 1050 B08 @2 A& 1ED D @0 Fi Thesn ¥ H
TS Fmployor G005E AT ITSPEC 3 B A S 08000 1600 ST DL LA il -] w2 AA 1nE 0 @0 T3 Thumdon ¥ H
TS Fmployes O005K P ITSPEC 3 s A 00080 (600 SNOIAR [T i EL I i1 @2 OAA 1BD O o0 Fi3 Thesion ¥ W
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Select the printer icon to print the report, select the X in the upper right-hand corner to close the report screen.
Verify the data or route to manager for verification. If errors exist, return to the Position Listing to edit, add, or
delete position records as necessary. The report includes an Invalid column to easily identify any position

records that remain in the file as invalid.

LJ Note: When an HTML format option is chosen, the e icon will present options for exporting the report as a
Crystal Report, Adobe Acrobat (PDF), Excel, Word, or Rich Text Format (RTF). It is also possible to export the report to
attach to an e-mail.

RUN A PROJECTION

The process of running a projection is separate from the process of running a report, a projection will

run on the entire file whether a filter is set or not.

Select the position file to run the projection on and the Run Projection tab.

T Contact

@ Salary Projection System Help

Logout
Position File List

Sl akml=q) Projections
- Trainer Training : 103 - Comrmunity, Trade & Economic Develop

Add Update) Wiew Positions Filter i Flease Bulk Update Make File Current Reports Delete

Position File Owner In Record Except Funding Titles Extract

Select D& Lock Use Exported Comments Owner Count Count Biennium Date Updated By Released By
Training, Training, Training,
[0 Tr1 Trainer Training & v Trainer 414 41 2007-00 10/22/2008 Trainer Trainer
) Trainer - Copy To Training, Training, Training,
\ J. TRZ Filz Trainer 79 1] 2007-09 10/22/2008 Trainer Trainer

This will bring up the SPS Run Projection dialog box. Select the Projection Parameters to be included in the

projection calculation. Note: Please include all four steps:
e Include increments/merit increases will apply step increases to classified employees;

e Include General Salary Increase (GSI) will look to see if a GSI adjustment has been indicated for the

projection period by the SPS administrator and apply the increase;

e Include 6767/salary survey will check for changes in the Job Class schedule for salary range in the

projection period and calculate the salary using any new salary ranges found;

e Include only positions marked “Funded” in projection results will exclude any positions that are not
checked funded.

Select the Biennium for which to project salaries.

Select the Starting Fiscal Month for the projection. Note: The display of the dropdown list box options is FM —
Name (i.e., 14 — September is September of the second fiscal year). Picking a fiscal month other than 01-July will

create zero amounts in preceding fiscal months.

Select an option for the Projection Results.
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View results as a report will create an Allotment Summary report without first saving the projection

data. The projection data is available to save once the report is displayed.

Save results then view as a report will request a file ID and title to save the projection results prior to
running the Allotment Summary report.

Save results will request a file ID and title to save the projection results, but no report will be produced.

If the file is saved, the reports available for the projection file will run from the reporting option.

Run Projection
Position File I TR2 - Trainer - Copy To File

Projection Parameters Projection Results

OView results as a report
OSave results then view as a report

®Save results

MInclude Increments /Merit Increases
MInclude General Salary Increases

Include 6767 /Salary Survey
MInclude only positions marked 'Funded' in projection results

Projection Criteria

Biennium Starting Fiscal Month
[2008-11 %] [01-duly ~|

Run Cancel

Run will start the projection process.

Add Projection File

Projection File ID|TR 2
Title [Trainer - Copy To File
Comments Projection for Training

Save || Reset | Cancel

Enter a desired Projection File ID and Title for the projection result. Note: The Projection Files are
independent of the Position Files. Any ID including the same ID as used for the Position File is allowable. If the ID
has already been used for the selected Projection Period for the indicated biennium and have the authority® to
delete a projection file, OVERWRITE the existing projection file will pop up, be aware that the previous projection

file will be deleted before the new one with the same Projection File ID is created.
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9 , Projection File ID already exists for selected biennium,
-

Clicking OK will delete the existing Projection File and SAVE your current file,

Click Cancel to return to the screen and change the file ID.

OK ] [ Cancel

Note: Occasionally, a Run Projection failed! This message will display when a projection file with the same ID

already exists.

"'_-, Run Projection failed!
L

Projection failed: File already exists.

Edit Access users can overwrite/delete their own files, OFM Administrators and Budget Operations can

overwrite/delete any file
The system will automatically default to the chosen position file ID and Title.

Note: The parameters selected to run the projection are saved with the Projection file and are available in the
Projection File list as well as displayed on reports. Comments additions are available to enter information not

otherwise captured.

Lock a Projection File and Update Comments

The Projection File List screen is used to view information about agency projection files as well as perform
various tasks with those files. Informational items include number of records, file owner, extract date, etc.
Functions (depending on security levels) can lock projection files, enter file comments, or change file title.

Each column can be sorted in ascending or descending order according to user preference.

Select Projections from the Application tab bar.

e Cortact
Q Salary Projection System Help

( - . Logaut
Projection File List - Trainer Training : 103 - Comrmunity, Trads & Economic Develop

| Filter

Includes Includes Funding
Biennium Projection Ops Record Extract Position Fiscal Includes General 6767/Galary Includes Titles

Select & File ID Title Lock Comments Owner Count Date File ID Month Increments Increase Survey Funded Only  Biennium
Trainer -

Copy To Training,
[0 2009-11  TR2 Trainer 72 10/22/2008TR2 01 - July v v 2007-09

26 @ 5| 6 7 8 B 60 m o2

1. Activities Bar: Perform actions related to a specific projection file or files. This includes Update, Filter,
Reports and Delete.
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ounkwnN

N

10.
11.
12.
13.
14.
15.

e Update: the projection file title, comments, and operations lock depending on security permissions.
e Filter: Set or clear the filter to the projection reports.
e Reports: Run projection reports for a projection file chosen.
o Delete: Delete one or several projection files.
Projection File Selection Box: Work within a particular projection file(s)
Biennium: Indicates for which biennium the projection file was run.
Projection File ID: Displays the chosen three-character ID.
Projection File Title: Displays the chosen title.
Operations Lock: Displays a lock indicator if an operations user has locked the file, remove this lock the
update tab
Comments Indicator: Displays any comments associated with the projection file. To view click on the check
mark and to close click the check mark again, change comments in the update tab.
Owner: Displays who owns the projection file and by hovering over the name, the date and time the
projection was run will appear.
Record Count: The total number of records in the projection file.
Extract Date: The date the HR Data was loaded into the position file.
Position File ID: The three-character ID of the Position file for which the projection was run.
Starting Fiscal Month: The chosen starting month for which the projection begins.
Includes Increments: A check mark if increments were included in the projection.
Includes General Increases: Displays a check mark if general salary increases were included in the projection.
Includes 6767/Salary Survey: Displays a check mark if 6767/Salary Survey salary increases were included in
the projection. Note: By default, the 6767/Salary Survey parameter is always included, so the projection
file list will always show this as checked.
a. Includes Funded Only: Displays a check mark if Only Positions Marked Funded were included in the
projection.
b. Funding Titles Biennium: Displays from which biennium the funding titles are edited against.

Select the projection file and the Update tab to change the Comments, Lock the file and save will close.

The projection results are now saved as an independent file. There are five varieties of projection reports
available for reporting the results with several flexible sort options. Reports may also be filtered to limit the

type of position projections included in the report.

Projection File ID TRZ

Title
Comments rojection for Training--locking the file.

Operations Lock

Save || Reset | Cancel

Update Projection File |
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Projections

Projection File List Trainer Training : 103 - Community, Trade & Economic Develop

IUpdate Filter| Reports Delete

Starting Includes Includes Funding
Biennium Projection 1 Record Extract  Position Fiscal Includes General 6767 /Salary Includes
Select & File ID Title Lock Comments Owner Count Date File ID Month Increments Increase survey Funded Only  Biennium
Trainer -
Copy Ta _ Training,
O 200911 TR2 File 5] v Trainer 72 10/22/2008TR2 01 - July v v v v 2007-09

View Projection Reports

Select the projection file and the Reports tab to see the available reporting options. Select the Allotment
Summary report. This will display the Report Parameter Selections dialog box. Select Sort Option/Program,

Subprogram and Format Option/View as PDF.

Projections
Trainer Training : 103 - Community, Trade & Economic Develop

Projection File List

Includes Funding

Includes

Starting

AHO.tr.-nem. SL.Jmmarv Record Extract  Position Fiscal Includes General 6767/Salary Includes 5
FPosition Listng Jwner  Count Date File ID Month Increments Increase Survey Funded Only  Bi

Allotrnent FTE
Incremental (General)
wJncremental (Merit Syste

72 10/22/2008TR2 01 - July v s v v 2007-09

Note: Each sort option will create a report with sorting and subtotals as chosen. All summary reports will be
subtotaled on Appropriation Index within the selected group. SPS groups Appropriation Index based on the first
two characters when defined with the same fund and appropriation type, so that related Appropriation Indexes
(i.e., 011 and 012, both fund 001 and appropriation type 1) will be displayed on the same page.

Parameters for Incremental (General) Reg
File Selection

File ID CH2 - Prod. Verfify file 2

Filter o Current Filter Specified

Parameter Selections

Sort Option | Program

Format Option I,\\—-,
CiView as PDF %) Export to Excel
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Run to view report, this may appear in a browser tab and not in a document reader.

SPS002

Salary Projection System lf_ﬂlgg‘jlo‘ifgﬂ
5/16/2
Allotment Summary Report 12-11-08PM
Projection File: 541 next bien Increments: Yes
Agency: 105 Office of Financial Management 6767: Yes
Biennium: 2019-21 StartingFiscalMonth: 01 - July COLA: Yes
ProjectionRunDate: 05/01/2019 Position File: 541 next bien Funded: No
Filter: No filter applied
Sort By: Program, SubProgram
Program: 010 Administration
SubProgram:
Expenditure Authority Index: 012 Salaries and Expenses - FY2
Fiscal Year 2020 July  August September  October November December  Jamuary February  March April May June Tatal
Staff Months 6.70 6.70 6.70 6.70 6.70 6.70 6.70 6.70 6.70 6.70 6.70 6.70 80.40
AC State Exempt 57.757 57.757 757 57.757 693,084
Salary Total 57,757 57,757 7 57,757 693,084
BAQASI 443 578 578 6,408
BB Retirement 5.776 5,776 5.776 5,776 69,312
BC Medical 167 167 167 167 2.004
BD Health 6.800 6,800 6.800 6.800 81,600
BH Medicare . 153 1.155 1,155 1,155 1,155 13,860
BK PFML 1.733 1.733 1,564 1.329 1.132 1.733 1.733 19.218
Benefits Total 16,209 16,209 15,983 15,670 15,407 16,209 16,209 192,402
Total Salary + Benefits 73,966 73,966 73,740 73,427 73,164 73,966 73,966 885,486
Fiscal Year 2021 July  August Septembher October November December  Jamuary June Total
Staff Months 6.70 6.70 6.70 6.70 6.70 6.70 6.70 80.40
AC State Exempt 57,757 57.757 57,757 57,757 57,757 693,084
Salary Tatal 757 57,757 57,757 57,757 57,757 693,084
BAOQASI 578 443 377 578 78 6.408
BB Retirement 3,776 5.776 5,776 5.776 3.776 69,312
BC Medical 167 167 167 167 167 2,004
BD Health 6.800 6.800 6.800 6.800 6.800 81,600
BH Medicare 1.155 1.155 1.155 1.155 1.155 13.860
BK PFML 1.733 1.329 1.132 1.733 1.733 19.218
Benefits Total 16,209 15,670 15,407 16,209 16,209 192,402
Total Salary + Benefits 73,966 73,427 73,164 73,966 73,966 885,486

Select Filter/Set Filter and the Position tab.

SPS Filter
| Account Summary Hints

Position Information

Criteria
Position Num | |
Job Class | |
Pos. Funded |ALL ~
User Defined | |
Start Date | |
Name lermploy¥ |

Barg. Unit
Retirement
Work County

Tk | Clear (Cancel

Note: The filter allows a search on last name only. This can be a partial or full last name. The filter does not

“wxn

allow commas or spaces. By entering the the filter will look for all names that match the letters entered here.
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Reports/Allotment Detail tab will open Sort Option/Position Number and Format Option/View as HTML option.
Note: The Allotment Detail report will show all details for each combination of position number, person, and
fund code.

SPs001 Salary Projection System Page L of 32
316/

Allotment Detail Report 2:06:40PM

Projection File: 516 PFML

Agency: 163 Consolidated Technology Services Increments:  Yes

Biennium: 2017-19 Starting Fiscal Month: 01 - July 6767: Yes

Projection Run Date:  05/16/2019 Position File: 516 PFML COLA: Yes

Sort By: Position Number Funded: No

Filter: No filter applied

Paosition Number: 71027130 Part Time Percent: 100.00 Job Class:  OFMO006 OFM Exec Megr Program Index: L0120

Name: no name listed Range: Step: Organization Index: 1200

Position Start Date: 04/16/2012 Termination Date: Increment Date: Proj/Subproj/Phase: ITMO//

Pay Code: S Retirement Plan: P2 PERS Plan 2 Fund-AT: 458-1 Consolidated Tech Serv Revol Budget Unit:

Expenditure Authority Index: 070 CTS Services (OCIO - Appropriated) Proration Percent: 100.00

Fiscal Year 2018 July  August September  October November December Jamuary February March April May June Tatal

Staff Months 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 100 12.00

AC State Exempt 12.877.00 12.877.00 12877.00 12.877.00 1287700 12.877.00 12877.00 12877.00 12.877.00 12.877.00 12.877.00 12.877.00 154.524.00

Salary Tatal 12,877.00 12,877.00 12.877.00 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 12.877.00 12,877.00 12,877.00 12,877.00 154,524.00

BA QASI 798.37 798.37 798.37 701.03 0.00 0.00 128.77 128.77 12877 12877 128.77 128777 386876

BB Retirement 1.612.20 1.61220 161220 161220 161220 1.61220 161220 1.61220 161220 161220 161220 1.61220 1934640

BC Medical 4398 4398 4398 4398 4398 4398 39.58 39.58 39.58 39.58 3058 39.58 501.36

BD Health 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 10.956.00

BH Medicare 25754 257.54 257.54 257.54 237.54 257.54 257.54 257.54 25754 25754 257.54 25754 309048

BK PFML 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Benefits Tatal 3,625.09 3,625.09 3,625.09  3,527.75 2,826.72 2,826.72 1951.09 2,951.09 2951.09 2951.09 12951.09 2,951.09 37,763.00

Total Salary + Benefits  16,502.09 16,502.09 16,502.09 16,404.75 15,703.72 15,703.72 15,828.09 15,828.09 15.828.09 15,828.09 15,828.09 15,828.09 192,287.00

The report header identifies the filter set and page headers that indicates the person, position, and funding the
page represents. Note: The Allotment Detail report will show anomalies in the Allotment Summary at the
detail level. It is recommended to not print an Allotment Detail report for the entire agency. The details of the
projection are saved in SPS with the projection file and can be reported on any time producing the same results as
the initial report. Note: Filter the report down to 3,000 records to run the allotment detail report.

DATA RELEASE FOR COMPENSATION IMPACT MODEL (CIM)
Check CIM Release Edit Report

OFM requests position data once per biennium. This data is loaded into OFM’s Compensation Impact
Model (CIM) to develop scenarios to support labor relations and bargaining or determine compensation
change allocations to agencies per enacted budgets. This data is collected well in advance of the
biennium in which it will be used. Data submitted for CIM should reflect an estimated maintenance level

of the ensuing biennium budget.

Note: Do not use the next or current biennium when submitting data, the titles may not yet exist in AFRS and

could make the positions invalid. For example, use the 2019-21 Funding Titles Biennium when creating the 2021-
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23 CIM file.d Note: Do not use the multiplier feature on the position detail screen during the CIM release, each
position must be created separately.

Prior to releasing information checking the CIM Pre-Release Edit Report will show any errors that would occur.

Select the Position File Selection box, and then select the Release/Pre-Release Edits tab from the activities bar.

Contacl

Salary Projection System el
T Projections

Position File List Trainer Training : 103 - Community, Trade & Economic Develop

Add] Lpdate| Wiew Positions| Filter CopyMerge| Export Fun Projechi—sifiiease Eulk Updamtdake File Current Reports Deletel
i  Edits
Select Position File ID & i ] Record Count Esicept Count Funding Titles Biennium Extract Date  UpdatedBy  Released By

ainer 414 41 2007-03  10/22/2008  Training, Trainer

O e Trainer Training =]

TRz Trainer - Copy To File Faining, Trainer 73 o 2007-03 10/e2f200%  Training, Trainer

This will display the Salary Projection System: Edit Report. Note: This report will show critical errors required
to be fixed and warning errors to evaluate. If the warnings are not fixed, those positions will not be included in the

released information. This report will run unfiltered even if a filter is set.

SPS Edit Report

Salary Projection System: Edit Report 2
Agency 103 - Community, Trade & Economic Devalop
Position File TR 2= Trainer Traning
Date £ Tine 11/5,/2002 5:21 PM

Edit Level: Warning (41)
Edit # Description
4 Irnvalid Position - See irvalid data comment - 70004395 - 01-01-1900 - No name.
Irwalid Position - See invalid data comment - 70004508 - 01-01-1900 - Ko name.
Invalid Position - See invalid data comment = 70004510 - 01-01-1900 - No name.
Irwalid Position - See irvalid data comment - 70004511 - 01-01-1900 - No narme.,
Irwalid Position - See rvalid data comment - 70004514 - 01-01-1900 - No name.
Inwalid Position - See invalid data comment = 70004547 = 01-01-1900 - No name.
Invalid Positon - See imvalid data comment - 70004561 - 01-01-1900 - No narme. w

da o e B A 0

Release Data to OFM for CIM

When the files are ready to be released select the Position File Selection box, check the files to be released and

then select the Release/Submit tab from the activities bar. The following message will display:

L] E Position file TRZ release to OFM has begun. You will receive a confirmation email when the release process is complete,
[ ]

If there are critical errors the following message will pop-up.

-55-



There are critical errors in the File being submitted.
\__"(/ Flease correct the errors and submit the File again.

Click Ok ta wiew the report,

[ oK. H Cancel ]

Selecting OK will bring up the Salary Projection System: Edit Report. Once the release is complete, an e-mail will

be sent out to the user.

“Agency 105 has successfully submitted their SPS position file to OFM for inclusion in the compensation

data collection process for 2011-13.”

Release/CIM Position Listing report tab will view the details of the file that was released to CIM.

P Salary Projection System LRt
Position Listing Report Page | af 7
42050
Pastia File: = Progiton File Relmmed o CIM
Agmcy: 108 Corsmmumity, Trade & Freonoorar: Develop
Fitier Scloctises: M filier epplind
Saarst By Pastion Hember
g g
| = = B
) X3
o ? Tatal St Ead Incremesi! SHab Sab Pl @ g E Woark 32 _E
P @ Mame Clam Tk = E Satary Y FT s Dats Hevigw Dute  PRO F M EAl Oby P Prej Prese 3 S5 @ Comnty = &5 =
W #38  Warurni-Bew Hie Frery BN FALC SITE SFEC i V] SAER0 180 1 R 1060 K &2 AA 1340 2 S T2 Thursn ¥ H ¥
MRS Earployos 0017 EXodi  Driemciors Socwiary 679556 1000 Letat ] 10080 113 @2 AT N2 o o0 F2 Thmim L
M1 % Frrployer S0021 106K MAMAGER,OFFICE & 1 AAUS40 1000 SUUIATT  LLOOTE  0SEIAR 1080 1300 @2 AA 1HE 0 o0 P2 T ¥ N H
MRNHE20 Earployos G001 EMB0I  EME RAMD 1 S70.90 1000 ST 541 AR 1080 11100 @2 oAC e o o0 F2 Thmim L
Tiap£2T Frployer SO00E 108] FF ASET § oL SOETE0 1000 CANISAE L] 1080 E3100 @2 AA 130 0 @0 i Thuman ¥ WY
TucsazE Fevplowor G000 &l ITSFEC 1 £ a 47540 (1000 SiAE [EEIR T 10600 10 @iz AR 1% [ o0 T2 Thmam ¥ H Y
Wakdad! Famployor G4 19004 HikdaH RESHMCE 44 1S SEARNE [C T LT 102 &2 AA 1% S T2 Thursn ¥ H ¥
MY Frployor S0004 19804  HIMANRESHIRCE & @ 475420 1000 SRR S0 858 #10 T ] o0 F2 Thmim L
MENHE42 Erployor S0004 19804 HIMRMANRESORCE &4 & 475430 1000 SEARNIE S0 8 47108 onl AA SO0 08 o0 F2 Thmim L
Tiuns5E Faployor G001 2 £ IT&FEC £ & L & BRI A 1080 1310 @2 AA 1EL 0l @0 T2 Thumin ¥ OH ¥
MENHETE Eaployar G007, 114F Proceroramt md % 1L AE00ED 1000 SR A 1080 1300 @2 AA 1HE 0 o0 F2 Thmim L
Nuiisd Employor Oliss 1156 HibdaH RESOURCE a8 L 450080 1000 SN [l ] 10800 3102 @iz AA [ETF ST @0 F2 T ¥ H ¥
W 3?E Ferployor G023 Y ITSFEC & 2 L ASS5E0 1000 SRS [at=Eip) 10600 10 @iz AR 1% [ o0 T2 Thmam ¥ H ¥
W23 Pmployor S05E &I ITSPEC 3 [ & §.702.50 [EroR T [£ 1108 &2 AA 13a o S T35 Thurson ¥ H ¥
MAHETS  Employor 0056 £l ITSPEC 5 & ¢ 57005 [ 35 LM @2 AA 131 W o0 3 Thumim L

Note: This will display the salary applicable for that position at the beginning of the biennium released (it ages
the positions by applying any applicable increment/merit increases and general salary increases). A column that
states if a position was released or not. This is the only place currently that released CIM information can be
viewed.

Note: The release will send all valid records that do not end before the start of the ensuing biennium to the
CIM database. Note: This report will display the last released information, so if this information was released
more than once, the released information based on the first release will be gone from the CIM Position Listing

report.
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REPORT SAMPLES

Position Listing Report by Position Number has the following sort options:

Program Index, Position Number

WA wwml gl W monE ¥Y o miE §E EVIED VI GO0 oA v om FIEEL Eh s e T
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Allotment Detail Report by Position Number has the following sort options:

e Program Index, Position Number

e Position Number (one page rollup regardless of funding)

e Name, Program Index, Position Number

SPS001

Projection File:
Agency:

Biennium:
Projection Run Date:
Sort By:

Filter:

Position Number:
Name:

Position Start Date:

Pay Code:

516 PFML
163 Consolidated Technology Services

2017-19

05/16/2019
Position Number
No filter applied

71027130 Part Time Percent:

no name listed

04/16/2012 Termination Date:

S

Starting Fiscal Month:

Salary Projection System
Allotment Detail Report

Position File:

100.00

01 - July

516 PFML

Retirement Plan: P2 PERS Plan 2

Expenditure Authority Index: 070 CTS Services (OCIO - Appropriated)

Fiscal Year 2018
Staff Months

AC State Exempt
Salary Tatal

BA OASI

BB Retirement
BC Medical

BD Health

BH Medicare
BE PFML
Benefits Total
Tatal Salary + Benefits

July
1.00
12.877.00
12,877.00
798.37
1.612.20
4398
913.00
257.54
0.00
3,625.09
16,502.09

August September

1.00
12.877.00
12,877.00
798.37
1.612.20
4398
913.00
25754
0.00
3,625.09
16,502.09

Jab Class:

Range:

Increment Date:

Step:

OFMO006 OFM Exec Meor

Fund-AT: 458-1 Consolidated Tech Serv Revol Budget Unit:

October November December Jamuary

1.00 1.00 1.00 1.00 1.00
1287700 1287700 12877.00 12.877.00 1287700
12,877.00 12.,877.00 12,877.00 12,877.00 12,877.00
798.37 701.03 0.00 0.00 128.77
161220 161220 161220 161220 161220
43.98 43.98 43.98 4398 39.58
913.00 913.00 913.00 913.00 913.00
25754 257.54 25754 257.54 25754
0.00 0.00 0.00 0.00 0.00
3,625.00  3,527.75 2,826.72 2,826.72 2951.09
16,502.09 16,404.75 15,703.72 15,703.72 15,828.09
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February
1.00
12,877.00

0.00
2,051.00
15,828.00

March
1.00
12.877.00
12,877.00
128.77
1.612.20
39.58
913.00
257.54
0.00
2,951.09
15.828.09

Page 1 of 32
5/16/2019
2:06-40PM
Increments: Yes
6767: Yes
COLA: Yes
Funded: No
Program Index: L0120
Organization Index: 1200
Proj/Subproj/Phase: ITMO//
Proration Percent: 100.00
April May June Tatal
1.00 1.00 1.00 12.00

12.877.00 1287700 12.877.00 154.524.00
12,877.00 12,877.00 12,877.00 154,524.00
128.77 12877 128777 386876
161220 161220 161220 1934640
39.58 39.58 39.58 501.36
913.00 913.00 913.00 10.956.00
257.34 257.54 25754 309048
0.00 0.00 0.00 0.00
2,951.09  2,951.09 2,951.09 37,763.00
15,828.09 15,828.09 15,828.09 192,287.00



Allotment Summary Report by Program has the following sort options:

e Program, Subprogram
e Program Index

e Division

e Orglndex

e Account, EA Type by Agency
e Account, EA Type by Program

e Project

SPS002

Projection File:
Agency:

Biennium:
ProjectionRunDate:
Filter:

Sort By:

516 PFML

Salary Projection System
Allotment Summary Report

163 Consolidated Technology Services

2017-19
05/16/2019
No filter applied

Program

Program: 040 Computer Services Div. (CSD)
Expenditure Authority Index: 963 CTS Services (Non-Appropriated)

Fiscal Year 2018
Staff Months

AC State Exempt
Salary Total
BAOQASI

BB Retirement
BC Medical

BD Health

BH Medicare
BK PFML
Benefits Total
Total Salary + Benefits

Fiscal Year 2019
Staff Months

AC State Exempt
Salary Total
BAOQASI

BB Retirement
BC Medical

BD Health

BH Medicare
BK PFML
Benefits Total
Total Salary + Benefits

Julv  August
13.00 13.00
99442 99442
99,442 99,442
6,165 6.165
12,236 12,236
560 360
11,869 11.869
1,989 1,989
0 0
32,819 32,819
132,261 132,261
Julvy  August
13.00 13.00
99442 99442
99,442 99,442
994 994
12,236 12,236
3509 509
13,000 13,000
1,989 1,989
0 0
28,728 28,728
128,170 128,170

StartingFiscalMonth:

Position File:

September
13.00
99,442
99,442
6,165
12,236
560
11.869
1.989

0
32,819
132,261

September
13.00

99 442
99,442
994
9,944
509
13,000
1,989

0
26,436
125,878

October November

13.00 13.00
99.442 99.442
99,442 99,442

6,165 6.165
12,236 12,236

360 560
11.869 11.869
1.989 1.989

0 0
32,819 32,819
132,261 132,261
October November

13.00 13.00
99,442 99 442
99,442 99,442

994 994
9,944 9.944
309 509
13,000 13,000
1,989 1.989

0 0
26,436 26.436
125,878 125,878

01 - July
516 PEML

December

13.00
99.442
99,442

6.165
12.236
560
11.869
1.989

0
32,819
132,261

December

13.00
99.442
99,442

994
9,044
500
13.000
1,989

0
26,436
125,878
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January February

13.00 13.00
99442 99.442
99,442 99442

994 994
12236 12236
509 509
11869  11.869
1989 1989

0 0

7,597 27,597
127,039 127,039

January Februar
13.00 13.08

99442 99.442
99442 99442
994 994
0944 9944
686 686
13,000  13.000
1989 1989
2983 2983
29,596 29,596
129,038 129,038

March
13.00
99.442
99,442
994
12,236
509
11.869
1.989

0
27,597
127,039

March
13.00
99,442
99,442
994
9,944
686
13,000
1,989
2,983
29,596
129,038

Increments: Yes
6767: Yes
COLA: Yes
Funded: No
13.00 13.00
99,442 99.442
99,442 99,442
994 994
12,236 12,236
509 509
11,869 11.869
1,989 1.989

0 0
27,597 27,597
127,039 127,039
13.00 13.00
99442 99,442
99,442 99,442
994 994
9,944 9,944
686 686
13,000 13,000
1,989 1.989
2,983 2,983
29,596 29,596
129,038 129,038

Page 1 of 11
3/16/2019
2:20-45PM
June Total
13.00 156.00
99,442  1.193.304
99,442 1,193,304
994 42954
12,236 146.832
509 6.414
11,869 142,428
1.989 23.868
0 0
27,597 362,496
127,039 1,555,800
June Total
13.00 156.00
99,442 1193304
99,442 1,193,304
994 11,928
9,944 123912
686 7.170
13,000 156.000
1,989 23.868
2,983 17.898
29,596 7

129,038

1,534,080



Allotment FTE Report by Position Number has the following sort options:

Program Index, Position Number

Name, Program Index, Position Number
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Incremental Report for General Salary Increases by Program. Options to sort by:
e Program, Subprogram
e Program Index

e Division

e OrglIndex
e Account, EA Type by Agency
e Account, EA Type by Program

e Project

SPS005

Projection File:
Agency:

Biennium:
Projection Run Date:
Filter:

Sort By:

MP1 Projection for Megan
105 Office of Financial Management

2007-09 Starting Fiscal
08/15/2008 Position File:
No filter applied

Program

Program: 110 Statewide Systems
Expenditure Authority Index: 098

Fiscal Year 2008

AA State Classified

AC State Exempt
Salary Total

BA QASI

BB Retirement

BH Medicare

Benefits Total

Total Salary + Benefits

Fiscal Year 2009

AA State Classified

AC State Exempt
Salary Total

BA OASI

BB Retirement

BH Medicare

Benefits Total

Total Salary + Benefits

July  August September  October
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
Julv  August September  October
0 0 454 454
0 0 303 303
0 0 757 757
0 0 47 47
0 0 63 63
0 0 11 11
0 0 121 121
0 0 878 878

Salary Projection System
Incremental Report for General Salary Increases

Month:

01 - July

No longer exists

November

oo o oo oo o

November
454

303

757

47

63

11

121

878

December

oooocooo o

December
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January February  March
0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0
January February  March
454 454 460

303 303 303

757 757 763

47 47 47

63 63 63

11 11 11

121 121 121

878 878 884

Increments:
6767:
COLA:
Funded:

April

(=== =T R — ]

April
460
303
763

47
63
11
121
884

Yes
Yes
Yes

L
=
]
=]

coooo oo ol

May
460
303

47
63
11
121
884

Page 1 of 4
5/17/2019
9:46:57AM
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Incremental Report for Merit System (PID) Increases by Program. Options to sort by:
e Program, Subprogram
e Program Index

e Division

e OrglIndex
e Account, EA Type by Agency
e Account, EA Type by Program

e Project

SPS005

Projection File:
Agency:

Biennium:
Projection Run Date:
Filter:

Sort By:

010 Test

Salary Projection System

Incremental Report for Merit System (PID) Increases

105 Office of Financial Management

2017-19

05/09/2019

No filter applied

Program

Program: 050 Statewide Accounting
Expenditure Authority Index: 130

Fiscal Year 2018

AA State Classified
Salary Total

BAOASI

BB Retirement

BH Medicare

BK PFML

Benefits Total

Total Salary + Benefits

Fiscal Year 2019

AA State Classified
Salary Total

BA QASI

BB Retirement

BH Medicare

BK PFML

Benefits Total

Total Salary + Benefits

I
E.
=

oooooc oo oM

July
398
398

August

(=R = R I — R ]

Starting Fiscal Month:

Paosition File:

September

(=R = R I — R ]

September
398

398

25

51

6

0

82

480

October
0

ooocoo oS

October
398

01 - July
010 Test
November December
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
November December
398 398
398 398
25 25
51 51
6 6
0 0
82 82
480 480
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Januarv Febrnary March
0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0
January Febrnary March
805 805 805

805 805 805

50 50 50

103 103 103

12 12 12

3 3 3

168 168 168

973 973 973

Increments:
6767:
COLA:
Funded:

Yes
Yes
Yes
No

'
=
I
=

coocooc oo o)

Page 1 of 8
5/17/2019
9:37:22AM
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