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About this Tutorial

TUTORIAL OBJECTIVE
This tutorial was developed to take budget staff through the most common sequential steps for
developing a staffing projection using SPS and releasing data for CIM needs.

HOW TO USE THE TUTORIAL

This tutorial can be used in a formal training session, for individual practice, or developing the agency
salary projection. Each task is preceded by a brief explanation of the task and its importance in your
projection development as well as general business rules. Examples for data entry and selection are
provided for use in formal training or individual practice—the highlighted information are suggestion
values, it is best to use information pertaining to your individual agency. Alternatively, users can
follow the steps without the use of the examples for true agency use. Specific business rules and
recommendations for using SPS are denoted with a Ll on the task. Appendix 1 contains a listing of
all of these business rules.

ABOUT FEATURE LESSONS

Use of features will be described in great detail the first instance in the tutorial. Subsequent steps that
utilize the same feature will be more generic drawing on the user’s basic understanding of the feature
already described. For example, the first time adding a position file, the instruction will describe every
option and button available, whereas subsequent steps to add a position will only state, “add a
position file”.

SYSTEM ISSUES (BUGS) & RELEASE NOTES
There are some known issues (or problems) with SPS. Please see Appendix 3 for “Release Notes”
describing these known issues.

ADDITIONAL RESOURCES

A rates reference document and SPS for CIM instructions can be found in the Budget and Allotment
Support Systems (BASS) Help library at http://bass.ofm.wa.qgov/BASSPR/library/default.htm or at
https://fortress.wa.gov/ofm/bass/BASSPR/library/default.htm for Fortress users. This Help library may
also be accessed via the Help link in SPS. You can also contact the DES Solutions Center for system
help at (360) 407-9100 option 2 or e-mail the Solutions Center at solutionscenter@des.wa.gov.



http://bass.ofm.wa.gov/BASSPR/library/default.htm
https://fortress.wa.gov/ofm/bass/BASSPR/library/default.htm
mailto:solutionscenter@des.wa.gov

Getting Started — Logging on to SPS and System Navi

1. Open Internet Explorer and enter the login address

(or https://fortress.wa.gov/ofm/bass/BASSLogon pr/ for those using Fortress) in the address bar

gation

http://bass.ofm.wa.qov/BASSLogon pr/

of the browser.

If in a training session, use the link provided in class.

2. Use your login ID and password to log into BASS. If you do not have a login ID and password, a
at the appropriate site listed above.

security form can be found in the BASS help library

3. Login into BASS
User ID — <Agency Number>00<First Name>
Password — (provided in class or user chosen)

Washington State Department of

+& Enterprise Services

DES Budget and Legislative Applications

You have been authorized to use the following systems:

LOGOUT@
HELP @

@ Results through Performance Management System

Release Data To OFM

> [

Administer System Security

Budget Reporting System (VRS)

iy
« [l

L&

i,

Salary Projection System

The Allotment System - Expenditure Authority

The Allotment System - Allotment Management & Review

| @, @

@

Budget Development System

Capital Budgeting System

=)
o=

Return to Logon Screen

e
4, Select the SPS icon to access SPS. &


http://bass.ofm.wa.gov/BASSLogon_pr/
https://fortress.wa.gov/ofm/bass/BASSLogon_pr/

How to Disable Pop-Up Blockers

In order for the SPS application to work, you must disable your pop-up blocker for this site. The
easiest way to do this if your security is set to block pop-ups, is to take the following actions when the
message below appears as you try to work in the application:

Pop-up blocked, To see this pop-up or additional options click here

Wiew Packet List
View Packet List = Allotment Coding Structures Thomas Heichelbech : 001 - State Revenue for Distribution

Cash Dishursements  CashRecejpts | Reverue

Packet Number: 0004 Status: Drakt

Rows Load

Add Updzte Delete Delete 2l Allot, Details Comnments Copy

Program Index m AFRS Project AFRS Sub-Project m Budget Unit Budget Activity User Defined

There are currently na coding structures in this companent For the selected packet,

Pop-up blocked, To see this pop-up or additional options click here. .,

Click on and the following choices will

appear:

Temporarily Allow Pop-ups
Always Allow Pop-ups Ffrom This Sike. ..
Setkings k

Infarmation Bar Help

Choose “Always Allow Pop-ups from this Site...” This will put the site in your security settings
automatically.

Or, while in Internet Explorer, select Tools, Pop-up Blocker, Pop-up Blocker Settings as seen below:

File Edit ‘iew Favorites BEsES Help

- Mail and Mews k h I — =
Q- © - [x
Turn OFf Pop-up Blocker

Manage Add-ons. .. Pop-up E

=

address |@ http:ffgabass.ofm, Synchranize. ..

Windows Update

Sun Java Console

Wiews Packet Lisk

Internet Options. ..
Bienniun | 2007-09 W . —

—




Under “Address of Web Site to allow:”, type in bass.ofm.wa.gov or fortress.wa.gov and select Add.

Pop-up Blocker Settings

X
Exceptionz
Pop-ups are currently blocked. You can allow pop-upsz from zpecific
Yweb sites by adding the site to the lizt below.
Addresz of Web site to allow:
|www.u:ufm.wa.gu:uv | [ Add J
Allowed zites:
Remove
Remove Al
Motifications and Filter Lewvel
Flay a zound when a pop-up iz blocked.
Show Information Bar when a pop-up iz blocked.
Filter Lewel:
| b ediurm: Block most automatic pop-upz w |
Pop-up Blocker FAL




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).

E - [=]]
= ]
ﬂ |
B - N ®) ) - 24
ack, J IiLI ﬂ 0|/ Search 7. Faverites 5 = '4%
address ] http: ffofmapoly400/BASSWER_qa/SPS PositionListing/PositionFileList aspx v aGo ks ” | @snagt B B @Y
Google (G~ v |Go o gD - Bookmarks = Popups akay | % Check ~ Autolink + Send tow () settings
3 =] " Y (= S

7o Contact
Salary Projection System Help

Logout
T Froicions

Trainer Training ¢ 103 - Community, Trade & Econamic Develap

Add Filter,

Na recards to display for this sgency

GX
1. Internet browser navigation buttons. Note: The BASS suite of applications does not
support the use of internet browser navigation buttons, i.e. ‘back arrow’ and ‘forward arrow’.
You should avoid using the back arrow and forward arrow buttons available on your web
browser tool bar when working in SPS. Using these buttons will give unpredictable results
depending on the screen you are on when used.

2. Page Header includes Application Title (Salary Projection System), Contact, Help, and
Logout Link. Note: The Contact link tells how to contact the BASS help staff, and the
Help link takes you to BASS Help document library. Note: It is extremely important to
properly logout of the system when not in use. There is a timeout provision included in the
system. If your session is inactive for 120 minutes the system will time you out.

3. Application Tab Bar is always available, and includes a tab for each major functional area in
the system including Position Files and Projections.

e The Position Files tab enables you to view a list of the agency’s position files, to
navigate to all the detail related to a chosen file, and perform other functions related to
position files. The 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 enables you to view a list of the agency’s projection files, to
update the projection file list information and run reports on those projection files.

4. Breadcrumb Bar serves as a trail to navigate back to any previously viewed screen in the
application. The breadcrumb bar is dynamic in that any given page will show a different
breadcrumb trail based on how the page was reached.

-8-



meslealali=q)] Projections

Save Recet Add Search Dee View Invalid Data Comments

W P'osition File List = Position List = Position Details

5. Page Footer indicates which BASS application region you are working in (ie training or
production).



LESSON 1 - PREPARE POSITION FILE
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Lesson 1, Task 1 - Establish a Position File

All positions are contained within individual position files. A file must be added prior to
performing an HR Data Load or Copy. Position files are assigned an owner with the default as

the person who added the file.

After logging into SPS, the Position File List screen is displayed. Note: If your agency does
not have any position files previously established, there will be no records displayed in the

Position File List for your agency.

Trainer Training : 102 - Community, Trade & Economic Develop

Pasition File List
Fidd| Jate view Posttions [Filter] HR Dats Load Copy/Merge Export Import Rum Projection Releass Bulk Update Make File Current Clear Inlse Reparts] Delete

Mo recards ko display for this agency

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

‘3 Add Position File -- Web Page Dialog

Add Position File

Position File ID
Title
Comments

Operations Lock [
Owner Lock O

Save | Reset | Cancel

hitp:/fafmapoly400/BASSWEE _qajSPS(Positiantisting), @) Trusted sites |

In the Add Position File dialog, add a three character Position File ID and Title for this file.
<your initials>1 - <your name> Training
TR1 — Trainer Training

3.

-11 -



A Add Position File -- Web Page Dialog

Add Position File

Position File ID [Tr 1

Title [Trainer Training
Comments

Operations Lock [
Owner Lock O

Save || Reset  Cancel

|t fiofmapoly400/BASSWEE _qa/SPS(PositionListing | Trusted sites |

4, 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/Werge Export Import Run Projection Release Bulk Update Make File Current Clear Inlse Reports| Delete

Position File ID Ops Owner In Record Except Funding Titles Extract Released
Select & Title Lock Lock Use Exported Comments Owner Count Count Biennium Date Updated By By
Trainer Training, Training,
0 TR1 Training Trainer 0 1) 2007-09 Trainer

Lesson 1, Task 2 — View/Update Position File Information

The Position File List screen enables you to view information about your agency’s 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 you (depending
on your security level) 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.

Projections

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

Add| Update Yiew Positions Filter) HR Data Load Copy/Merge Export Import Run Projection Release Bulk Update Make File Current Clear Inlse Reports| Delete

Ops Owner Record Except Funding Titles Extract Released

In
Title Lock Lock Use Exported Comments Owner Count Count Biennium Date Updated By By
Traingr Training, Training,

O tr1 Training Funding v Trainar 2007-09  10/22/2002Trainer

0e 0 RO O0 O O @ © O 0 o

1. Activities Bar—allows you to perform actions related to a specific position file or files 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 InUse, Reports and
Delete.

-12 -
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10.
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¢ The Add tab allows you to create a new position file to load HR data into, add positions
manually, or import data into.

e The Update tab allows you to update the position file title, comments, owner, funding titles
biennium, operations lock, owner lock, and the export flag depending on your security.

¢ The View Positions tab allows you to look at position information for positions included in the
position file chosen.

e The Filter tab allows you to set or clear the filter that you want to apply to the position file,
reports and the projection.

e The HR Data Load tab allows you to extract HRMS data into an empty position file.

e The Copy/Merge tab allows you to copy position information from one file to another.

e The Export tab allows you to export funding or assignment pay (Washington State Patrol only)
information for updating outside the system. See Lesson 2, Task 6 and Appendix 4 for more
information.

e The Import tab allows you to import funding or assignment pay (Washington State Patrol only)
information back into the file you exported it from. See Lesson 2, Task 6 and Appendix 4 for
more information.

¢ The Run Projection tab allows you to run a projection on the position file chosen. See Lesson
3, Task 1 for more information.

e The Release tab allows you to release position file information for the Compensation Impact
Model, Labor Relations Office request and to view the CIM Paosition Listing Report. See
Lesson 4, Task 2 for more information.

e The Bulk Update tab allows you to update mass information on the position file at one time.
See Lesson 2, Task 5 for more information.

e The Make File Current tab allows you to update your position file to reflect any increments or
General Salary Increases that occurred between the salary update date of the position and the
current date. See Lesson 2, Task 5 for more information.

e The Clear InUse tab allows budget operations users to clear the InUse flag in case a user has
improperly logged out so the position file can be updated.

e The Reports tab allows you to run a position listing report for a position file chosen. See
Lesson 2, Task 7 for more information.

e The Delete tab allows you to delete one or several position files.

Position File Selection Box—allows you to work with a particular position file or files.

Position File ID—displays the chosen three character ID.

Position File Title—displays the chosen title.

Operations Lock—displays a lock indicator if an operations user has locked the file. To remove
this lock you must go through the update tab.

Owner Lock—displays a lock indicator if the owner has locked the file. To remove this lock you
must go through the update tab.

InUse Indicator—displays the name of the person who has the file in use. Budget Operations
users can clear this by selecting the Clear InUse tab.

Exported Indicator—displays whether a position file has been exported for funding or
Assignment Pay (Washington State Patrol Only). To remove this indicator Budget Operations or
the Owner can clear this through the update tab.

Comments Indicator—displays whether comments are associated with the position file. To view
click on the check mark and to close click the check mark again. To change comments you must
go through the update tab.

Owner—displays who owns the position file. This can be changed through the update tab.
Record Count—displays the total number of records in the position file both valid and invalid.
Exception Count—displays the total number of exception records (invalid records) that unless
fixed will not be included in a projection.

Funding Titles Biennium—displays from which biennium the funding titles are edited against.
This can be changed through the update tab.

-13-



14. 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.

15. Updated By—displays the name of the user that last updated the file and if you hover over the
name will display the date and time it was updated.

16. Released By—displays the name of the user that released a position file to CIM and if you hover
over the name will display the date and time it was released.

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

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

Al Dpdate Yiew Positions Filter| HR. Data Load Copy,Mergel Expart [miport Run Proection Release Bulk Updatel Make File Current Clear Inles Reports| Delete

Owmner In Record Except < Extract Released

Lock Use Exported Comments Owner Count Count il Date Updated By By
Trainer Training, Training,
TR1 Training Trainer u] o 2007-09 Trainer

2. The following Update Position File dialog box will be displayed:

2 Update Position File -- Web Page Dialog

Update Position File

Position File ID TR1

Title Mrairer Training
Comments

Owner Training, Trainer
Funding Titles Biennium | 2007-09
Operations Lock O

Owner Lock Ol
Exported

Save || Reset | | Cancel

Ihttp:,l',l'ofrnapoly4DD,|'BASSWEB_qa,I'SPS,I'PositionListing,l'UpdatePositionFiIe.aspx |Q Trusted sites |

3. Enter Comments in the comments section for additional information for later use.
“Complete agency data load on <today’s date>"

4. Check the box to the right of Operations Lock to lock the position file. Note: A Budget
Operations Lock prohibits all agency Edit Access users from making changes to the position file.
File Owners that are Edit Access 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. No file that has a lock set
can be deleted.

-14 -



‘3 Update Position File -- Web Page Dialog
Update Position File

Position File ID TR1

Title Trainer Training
Comments Complete agency data load on 10/22/08,

Owner Training, Trainer
Funding Titles Biennium | 2007-09
Operations Lock

Owner Lock O
Exported

Save || Reset | Cancel

http:ffofmapoly400/BASSWEE _qa/SPS{PositionListing/UpdatePositionFile, aspx

&) Trusted sites

5. Select Save to close the Update dialog box.

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

dd Update Wiew Positions Filter] HR. Data Load Copy/Werge Export Import Run Projection Release Bulk Update Make File Current Clear InlUse Reports| Delete

Owner In Record Except Funding Titles Extract Released

Lock Use Exported Comments Owner Count Count Biennium Date Updated By By

Trainer N Training, Training,
O TrR1 Training jsa] v Trainer o] a 2007-09 Trainer

Lesson 1, Task 3 — Load Data from the HR Data Warehouse

SPS gets its payroll data from the Human Resource Management System (HRMS.) The HR
Data Load will pull all position records contained within the HRMS data for the agency. This
includes vacant positions and abolished positions that although not used by the agency, have
not been removed from the HRMS personnel/position data. There is currently no option to limit
the amount of data retrieved from the HRMS. Updated data is available to SPS after each
payroll run (usually around the 10th and 25th.) Positions that do not meet certain rules or data
requirements will be flagged as invalid and not included in any projections. More information
on these invalid records is available in Lesson 2, Task 2 — Correct Invalid Positions and
Appendix 2.

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

Projections

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

Add Lpdate) View Positions FH R Data Lo opy Mergel Export Trport Run Projection Relzzse Bulk Update Make File Current Clear Inl se Reports Delete
“Owne In Record Except Funding Titles Extract Released
Use Exported Comments Owner Count Count Biennium Date Updated By By
Trainer ~ Training, Training,
TR1 Training a v Trainer ] 0 2007-09 Trainer
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6.  The system will go out and load the HR Data information into your position file. Note: You
will know the data has been loaded by the record count and exception count stated on the

position file list. Depending on the number of records, this may take a little bit of time. See
below:

Al Projections
Position File List

Trainer Training : 103 - Community, Trade & Economic Develop

fdd Update Wiew Positions Filter] HR Data Load Copy/Merge Bxport Import Run Projection Release Sl filce File Current Clear InUse Reports| Delete

Owner In Record Except Fuii ™ ' Titles Extract Released
Lock Use Exported Comments Ov. Count Count Bi m Date Updated By By

Position File ID
Select &

Trainer Traini

B Training,
0O 71rR1 Training a v Trainer

2007-09  10/22/2008 Trainer

Lesson 1, Task 4 — Copy Positions for One Program to its Own File (Including Filter)

Users can easily copy positions between position files in SPS. However, the position file to
copy to must exist prior to the attempted copy. SPS was developed with a multi-purpose filter
that can be used to limit the amount of data copied. If position data already exists in the Copy

To file, merge options are available for the user to determine how they wish the system to
handle the copy/merge.

1. Select the Add tab to create a new position file from the activities bar. Then add a new Position
File ID and Title. £J Note: A position file must exist for you to copy.
<your initials>2 — <your name> - Copy To File
TR2 — Trainer - Copy To File

2 Add Position File -- Web Page Dialog

Add Position File

Position File ID [TR2

Title Trainer - Copy To File
Comments

Operations Lock O
Owner Lock .

Save  Feset  Cancel

Ihttp:,l',l'u:uFmapu:uI';.f4IZIIZI,l'B.ﬁ.SSWEE_qa,l'SPS,I'F‘u:usitiu:unListing,l'. |ﬂ Trusted sites

2. Select Save to close the Add Position File dialog box.

-16 -



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

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

Bdd Update View Posity oad Copy/Merge Export Import Run Projection Release Bulk Update Make File Current Clear InlUse Reports| Delete

Owner Record Except Funding Titles Extract Released

Exported Comments Owner Count Count Biennium Date Updated By By
- Training, Training,
O Trt Trainer Training v Trainer 415 42 2007-09  10/22/2008 Trainer
Trainer - Copy Ta Training, Training,
[0 TrR2 File Trainer o 0 2007-09 Trainer

4, Select Set Filter and the following SPS Filter dialog box will be displayed, by default the
Position tab is displayed first:

2 SPS Filter -- Web Page Dialog

SPS Filter

REely Account Summary Hints

Position Information

Criteria

Position Num |
Job Class |
Pos. Funded |ALL
User Defined |

Start Date |
Name |

Barg. Unit |
Retirement |
Work County |

Ok | Clear | |[Cancel

| hitpsfofmapoly400/BASSWER_qafSPS/CommonUTFiker, &) Trusted sites

[ Note: There are four tabs on the Filter each criteria field will display a tool tip with a formatting
rule, if one applies. Some criteria fields have lookups available and others are only available
to type in the criteria.

0 The Position tab allows you to filter by specific position detail information

0 The Account tab allows you to filter by specific account coding elements

0 The Summary tab displays summarized 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)

0 The Hints tab displays some of the common rules used in setting a filter and when they
can be used. An example for job class and Name are below:

= Job Class - 12* (returns all job classes that begin with 12)

-17 -



= Job Class - 12071 (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)

= Name - Ove* (returns all records where the name as displayed begins with
“ove”. By default HR data loads Last Name, First Name. The only option to
search on name is to enter the first part of the name as displayed and enter * at
the end. Spaces and commas are not allowed).

Note: The filter can search on a number of options (e.g., Program and Job Class) as long as
the selections do not get too complex.

5.  Select the Account tab to filter on Program

@ -- Web Page Dialog

SPS Filter

y

AL mary, Hints
ding Information

Criteria

Pgm. Index |
Pgm. Info
EA Index
Account

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

Ok | Clear | Cancel

http:{{ofmapalky400/BASSWEE_qafSPS/PasitionListing/Fil @ Trusted sites

6.  Selectthe - nextto Pgm. Info to bring up a lookup list of agency programs. Note:
Programs listed are programs found in the AFRS funding titles for the funding titles biennium
chosen. If you choose to go to a lower level of detail, you must first select the 1% level of the
hierarchy (ie Program) and it will then display the next level (ie Sub Program) and down through
the hierarchical relationship.

-18 -



<3 Lookup -- Web Page Dialog

Program Info

Program

100 - Administration and Support Services
300 - Community Services

400 - Housing Division

450 - State Building Code Council

500 - Energy Division

Sub Program

Activity

Sub Activity

Ok Cancel

Ihttp:,l',l'oFmapolyleD,l'BnSSWEB_qa,l'E |Q Trusted sites I

Double click to select a Program from the list on which you wish to base the copy and select Ok
to close the Lookup dialog box.

<The program in your agency that you are coded to>

100 — Administration and Support Services

Select Ok to close the Filter dialog box.

Check the Position File Selection box for the first position file you created and select the
Copy/Merge tab. The following Copy/Merge Position Files dialog box will be displayed:
<your initials>1 - <your name> Training

TR1 — Trainer Training

[ Note: If a filter was applied prior to a copy/merge, the dialog box will display the filter
chosen.
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10.

‘2 Copy/Merge Position Files -- Web Page Dialog

Copy /Merge Position Files
Copy /Merge From

File ID TR1 - Trainer Training

Filter Program; 100

Copy /Merge To

File ID | [Select a Pasition File]

Please select a file.

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

Copy || Cancel

| bty fofmapaly400/BASSWER_qa/SPS(PositionListing/Copyl | @) Trusted sites |

In the Copy/Merge To section of the dialog box select the ﬂ to choose the second file you
added 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, the Merge
Options will be enabled 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, ignores those in the From file, and 3)
Replace Entire File takes all the information from the From file and puts it in the To file.
Note: Duplicate means the same position number, person name and start date.

<your initials>2 — <your name> - Copy To File

TR2 — Trainer-Copy To File
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Copy/Merge Position Files -- Web Page Dialog

Copy /Merge Position Files
Copy,/Merge From

File ID TRA - Trainer Training

Filter Srogram: 100

Copy,/Merge To

File ID | TR2 - Trainer - Copy Ta 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

[ bietp: i ofmapely400/BASSWEE_qa/SPSPositionListing/Copy | @ Trusted sites |

11. Verify the number of positions you expected to copy are displayed in the record counts on the
Position File List screen.

X Projections
Position File List Trainer Training @ 103 - Community, Trade & Econormic Develop

Add Update Wiew Positions Fllter HR Data Load Copy/Merge Export Import Run Projection Releasel Bulk Update Make Flle Current Clear Inlse Reparts Delete

Ops Owner In t
Lock Lock Use Exported Comments Owner Count i Updated By Released By
_ Training, Training,
OO Ttri Trainer Training =] v Trainer 414 41 2007-00  10/22/2008 Trainer
Trainer - Copy To Training, Training,
O TR Eile Trainer 113 36 2007-00  10/22/2008 Trainer
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LESSON 2 - EDIT POSITION FILE
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Lesson 2, Task 1 — 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 the number of pages you will have to page through to see all positions.

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

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

rs Bler HE Dala [oad Copy/Merge Bxport) [rmport Run Projection Release| Bulk Update Make File Current Clear 1052 Reports| Delete

Position File E Owner In Record Except Funding Titles Extract
Select ID& i Lock Lock Use Exported Comments Owner Count Count Biennium Date Updated By Released By
Training, Training, Training,
O Tr1 v Trainer 414 41 2007-09  10/22/2008 Trainer Trainer
Training, Training, Training,
TR2 Trainer 112 36 2007-09  10/22/2008 Trainer Trainer
4

2.  Select a file from the position file list using either method described above. This will take you to
the position list screen shown below:
<your initials>2 — <your name> - Copy To File
TR2 — Trainer-Copy To File

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

iles‘ TR2 - Trainer - Copy To File v ‘ Rows ‘ 100 v| Load e

R2 - Trainer - Copy To File {invalid) -- Count: 35 4
B add e Detall Filter Run Projection Search View Valid Positions Reports| Delete

Select All Position #& Start Date Name Job Class Job Title Range Step Salary [
|l 70004395 Errployes 00074 5424y EMFAC SITE SPEC 60 0.00
¥ 70004508 233C CTED SPEC 3 58 0.00
|l 70004510 2338 CTED SPEC 2 52 0.00
¥ 70004511 4791 IT SPEC 4 62 0.00
|l 70004514 105G ADMIM ASST 3 29 0.00 3
¥ 70004547 2338 CTED SPEC 2 52 0.00
|l 70004561 2338 CTED SPEC 2 52 0.00
¥ 70004580 WMS02  ASSOC DIR OF TED 0.00
|l 70004602 2338 CTED SPEC 2 52 0.00 —
¥ 70004603 2338 CTED SPEC 2 52 0.00
] 70004643 233C CTED SPEC 3 58 0.00
¥ 70004653 1001 OFF ASST 3 31 0.00
] 70004621 2330 CTED SPEC 4 60 0.00
¥ 70004685 233C CTED SPEC 3 58 0.00
] 70004695 105H ADM ASST 4 48 0.00
¥ 70004700 233C CTED SPEC 3 58 0.00
] 70004739 11/8/2007 Employee 00003 147D BUDGET AMALYST 4 58 A 4,114.00
] 70004721 233C CTED SPEC 3 58 0.00 '~
6

1. Files selection box—allows you to select a position file you want to view as a position list.
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Rows selection—allows you to select the number of rows to display (100, 200, 300) on the
position list.

3. Load button—once the Files and Rows are selected, the load button must be selected to
display the information that file.

4.  Status Bar—indicates the position file listed by position file ID and title, whether you are
looking at valid or invalid records, the count or number of records and whether the file is
locked, read only, has a filter applied, etc.

5.  Activities bar—allows you to 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.
¢ Add—allows you to create a new position.
¢ View Detail—allows you to navigate to the position details of the selected position.

e Filter—allows you to set or clear the filter that you want to apply to the position file list.

¢ Run Projection—allows you to run a projection on the position file chosen. See Lesson 3,
Task 1 for more information.

e Search—allows you to find a position by position number or name and navigate to that
position’s detail information.

¢ View (In)Valid Positions—allows you to toggle between invalid and valid positions on the
list.

¢ Reports—allows you to run a position listing report.

e Delete—allows you to delete one or several positions from the position file.

6. Selection Boxes—allows you to choose 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.

3. Select View Valid Positions to change the display to valid records.
- Contac
Q Salary Projection System LDH;\E
M| Projections
Position File List > Position List Trainer Training : 103 - Community, Trade & Economic Develop
Files| TRZ - Trainer - Capy TaFile ¥ | Rows | 100 ~| | Load

Add

0 o o o o

R2 - Trainer - Copy To File (invalid) -- Count: 36

Select All Position #& Start Date

Filter Fun Projection Sea Walld Positions Aparts

Job Title Rahge Step Salary &)
FO004395 Emplovee 00074 S424/ EN FAC SITESPEC 60 0.00
Z0004508 233C CTED SPEC 3 o8 0.00
FO004510 2338 CTED SPEC 2 52 0.00
F0004511 479L IT SPEC 4 62 0.00
70004514 105G ADMIN ASST 3 29 0.00
70004547 233p CTED SPEC 2 52 0.00
70004561 2338 CTED SPEC 2 92 0.00
F0004580 WHMS0Z  ASSOC DIR OF TED 0.00
F0004602 2338 CTED SPEC 2 52 0.00
Z0004609 2338 CTED SPEC 2 52 0.00
F0004643 233C CTED SPEC 3 58 0.00
70004659 1001 OFF ASST 3 a1 0.00
70004681 233D CTED SPEC 4 a0 0.00
70004685 233C CTED SPEC 3 o8 0.00
FO004602 105H ADM ASST 4 46 0.00
Z0004700 233C CTED SPEC 3 58 0.00
FO004739 11/8/2007 Employee 00003 147D BUDGET aMALYST 4 S8 & 4,114.00
70004781 233C CTED SPEC 3 S8 0.00

-24 -



Review Valid Positions and note a job class number that has more than one position and write it
down for reference in the next lesson.

Select Filter/Set Filter and select the Position tab. Enter the Job Class code noted above in
the Job Class field.

‘A SPS Filter -- Web Page Dialog

SPS Filter

detsiinfely] Account Summary Hints
Position Information

Criteria

Position Num
Joh Class
Pos. Funded |
User Defined
Start Date
Name

Barg. Unit
Retirement
Work County

Ok || Clear || Cancel

http://ofmapoly400/BASSWEE_qafSPS/ CommonlIL/Fiter, &) Trusted sites

Next, go to the Summary tab and select the Refresh button to see how many records your filter
will return.

@ -- Web Page Dialog

\Valid Records; 4
[rvalid Reco

|

Refresh

Ok || Clear | Cancel

hittp: {fofmapoly400/BASSWEE_qa/SPSfCommonUIiFiker, @ Trusted sites

Select Ok to apply the filter and return to the Position Listing. Note: This may return an
empty list for invalid or valid positions. Note: You can filter on any combination of account
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10.

code 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).

Return to the Position file list by selecting the breadcrumb Position File List. Then choose the
Position File that you originally loaded HR data into and load its position list by using the title
hyperlink or the Position File Selection box and View Positions tab.

<your initials>1 - <your name> Training

TR1 — Trainer Training

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.

Lesson 2, Task 2 — 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.

Load the Position File that you copied filtered data into in Lesson 1, Task 4.

<your initials>2 — <your name> - Copy To File

TR2 — Trainer-Copy To File

Verify in the status bar that you are 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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e Contact
Q Salary Projection System Help
Logout
ml Projections
Position File List = Position List Trainer Training : 103 - Community, Trade & Economic Develop

Load

F\Iesl TR2 - Trainer - Copy To File v ‘ Raws | 100 v

Job Class Job Title Range Step  Salary [

S
L /000439, 4

= S42w  ENFAC SITESPEC 60 0.00
O FOnEAS0G 233C CTED SPEC 3 58 0.00
O 70004510 233 CTED SPEC 2 sz 0.00
O 70004511 4791 IT SPEC 4 82 0.00
O 70004514 105G ADMIN ASST 3 3 0.00
O 70004547 2338 CTED SPEC 2 52 0.00
[} 70004561 233 CTED SPEC 2 s2 0.00
O 70004580 WHSO3  ASSOC DIR OF TED 0.00
[} 70004502 233 CTED SPEC 2 s2 0.00
O 70004609 2338 CTED SPEC 2 52 0.00
[} 70004842 233C CTED SPEC 3 se 0.00
O 70004859 1001 OFF ASST 3 31 0.00
[} 70004581 2330 CTED SPEC 4 g0 0.00
O 70004885 233C CTED SPEC 3 s 0.00
[} 70004592 105H ADIM ASST 4 45 0.00
(] 70004700 233C CTED SPEC 3 s 0.00
[} 70004732 11/8/2007 Employes 00002 147D BUDGET AMALYST 4 S8 A 4,114.00
] 70004751 233C CTED SPEC 3 s 0.00 ¥

are missing.

Identify a position that is currently vacant that should be retained for projection purposes.
Note: Vacant positions are always loaded as exception records since certain data elements

Pick the first classified position (position with a salary range) with a blank Start Date and blank

name
This will take you to the Position Details screen shown below:

m_l Projections

Pasition File List = Paosition List = Position Cretails

Save Reset Add Run Projection Search Delete Miew Invalid Data Comments ﬁf

Position Murber (70004335 ﬁ‘ Marme [ ﬁf
~ =
mrn LY
.

Shart Dateﬁa P Scaleﬁ' ok classﬁ' Wiarking Title f_‘

0001 - Standard Progression (Mon-Represented)| |542W - EMERGY FACILITY SITE SPECIALIST | |EN FaiZ SITE EI;EC

Comm /iy ) g @'[ w % @f ‘gg *if

s Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate

Range b
co .- * | [[select a step] Ea| ~ - i [MonTHLY =]

Ear gaining Linit @t Personnel Areaw)# Work Count\,ﬁr

|[Select 2 Bargaining Unit] LI | 1030 - Dept Comm/Trade/Econ Dev LI |[Enter or Select a wiork County]

Retirement ﬁ Increment Diate End Drate Multiplier User Defined  Updated Salary Date g' Job Class Risk ﬁ

-
|[Se|ectaRet|rement] j :-_@dd/}w}w)ﬁ (’_ﬂ_dw/”)yﬂﬁ L%_ll |_,$!_‘ 10,22 /2008

SubChbject %6 Full Time ﬁ Cwer Time %
[ - State Classified ﬁ__[ -] % 0] iew Variable BT A ﬁ 0] Wiews Variable OT@!
W Health Irsurance (RO Includ?@r v Funded@r [ 1732 Indicator@f

W 42T (BA and BH) Inchuded r W Calculabe Staff Mosths | Backfl Indicatar

IV Medical Aid Industrial Insurance [BC) Includedﬁ;‘r vﬁi’r 'ﬁiv‘r

Funding

Add Fund ﬁ[

Trainer Training : 103 - Departrent of Cormmerce

Position File: TR1 - Trainer Training

Percent Pgm Index EA Index g Sub§ j j i j Proj Phase

Eudget Unit Alloc Code

r 1uu.uuﬁj [t2401 - Payrall |  [012 - GF Galaries] | [ | [t241-Payrall ] [0z - HRMS Posif | |
(- 104

1. Activities bar—allows you to 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—allows you to save any changes you made to the record on the active Start Date

tab.
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10.
11.

12.

13.

14.

15.

16.

17.

18.
19.

¢ Reset—allows you to discard any changes you made before saving and put the record
back to its original state.
e Add—allows you to create a new position or record in three ways:

0 Add Position presents a blank detail screen to create all information from scratch.

o0 Copy to New Effective Date adds a new start date tab capturing all the information from
the active Start Date tab you were on allowing you to make changes where necessary
for a given position.

o0 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 you were on allowing you to
make changes where necessary to the new position.

e Run Projection—allows you to run a projection on the position file chosen. See Lesson 3,

Task 1 for more information.

e Search—allows you to find a position by position number or name and navigate to that
position’s detail information.

¢ Delete—allows you to delete the entire position or a selected Start Date (effective date) tab
from the position file.

e View (Hide) Invalid Data comments—allows you to 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 tab—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—is made up of the pay scale type and area. For example 0001 represents 00

(Non-Represented) 01 (Standard Progression); 0101 represents 01 (WSFE) 01 Standard

Progression.

Job Class—allows you to select a job class and job class description.

Working Title—allows you to add a position description. You can 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 when you select a job class and must be added or updated manually.

Range—displays the range associated with the pay scale/job class combination.

Step—displays the steps associated with the selected range

Special Pay Flag—allows you to flag 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.

Salary May Exceed Band Flag—allows you to flag 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.

Y-Rated Flag—allows you to flag 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 received periodic increases or General Salary Increases in the

projection.

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 you can enter the

appropriate salary for the position.

Rate—allows you to display the salary unit of pay (daily, hourly, or monthly)

Bargaining Unit—allows you to select the code and title of the bargaining unit(s) available for

your agency.

Personnel Area—allows you to select the code and title of the personnel area(s) available for

your agency.

Work County—allows you to select the work county.

Retirement—allows you to select the code and title of the retirement plan.
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20.

21.
22.

23.
24.

25.
26.

27.
28.

29.
30.

31.

32.

33.

34.
35.

Increment Date—allows you to enter a periodic increment date or review date. EJ 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. Some job classifications have longer
increment periods. 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—allows you to end a position as of a date.

Multiplier—allows you to create a generic position and project for the number of multiples

specified. Note: Do not use this feature during your CIM release, each position must be

created separately.

User Defined—allows you to put in unique agency information.

Updated Salary Date—displays the last date the salary was updated. Note: This date is

important because it triggers the projection engine to decide whether or not to apply 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—allows you to select the Object/Subobject for the position.

% Full Time—allows you to enter the percentage of time a position is slated to work.

View Variable PT—allows you to vary the slated work time by month. This can be expressed

in days, hours or percent.

e Copy to 2" Fiscal Yr—allows you to copy numbers from the 1% Fiscal Year fields into the
2" Fiscal Year Fields.

o Paste From Excel—allows you to copy a selected row or column of number from an Excel
spreadsheet into the Variable Part-Time fields. 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 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).

¢ Clear—allow you to clear all Variable Part-Time fields.

Over Time %—allows you to enter the percentage of overtime a position is slated to work.

View Variable OT—allows you to vary the slated overtime by month. This can be expressed

in hours or percent.

e Copy to 2" Fiscal Yr—allows you to copy humbers from the 1% Fiscal Year fields into the
2" Fiscal Year Fields.

o Paste From Excel—allows you to copy a selected row or column of number from an Excel
spreadsheet into the Variable OverTime fields. 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 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—allow you to clear all Variable OverTime fields.

Health Insurance (BD) Included Flag—allows you to include/exclude health insurance in the

projection for the position.

OASI (BA and BH) Included Flag—allows you to include/exclude OASI in the projection for

the position.

Medical Aid Industrial Insurance (BC) Included Flag—allows you to include/exclude

Medical Aid Industrial Insurance in the projection for the position.

Funded Flag—allows you to mark positions as funded or not.

Calculate Staff Months Flag—allows you to include/exclude staff months in the projection for

the position.
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36. I-732 Indicator Flag—allows you to mark positions as 1-732. Note: When a position

contains a job class that is associated with 1-732, the system will automatically flag the 1-732
Indicator; however, newly added positions will not be flagged automatically.

37. Backfill Indicator Flag—allows you to mark positions that necessitate being backfilled if

vacated.

38. Funding Activities Bar—allows you to add or delete funds.

39. Percent—allows you to specify what percent of coding is attributable to staff months, salary

and benefits. Note: The funding percent must equal 100%.

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

5. Select Add/Copy to New Effective Date

6.

| Bocition Filez | Projections
Trainer Training : 102 - Dep:

e Miews Imvalid Data Comments Position File:

Marne |
Start Date Pay Scale Job Class Wiorking Title
| [o001 - Standard Progression (NoreRepresented) | [542W - ENERGY FACILITY SITE SPECIALIST | [EM FAC SITE SPEC |

(mam/efelfypry)

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

|60 v | |[5elect a Step] - - O I~ [tomTHLY |
Eargaining Uit Perzornel Area Work, Counky

|[Se|ect a Bargaining nit] LI | 1030 - Dept CormmyTrade/Econ Dev ™ |[Enler or Select a Wiork County] |
R.etirernant Increment Date End Date Multipliar User Defined  Updated Salary Date Job Class Risk

| [Select a Retirerment] | | | 1] | | [tof2z/z008 ] 4502

(mmfedipppy)  (mmgddiyrry)

SubGbiject %6 Full Tirme Dwer Time %6

[ .5 - State Classified - 0] Wiew Warisble PT Miewe Varisble OT

IV Health Insurance (BD) Included IV Funded ™ 1-7232 Indicator

WV oast (B& and BH] Included ¥ Calculate Staff Months [ Backfll Indicatar

W Medical Aid Industrial Insurance [BC) Included

Funding
Add Fund

Percent Pgm Index EA Index

Proj Phase Budget Unit

[~ [r00.00 | [t2401 - Payrall ] [012 - GF Salarie] | ] | [1z41-Payralld o2 - HRMS Posit] [ [ ] |

Select View Invalid Data Comments to see what types of errors are making the position
invalid.
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T Foecion:

Trainer Training @ 103 -

Poasition File Lizt = Position List = Position Details -
Save Reset Add| Eun Projection Search [ & Hide Invalid Data Comments Position

Invalid Comments

Position Murnber [FO004295 Ia - Fart time % must be greater than 0; a
Position salary range andfor salary step
Wacant !m dio !10[_ eJ_-cist in the State Salary Schedule;
Periodic increment date must be -
Start Date Pay Scale Ic Working Title
| :ﬁ |DlJlJl - Standard Progression (Mon-Represented) | E42W - EMNGY FAC SITE SP | EM FaC SITE SPEC
(mmdelipppp)
Range Step Special Pay  Salary May Exceed Band  ¥-Rated Current Salary Rate
60 ¥ | |[Select a Step] 4| r r - [ronTHLY v |
E:argaining Unit Persannel Area Work County
|[Select a Bargaining Unit] ﬂ | 1030 - Dept CammfTrade Econ Dev ﬂ |[Enter o Select a Work County] |
Retirernent Incrernent Date End Drate Multipliz: Uzer Defined  Updated Salary Date Job Class Risk
| [Select a Ratirement] i | | == 1] [ | [wzzfz008 ] 4502
(mmicdfeypy)  (mmseidivppr)
SubObject % Full Time Crvar Time %
[A8 - State Classified | 0] Wiew Varisble PT Wiew Variable OT
¥ Health Insurance (BL) Included ¥ Funded I 1-732 Indicatar
W oasT (E& and EH) Inchuded ¥ Calculate Staff Months | Backfil Tndicator

W Medical fid Industrial Insurance (BC) Included

Eunding

Add Fund

Percent Pgm Index EA Index g Sub% j j 5 j Proj Phase Budget Unit
[~ [100.00 | [12401 - Payroll | [012 - &F Salaries] | | | [tz41- Payroll ] [0z - HRME Posit] | | | [

Enter today’s date in the start date field and select Save. EJ Note: The system will warn you
when you have not filled in fields that are required. See below:
<Today’'s Date>

! x|,

'E The save Failed For the Following reason(s);
L]

A valid Bargaining Lnit is required.

& walid Retirement is required.

A valid Work County is required,

A valid Step is required,

% Full Time must have either a percentage amount or monthly amounts,

Enter the rest of the fields to make the record complete (Name, Step, Bargaining Unit,
Retirement, Work County, Increment Date, % Full time) and select Save.

Name: Vacant-New Hire

Step: Choose one from the dropdown

Bargaining Unit: Choose one from the dropdown

Retirement: Choose one from the dropdown

Work County: Either start typing or use the down arrow key on your keyboard to choose one
Increment Date: Choose a date that fits within the increment date rules L Note: Increment
rules are found in Appendix 2

% Full time: Type in 100.0 for a full time position

-31-



Poitioy IEils I Projections
Position File List = Position List = Position Details

Save Reset Add Run Projection| Search| Delete

Fosition Mumber (0004335 Marng |\u'acant-New Hire

Wacant 1K1
Start Drate Pay Scale Job Class iorking Title

| :‘ﬁ |0001 - Standard Progression (Mon-Represented) | St - EMiEY FaC SITE SP | |EN FAC SITE SPEC |

(mmocdiy yyr)
Rarge Step Special Pay  Salary May Excesd Band  ¥V-Rated Current Salary Rate

en ~| o | r r r [MonTHLY = |
Bargaining Lnit Persornel Area Wiork County

|L'IL'I - bon-Feprasented General Gowernment Emnployees j | 1020 - Dept Comm/Trade Econ Der j |Thurst0n

Retirement Increment Cate End Crate Multiplier User Defined  Updated Salary Date Job Class Risk
| P2 - PERS Plan 2 | [ |E | | 1] [ | Bsfenn ] 4302
(mmideipppy)  (mmidelyppp)
SubObject 56 Full Tirme Ower Time %
[ 21 - State Classified | 100.0] Wiews Variable FT Wiews Variable ©T
W Health Insurance (ED) Included W Funded I 1-732 ndicatar
v oast (EA and BH) Included v Calculate Staff Months | Backfill Indicator

IV Medical Aid Industrial Insurance [BC) Included

Eunding

Add Fund

Traimer Training ¢ 102 - C

Pasition

Percent Pgm Index EA Index Subs j 5 Proj Phase

[~ [to0.00 | [12401 - Payrall | [o12 - GF Salaries] | [ | [tza1-pPayrallc] [0z - HRMS Posi] |

saved successfully.

9.

ml Frojections

Pasition Murnber

g =

} 16,/2008
Start Date Job Class Warking Title
== B4z - EMERGY FACILITY SITE SPECIALIST | [EM FAC SITE SPEC |
(mmyiictfy py )
Range Step Special Pay  Salary May Exceed Band  ¥-Rated Current Salary Rate
&0 7| |[Zelect a Step] | r r r [MoMTHLY + |
Eargaining Unit Personnel Area dork Counby
|[Select a Bargaining Unit] ﬂ | 1030 - Dept Comm, TradeEcon Dew ﬂ |[Enter of Select a wiark County] |
Raetirarnent Increment Date End Date Multiplier User Defined  Updated Salary Date Job Class Risk
|[Select a Retirement] | | sl |6 | 1 | | [to/zz/z008 ] 4302
(mmiddipypy)  (mmyddiyppy)
SubChject %% Full Tire Cwer Tirne %
[28 - State Classified -] 0] iew Varisblz PT Wiew Warisble OT
¥ Health Insurance [BL) Inchaded v Funded I 1-722 Indicator
¥ oasI (B4 and BH) Included W Calculate Staff Months | Backfill Indicator

¥ Medical Aid Industrial Insurance (BC) Included

Funding

Add Fund

Percent gy Index Ef Index Subs S j Proj Phase

Note: The start date tab will change to the date you put in the start date once the position detail is

Select the Vacant tab and Delete/Selected Effective Date to remove this tab from your
position file.

Trainer Training : 102 - Department

Position File: TR1-"

Alloc Code

[ [wooo | [12401 - Payrall | |01z - &F Salaries] | | | | [t241-Payralld [z - HRMS Posit] | |
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10.

11.

12.

13.

14,

15.

16.

17.

18.

You will receive the following warning message, select OK to proceed.
f x|

D ] The selecked skart date will be permanently deleted!

-

=

Cankinue?

[ Ok ] [ Cancel ]

Select the Position List breadcrumb to return to the list of positions.
Repeat for each vacant position that should be included in projections.

Update the next three vacant positions

Correct Invalid Filled Positions

Select a position from the invalid Position List that is filled.
The first position with an employee name associated with it

Select the View Invalid Data Comments tab to determine what the error on the position is and
Hide Invalid Data Comments to close the Invalid Comments box.

Update the position to correct listed errors and save changes.

Go to page Appendix 2 to find explanations of exceptions and the remedy. Look for instances
of these exceptions in your data and correct as indicated.

Select the Position List breadcrumb to return to the list of positions.

Repeat for up to 5 filled positions in the invalid Position List.

At this point the positions remaining on the list should be abolished positions.

Assume the remaining invalid records are abolished positions and proceed to the next task for
training/practice on how to Delete positions.

Lesson 2, Task 3 — Delete Extra Positions

Once you have corrected all the known errors in needed positions, any remaining invalid
position records can be deleted. However, since invalid records are not calculated in
projections, this step is not necessary to ensure accurate projections from the file. It will help
in navigating through your file to delete all remaining invalid records. This task assumes all
remaining invalid records represent abolished positions and should be deleted.

1.

2.

Select the Position List breadcrumb to return to the list of positions.

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

Position File List = Position List

F‘|95| TR2 - Trainer - Capy Ta File v | Rows | 100 V‘ Load

Wiew Walid Positions Repo

Job Class Job Title Range Step  Salary Bl

70004502 233C CTED SPEC 2 == 0.00
70004510 2338 CTED SPEC 2 o2 0.00
70004511 479L IT SPEC 4 62 0.00
70004514 105G ADMIN ASST 3 39 0.00
70004547 2338 CTED SPEC 2 52 000 -
70004561 2338 CTED SPEC 2 52 0.00
FO004580 WS03  ASS0C DIR OF TED 0.00
70004602 2338 CTED SPEC 2 52 0.00
70004603 23368 CTED SFEC 2 52 0.00
70004643 233C CTED SPEC 2 =] oo
70004659 1001 OFF ASST 3 31 0.00
70004681 2330 CTED SPEC 4 =] 0.00
F0004685 233C CTED SPEC 3 58 0.00
Z0004685 105H ADM ASST 4 46 0.00
70004700 233C CTED SPEC 3 58 0.00
70004781 233C CTED SPEC 3 58 0.00
70004783 2330 CTED SPEC 4 =] 0.00
FO0BS054 S22 EMN FAC SITE SPEC 60 0.00 |+

3.  The following warning will display, choose OK.

Microsoft Internet Explorer

1 103 - Comrnunity, Trade & Economic Develop

L]
Continue?

9P The selected rowis) will be permanently deleted!

[ Ok ][ Cancel ]

4.  All positions will now be gone from your invalid position list.

Projections

Pogition File List = Position List

Fi\es| TR2 - Trainer - Copy To File % | Rows ‘ 100 V| Load

Add Wiew Detall Filter] Run Projection Search Miew Valld Positions Reparts| [Delete

Trainer Training | 103 - Community, Trade & Econamic Develop
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Lesson 2, Task 4 — Update Positions to Reflect Known Changes

At this point all records will be valid and available for projection. This task will walk you
through various other types of adjustments that are common to positions in order to accurately
project salaries and benefits given known changes in your organization.

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

oS Contact
Q Salary Projection System Help
Logout
Eea=eal Frojections
Position File List > Position List Trainer Training : 103 - Community, Trade & Economic Develop
Filag/ TR2 - Trainer - Copy To File % |Rows | 100 v Load

R2 - Trainer - Copy To File { —- (20N

Add Filter| Run Projection Search) View Invalid Positions Reports

Select All Position #4 Start Date Job Class Job Title Range Step
O F0004355 11/16/2008 Wacant-New Hire S424¢ EM FAC SITE SPEC 60 D 4,653.00
O 70004410 11/10/2003 Employee 00017  EX0S1 CONF. SECRETARY 6,141.42
O 70004412 1/1/2007 Employee 00023 108K MANAGER, OFFICE SERVICES 1 49 I 4,014.00
O 70004420 9/1/2007 Employee 00013 EMS01 EMS BAND 1 5,262.00
O 70004427 3/16/2008 Ermployes 000028 1001 OFF AS5T 32 31 L 2,789.00
O 70004428 4/1/2008 Employee 00009  479] IT SPEC 2 54 E 4,114.00
O 70004442 6/9/2008 Employee 00004 19104 HUMAN RESOURCE CONSULTAMT 3 54 E 4,114.00
] 70004458 12/1/2006 Employee 00012 470M ITSPECS [ala) L 6,575.00
O 70004478 6/1/2004 Employee 00071 114F Procurement and Supply Specialist 2 45 L 3,918.00
O 70004564 7/1/2008 Employes 00046 119E HUMAN RESOURCE CONSULTANT 1 45 h) 3,726.00
O 70004578 2/5/2003 Employee 00022 4790 IT SPEC 4 62 L 5,958.00
(i 70004579 7/1/2008 Employee 00038  479M IT SPEC 5 [ala} A 5,010.00
O 70004510 7/1/2008 Employee 00053 123F HUMAN RESOURCE CONSULTANT ASSTISTANT 2 41 H 3,212.00
| FO004E46 5/16/2007 Employes 00068 197M Comnunications Consultant S (=38 K 5,668.00
| F0004657 1/1/2006 Erployes 00016 47391 IT SPEC 2 54 L 4,888.00
O Z0004696 7/1/2007 Employee 00081 WWMSO3  WIMIS BAND 3 8,333.00
O F0004704 8/16/2007 Employes 00076 479N INFORMATION TECH SYSTEMS/APP SPEC & 70 L 7,252.00
O 70004709 8/16/2007 Employes 00037 WMS03 WS BAND 3 789500 »

Update a Position

Select the first position in the list (as long as it isn’t the one you created in lesson 2, task 2
above) to open the Position Detail.

Update the Working Title to reflect a more descriptive title for the position. Note: The
Working Title will not automatically update when you select a job class and must be added or
updated manually. The Working Title field will be what is displayed on the position list as well as
the Position Listing Report.

Directors Secretary
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T erojection:

Position File List = Position List = Position Cretails Trainer Training : 103 - Dep
Sawe Reset Add| Run Projection Search Celete Position File: TR2
Pasition Murnber 70004410 Marne |Employee 00017

orking Title

Start Crate Pay Scale Job Class
| [0040 - Mon-Pay Seale | [Exost- ConF. SECRETARY |

[mm ety ppp]

|Direct0rs Secretary |

Range Step Special Pay  Salary May Exceed Band  V-Rated Current Salary Rate
| =1 =1 r r r g.14142] [moNTHLY v
Eargaining Unit Personnel Area iork County

|UEI - Mon-Representad General Government Employees j | 1030 - Dept CommfTrade/Econ Dew j |Thurston |

Retirernent Rewview Date End Drate Multiplier User Defined  Updated Salary Date Job Class Risk
[P2 - PERS Plan 2 =1 [orrzos |G | | i [ | [orzzoe_|
(mmftddfppyy)  (mefdlclipryy)
SubObject %6 Full Time Onvar Time %
[ - State Exempt k2| 100.0] iev ariable PT * iy Variable OT
¥ Health Insurance (BD) Included ¥ Funded [ 1-732 Indicator
W aast (B& and BH) Included W Calculate Staff Marths | BackAll Indicatar

IV Medical Aid Industrial Insurance (B<C) Included

Funding

Add Fund

Percent Pgm Index EA Index 0 Sub%: i j £ j Proj Phase Budget Unit

[ [rovan | [t1200 - Directer]  [012 - GF Salaried | [ | [1120 - Directer ] [01- Director an] | [ [

4, Select the View Variable OT button.

Unit | Hours | % Unit | Hours | %
1st Fiscal Year 2nd Fiscal Year 1st Fiscal Year 2nd Fiscal Year
wiylo  benfo | ifo Danfp | ubylo Penfo | nuilo  benfo |
fuglo  Jreblo | Awglp  [Rebfo | fuglo  |Feblo | aAwgle  [Rebfo |
Sepfl0 [Marfo ] Sepfo Marfo ] Sepfl0 [Marfo ] Sepfn Marfo ]
Oct [0 |aero | octlo |apr|o | Oct [0 Jer |0 | octlo |pr|o |
Novlp  [Maylo | mMewjp  [Maio | MNovlp M=o | mewlp Mo |
Declo Junfo | Declp Punfp | Declp  Punfo | Decfo Punfp |
Copy to 2nd Fiscal Yri |Paste From Excel |Clear Copy to Ind Fiscal Yrl |Paste From Excel [Clear

5. 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.

10% in April, May, June, and July of both fiscal years

Copy/Paste:

a) Enter amounts for the 1% Fiscal Year and click on the Copy to 2™ Fiscal Yr to copy all
numbers entered in the 1% Fiscal Year fields into the corresponding 2™ Fiscal Year fields.

b) Clear fields.
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c) Open Excel and enter amounts in a column or row. Select amounts to copy. Click on the
Paste From Excel button. Amounts will be pasted from 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).

6. 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.

7. Repeat steps 5 and 6 when selecting the Variable Part-Time button.

8.  Change the Pgm Index (Program Index) for the position. Note: Fund coding changes can
be selected by typing in partially/fully or using the down arrow key on your keyboard.
Select the third program index in the list

9. Save changes. Note: The changes listed above are assumed to be effective for all
projections. If you need to show an ending point for a projection and a beginning point for a
different projection, you will need to end the current position and add a new start date for that
position by using the Copy to new effective date option described below starting at step 13.

10. Select the Position List breadcrumb to return to the list of positions.

End a Currently Filled Position

11. Select the next position in the list to open the Position Detail.

ml Projections

Position File List = Position List = Position Cretails Traimer Training i 103 - Dep

Sawe Reset &dd Run Projection| Search Delets Position File: TR2
Position Mumber |P0004415 Mamsa |Emp|0\,ree 000z3
11./2007]

Start Date Pay Scale Job Class wiorking Title

| =4 [0001 - Standard Progression (Mon-Represented) | [108K - MAMAGER, OFFICE SERWICES 1 | [MaNAGER, GFFICE §

(mm/ddipppy)

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

|43 EaRF: B | v r r [ ronTHLY + |

Eargainirg Unit Personnel Area Wiork County

|00 - Mon-Represented General Gowernment Employess ¥l liale Dept Comm/TradeEcon Dey j |Thurston |

Retirament Incrernent Drate _ Multiplier User Defined  Updated Salary Drate Job Class Risk
|Pz - PERS Plan | [osifzo0s | i 1] [ | [10zz/2002 |
(mm el ppr)
SubObject % Full Time Cwer Time %
[ 28, - State Classified =] 100.0] Wiews Variable PT Wiews Yariable OT
¥ Health Insurance (ED) Included ¥ Funded [ 1-732 Indicator
¥ oas1 [EA and BH) Included ¥ Calculate Staff Months | Backfll Indicator

V¥ medical mid Industrial Insurance (BC) Included

Funding

Add Fund

Percent Pgm Index EA Index g Subs i j b1 j Proj Phase Eudget Unit
[~ [tooo0 | [3100 - psp ad] 012 - GF Salaried] | | | [310- 850 add] o1 - asD Adwi] | | | |

12. Enter an End Date for the position and Save.
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13. Select the Position List breadcrumb to return to the list of positions.

Reclassify an Employee Keeping the Same Position Number
14. Select the next position in the list to open the Position Detail.

15. Select 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 positions and employees. You also have the option of simply
changing the original record if there is no reason to associate a change with a particular date.

16. Enter a Start Date for when this person and position change will take effect, change the Pay
Scale and Job Class for the position to reflect the future job class for the position, Working
Title to describe the position, select the available Salary Range for the selected job class (or

blank if no range exists for the job class), select the appropriate Step, update Increment Date if
necessary and select Save.

Start Date — 01/01/2009

Pay Scale — 0001 Standard Progression (Non-Represented)
Job Class — 479M — IT SPEC 5

Working Title — IT SPECIALIST 5

Range - 66

Step -G

Increment Date - 01/01/2010 or date that fits the increment date rules

m_l Praojections
Position File List = Position List = Position Details Trainer Training : 103 - O
Save Reset Add Run Projection Search| Delste Paosition Fila: TF
Position Mumber |70004657 Mame [Emplayes 00015
1/1 /2008 FRENENTE]
Start Drate Pay Scale Job Class wiorking Title
| :ﬁ |L'IL'IEIl - Standard Progression (Mon-Represented) | |4?9M -ITSPECGS | |1T SPEC 2 |
(mm ol ypr)
Range Step Special Pay  Salary May Exceed Band  ¥-Rated Current Salary Rate
[66 x| |a B r r r [monTHLY =]
Eargaining Unit Personnel Area Whork Counby
|UEI - Mon-Reprezentad General Gowernment Erployees ﬂ | 1030 - Dept Cornm, TradeEcon Dew ﬂ |Thurston |
R.etirernent Increment Date End Crabe Multiplizr Uszer Defined  Updated Salary Drate Job Class Risk
| P2 - PERS Plan 2 i I YTV e | | | | [t2/es/z008 ]
Cmmgdcfpppy)  (mmidfppr)

SubObject % Full Time Oover Time %
[ 5 - State Classified -] 100.0] Wiew Variable PT Wiews Mariable OT
¥ Health Insurance (ED]) Inchuded ¥ Funded I 1-732 Tndicator
¥ opst (BA and BH) Included [¥ Calculate Staff Months | Backfll Indicator

¥ Medical 2id Industrial Insurance (B Included

Funding
Add Fund

Percent Pgny Index EA Index

[ [tooon | [13101 - informa] 012 - GF Salaried | | | [1311 - 1rformat] o1 - informatio] | || ||

17. You should now see two tabs for the selected Position and Person in the Position Detail
screen. The second tab uses the Start Date entered from the last exercise.
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18. Select the first tab that represents the previous start date for the position.

ml Priojections

Position File List = Position List = Paosition Details Trainer Training ¢ 102 - O
Save Reset Add Run Projection Search Delete Position File: TR
Position Murnber [FO004EE7 Marne |Emp|0\,ree 001E
PEWEN 1,1/2009
Start Drate Pay Scale Job Class Wiorking Title
i ed) [a790 - 17 SPEC 2 | [reeece |
(man/eidippry)
Range Step Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
54 | L =] r - r [MorHTHLY - |
Eargairirg Unit Parsonnel Area uork Caunty

|UU - Mon-Represented General Gowvernment Employess % ept CommfTradeEcon Dev ﬂ |Thurston |

Retirernant Incremant Date End Date Multiplier User Defined  Updated Salary Date Job Class Risk
[Pz - PERS Plan 2 | |orporeoor JLE [tzELe0e ]G 1] | | [toszzeonz |
(mm /iy ) N Lmm ity
SubCbiject % Full Tinne Crver Time %
[ 4 - State Classified -] 100.0] Vizw Varizble PT Wiewe Yariable OT
IV Health Iraurance (B Included ¥ Funded [ 1732 Indicator
W onst (BA and BH) Included V¥ Calculate Staff mManths | Backll Indicatar

[V Medical Aid Industrial Insurance (BC) Included

Funding

Add Fund

Percent Pgm Index g Sub% j j 5 j Proj Phase Budqget Unit
[~ [wow.0 | [t2101 - Informa|  [012 - 5F Salaries] | | | ][22 - Irformat] o1 - Informatio] | | |

19. 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 necessary and save changes.
Note: Currently you must leave the position detail screen and return to it to see the end date
populated.

20. Select the Position List breadcrumb to return to the list of positions.

Add a New Position Copying Information from the Current Tab

21. Select the next classified position in the list and open the Position Detail.

22. Select Add/Copy to New Position. J Note: You can also add from the Position Listing
screen but the Copy to New Effective Date and Copy to New Position will not be available.
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I Projections

Pasition File List = Pasitiog o Cetails Trainer Training ¢ 103 - De

2 dd Fun Projection] Search
Add Position
J ML Copy ko Mew Effective Date

Zopy bo Mew Position

Position File: TR

Marme [Employee 00005

Start Date Pay Scale Job Class Wiorking Title

:ﬁ 0001 - Standard Progression (Mon-Represented) |1EIDJ - OFF ASST 2 | |OFF ASST 2 |
(man/eiedipppp)
Range Step Special Pay  Salary May Exceed Band  ¥-Rated Current Salary Rate
|21 L =l r - r [MoNTHLY ]
Bargaining Unit Personnel Area Work County

|00 - Mon-fepresented General Government Employees ﬂ | 1030 - Dept Comm,/Trade/Econ Dew ﬂ |Thur:ton |

Retirernant Incremnent Date End Drate Multiplier User Defined  Updated Salary Date Job Class Risk
|P3 - PERS Plan 3 | [epseor | EH [ | 1] | | [ropz/zo0e | 4302
(mmsddipppy)  (maydialippr)
SubObject % Full Tirme Cwer Time %
[2. - State Classified | 100.,0] Mizw Wariable PT Wiewe ariable OT
IV Health Irsurance (B Included W Funded I 1-732 Indicatar
v onst (BA and BH) Included W Calculste Staff Months | Backfll Indicator

¥ Medical &id Industrial Insurance (B<) Included

Funding

Add Fund

Percent Pgni Index EA Index q Subs j ji 8 j Proj Phase Budget Unit

[~ [wo.00 | [1z100 - 220 Ad]  [012 - GF Salavied] | || | [t310- Asm add]  [ot- ASD Adwid | [ [

23. Enter the appropriate Position #, Start Date, and Name for the position.
Position # — NEW1
Start Date — 01/01/2009
Name — Future Employee
24. Select Save.
25. Review the Position Detail and make adjustments as necessary.
26. Update Increment Date to reflect the next increment due, and save changes. Note: If the
position is at the last step, increment date must be in the past.
Increment Date — 01/01/2010

27. Select the Position List breadcrumb to return to the list of positions.

UPDATE FUNDING AND FIND A POSITION USING SEARCH

28. Select the next position in the list to open the Position Detail.

29. Inthe 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 also change the
SubObject. Note: You cannot change SubObject in the funding grid; you must select
SubObject from the dropdown list box above the grid. This SubObject will be used for all lines
of the funding.

30. Save changes.
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31.

32.

33.

34.

35.

36.

37.

Select the Search tab.

(3 x|

Search for a position

Position Num | [Select a Position Mumber]  »
Name [Select a Mame]

iJk | Reset Carcel

http:/ fofmapoly400/EASSWEE_ | @8 Trusted sites

Use the dropdown arrow - |to bring up the list by Name and select your name, then hit Ok.
L 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% upon a save you will receive an error message.
Note: There are two rules in regard to funding:
¢ Funding proration for a position must add up to 100% or you will not be able to save the
record.
e Both program index and expenditure authority index are required for each funding line in
order to save. If a line is left blank you will not be able to save because these fields are
required. Delete unnecessary rows.

Give yourself (if you are in the file) or someone else a big raise. If the one you choose is not
WMS, change the Pay Scale to 0002 and the job class to WMSO01. You should now be able to
enter a salary. Check the Salary May Exceed Band option to enter a salary that is above the
salary band.

Salary - $15,000

Save changes when all information is complete.

Lesson 2, Task 5 — Update Groups of Positions in One Transaction
(Make Position File Current, Bulk Update & Export)

SPS contains features that allow you to do 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
allows you to 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

1. Return to the Position File List screen.
2. 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 salaty schedule and salary survey (updates salary range) changes implemented by the Department of Personnel.
Do vou wish to continue?
[ (o] 4 l [ Cancel l
3. Read the confirmation message and 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

Program Index — You must be filtered on a single program index to bulk update program index.
Expenditure Authority Index — You must be filtered on a single expenditure authority index to
bulk update expenditure authority index.

Organization Index — You must be filtered on a single organization index to bulk update
organization index.

Pay Scale — You must be filtered on a single job class to update pay scale.

Job Class — You must 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.

Current Salary — You may 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.

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).
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).

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).

You can 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).

UPDATE TO NEW JOB CLASS

Return to the Position File List screen.

Select Filter/Set Filter and select the Position tab. Enter a Job Class code to update. Then
select Ok.
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2} SPS Filter -- Weh Page Dialog

SPS Filter

o Account Summary Hints

Position Information

Criteria

Position Num |

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

Barg. Unit |
Retirement
Work County

Clear | Cancel

[http: ffafmapoly400/BASSWEE _qa/SPS/Commanl/Fiter. @ Trusted sites

7. Select the position file to update and the Bulk Update tab.
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‘A -- Web Page Dialog

Bulk Update

Criteria
Pgm. Index
Org. Index
EA Index
Pay Scale 0001 - Standard Prograssion (Mon-Reprase v
Job Class 479M - IT SPEC 5 v
Salary* |[N0 Changes) V||
Pos. Funded |[MNa Changes]
Barg. Unit [Mo Changes]
Backfill [Na Changes]
Work County |[No Changes]

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

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

Job Class: 4791

Ok || Reset  Cancel

http: ffoFmapoly400/BASSWEE_gajSPs,PositionListing/Bu @) Trusted sites

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

Microsoft Internet Explorer

P J The bulk update will impact 3 walid records and 0 invalid records,
-

Conkinue?

[ K ][ Cancel ]

9. Select Ok once you have confirmed the expected number of records for update.
10. Review the list and note that the job class has been updated.

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 if you go to the position list.

[ Note: 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.

Note: Positions that have ended with a date prior to today will not be updated.

11. Select Filter/Clear Filter.
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UPDATE POSITION FUNDING

12. 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.

13. Select the position file to update and the Bulk Update tab.

‘A SPS Bulk Update -- Web Page Dialog

Bulk Update

Criteria
Pgm. Index | 12102 - Budget
Org. Index
EA Index
Pay Scale
Job Class
Salary* | [Ma Changes]
Pos. Funded |[Mo Changes]
Barg. Unit [Mo Changes]
Backfill [Ma Changes]
Work County |[MNo Changes]

*Divide or Mulitply the current salary by a percentage
amount specifed ie 1.05 to represent a 5% 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:

Program Index: 11100

Ok || Reset  Cancel

kit fofmapaly400/BASSWEE _ga/SPs/PositionListing/Bu @) Trusted sikes

14. Select the updated funding code for the funding element filtered on. Note: You can only
update for 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, you may update all of program index, organization index, and appropriation
index by filtering on one selection in each.

15. Select Ok.
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X

Microsoft Internet Explorer

D] J The bulk. update will impact 9 valid records and 0 invalid recards,
-

Continue?

L Ok ][ Cancel ]

16. Select OK once you have confirmed the expected number of records for update.

17. Go to a position in the Position Listing to 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 will also display in the position list.

18. Select Filter/Clear Filter.

UPDATE NON-CLASSIFIED POSITION SALARIES

19. Select the position file to update and the Bulk Update tab.

A SPS Bulk Update -- Web Page Dialog

Bulk Update

Criteria

Pgm. Index

Org. Index

EA Index

Pay Scale

Job Class

Salary* |Multiply V||
Pos. Funded |[No Changes]
Barg. Unit |[NU Changes]
Backfill | [No Changes)
Work County |[No Changes]

*Divide or Mulitply the current salary by a percentage
amotnt specifed e 1.05 to represent a 5% increase.
Dioes 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:

Mo Current Filter Specified

Ok || Reset || Cancel

http:/fefmapaly400/BASSWEE_ga/SPS/PositionListing/Bu | @ Trusted sites
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20. Select the appropriate operator (Divide/Multiply) from the dropdown box next to Salary.

21. Enter the value for salary update.
Note: Use * 1.02 to increase salary by 2%. Then select Ok.

icrosot nernet boplorer (x|

9 The bulk. update will impact 21 valid recards and 0 invalid records.
\-ﬁ
Cankinue?

[ ok ][ Cancel ]

22. Select OK once you have confirmed the expected number of records for update.
Note: The count should only include positions that match the filter criteria that do not have
a salary range assigned.

23. Go to a position in the Position Listing to verify the salary update.

Lesson 2, Task 6 — Export/Import Records to Update Funding

SPS allows users to export position data, update funding information, and import it back into
SPS in order 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 as long as a tab-delimited .txt file is imported.

24. Select the position file to export and the Export/Funding tab. Note: Export/Assignment
Pay is only available for Washington State Patrol at this time. See Appendix 4 — Export/Import
Records to Update Assignment Pay (Washington State Patrol Only).

o Contact
Q Salary Projection System Help
Logout

EEE Focios I

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

Add Update View Positions Filter e MErojection Release Bulk Update Make File Current Reports Delete

Position File : 7 1 Record Except Funding Titles
D& | | Use xporied oo = Owner Count Count Biennium

Extract
Date

Select Updated By Released By

Training, Training,

O TrR1 Trainer Training ] Trainer 414 41 2007-09  10/22/2008 Trainer
Trainer - Copy To Training, Training,
TR2 File Trainer 79 [u] 2007-09  10/22/2008 Trainer

25. The following Export Data dialog box will display, select the Export Data button.
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A Export Data - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help © Snaglt i = @ T ;'_.I
Goog[e||G|v V|Go o5 B~ 9 Bockmarks~ |ShPopups okay | S Check ~ ¥ () Settings~

&] Done o @ Trusted sites

26. The following File Download dialog box will display. Select Save.

File Download [%

Do you want to open or save this file?

Mame: Funding_Export_TR2.txt
Type: Text Document, 10,5 KE

From: ofmapoly400

I_ Open J[ Save ][ Cancel ]

harm vour computer. If vou do not trust the zowrce, do not open or

@ Y'hile files from the Internet can be uzeful, some files can potentially
zave thiz file, What's the risk?

27. 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.
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Save in; | by Documents V| O 2 EE-

L My Music =| eakest,xk EWE
@ @My Pictures E] enacked recast, bxt =1 5F
MyFecent  [JMy Shapes [E] FINAL SP52.kxt Z] 5
Documents By videos £ FIMAL SPS3.Ext £ 5
== [CiMew Falder [£] FIMaL SPs, bxt =T
L_ EJRequirements E] Funding_Expart_133,kxk =Ty
Dieskiop IC45naglt Catalog E] Funding_E:xport_AA4, Ext =T
E:ISnagIt Stamps E] Funding_E:xport_Wia7 btk =| ke
T E:]Training E] Funding_Export_\Wa7_2 bxk =l w
;} [CaUser Tool tips E] Funding_Export_wiad, bk =]
My [;Dcuments Eauisgal Studio 2005 E Funding_Expnrt_we?z.txt =
IE] assign pay export, bxk E] masterindextest, bxk =
— E] Assignrment_Pay_Export_FP3.Exk IE] P& impart. kxk =
g’ E] Assignrent_Pay_Export WiG3E, Exk E] PzCariginal kxk =| x
£ ea3exportz kxt [£] RE Emailing e0&011 kxt 2] s

by Computer
< i | >

—

File name: | Funding_E =port_TH 2. txt b | [ Save ]
by Mebwork Save a3z ype: | Text Document W | [ Cancel ]

28. You will receive the following message. Close the dialog box.

Download complete

v

= Download Complete

Saved:

Funding_Export_TRZ.Ext From ofmapoly400

[N SSSS NSNS NSNS NSNS NN NSNS SNN NSNS EE
Downloaded: 10,8 KB in 1 sec

Download ko I:\My Docu, . \Funding_Export_TRZ,kxt

Transfer rate: 10.8 kBSec

[ ] Cloge thiz dialog box when download completes

[ Open ] [ Cpen Folder ] L Cloze J

29. 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.
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ot Projections
Fosition File List Trainer Training : 103 - Community, Trade & Econormic Develop

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

Position File Owmner In Record Except Funding Titles Extract
Select D& i Lock Use Exported Comments Owner Count Count Bienhium Date Updated By Released By
_ Training, Training,
O 7Tr1 Trainer Training ] v Trainer 414 41 2007-09  10/22/2008 Trainer

Trainer - Copy Ta Training, Training,
O Tr2 File Funding Trainer 79 u] 2007-09 1072272008 Trainer

30. Open Excel.
31. Select File/Open.
32. Change the Files of Type to Text Files.

33. Select the file exported in step 27.

Loak in: | My Documents V| @ - @ X i EF - Tools~
Q Mame =~ Size | Typ ™
: I?] 2-10 SP3export test, bxk 10KE Text
B“gcﬁri;i“t; 2] adding user kext file 116-2-20.kxt 1KB Text
E] AM_07-09 using Projection as Allotment 03-13-07 . kxk 534 EKE Text
— E] BOO1_012.kxk 3KE  Text
L Z] job_class bxt 3,755 KB Text
Desklop I?J patks psers position File 092, kxk ITEEE  Text
E] salary_schedule bxt 6,110KE Text
3 [0 Shortcut ko TALS_AMR_Application 1KE Shor
. E] SPSkeskd 26.kxk 40 KB Text
My Documents || 2] spsest 4-3, bt 44KB Text
E] TRz bt 7KE Text
@ I%j TR.2ExportedFile. kxt ZKE Text
B ] TRztest. bxt 7KB Teut
M COMPUEEY | 12t orialimpart TextFile. bt ZKB Text ¥
“ < >
! File narne: -
My Metwaork h | hd | [ LN | ]
Places Files of bype: |Text Files {*.pro; *.bxk; *.csv) w | Cancel 2

34. Select Open to open the Exported file. This will bring up the Text Import Wizard. Select
Original data type as delimited, then select Next.
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Text Import Wizard - Step 1 of 3

The Text \Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data,

Criginal daka kvpe
Choose the File tvpe that best describes vour data:

(%) Delimited - Characters such as commas or kabs separate each Field.
) Fixed width - Fields are aligned in calumns with spaces between each field.
Skart import ak row: III File arigin: 437 : OEM United States b

Preview of file Iy Documentst TRZExportedFile, bxk,

1l pgencylposition group idiperson nameljob class ttllposition ﬁ
Z 10EOTRZ0Enployves 1OBLSES Product Mgr owoom =
2 10SO0TRE0Ewployes Z0IT SPEC 5 o7aon
4 1 0EOTRZ0Enployes Z0Pharmacist gvoo
S NO0EOTREOEwployes 20Electrical Insp O7008 4
£ | >

[ mext> ][ Einish

35. Check to select the Tab under the Delimiters option, then select Next.

Text Import Wizard - Step 2 of 3

This screen leks wou set the delimiters your daka contains, You can see
b ywawr ket is affected in the preview below,

Deliriters
Tab [ ] Semicolon [ ] Comma

[J3pace  []Cther: I:I Text gualifier:

[ ] Treat consecutive delimiters as one

[Dakta preview

gency position group id person name [ob_class ttl ﬁ
ok TRE wployes 1 55 Product Mgr =
ok TRE wployee 2 T SPEC &
ok TRE wployee 32 harmacist
o5 TRz nployes 3 lectrical Insp e
L2 k4

[ Zancel ” < Back H Mext = H Finish ]

36. 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
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Person ID

Payroll Organization
Subsubobject
Master Index
Appropriation Index
Program Index
Organization Index
Project

SubProject
ProejctPhase
Budget Unit
Allocation code

Text Import Wizard - 5tep 3 of 3 @@

This screen leks vou select each column and set olurnn data Format
the Diata Format,

‘General’ converts numeric values to numbers, date

walues to dates, and all remaining values to text, MDY .

) Do not import column (skip)

[Data presview

job_class ttl
L4555 Product Mgr
T SPEC &
harmacist
lectrical Insp

£ *

[ Cancel H < Back ]

02012007
077162006
01/1e/2007
D2 s01 2008

37. Select Finish once all required columns are marked as Text to open the file.

38. With the opened file you can change account code funding elements on a position or create
additional rows in Excel to provide additional lines of funding. Note: Please study the
chart below for data rules and examples.

Skip funding updates in training
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Header Datatype Example Imported? | Import Validation
agency* char(3) 105 No 1. Required
2. Must match file
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
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.

39. Select Save As to save the file.

40. Reselect the exported file name and select Save.

41. Select Yes to replace the existing file.
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Pogition File List

Microsoft Office Excel

! "_l., The file TRZExportedFile.txt already exists, Do wou want to replace the existing File?

[ es ] L [ [u] ]

42. Select Yes to the notice that you are saving a text file.

Microsoft Excel

TRZExportedFile. txt may contain Features that are not compatible with Text (Tab delimited), Do wou want ta keep the waorkbaook in this Format?
-
1 J + To keep this Format, which leaves out any incompatible Features, dick Yes.
» To preserve the Features, click Mo, Then save a copy in the latest Excel Format.
» To see what might be lost, click Help,

L’fes][ Mo ][Help]

43. Go back to SPS to the Position File List screen.

44. Select the position file that was originally exported and the Import/Funding tab.

Projections
Trainer Training : 103 - Comrunity, Trade & Econormic Develop

Add Update Wiew Positions Filter) SR Data [oad Copy/Merge Release| Pulk Lipdate Make File Current Clear InlJse Reportg| Delete

Position File 5 Owner Record Except Funding Titles Extract

Select ID& i ] Lock SN = O Count Count Biennium Date Updated By Released By
) a, Training,
O TrR1 Trainer Training ] Trainer 414 41 2007-09  10/22/2008 Trainer
Trainer - Copy To Training, Training,
TR2 Eile Funding Trainer 74 [a] 2007-09  10/22/2008 Trainer

45. Browse for the exported file from the Import Funding dialog box.
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3 Import Funding -- Web Page Dialog

Import Funding

Select a pre-formatied text file to upload.
| [ Browse... |

Ihttp:,l',l'u:nFmapoly4EIEI,I'BASSWEB_qa,l'SF‘S,I'PDsitinnListing,l’Imp |0 Trusted sites

46. Select the file to import and select Open.

Loak in: I ty Docurments j - £ Ef-
@ Marne Size | Tvpe | Dateﬁ]
spsDDE-pQSEerr.xls A5 KE  Microsoft Excel Wor,,, 10016
B"g'ciﬁ;m; B sps00s. xis STKE  Microsoft Excel War.., 1017
'ﬁ'-.-'iewPDFRepDrt.de 121 KB Adobe Acrobat Doc... 1020
@ 'ﬁsecurity.pdf 152 KB Adobe Acrobat Doc... 1020
sps export best,xls 372 KE Microsoft Excel Wor,.,  10/20
DiesiEp '-.-'acatil:un_accrual.xls 14 KB Microsoft Excel Wor,,,  10/23
= E%] Funding_E xpork_ A8, Exk 65 KE  Text Document 10/z8
E) [£) Funding_E:xport_wiaa bt ZKE Text Dacument 101285
by Doctenerts LeaveRequestFDrm.ch 103 KE  Microsoft ‘Word Doc,,, 1029
gSetup_SnagItStamps_Eduu:ati. . 73 KE  Application 10/z9
0 'ﬁ PaositionDetail, snag 105 KB Snaqglk Edikor Image 10/29
? . Funding_Expaort_TR2. bk 11 KB Text Document 10)30
My Camputer allu:utmentu:letail.xls 159 KB Microsoft Excel War,,,  10f31
'-.-'-.-'eeldw;.-' Status Report for We. .. 107 KB  Microsoft Word Doc... 1031 ﬂj
ﬁ < il | =

My Metwork.  File name: IFunding_EHpDrt_THE.t:-:t j Open |
Places
Files of type: I,ﬂ-.ll Files [*.7] ;I Cancel |
¥ |

47. Verify the file was filled in correctly in the Import Funding dialog box and select Ok.
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‘3| Import Funding -- Web Page Dialog

Import Funding

Select a pre-formatted text file to upload.
|I:\M3,r DDcuments\Funding_ExpDnJ[ Browse.. |

Cancel

Ihttp:,l',l'oFmapDIﬂDD,l'BASSWEB_qa,I'SPS,l'PositionListing,l'Im[ |0 Trusted sites

48. If there are errors, you will receive a Funding Import Error Report that you can Print to recall
how to fix the errors.

‘A Funding Import Error Report -- Web Page Dialog,

Funding Import Error Report

SPS: Funding Import Error Report |
Agency 103-Comm, Trade & Econ
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, .
13 The total percent does not equal 100,

12 T fmtal Feeemt Aeee med senal A0m iJ

Cancel

Ihttp:,l',I'u:uFrna|:u:I\,f4DIZI,I'BF\SSWEB_qa,l'SF‘S,I'F‘nsitinnListing,l'ResultLog.aspx?type=f |ﬂ Trusted sites I

49. Once errors have been corrected repeat steps 43-47.
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50. Once everything has been corrected and is in the correct format you will receive the following
message.

£ x|

L] "_\ File uploaded successfully.
L

51. Select OK and you will return back to the position file list screen.

Lesson 2, Task 7 — Verify the Position File

It is almost time to start running and viewing projections now that the position file has been

updated. But first we'll want to verify the position file we have created to ensure the projection
is calculated off the correct information.

1. Select the position file to verify and the Reports/Position Listing tab.
L 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.

=1

Contact
@ Salary Projection System Help
Logout
ETraeEl Projections
Position File List
Add Update WView Positions Filter Copy Merge Export Run Projection Release Bulk Update Make File Current

Position File
D&

Owiner
Lock

n
Use Exported Comments

Record
Count

Except
Count

Funding Titles
Biennium

select

Dwner

O TR Trainer Training =] v

Training,
Trainer 414 41 2007-09

P Trainer - Copy To Training,
TRZ File Trainer rEl o 2007-09

2. This will display the Report Parameter Selections dialog box. Select a 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. 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, but column titles may overlap; “HTML formatted for Export” is designed for exporting
nicely, column titles were shortened to accomplish this.
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4.

‘FReport Parameter Selections -- Web Page Dialog

Parameters for Position Listing Report

File Selection

File ID

Filter

TR2 - Trainer - Copy To File

Mo Current Filter Specified

Parameter Selections

Sort Opti0n| Pasition Mumber

Format Option

® vigw as POF OWiew as HTML OHTML farmatted for Expart

Run | Cancel

Ihttp:II',I'DFITIEI|JD|'}.-'4UUII'BF\55WEB_qa,I'SPS,I'CDmI‘nDI‘IUIII'REpDrtPaI |ﬂ Trusted sites

Select Run to generate the report. Note: You will only be able to run one report at a time;
previously generated reports will be overwritten by the new parameter selections.

et Salary Projection System LAt
Position Listimg Report Page 1 al'?
10 3EF %
Pasiwa File: T2 Trarer - Copy Ta File
Agmcy: W8 Community, Trade & Frosomas Dievdop
Fiter Scloctisna: M Filier epplind
Sart By: Pustion Masber
P OE
f %
Fob B Taiad Stan Ead Incremicnis Sab Sub P @ 3 Wark = ;
Pk Nam lamn Tile F B an %P D Dute  Reielae PRO% P O1 EAl Ob P Prej Plae 32 2 Comy & 5
TS Yeen-New Hoo W FN FALC SITE SFEC # D 445500 1000 1LASE [0 1000 E2e0i @iz AA 1D @ 90 P2 Thersa ¥ W
FiuGs2id Frployor G001 T EXos| Drreciors Socoary 614142 1000 10A00S oA 1000 §iad @iz AC i o 90 P2 Thersa ¥ W
ML |5 Fployor (021 10K MAMAGER, OFFICE & ] A00A00 1000 CAIATT  ILR0TE SR 000 ERI00 @2 OAA 1ED W @0 P! T ¥ H
20 Frvployon G0K11 1 FME3! FMWMSEANT I 200 1000 SIATT [LTF L] 060 §E s @2 A inid o @0 P2 Thersoa ¥ W
2T Frployon SO 10a] OFF ASET & i 1 2060 1600 AAAEE O Rl 0G0 Eviod @2 AA %0 Ol @0 P4 Thursoa ¥ W
W28 Frployon SO £ ITSFEC 2 4 E 410880 1000 SUNAE [ETF L] 1060 Evi08 &2 AA 1EE Ol @0 P2 Thurson ¥ W
W24 Frployon SN 19004 HIMRAMRESRCE 34 F 410880 1000 SEANGE [t i LT LR TP &2 AA %2 Ol @0 P2 Thurson ¥ W
M4 Farployos SN 19004 HIMRAHRESWRCE 34 F 40080 1000 SEARNGE (L] FLTI AT T 7 AA i @ @0 P2 Thussa ¥ H
M4 Farployos SN 19004 HIMRAHRESWRCE 34 F 40080 1000 SEARNGE (L] He 4Ti0s oh  AA S0 @0 P2 Thussa ¥ H
T4a5E Farployor G001 2 i T ITSFEC 3 & L AATR00 1000 FLUAE [ataiF ip) 1000 E3i08 @iz AA 1% Ol 90 P2 Thursa ¥y H
M4 Foployor 01 114F Frocorommi md 4 1 MRG0 1000 SN [EL=hin) 000 EHI0G @2 OAA 1ED W @0 P2 Thursion ¥ M
MG Farployon G048 1156 HIRAHRERHRCE &5 J WA 1000 F0IAE TSR 060 K0 @2 AA 1¥2Z O @0 Pl Thsa ¥ H
NEOHETE Fovployoe SXE1 £ ITSFEC 2 &2 1L S08RAE0 1000 SAENY T A ([T EETi @2 AA %D Oi @0 P2 Thersoa ¥ W
WD Frployor SN15E &0 ITSFEC S A S000E0 1608 SN AE [P L] A% 0 @2 AA 120 Ol @0 P4 Thursoa ¥ W
WD Farployon S1EE P T ITSFEC S &% A S000E0 1600 SHAE 0L AR EL T R0 &2 AA 1EE Ol @0 P3 Thurseon ¥ W

Select the Printer icon to print this report.
No need to print when in a training session
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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.

Note: When an HTML format option is chosen, the Pt icon will present options for
exporting the report as a Crystal Report, Adobe Acrobat (PDF), Excel, Word or Rich Text Format
(RTF). You could export the report and attach to an e-mail to facilitate sharing results for

validation.
Assume no changes needed for training
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LESSON 3 - RUN A PROJECTION
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Paosition File List

Lesson 3, Task 1 — Run a Projection and Save Results

The process of running a projection is separate from the process of running a report. This task
will explore creating the projection and the option of saving the results. When you run a
projection, it will run on the entire file whether a filter is set or not.

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

ﬂ Contact
Q“ Salary Projection System Help

Logout

Trainer Training : 103 - Community, Trade & Economic Develop

Add Update View Positions| Filter CopyMerge Export F¥lease Bulk Update Make File Current Reports Delete

Owner In Record Except Funding Titles
Lock Use Exported Comments Owner Count Count Biennium

Extract
Date

Updated By Released By

Training, Training, Training,

O TrR1 Trainer Traning =] v Trainer 414 41 2007-09  10/22/2008 Trainer Trainer

) Trainer - Copy To Training, Training, Training,

\ [ TR2 Eile Trainer 79 u] 2007-09 10/22/2008 Trainer Trainer
This will bring up the SPS Run Projection dialog box. Select the Projection Parameters to be

2.

included in the projection calculation. Note:

¢ Include increments/merit increases will apply step increases to classified employees;

¢ 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;

¢ 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.

Include all four options

Select the Biennium for which to project salaries.
2011-13

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.
01-July

Select an option for the Projection Results. Note:

e View results as a report will create an Allotment Summary report without first saving the
projection data. You will have an option of saving the projection data once the report is
displayed.

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

e Save results will ask you to enter a file ID and title to save the projection results, but no
report will be produced. Since the file is saved, you can still run any of the reports available
for the projection file from the reporting option.

Save results
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A SPS Run Projection -- Web Page Dialog

Run Projection
Position File ID  TRZ - Trainer - Copy To File

Projection Parameters Projection Results

MInclude Increments /Merit Increases OView results as a report

MInclude General Salary Increases OSave results then view as a report
Include 6767 /Salary Survey ®Save results

MInclude only positions marked 'Funded' in projection results

Projection Criteria

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

Run| Cancel

@ Trusted sites

http: fiofmapoly400/BASSWEE_qafSPS/ProjectionfRunProjection. aspx

Select Run to begin the projection process.

‘A Add Projection File -- Web Page Dialog

Add Projection File

Projection File IDTR>
Title Trairer - Copy To File
Comments Projection for Training

Save || Reset | Cancel

Ihttp:,l',l'ofmapc-ly4EIEI,I'BASSWEB_qa,l'SPS,I'Pr-:jecti-:n,l'F'.ddProjt |Q Trusted sites

Enter a desired Projection File ID and Title for this projection result.

Note: The Projection Files are independent of the Position Files. You can enter any ID

including the same ID as used for the Position File.

o If the ID has already been used for the selected Projection Period for the indicated biennium
(step 3 above), and you have the authority® to delete a projection file, you are given the
opportunity to OVERWRITE the existing projection file (be aware that the previous projection
file will be deleted before the new one with the same Projection File ID is created).

Windows Internet Explorer

b ] ) 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.

L OK J[ Cancel J
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Note: Occasionally, a Run Projection failed! message will display when a projection file with
the same ID already exists. Try to run projection again as this is an intermittent anomaly.

Windows Internet Explorer §|

"'_-, Run Projection failed!
L

Projection failed: File already exists.

# Edit Access users can only overwrite/delete their own files
OEM Administrators and Budget Operations can overwrite/delete any file

¢ The system will automatically default to the chosen position file ID and Title.
<your initials>1 — <your name> - Projection
TR2 — Trainer — Copy To File

7. Enter a comment that adequately describes the projection results. Note: The parameters
selected to run the projection are saved with the Projection file and are available in the
Projection File list (reviewed in Lesson 3, task 2) as well as displayed on reports. You may
choose to use the comments to enter information not otherwise captured.

Projection for Training

8. Select Save to run and save projection.

Lesson 3, Task 2 — Lock a Projection File and Update Comments

The Projection File List screen enables you to view information about your agency’s projection
files as well as perform various tasks with those files. Informational items include number of
records, file owner, extract date, etc. Functions allow you (depending on your security level) to
lock projection files, enter file comments, or change file title. Each column can be sorted in
ascending or descending order according to user preference.

1. Select Projections from the Application tab bar.
{Qﬁ Salary Projection System c°ﬁ§f§

/ — Logout
iz Projections
Trainet Training : 103 - Community, Trade & Economic Develop

Projection File List

il | Filter

Starting Includes Includes Funding
Biennium PL'?_]im Record Extract Position Fiscal Includes General 6767 /Salary Includes Titles
t &

Selec ile ID i k Comments Owner Count Date File ID Month Increments Increase Survey Funded Only  Biennium

Copy To Training,
0 2000-11 TR2 File hd Trainer 72 10/22/2008TR2 01 - July v 2007-09

2118 14 15| 6 7] 18] 8 1 [ @2 )

1. Activities Bar—allows you to perform actions related to a specific projection file or files. This
includes Update, Filter, Reports and Delete.

¢ The Update tab allows you to update the projection file title, comments, and operations lock
depending on your security.
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12.
13.
14.

15.

16.

17.

¢ The Filter tab allows you to set or clear the filter that you want to apply to the projection
reports.

e The Reports tab allows you to run projection reports for a projection file chosen. See
Lesson3, Task 3 for more information.

¢ The Delete tab allows you to delete one or several projection files.

Projection File Selection Box—allows you to work with a particular projection file or files.

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. To

remove this lock you must go through the update tab.

Comments Indicator—displays whether comments are associated with the projection file. To

view click on the check mark and to close click the check mark again. To change comments

you must go through the update tab.

Owner—displays who owns the projection file and if you hover over the name, the date and

time the projection was run.

Record Count—displays the total number of records in the projection file.

Extract Date—displays the date the HR Data was loaded into the position file.

Position File ID—displays the three character ID of the Position file for which the projection

was run.

Starting Fiscal Month—Displays the chosen starting month for which the projection begins.

Includes Increments—Displays 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.

Includes Funded Only—Displays a check mark if Only Positions Marked Funded were

included in the projection.

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 and Lock the file.

3 4
Projection File ID TRZ
Title
Comments rojection for Training--locking the file.

Operations Lock

Save || Reset  Cancel

http:/fofmapoly400/BASTWEE_gay3PS/Projection)iUpdateProjectionFile, aspx &) Trusted sites

Comment: Projection for Training—Ilocking the file.
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Operations Lock: Click to create check mark.

2. Select Save to save changes.

TR Projections
Projection File List Trainer Training : 103 - Community, Trade & Econormic Develop

Update Filter| Reparts Delete
Starting Includes Includes

Biennium Projection Ops Record Position Fiscal Includes General 6767 /Salary Includes
Select File ID Title Lock Comments Owner Count File ID Month Increments Increase Survey Funded Only  Biennium
Trainer -
Copy To ) Training,
O zoo09-11 TR2 File & v Trainer 72 10/22/2008TRZ 01 - July v v v v 2007-09

Lesson 3, Task 3 — View Projection Reports

The projection results are now saved as an independent file. There are five varieties of
projection reports available for reporting the results with a number of flexible sort options.
Reports may also be filtered to limit the type of position projections included in the report.

1.  Select the projection file and the Reports tab to see the available reporting options.

Projections

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

2eports RIS
Allotment Detail

[ otrment Summar Starting Includes Includes Funding
¥ Record Extract  Paosition Fiscal Includes General 6767/Salary Includes Titles

Biennium

Increase Funded Only

Fesition Listre Jwner  Count Date File ID Survey
Allotrent FTE
Incremental (General)

norermental (Merit Syste

g

Maonth Increments

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

2.  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.

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.
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‘2 Report Parameter Selections -- Web Page Dialog

Parameters for Allotment Summary Report
File Selection

File ID TR2 - Trainer - Copy To File

Filter o Current Filter Specified

Parameter Selections

Sort Dpti0n| Program, Subprogram

Format Option
®view as POF O View as HTML O HTML farmatted for Expart

Fun

Cancel

Ihttp:,I',I'u:ufma|:u:u|\,r'4DEI,I'B.C\SSWEB_qa,l'SPSICommonUIIReportPal |ﬂ Trusked sites

Sort Option: Program, Subprogram
Format Option: View as PDF

3.  Select Run to view report
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4.

5

6.

SP5002

Salary Projection System

Allotiment Summary Report

Projection File: TE2 Trainer- Copy To File

Agency: 103 Commmumity, Trade and Economic Develop
Bienninm: 100a-11 Starting Fiscal Month:
Projection Fom Diate: 11252008 Paosition File:

Filter: Mo filter applied

Sart By: Program, SubProzram

Program- 100 Admisiscration and Support Service:

SubProgram: 10 Directer's Office

Erpendirure Awtbority Index: 812 Gf Salaries and Expeose: - FY @

Fiscal Year 208 Juby
Staff Months 13.00
Ad State Classified 14,964
AC Sabe Fxumpt 70,133
ALT OT & Callback a
Salary Totsl 5087
BA QASI 3275
EB Batiramant TOT2
BC Madical I
EBD Health 7,293
EH Meadicars 1234
Benefits Total nim
Total Salary = Benefi 16276
Fizeal Year 2001 July
Staff Months 13.00
A4 Starie Clhssified 153,718
AC Sabe Exampt 71,536
AU OT & Callback ]
Salary Totsl ST.046
EA DAST 340
EB Batirapsant 7250
BC Madical 3
ED Haalth 7,293
EH Madicars 1,285
Benefitz Total ns=n
Total Salary = Benefitz 108 76T

Scroll through the pages to review the format, layout, and totals.

Angut
13.00
14964
0,133
v
85,087
5276
7072
304
7,293
1234
1117%
106,276

Angmsi
13.00
15,718
71,336
v
57,246
5409
7250
4
7283
1265
1,1
108,767

Sepiember
13.00
15,263
71,336
Q
6,799
pALE
7213
34
7283
1,259
17
L7 7T

Sepiember
13.00
16024
72,867
Q
58551
3113
7393
304
7293
1,280
nass
110,386

Ocrober
1300
15,535
71536
0
87,071
4,652
7,236
304
7,203
1,263
10,748
107,519

Ocoober

1300
16,1535
TLRGT

]
89,122
4,763
7406
4

7,203

1202
11,060

110,182

November

13.00
13,535
71,336

5TAT1
4,360
7236
304
7293
1,263

7 32T

November

13.00
16,135
72,867

2112
4340

304
7293
1,202

s
10,757

01 - Tuly
TR Trainer - Copy To File

Deember

13.00
15,533
71,536

L}
87071
4042
T.1346
]

7.3

1263
10,138

107,208

Decembes

1300
16,155
T1.567

89,112
4,142

T A6
Ele
723
1.2
0437
108,558

Jamuary
13.00
13,533
71,536
0
7071
5358
1.236
EA
7283
1.263
11,494
108,565

Jamuary
13.00
16155
TLRE7

89,112
3326
7406

4
7293
1LE=2

1,81

110,043

February
13.00
15,535
71,536

ETATL
3358
T235

I
7253
1,263

105 565

February
13.00
16,155
T2.987

o
3326

I
7283
1262

nEn
1naad3

Close the report to return to the Projection File List screen.

Select Filter/Set Filter and the Position tab.
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15.00
15,533
71,536

87,071
5398
7,138

34
7,283
1,163

11,484

108,565

13.00
16,133
12,967

89,112
5,326
7,406

34
7,283
1,202

11811

110,943

G767
COLA:
Funded:

April
13.13
15,533
71,136
540
B0l
3457
7314
304
7283
1276
164
109653

April
1313
16,153
72,967
958
S, 050
3,383
T.486
34
7293
1,306
ns
124

Tes
Tes

Tes

May
1313
15,333
71,3536
240
88,011
3457
7314
i
7,293
1176
21,644
109,655

May
1313
16,153
12,967
958
90,080
5,583
7,486
3
7,293
1,306
11,974
112,054

Pagel o2
1/9:2009
1:03: 5390

7.293
1306
1974

Tatal
15645
1£5,006
£35,626
2,820
1,043,452
&1,280
E6,713
I8
E7.516
15133
154,297
1,297,744

Toil
156.43
192 B39
T2 M2
2874
1,063,455
62,511
EB, 7B
3,648
E7.516
15,400
157954
1,326 409



10.

11.

3} SPS Filter -- Web Page Dialog

SPS Filter

yefiniesl Account Summary Hints

Position Information

Criteria

Position Num |

Job Class

Pos. Funded |ALL

User Defined
Start Date
Name

Barg. Unit
Retirement
Work County

ermploy*|

http:/jofmapoly400/BASSWEE_gafSPS/CommonULiFiter. @ Trusted sites

Ck || Clear | Cancel

Type your last name plus an * in the Name field of the filter. Note: The filter allows a search
on last name only. This can be a partial or full last name. The filter does not allow commas or
spaces. By entering the “*” the filter will look for all names that match the letters entered here.

e.g., employ

Select Ok to apply the filter.

Select the Reports/Allotment Detail tab.

Select the desired Sort Option/Position Number and Format Option/View as HTML option for
the report. Note: The Allotment Detail report will show all details for each combination of
position number, person, and fund code.

Sort Option: Position Number
Format Option: View as HTML

Select Run to view report
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SPa001

Projection File:
Agency:

Biennium:
Projection Run Date:
Sort By:

Filter:

Position Number:
Mame:

Position Start Date:
Pay Code:

Approp. Index:

Fiscal Year 2010
Staff Months

A4 State Classified
Salary Total

B OASI

BE Retirernent

BC Wledical

B Health

BH Ivedicare
Benefiis Total
Total Salary + Benefits

Fiscal Year 2011
Staff Wonths

A4 State Classified
Salary Total

B OASI

BE Retirernent

BC Wledical

B Health

BH Ivedicare
Benefiis Total
Total Salary + Benefits

12.

TER2 Trainer - Copy To File
103 Community, Trade and Economic Develop

01 - July

Salary Projection System
Allotment Detail Report

TRZ Trainer - Copy To File

Joh Class:

Range:

542 ENGY FAC BITE 5P

&0

Increment Date:

Fund-AT:

November December

1.00 1.00
498576 498576
498576 4,985.76
0912 309.12
41432 41432
342 342
56100 56100
7229 7220
138015 1,380.15
636591  6,365.91

November December

2009-11 Starting Fiscal Month:
11425720028 Position File:
Position Number
o filter applied
70004395 Part Time Percent: 100.00
Wacant-Hew Hire
11/16/2008  Termination Date:
3 Retirement Plan: P2 FPER3 Plan 2
012 Gf Balaties and Expenses - FY 09
July Augusi  Sepiember October
1.00 1.00 100 1.00
465300 4,653.00 4,746 06 4,746 06
4,653.00 4,653.00 4,746.06 4,746.06
28240 28840 20426 20426
IB666  3EA66 304.40 304.40
342 342 342 2342
56100 561.00 561.00 561.00
67.47 67.47 6222 6282
1L,327.04 1,327.04 1,341.20 1,341.20
5,980.04 5,980.04 6,087.96 6,087.9
July Augusi  Sepiember October
1.00 100 100 100
408576 408574 508548 508542
498576 4,985.76 5,085.48 5,085.48
ae12 30912 31530 31530
41432 41432 42260 42240
342 342 342 2342
56100 561.00 561.00 561.00
7229 7220 7374 7374
1,380.15 1,380.15 1,3%6.06 1,3%6.06
6,365.91 6,365.91 6,481.54 6,481.54

100 100
534349 534349
534349 534349

33130 33130
44404 44404
2342 542
561.00 561.00
T4 1148
143724 1437.24
6,780.73  6,T80.73

Step: D
11/16/2009

001-1 General Fund

January
1.00
498576
4,085.76
30912
414352
2342
561.00
7229
1,380.15
6,365.91

January
1.00
534349
5,343.49
33130
44404
2342
561.00
7748
1,437.24
6,780.73

February
1.00
498576
4,085.76
30912
414352
2342
561.00
e
1,380.15
6,365.91

Fehruary
1.00
5,343 49
5,343.49
33130
44404
2342
561.00
7748
1,437.24
6,780.73

March
100
498576
4,985.76
30912
414352
2342
561.00
7229
1,380.15
6,365.91

March
1.00
534349
5343.49
33130
44404
a4
561.00
TIAR
1,437.24
6,780.73

Incremenis: es
6767: Tes
COLA: es
Funded: Ho
Program Index:
Organization Index:
Proj/Subproj/Phase:
Budget Unit:
Proration Percent:
April May June
1.00 1.00 1.00
498576 498576 498576
4,985.76 4,985.T6 4,085.T6
309.12 309.12 309.12
41432 41432 41432
2342 342 342
561.00 561.00 561.00
1229 72209 72209
1,380.15 1,380.15 1,380.15
6,365.91 6,365.91 6,365.91
April May June
1.00 1.00 1.00
5,343.49 5,343.49 534349
5,343.49 5,343.49 5,343.49
33130 33130 33130
44404 44404 44404
2342 342 342
561.00 561.00 561.00
T4 1148 1148
1,437.24 1,437.24 1,437.24
6,780.73 6,780.73 6,780.73

Page 1 of 86
1972009

1:05:32P M

12401

1241/02f

100.00

Total
12.00
5868420
58,684.20
3,638.46
4876 .68
281.04
6,752.00
85090
16,379.08
T5,063.28

Total
1200
62,800 40
52,800.40
3,809.24
5,226.16
28104
6,732.00
51190
17,050.34
79,940.74

Review the report, noting the report header that identifies the filter set and page headers that

indicates the person, position, and funding the page represents. Note: The Allotment Detall
report will allow you to investigate anomalies in your Allotment Summary at the detail level. It is
recommended that you do not print an Allotment Detail report for your 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.
down to 3,000 records in order to run the allotment detail report.

13.
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Close the report to return to the Projection File List screen.

[ Note: You will need to filter your report



LESSON 4 - DATA RELEASE FOR COMPENSATION IMPACT
MODEL (CIM)
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Lesson 4, Task 1 — Check CIM Release Edit Report

OFM will ask for position data once per biennium. This data is loaded into OFM's
Compensation Impact Model (CIM) where they can use the position information 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 the best guess
maintenance level of the ensuing biennium budget. Data for the 2013-15 biennium was due to
OFM by January 31, 2012.

1. Create a position file using the current funding titles biennium. Note: Do not use the
biennium for which you are submitting the data because the titles will not yet exist in AFRS and
will make all of your positions invalid. For example, you will need to use the 2011-13 Funding
Titles Biennium when creating your 2013-15 CIM file.

2. Complete the steps of Lesson 2 — Edit your position file to prepare a position file that represents
your best guess maintenance level for the ensuing biennium. Note: Do not use the
multiplier feature on the position detail screen during your CIM release, each position must be
created separately.

3. Before releasing your information you will want to check your CIM Pre-Release Edit Report.
Select Position Files from the Application tab bar.

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

o i Contact
@‘ Salary Projection System Help

1 oy~ TN ="M rosectons

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

Add Update Wiew Pasitions| Filter Copy Mergel Expart Fun Projecti=s Upaaadale File Current Reports| Delete

Select Position File ID & itle ne orted &1 ne ecord Count Except Count Funding Tilles Biennium Updated By Released By
D TR1
TR2

] v vair= i Fainier 414 a1 2007-09  10/222008  Trainine g, Trainer

Faining, Trainer b [ 2007-09  10/22/2008  Training, Trainer

5. This will display the Salary Projection System: Edit Report. £ Note: This report will provide
you with Critical errors (these must be fixed) and Warning errors to evaluate whether or not you
need to go back and fix these to include in your release. If the warnings are not fixed, those
positions will not be included in your released information. This report is run unfiltered,
regardless if a filter is set or not.
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A SPS Edit Report - Microzoft Internet Explarer

=13

Fle Edt  View Favorkes Tooks  Help aw
Qes - © [ @& /:\'mﬁme@}:j':#f‘.Qﬂ-ﬂ
Acdress | 8] etp: fofmapoly 00/BASTWEB_qa/EdkChecks EdiReport. aspie viBoe i Qoo Bl & &~

Google |G- v Goo g0 B+ fr bockmarksw | N Popups okay | 0F Check » 4y Autolink » ** () Settings

5PS5 Edit Report

Salary Projection System: Edit Report

Agency 103 - Comrmunity, Trade & Economic Develop
Position File TR2 - Trainer Traning
Date £ Time 1152008 5:21 PM

Edit Level: Warning (41)
Edit # Description

4 Invalid Position - See irvalid data comment - 70004395 - 01-01-1900 - HNo name.
Inwalid Position - See rvalid data comment - 70004503 - 01-01-1900 - No name.
Irvalid Position - See irvalid data comment - 70004510 - 01-01-1900 - No name.
Irvalid Position - See irvalid data comment - 70004511 - 01-01-1900 - No name.
Irvalid Position - S rvalid data comment - 70004514 - 01-01-1900 - No name.
Inwalid Position - See mvalid data comment - 70004547 = 01-01-1900 - No name.
Invalid Position - See rmvalid data comment - 70004561 - 01-01-1900 - No name.

ds o e B ds A

6.  Select Close to close the report.

Lesson 4, Task 2 — Release Data to OFM for CIM

1. Once you are satisfied with your file select the Position File Selection box for the file you wish
to release, and then select the Release/Submit tab from the activities bar. The following
message will display:

Microsoft Internet Explorer

' E Position file TRZ release to OFM has begun, Yiou will receive a confirmation email when the release process is complete,
L

2. Select Ok.

3. If there are critical errors you will receive the following message:
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* 5

There are critical errors in the File being submitted,
\_4-(/ Flease correct the errors and submit the File again.

Click O to view the report,

[ oK H Canicel ]

4, Select OK and it will bring up the Salary Projection System: Edit Report.
5. Once critical errors have been corrected, repeat steps 1 and 2 above.

6. Once the release is complete you will receive an e-mail similar to the following:

“Agency 105 has successfully submitted their SPS position file to OFM for
inclusion in the compensation data collection process for 2011-13.”

7. You can then go back to the Release/CIM Position Listing report tab to view the details of the
file that was released to CIM.

it Salary Projection System | i
Position Listing Report Page 1 ol 7

SR ]

Pasison Fille:

Ageacy: .

Fiter Scloction: o Fillier wpplind

Sari By: Pustion Merber

P g
i s FzE
Joi ;z Taiad Stard Ead Incremest! Sab Sab Pl gog g Werk H 3 E
P Name Clans Ik = E Salary Y FT Das Dats Revigw Duis  FRO% H M KAl gty Frs) Prej Prase 8 S 2 Casnty = &5 =
TS Verers-New Hie Sy EN Fad SITE SPEC ) D S10E30 o0 FIEAE 1 LA 10 | i A 124 o0 P2 Thumaon ¥ N ¥
Yiuaisa | & Paxployor G017 EXod| Tiraciors Secnctary A7 88 (805 AT (i A 1060 b &2 AL 12 ol 51 P2 Thumsion ¥ MW

MM E Farphoyon 06021 106K MANAGER, OFFICE & | AALS40 1000 O A 1000 L0 B2 AA 1HE O 0 P2 Thewon ¥ HH
M0 Farphoyos O001 EMSH  EMS BAND | 57090 1008 SRIAT 051 1000 e o1z AC e o =T ¥ MY
AW Errployon 0006 10e OFF ASET & 0oL BOETE0 |00 CASIENE DS RATY 1000 L0 B2 AA 1BE O W P38 Thamion L
FiaweszE Frvployme 000 el ITSFEC 3 M40 475430 1000 SAIATE 4 (LT T Glz A4 AEE O W T2 Theeon ¥ MW
Tixsad? Favployor G4 19004 Hiniar] REROGLRCE £ O 4754 (000 SRR [EF =T 000 102 G2 AA %2 o o0 P2 Thumaon ¥ H ¥
Viuead? Parployor Sk 19804 HIniar] REQOLRCE iy O 474 (SO0 SEARE [E =T S 40 w7 A s 2 51 P2 Thumsion ¥ H ¥
MEMH2 Farployon S04 ios04  HIRANRESOLRCE &4 & 475430 1000 SEARNIE A0 WE 47108 oNl AA 4THO 8 0 P2 Thamson L
FinaeahE Favployoe S001 2 £ ITSFEC S & L TAILE0 DO0S BRI T (LT T Glz A4 AEE O W P2 Thson ¥ MW
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L Note: This will display the salary applicable for that position at the beginning of the biennium for
which you are releasing (it ages the positions by applying any applicable increment/merit increases
and general salary increases). It will also have a column that says if the position was released or not.
This is the only place currently that your released CIM information can be viewed. You cannot
otherwise access this file to do other work on it in SPS ie change information or run projections.

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
you have released more than once, the released information based on the first release will be gone
from the CIM Position Listing report.

Congratulations. You have completed a Salary Projection Using SPS!!!!
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Appendix 1 - Business Rules & Usage Notes

General/System Wide
The BASS suite of applications does not support the use of internet browser navigation buttons,
i.e. ‘back arrow’ and ‘forward arrow’. You should avoid using the back arrow and forward arrow
buttons available on your web browser tool bar when working in BASS. Using these buttons will
give unpredictable results depending on the screen you are on when used.
The Contact link tells how to contact the help staff, and the Help link takes you to BASS Help
document library.
It is extremely important to properly logout of the system when not in use. There is a timeout
provision included in the system. If your session is inactive for 120 minutes the system will time
you out.

Prepare Position File
If your agency does not have any position files previously established, there will be no records
displayed in the Position File List for your agency.
A Budget Operations Lock prohibits all agency Edit Access users from making changes to the
position file. File Owners that are Edit Access 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. No file that
has a lock set can be deleted.
There are four tabs on the Filter each criteria field will display a tool tip with a formatting rule, if
one applies. Some criteria fields have lookups available and others are only available to type in
the criteria.
0 The Position tab allows you to filter by specific position detail information
0 The Account tab allows you to filter by specific account coding elements
0 The Summary tab displays summarized 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)
o The Hints tab displays some of the common rules used in setting a filter and when they
can be used. An example for job class and Name are below:
= Job Class - 12* (returns all job classes that begin with 12)
= Job Class - 12071 (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)
= Name - Ove* (returns all records where the name as displayed begins with
“ove”. By default HR data loads Last Name, First Name. The only option to
search on name is to enter the first part of the name as displayed and enter * at
the end. Spaces and commas are not allowed).
The filter can search on a number of options (e.g., Program and Job Class) as long as the
selections do not get too complex.
Programs listed are programs found in the AFRS funding titles for the funding titles biennium
chosen. If you choose to go to a lower level of detail, you must first select the 1* level of the
hierarchy (ie Program) and it will then display the next level (ie Sub Program) and down through
the hierarchical relationship.
If a filter was applied prior to a copy/merge, the dialog box will display the filter chosen.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.
22.

23.

24,

25.

26.
27.

28.

29.

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, the Merge Options will be enabled and the copy
button will display as Merge.

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, ignores those in the from file,
and 3) Replace Entire File takes all the information from the From file and puts it in the To file.
Duplicate means the same position number, person name and start date.

Edit Your Position File

Filtering may return an empty list for invalid or valid positions.

You can filter on any combination of account code 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).

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

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.

Rules for entering an increment date: The State Salary Schedule identifies how many months
until the next increment is due. Some job classifications have longer increment periods. 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.

Do not use the multiplier feature during your CIM release, each position must be created
separately.

Updated Salary Date is important because it triggers the projection engine to decide whether or
not to apply general salary increases and merit system increases. It assumes that as of that
date, the salary amount is correct.

When a position contains a job class that is associated with 1-732, the system will automatically
flag the 1-732 Indicator; however, newly added positions will not be flagged automatically.

The funding percent must equal 100%.

The only required account codes from the funding grid are Pgm Index (Program Index) and EA
Index (Expenditure Authority Index.)

The start date tab will change to the date you put in the start date once the position detail is
saved successfully.

The Working Title field will be what is displayed on the position list as well as the Position Listing
Report and must be added or updated manually by user.

The Overtime field on the Position Detail screen can be used when overtime is assumed to be
consistent across all months of the biennium.

Once information is entered in the Variable OT grid an asterisk will display.

Fund coding changes can be selected by typing in partially/fully or using the down arrow key on
your keyboard.

Changes can be effective for all projections. If you need to show an ending point for a
projection and a beginning point for a different projection, you will need to end the current
position and add a new start date for that position by using the Copy to new effective date
option.

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 positions and
employees. You also have the option of simply changing the original record if there is no
reason to associate a change with a particular date.
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30.

31.

32.
33.

34.
35.

36.

37.

38.

39.

40.
41.

42.
43.

44,

Currently you must leave the position detail screen and return to it to see the end date
populated.

You can also add from the Position Listing screen but the Copy to New Effective Date and
Copy to New Position will not be available.

If the position is at the last step, increment date must be in the past.

You cannot change SubObject in the funding grid; you must select SubObject from the
dropdown list box above the grid. This SubObject will be used for all lines of the funding.

The Search brings up all valid and invalid positions.

Note: There are two rules in regard to funding:

e The first is funding proration for a position must add up to 100% or you will not be able to
save the record.

e Both program index and expenditure authority index are required for each funding line in
order to save. If aline is left blank you will not be able to save because these fields are
required. Delete unnecessary rows.

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:
Program Index — You must be filtered on a single program index to bulk update program index.
Expenditure Authority Index — You must be filtered on a single expenditure authority index to
bulk update expenditure authority index.
Organization Index — You must be filtered on a single organization index to bulk update
organization index.
Pay Scale — You must be filtered on a single job class to update pay scale.
Job Class — You must 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.
Current Salary — You may 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.
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).
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).
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).
You can 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).
The position filter will be updated to the updated job class. If positions had already existed with
this job class these will also display if you go to 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 in a bulk update.
You can only update for 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, you may update all of program index, organization index, and
appropriation index by filtering on one selection in each.
Use * 1.02 to increase salary by 2% in the bulk update for non-classified positions.
Export/Assignment Pay is only available for Washington State Patrol at this time. See Appendix
4 — Export/Import Records to Update Assignment Pay (Washington State Patrol Only).
The Save as Type must be text for an export.
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45. 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.

46. Setting data with leading zeros to text in the import wizard 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.

47. Please study the below chart for data rules and examples for the funding export/import:

Header Datatype Example Imported? | Import Validation
agency* char(3) 105 No 1. Required
2. Must match file
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

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.
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48.

49.

50.

51.

52.

53.

54,

55.

56.

57.

58.

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.

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, but column titles may overlap; “HTML
formatted for Export” is designed for exporting nicely, column titles were shortened to
accomplish this.

You will only be able to run one report at a time; previously generated reports will be overwritten
by the new parameter selections.

When an HTML format option is chosen, the Pt icon will present options for exporting the
report as a Crystal Report, Adobe Acrobat (PDF), Excel, Word or Rich Text Format (RTF). You
could export the report and attach to an e-mail to facilitate sharing results for validation.

Run a Projection

Projection Parameter selections are:

¢ Include increments/merit increases will apply step increases to classified employees;

¢ 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;

¢ 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.

The display of the dropdown list box for Fiscal Month 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.

Projection Result selections are:

e View results as a report will create an Allotment Summary report without first saving the
projection data. You will have an option of saving the projection data once the report is
displayed.

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

e Save results will ask you to enter a file ID and title to save the projection results, but no
report will be produced. Since the file is saved, you can still run any of the reports
available for the projection file from the reporting option.

The Projection Files are independent of the Position Files. You can enter any ID including the
same ID as used for the Position File for the indicated biennium (step 3 above). The system will
automatically default to the chosen position file ID and Title. Note: If the ID has already
been used for the selected Projection Period, and you have the authority to delete a projection
file, you are given the opportunity to OVERWRITE the existing (be aware that the previous
projection file will be deleted before the new one with the same Projection File ID is created).
The parameters selected to run the projection are saved with the Projection file and are
available in the Projection File list (reviewed in Lesson 3, task 2) as well as displayed on
reports. You may choose to use the comments to enter information not otherwise captured.
By default the 6767/Salary Survey parameter is always included, so the projection file list will
always show this as checked.

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.
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66.

67.

68.

The filter allows a search on last name only. This can be a partial or full last name. The filter
does not allow commas or spaces. By entering the “*” the filter will look for all names that match
the letters entered here.
The Allotment Detail report will show all details for each combination of position number,
person, and fund code.
The Allotment Detail report will allow you to investigate anomalies in your Allotment Summary at
the detail level. Itis recommended that you do not print an Allotment Detail report for your
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.
You will need to filter your report down to 3,000 records in order to run the allotment detail
report.

Data Release for Compensation Impact Model (CIM)

Do not use the biennium for which you are submitting the data because the titles will not yet
exist in AFRS and will make all of your positions invalid. For example, you will need to use the
2009-11 Funding Titles Biennium when creating your 2011-13 CIM file.

Do not use the multiplier feature on the position detail screen during your CIM release, each
position must be created separately.

The Salary Projection System: Edit Report will provide you with Critical errors (these must be
fixed) and Warning errors to evaluate whether or not you need to go back and fix these to
include in your release. If the warnings are not fixed, those positions will not be included in your
released information. This report is run unfiltered, regardless if a filter is set or not.

The CIM Paosition Listing report will display the salary applicable for that position at the
beginning of the biennium for which you are releasing (it ages the positions by applying any
applicable increment/merit increases and general salary increases). It will also have a column
that says if the position was released or not. This is the only place currently that your released
CIM information can be viewed. You cannot otherwise access this file to do other work on it in
SPS ie change information or run projections.

The release will send all valid records that do not end before the start of the ensuing biennium
to the CIM database.

The CIM Position Listing report will display the last released information, so if you have 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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Appendix 2 - Data Exception Errors (Invalid Records)

1. “Code” does not exist in titles tables (many variations exist)
User Ed - 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.

2. Subobject is not valid for salary projection
User Ed - Salary subobject must exist as a Valid Salary SubObject
AA AB AC AD AE AF AG AH AJ AK AL AM
AN AQ AR AS AT AU NW  NZ
Change the subobiject on these records to one of the valid options.

3. Position salary range is not valid for this job class per the Job Class table
User Ed: A salary 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.

4. Appointment salary does not match the salary in the State Salary Schedule
User Ed: 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”.

5. Salary exceeds band
User Ed: 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.

6. No valid pay scale identified
A valid Pay Scale is required in SPS.

7. Job Class does not exist in Job Class table
User Ed: All positions require a valid job class for the indicated Pay Scale. Contact the
Solutions Center at 360 407-9100 if a valid job class is not available.

8. Increment date must be greater than Update Date
User Ed: Classified positions not at the last step require an Increment Date that is greater
than the Position Start Date or Update Date in order to accurately calculate increments
due.

9. Increment date does not match increment data rules
User Ed: 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 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.

10. Proration Percent of funding lines must = 100%

User Ed: Proration percent of funding lines must = 100%. Adjust the funding lines to
equal 100%.
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11. Part time % must be greater than 0
User Ed: 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.

12. Each position funding line must contain at least a program index and expenditure authority index.
User Ed: In order to make a position valid you must choose at least one of the coding
elements for both program index and expenditure authority index.

13. Funding lines do not exist for this position
User Ed: Without funding lines this position cannot be projected. Create funding lines with
proration percentages equal to 100%.

14. Position start date is invalid
User Ed: A position may load from HRMS into SPS without a start date. In order to make
this position valid a start date must be entered by using copy to new effective date.

15. Position salary range is not valid for this job class per the State Patrol Salary Range table

User Ed: State Patrol has a special table for salary range. A position must be on this table
to be valid.
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Appendix 3 - Release Notes

General

In testing we have found occurrences of errors that say “Unhandled Exception” or “Timed Out”.
If you receive one of these errors, log out of both SPS and BASS. Log back into BASS, open
SPS, and try again. The error should be cleared. If the error persists, contact the Solutions
Center at (360) 407-9100 immediately. You will be asked the steps you took including what
screen you were on and what screen you were trying to get to when the error occurred.

Position File List

When adding a new file, you will need to scroll down to find it on the list. In all other cases when
working with an existing file, the screen will position back to the file or position you were working
with.

If you choose to display your text size through your internet toolbar option for larger or largest,
you may have to scroll to the right to see all the functional tabs available.

Position Detail

The Job Class Risk classification is displayed. The Risk Classification rate is being applied to
projections per the Job Class Table in SPS.

You will not be able to save a record with blank funding rows. Before saving be sure to delete
unnecessary rows.

Rules for entering an increment date: The State Salary Schedule identifies how many months
until the next increment is due. Some job classifications have longer increment periods. 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.

Updated Salary Date is important because it triggers the projection engine to decide whether or
not to apply general salary increases and merit system increases. It assumes that as of that
date, the salary amount is correct.

When performing a copy to new effective date, you must leave the position detail screen and
return to it to see the end date populated for the previous start date.

When the Job Class is changed, the Working Title is not updated at the same time and must be
added or updated manually by the user.

Once the file is exported it is marked as exported (funding or assignment pay) and cannot be
updated. Users with Budget Operations access or the user that created the file may uncheck
the Exported Funding or Assignment Pay flag through the update function.

Projections

Projections for dates prior to the day run may not accurately reflect step changes.
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When you run a projection and ask to save results, the system automatically assigns the
position file ID and title to the projection file. Comments are not automatically moved over;
however, if you want the same comments, you can select the reset button and it will display the
comments associated with the position file, then select save.

Occasionally, a Run Projection failed! message will display when a projection file with the same
ID already exists. Try to run projection again as this is an intermittent anomaly.

Windows Internet Explorer E|

'T Run Projection failed!
L

Projection failed: File already exists.

Filter
Using an = to signify a blank does not work in the user defined or start date criteria.
Start date must be expressed as a range even if you want to filter on only one date.
The filter must be used to reduce records down to 3,000 when running an allotment detail report.
When filtering on the user defined field, the filter may return “blank” user defined records if they
previously had information and you deleted that information. It is counting the blanks as
matching the filter.
Once afilter is set, even if you delete the information or choose the reset button from the Filter

dialog box, the position listing will still show as a filter being applied. To remove this indicator
you must choose the Filter/clear filter tab.
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Appendix 4 — Export/Import Records to Update Assignment Pay
(Washington State Patrol Only)

SPS allows users to export position data, update assignment pay information, and import it
back into SPS to ensure accurate assignment pay information by position. This will allow
agencies that use specific wage types for assignment pay to update records outside of SPS
and to have the updates reflected in SPS for CIM. Updates outside of SPS are most likely to
happen in Excel, but can happen in any system as long as a tab-delimited .txt file is imported.
Note: this option is only available for Washington State Patrol (WSP) at this time.

Note: Prior to updating Assignment Pay, you should make sure the correct job class, range and
step are assigned to the position. Once the file is exported and adjustments are made the position
will be edited upon import to make sure the job class, range and step align with the assignment
pay indicated on the imported file. If they do not match, the position will be invalid.

1. Select the position file to export and the Export/Assignment Pay tab.

o Contact
Q Salary Projection System Help
Laogout
el Projections
Fosition File List Trainer Training : 225 - Washington State Patrol
Add Update Wiew Positions Filter Copy 2 e Spor RuA jection Release Bulk Update Make File Current Reports Delste

Funding
Position Ops Dwner Record Except Titles Extract Released

Select File ID& Title Lock Lock In Use . comments Owner Count Count Biennium Date Updated By By

TRZ2 Trainer - Copy To File Training, Trainer 4777 1271 2007-09  11/3/2008Training, Trainer

8. The following Export Data dialog box will display, select the Export Data button.

1
5 BEGE
@ snaor B @ o ",l
Google |G- v 6o @ EF ~ % Bookmarks~ | hPopups okay| " Check ~ () Settings~
£&] Done @ Trusted sites

3. The following File Download dialog box will display. Select Save.
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File Download

Do you want to open or save this file?

Mame; Assignment_Pay_Export TREZ.Lxk
Type: Text Document, 183 KB
From: ofmapoly400

[ Open ] [ Save ] [ Cancel

harm your camputer. If pou do nat trust the source, do nat open or

@ Wwhhile files from the Internet can be useful, zome files can potentially
zave this file. What's the rizk?

4.  Use the Save As dialog box to select the location and name for saving the exported file and
select Save. Note: The Save as Type must be text.

Save in: | by Documents V| Q F = E-
L My Music =| eatest.bxt =l Pe
@ @My Pictures E] enacted recast,txk =l RI
by Recent @My Shapes E] FIMAL SPSZ,kxk st
Documents BMy Yidens E] FIMAL SP53.Lxk =| 5
- L) Mew Folder [Z] FINAL SPS.kxt ] s
L_ [ﬁRequirements E] Funding_Export_138.bxt E] =i
Desktop [ 5naglt Catalog E] Funding_Export_aAsh, bxt = Te
[ﬁSnagIt Skamps E] Funding_Expart_TRZ kxt = T
. [ﬁTraining E] Funding_Export_ ‘W34, kxt =T
;} [C)User Tool tips [Z) Funding_Expart_wa7. bxt =) ke
by [;mumems @uisgal Studio 2005 E Fund?ng_Expurt_WG?_E.txt = w
E] assign pay expork, bxk E] Funding_Export_Wiaa,kxt 2w
IE] Assignment_Pay_Export_FP3.Exk E] Funding_Export _\WET2. bk =l w
g’ E] Assignment_Pay_Export_WG3.Exk E] masterindextest, bxt = w
E] eadexport, bk E] P2 import, bxk =lw
Ay Computer

i | I ] i.

-
g File name: |.-’-'-.ssignment_F'ay_E wport_TRE bt |£|| [ Save ]
by Metwork, Save as type: | Tex=t Docurnent w | [ Cancel ]

5. You will receive the following message. Close the dialog box.
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10.

Download complete

v
[ ] Download Complete

Saved:

...ignment_Pay_Export_TRZ.txt From ofmapaly400

[N S S S SN S S SNSNNSNSSS NSNS NS EENN S
Downloaded: 183 KBin 1 sec

Download ko I:h.. MAssignment_Pav_Export_TRZ.kxt

Transfer rate: 183 KBJSec

[ ] Cloge thiz dialog box when download completes

[ Open ] [ Open Folder ] L Cloze ]

View the Position File List to make sure the Exported column says “Assignment Pay”.
Note: Once the file is exported it is marked as assignment pay 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 : 225 - Washington State Patral

Add| Update Wiew Positions Filter] HR Data Load Copy/Merge Bxport Import Run Projection Release Bulk Update Make File Current Clear Inlse Reports Delete

Funding
Position Ops Owner - Record Except Titles Extract Released
Select File ID& Title Lock Lock In Use / Exported ( mments Owner Count Count Biennium Date Updated By By
Assignment /)
O TRz Trainer - Copy To File Pay / Training, Trainer 4777 1271 2007-09  11/3/2008Training, Trainer
Open Excel.

Select File/Open.
Change the Files of Type to Text Files.

Select the file exported in step 1.
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Look in: |[E3 My Docurnents V‘ @ - A 'a P L4 Ed - Tools -
@ Mame i)
: E] Funding_Export_138.kxk
g‘n‘fcﬁri;i”tg £ Fuqding_Expurt_WG?_z.txt
IE] assign pay expork,txk
— E] Funding_Export_Wa7 bk
E ] Funding_Export_Wwa7z2. bt
Desktop E] Assignment_Pay_Export_WiE3 Exk
|?=j Assignment_Pav_Export_FP3.Exk
g [Z] TALSExport_n046_9292008[, bxt
| [£] Funding_Export_asa.bxt
My Documents E] Funding_Expart_wis, bxt
E] Funding_Export_TRZ bxk
g:l E] Funding_Expork_Wiad, bk 3
E] #ssignment_Pay_Export_TRZ2.kxt -
My Compuker 2
= f_ 11T _i-_
[ File name: -
My Metwork, h | s | Szl
Places Files of bype: |Text Files (*.prn; *.kxk; *.c5v) L | L Cancel J

11. Select Open to open the Exported file. This will bring up the Text Import Wizard. Select
Original data type as delimited, then select Next.

Text Import Wizard - S5tep 1 of 3

The Text \Wizard has determined that wour data is Delimited.
If this is correck, choose Mext, or choose the data type that best describes your daka,

Criginal data type
Choose the file type that best describes your data:

(%) Delimited - Characters such as commas or kabs separate each Field,
() Fixed width - Fields are aligned in columns with spaces between each field,
Skart import at row: File arigin: 437 1+ OEM United Skates W

Presdew of file I:\My Documents\assignment_Pay_Export_TRZ.kxt,

1l pgencydPositionGroupdNanedJobClassOPositioniunherOPositionstart]
Z FESOTRZ00TREOOFPER CADETOV1IO0714101/1/1200 1Z2:00:00 AMO-150223102
3 FESOTRZO00TROOFPER CADETOV1O00714001/1/1900 1Z:00:00 AMO-1E50223009
4 FESOTREZO0TROOPER CADETOVIOOEZ1E501/1/1900 1Z:00:00 AMO-1E02225909
£

&

(i | B

ZEOTRZOOTROOPER CADETOYLIO007000L/1,1900 1Z:00:-00 AMO-1E03Z2809
| ’

[ %

< Back. L_ﬂext > ] [ Einish
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12. Check to select the Tab under the Delimiters option, then select Next.

Text Import Wizard - 5tep 2 of 3

This screen lets wou set the delimiters wour data contains, You can see
b wour bext is affecked in the preview below,
Delimiters . -
[ ] Treat consecutive delimiters as ane
Tab [ ] semicalon [] comma
[lspace [ ]other: Text qualifier: 4
Data preview
gency [PositionGroup Wame JobClass PositicnMNumber [Positionst] ™
zZE TRZ TROOPER CADET [FlO07141 171200 1
Z5 TRZ TROOPER CADET [Fl0O07140 ns1rs1%00 1
z5 TRZ TEROOPER CADET [F1O0EEZLE ns1rs1%00 1
5 TRZ TROOPER CADET [FlO00700 LALAL200 1] 4p
L4 >
[ Cancel ] [ < Barck ] ] [ Einish ]

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.

Agency

Position Number

Person ID

- 88 -



-

Daka preview

This screen lets wou select each column and set
the Data Format,

‘General' converts numeric values ko numbers, date
walues ko dates, and all remaining values ko kext,

Colurnn data Format

) General
'@' Texk
i) Date:

) Do not jmport column (skip)

MDY

L

TRZ
TERZ
TRE
TRZ

Consral

FositionGroup Hame

HohClass=s

TROOFER CADET @
TROOFPER CADET R
TROOPER CATET g £
TROOPER CADET [EaNulnuiryuln

[ Cancel ”

< Back ]

ositiondt
Fl1900 1
FlS1200 1
FlS1900 1
Fl1900 1

13. Select Finish once all required columns are marked as Text to open the file.

14. With the opened file you can change wage type elements on a position. Rows that were
exported must be included in the import file. The import file cannot contain rows that were not
exported. Note: Please study the below chart for data rules and examples.

Skip assignment pay updates in training

Header Datatype Example Imported? | Import Validation
Agency* char(3) 105 No 1. Required
2. Must match file
PositionGroup* char(3) 10 No 1. Required
2. Must match file
Name varchar(30) | Doe, John No N/A
JobClass char(16) COM VEH No N/A
ENF OF 2
PositionNumber* char(8) 186 No 1. Required
2. Must match with exported
position
PositionStartDate* datetime 1/1/2005 No 1. (Required) Must be a valid
datetime (tier 1)
2. Must match with exported
position
PersonID* int 12345 No 1. (Required) Must be a valid
int (tier 1)
2. Must match with exported
position
SalaryRange char(8) 40 No N/A
1019 - Educ 2VYr varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1020 - WSP Armorer varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1021 - WSP Academy Instructor | varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1022 - WSP Detective varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
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1023 - WSP SW Incident Resp varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
Team

1024 - WSP Trooper of the year varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1025 - WSP CTS Trooper of the yr | varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1026 - WSP Canine unit Member | varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1027 - WSP Motor cycle Officer varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1028 - Educ 4Yr varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1029 - WSP Bomb technician varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1030 - WSP Single Engine pilot varchar(l) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1031 - WSP Canine Training Ofc varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1032 - WSP Outpost duty pay varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1033 - WSP Executive Prot Unit varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1034 - WSP Multi engine pilot varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1035 - WSP Command pilot varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1046 - VarAssn% varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1051 - WSP Snohomish Co. varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1052 - WSP Pierce Co. varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1053 - WSP King Co. varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1605 - WSP Assignment Pay varchar(1) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
3.0%

1650 - WSP FTOP Trooper 10% varchar(l) | Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1651 - WSP FTOP Sgt./Lt. 5% varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
Note: all validation is tier 2 except where noted.

15. Select Save As to save the file.
16. Reselect the exported file name and select Save.

17. Select Yes to replace the existing file.

! E The file Assignment_Pay_Export_TRZ.txt already exists, Do you want to replace the existing file?

[\“es ][ Mo ]

18. Select Yes to the notice that you are saving a text file.

Assignment_Pay_Export_TRZ bxt may contain features that are not compatible with Text {Tab delimited). Do vou wank to keep the workbook in this
farmat?

L
\:!‘) + To keep this format, which leaves out any incompatible Features, click Yes,
+ To preserve the features, dick Mo, Then save a copy in the lakest Excel format.,
« To see what might be losk, click Help,

[‘f‘es ][ Mo ][Help]

19. Go back to SPS to the Position File List screen.
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20. Select the position file that was originally exported and the Import/Assignment Pay tab.

21. Browse for the exported file from the Import Assignment Pay dialog box.

‘A Import Assignment Pay -- Web Page Dialog

Import Assignment Pa

Select a pre-formatted text file to upload.

|[ Browse. |

Cancel

http: ffofmapaly400/BASSWEB_qa/SPS/PositionListing/Irmg | @) Trusted sites

22. Select the file to import and select Open.
Choose file ? X
Loak ik I My Docurnents j = |‘j€ B
@ Marme Size | Type Dake # |
= viewPDFReport. pdf 121KE Adobe Acrobat Doc..,  10{20
Bdgcifni?g iﬁ}'|securit\,f.|:|clf 152 KE  Adobe Acrobat Doc,,. 10420
sps export test, xls 372 KB  Microsoft Excel War,.. 10§20
@ Vacatinn_accrual.xls 14 KB Microsoft Excel Wor,..  10J28
Dokt |'_1=_'J Funding_Export_Aa4, txt 65 KE  Text Document 1028
Ay ] Funding_Export_WiEs.bxt ZKE  Tesxt Document 10728
= LeaveRequestFDrm.ch 103 KB  Microsoft Word Doc,,, 10429
M 88 Setup_Snagltstamps_Educati. . §73KE  Application 10429
M. Deciimerls f&l PositionDetail, snag 105 KE  Snaglt Editar Image 10429
allotmentdetail.xls 199 KB Microsoft Excel Wor.., 10§31
i Weekly Skatus Report For We. .. 107 KB Microsoft Word Doc...  11)3)
? |'_1=:| Funding_Export_TR.2.kxt 11 KB  Text Document 11)3)
My Computer [Z] Funding_Export_wiad, txt 1KB  Text Document 11!3'“,_'
|:'=':| Assignment_Payv_Export_TRZ... 177 KB Text Document 11-"3-";,v|
q i | ] ] i|
Ay Metwork  File name: I.-’-\s&ignment_F'ay_E:-:pu:urt_TF|2.t:-:t j Open |
Places
Files of type: IAII Files [%7) ;I Catcel |
23. Verify the file was filled in correctly in the Import Funding dialog box and select Ok.
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&1 Import Assignment Pay -- Web Page Dialog

Import Assignment Pa

Select a pre-formatied text file to upload.
|I:\N'1y Dncuments\Assignment_F’ayJ[ Browse... |

Carcel

http: i fafmapaly 400/ BASSWEE_qafSPSiPositionListing/Imp @ Trusted sites

24. If there are errors, you will receive an Assignment Pay Import Error Report that you can Print to
recall how to fix the errors.

‘A Assignment Pay Import Error Report -- Web Page Dialog

Assignment Pay Import Error Report

SPS: Assighment Pay Import Error Report

Agency 225-Pafrol, Wash State
Date & Time 11/3/2008 5:59 PM
W% Error Description

Fosition removed that was in export, Positiontumber:
70083157, PersonlDy, 1043861, PositionStartDate: 12/20/1985
Fosition removed that was in export, Positiontumber:
70083670, Personllx: 108775, PositionStartDate: 3/16/2004
Position removed that was in export, PositiorMNumber;

-1 70093284, Personll: 105948, PositionStartDate: 7/31/1996
Cancel
Ihttp:,l'Il'nFmapuIy4DD,|'B.0.SSWEB_qa,I'SPS,l'F‘UsitionListing,l'ResuItLog.aspx?type=e |ﬂ Trusted sites I

25.  Once errors have been corrected repeat steps 1-23.

26. Once everything has been corrected and is in the correct format you will receive the following
message.
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Microsoft Internet Explorer |£|
' ':‘ File uploaded successfully.

27. Select OK and you will return back to the position file list screen
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Appendix 5 - Report Samples

1. Position Listing Report by Position Number
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2. Position Listing Report by Program Index, Position Number

w1 epe medoy
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H A L VA AT m e oY T QT on| SN DL FOATE 0 TFIF brrano; wereay] 15000 Loy iy o
w1 ep weduy
HoA  mmE)ono@ moel ¥ e 0L ol By CVINEE 0T DOTHET 15 fIsEYan ol THE B LIERL
oA  wwmm)owow moeln oYY T Ol W1 CVINEE T DELEEE # HAYALSINPRDY BRSO Lo T PR
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3. Position Listing Report by Name, Program Index, Position Number
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4. Allotment Detail Report by Position Number
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5. Allotment Detail Report by Program Index, Position Number
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6. Allotment Detail Report by Position Number (one page rollup regardless of funding)
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7. Allotment Detail Report by Name, Program Index, Position Number
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8. Allotment Summary Report by Program
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9. Allotment Summary Report by Program, Subprogram
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10. Allotment Summary Report by Program Index
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11. Allotment Summary Report by Division
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12. Allotment Summary Report by Org Index
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13. Allotment Summary Report by Account, EA Type by Agency
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14. Allotment Summary Report by Account, EA Type by Program
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15. Allotment Summary Report by Project
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16. Allotment FTE Report by Position Number
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17. Allotment FTE Report by Program Index, Position Number
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18. Allotment FTE Report by Name, Program Index, Position Number
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19. Incremental Report for General Salary Increases by Program
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20. Incremental Report for General Salary Increases by Program, Subprogram
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21. Incremental Report for General Salary Increases by Program Index
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Incremental Report for General Salary Increases by Division
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Incremental Report for General Salary Increases by Org Index
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24. Incremental Report for General Salary Increases by Account, EA Type by Agency
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Incremental Report for General Salary Increases by Account, EA Type by Program
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26. Incremental Report for General Salary Increases by Project
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27. Incremental Report for Merit System (PID) Increases by Program
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20. Incremental Report for Merit System (PID) Increases by Program, Subprogram
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Incremental Report for Merit System (PID) Increases by Program Index
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22. Incremental Report for Merit System (PID) Increases by Division
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23. Incremental Report for Merit System (PID) Increases by Org Index
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24. Incremental Report for Merit System (PID) Increases by Account, EA Type by Agency
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25. Incremental Report for Merit System (PID) Increases by Account, EA Type by Program
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Incremental Report for Merit System (PID) Increases by Project
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	Using SPS for Salary Projection
	Table of Contents
	About this Tutorial
	Getting Started – Logging on to SPS and System Navigation
	1. Open Internet Explorer and enter the login address http://bass.ofm.wa.gov/BASSLogon_pr/
	(or https://fortress.wa.gov/ofm/bass/BASSLogon_pr/ for those using Fortress) in the address bar of the browser.
	2. Use your login ID and password to log into BASS. If you do not have a login ID and password, a security form can be found in the BASS help library at the appropriate site listed above.
	3. Login into BASS
	4. Select the SPS icon to access SPS.
	LESSON 1 - PREPARE POSITION FILE
	Lesson 1, Task 1 - Establish a Position File

	1. After logging into SPS, the Position File List screen is displayed.  (  Note:  If your agency does not have any position files previously established, there will be no records displayed in the Position File List for your agency.
	2. Select the Add tab to create a new position file from the activities bar.  The following Add Position File dialog box will be displayed:
	3. In the Add Position File  dialog, add a three character Position File ID and Title for this file.
	4. Select Save to close the Add dialog box.
	Lesson 1, Task 2 – View/Update Position File Information

	1. Activities Bar—allows you to perform actions related to a specific position file or files 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, M...
	 The Add tab allows you to create a new position file to load HR data into, add positions manually, or import data into.
	 The Update tab allows you to update the position file title, comments, owner, funding titles biennium, operations lock, owner lock, and the export flag depending on your security.
	 The View Positions tab allows you to look at position information for positions included in the position file chosen.
	 The Filter tab allows you to set or clear the filter that you want to apply to the position file, reports and the projection.
	 The HR Data Load tab allows you to extract HRMS data into an empty position file.
	 The Copy/Merge tab allows you to copy position information from one file to another.
	 The Export tab allows you to export funding or assignment pay (Washington State Patrol only) information for updating outside the system.  See Lesson 2, Task 6 and Appendix 4 for more information.
	 The Import tab allows you to import funding or assignment pay (Washington State Patrol only) information back into the file you exported it from.  See Lesson 2, Task 6 and Appendix 4 for more information.
	 The Run Projection tab allows you to run a projection on the position file chosen.  See Lesson 3, Task 1 for more information.
	 The Release tab allows you to release position file information for the Compensation Impact Model, Labor Relations Office request and to view the CIM Position Listing Report.  See Lesson 4, Task 2 for more information.
	 The Bulk Update tab allows you to update mass information on the position file at one time.  See Lesson 2, Task 5 for more information.
	 The Make File Current tab allows you to update your position file to reflect any increments or General Salary Increases that occurred between the salary update date of the position and the current date.  See Lesson 2, Task 5 for more information.
	 The Clear InUse tab allows budget operations users to clear the InUse flag in case a user has improperly logged out so the position file can be updated.
	 The Reports tab allows you to run a position listing report for a position file chosen.  See Lesson 2, Task 7 for more information.
	 The Delete tab allows you to delete one or several position files.
	2. Position File Selection Box—allows you to work with a particular position file or files.
	3. Position File ID—displays the chosen three character ID.
	4. Position File Title—displays the chosen title.
	5. Operations Lock—displays a lock indicator if an operations user has locked the file.  To remove this lock you must go through the update tab.
	6. Owner Lock—displays a lock indicator if the owner has locked the file.  To remove this lock you must go through the update tab.
	7. InUse Indicator—displays the name of the person who has the file in use.  Budget Operations users can clear this by selecting the Clear InUse tab.
	8. Exported Indicator—displays whether a position file has been exported for funding or Assignment Pay (Washington State Patrol Only).  To remove this indicator Budget Operations or the Owner can clear this through the update tab.
	9. Comments Indicator—displays whether comments are associated with the position file.  To view click on the check mark and to close click the check mark again.  To change comments you must go through the update tab.
	10. Owner—displays who owns the position file.  This can be changed through the update tab.
	11. Record Count—displays the total number of records in the position file both valid and invalid.
	12. Exception Count—displays the total number of exception records (invalid records) that unless fixed will not be included in a projection.
	13. Funding Titles Biennium—displays from which biennium the funding titles are edited against.  This can be changed through the update tab.
	14. 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.
	15. Updated By—displays the name of the user that last updated the file and if you hover over the name will display the date and time it was updated.
	16. Released By—displays the name of the user that released a position file to CIM and if you hover over the name will display the date and time it was released.
	2. The following Update Position File dialog box will be displayed:
	3. Enter Comments in the comments section for additional information for later use.
	4. Check the box to the right of Operations Lock to lock the position file.  ( Note:  A Budget Operations Lock prohibits all agency Edit Access users from making changes to the position file.  File Owners that are Edit Access may also set an Owner loc...
	5. Select Save to close the Update dialog box.
	Lesson 1, Task 3 – Load Data from the HR Data Warehouse

	5. Check the Position File Selection box, and then select the HR Data Load tab from the activities bar.
	6. The system will go out and load the HR Data information into your position file. (  Note:  You will know the data has been loaded by the record count and exception count stated on the position file list.  Depending on the number of records, this ma...
	Lesson 1, Task 4 – Copy Positions for One Program to its Own File (Including Filter)

	1.  Select the Add tab to create a new position file from the activities bar.  Then add a new Position File ID and Title.  (  Note:  A position file must exist for you to copy.
	2. Select Save to close the Add Position File dialog box.
	3. Hover over the Filter tab to set or clear a filter.
	4. Select Set Filter and the following SPS Filter dialog box will be displayed, by default the Position tab is displayed first:
	 Note: There are four tabs on the Filter each criteria field will display a tool tip with a formatting rule, if one applies.  Some criteria fields have lookups available and others are only available to type in the criteria.
	o The Position tab allows you to filter by specific position detail information
	o The Account tab allows you to filter by specific account coding elements
	o The Summary tab displays summarized 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)
	o The Hints tab displays some of the common rules used in setting a filter and when they can be used.  An example for job class and Name are below:
	5. Select the Account tab to filter on Program
	6. Select the  next to Pgm. Info to bring up a lookup list of agency programs.  (  Note:  Programs listed are programs found in the AFRS funding titles for the funding titles biennium chosen.  If you choose to go to a lower level of detail, you must f...
	7. Double click to select a Program from the list on which you wish to base the copy and select Ok to close the Lookup dialog box.
	8. Select Ok to close the Filter dialog box.
	9. Check the Position File Selection box for the first position file you created and select the Copy/Merge tab.  The following Copy/Merge Position Files dialog box will be displayed:
	10. In the Copy/Merge To section of the dialog box select the  to choose the second file you added 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 s...
	11. Verify the number of positions you expected to copy are displayed in the record counts on the Position File List screen.
	LESSON 2 – EDIT POSITION FILE
	Lesson 2, Task 1 – View Positions in Position Listing (Includes Filter)

	1. To view the position listing you can either select the Position File Selection box and the View Positions tab or select the Title link of the file.
	2. Select a file from the position file list using either method described above.   This will take you to the position list screen shown below:
	<your initials>2 – <your name> - Copy To File
	3. Select View Valid Positions to change the display to valid records.
	4. Review Valid Positions and note a job class number that has more than one position and write it down for reference in the next lesson.
	_________
	5. Select Filter/Set Filter and select the Position tab.  Enter the Job Class code noted above in the Job Class field.
	6. Next, go to the Summary tab and select the Refresh button to see how many records your filter will return.
	7. Select Ok to apply the filter and return to the Position Listing.  (  Note:  This may return an empty list for invalid or valid positions.  (  Note:  You can filter on any combination of account code or available position options (i.e., all Secreta...
	8. Return to the Position file list by selecting the breadcrumb Position File List.  Then choose the Position File that you originally loaded HR data into and load its position list by using the title hyperlink or the Position File Selection box and V...
	9. Clear the filter and select View Valid Positions.
	10. 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.
	Lesson 2, Task 2 – Correct Invalid Positions

	1. Load the Position File that you copied filtered data into in Lesson 1, Task 4.
	2. Verify in the status bar that you are 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

	3. To View the position detail select the Position # hyperlink or the Position File Selection box and View Detail tab.
	4. Identify a position that is currently vacant that should be retained for projection purposes.
	(  Note:  Vacant positions are always loaded as exception records since certain data elements are missing.
	This will take you to the Position Details screen shown below:
	5. Select Add/Copy to New Effective Date
	6. Select View Invalid Data Comments to see what types of errors are making the position invalid.
	7. Enter today’s date in the start date field and select Save.  (  Note:  The system will warn you when you have not filled in fields that are required.  See below:
	8. Enter the rest of the fields to make the record complete (Name, Step, Bargaining Unit, Retirement, Work County, Increment Date, % Full time) and select Save.
	Name:  Vacant-New Hire
	Step:  Choose one from the dropdown
	Bargaining Unit:  Choose one from the dropdown
	Retirement:  Choose one from the dropdown
	Work County:  Either start typing or use the down arrow key on your keyboard to choose one
	Increment Date:  Choose a date that fits within the increment date rules  (  Note:  Increment rules are found in Appendix 2
	% Full time:  Type in 100.0 for a full time position
	(  Note:  The start date tab will change to the date you put in the start date once the position detail is saved successfully.
	9. Select the Vacant tab and Delete/Selected Effective Date to remove this tab from your position file.
	10. You will receive the following warning message, select OK to proceed.
	11. Select the Position List breadcrumb to return to the list of positions.

	12. Repeat for each vacant position that should be included in projections.
	Correct Invalid Filled Positions

	13. Select a position from the invalid Position List that is filled.
	14. Select the View Invalid Data Comments tab to determine what the error on the position is and Hide Invalid Data Comments to close the Invalid Comments box.

	15. Update the position to correct listed errors and save changes.
	16. Select the Position List breadcrumb to return to the list of positions.

	17. Repeat for up to 5 filled positions in the invalid Position List.
	18. At this point the positions remaining on the list should be abolished positions.
	Assume the remaining invalid records are abolished positions and proceed to the next task for training/practice on how to Delete positions.

	Lesson 2, Task 3 – Delete Extra Positions

	1. Select the Position List breadcrumb to return to the list of positions.
	2. Select Select All column title above the check boxes (this will change to Clear All upon selection) and the Delete tab.
	3. The following warning will display, choose OK.
	4. All positions will now be gone from your invalid position list.

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

	Update a Position

	2. Select the first position in the list (as long as it isn’t the one you created in lesson 2, task 2 above) to open the Position Detail.
	3. Update the Working Title to reflect a more descriptive title for the position.  ( Note:  The Working Title will not automatically update when you select a job class and must be added or updated manually. The Working Title field will be what is disp...
	4. Select the View Variable OT button.
	5. 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.
	6. 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.
	7. Repeat steps 5 and 6 when selecting the Variable Part-Time button.
	8. Change the Pgm Index (Program Index) for the position.  ( Note:  Fund coding changes can be selected by typing in partially/fully or using the down arrow key on your keyboard.
	9. Save changes.  ( Note:  The changes listed above are assumed to be effective for all projections.  If you need to show an ending point for a projection and a beginning point for a different projection, you will need to end the current position and ...
	10. Select the Position List breadcrumb to return to the list of positions.
	End a Currently Filled Position

	11. Select the next position in the list to open the Position Detail.

	12. Enter an End Date for the position and Save.
	13. Select the Position List breadcrumb to return to the list of positions.
	Reclassify an Employee Keeping the Same Position Number

	14. Select the next position in the list to open the Position Detail.

	15. Select 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 futu...
	16. Enter a Start Date for when this person and position change will take effect, change the Pay Scale and Job Class for the position to reflect the future job class for the position, Working Title to describe the position, select the available Salary...
	Start Date – 01/01/2009
	Pay Scale – 0001 Standard Progression (Non-Represented)
	Job Class – 479M – IT SPEC 5
	Working Title – IT SPECIALIST 5
	17. You should now see two tabs for the selected Position and Person in the Position Detail screen.  The second tab uses the Start Date entered from the last exercise.
	18. Select the first tab that represents the previous start date for the position.

	19. 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 necessary and save changes.  ( Note: Currently you must leave the position detail scre...
	20. Select the Position List breadcrumb to return to the list of positions.
	Add a New Position Copying Information from the Current Tab

	21. Select the next classified position in the list and open the Position Detail.
	22. Select Add/Copy to New Position.  (  Note:  You can also add from the Position Listing screen but the Copy to New Effective Date and Copy to New Position will not be available. 

	23. Enter the appropriate Position #, Start Date, and Name for the position.
Position # – NEW1
Start Date – 01/01/2009
Name – Future Employee
	24. Select Save.
	25. Review the Position Detail and make adjustments as necessary.
	26. Update Increment Date to reflect the next increment due, and save changes.  ( Note: If the position is at the last step, increment date must be in the past.
	27. Select the Position List breadcrumb to return to the list of positions.
	Update Funding and Find a Position using Search

	28. Select the next position in the list to open the Position Detail.
	29. 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 also change the SubObject.  ( Note: You cannot change SubObject in the funding...
	30. Save changes.
	31. Select the Search tab.
	32. Use the dropdown arrow to bring up the list by Name and select your name, then hit Ok.
	( Note:  the Search brings up all valid and invalid positions.
	33. Select Add Fund to add a new line to the fund grid.
	34. Enter a new fund line using the second option available in each field.
	35. 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% upon a save you will receive an error message.
	(  Note:  There are two rules in regard to funding:
	36. Give yourself (if you are in the file) or someone else a big raise.  If the one you choose is not WMS, change the Pay Scale to 0002 and the job class to WMS01.  You should now be able to enter a salary.  Check the Salary May Exceed Band option to ...
	37. Save changes when all information is complete.
	Lesson 2, Task 5 – Update Groups of Positions in One Transaction
	(Make Position File Current, Bulk Update & Export)
	Make Position File Current


	1. Return to the Position File List screen.
	2. Select the position file to update and the Make Position File Current tab.
	3. Read the confirmation message and 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 Inc...
	Basic Rules for the Bulk Update
	Update to New Job Class

	5. Return to the Position File List screen.
	Update Position Funding
	Update Non-Classified Position Salaries
	Lesson 2, Task 6 – Export/Import Records to Update Funding

	29. 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.
	30. Open Excel.
	31. Select File/Open.
	32. Change the Files of Type to Text Files.
	33. Select the file exported in step 27.
	34. Select Open to open the Exported file.  This will bring up the Text Import Wizard.  Select Original data type as delimited, then select Next.
	35. Check to select the Tab under the Delimiters option, then select Next.
	36. 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,...
	Position Number
	Person ID
	Payroll Organization
	Subsubobject
	Master Index
	Appropriation Index
	Program Index
	Organization Index
	Project
	SubProject
	ProejctPhase
	Budget Unit
	Allocation code
	37. Select Finish once all required columns are marked as Text to open the file.
	38. With the opened file you can change account code funding elements on a position or create additional rows in Excel to provide additional lines of funding.  (  Note:  Please study the chart below for data rules and examples.
	Skip funding updates in training
	39. Select Save As to save the file.
	40. Reselect the exported file name and select Save.
	41. Select Yes to replace the existing file.
	42. Select Yes to the notice that you are saving a text file.
	43. Go back to SPS to the Position File List screen.
	44. Select the position file that was originally exported and the Import/Funding tab.
	45. Browse for the exported file from the Import Funding dialog box.
	46. Select the file to import and select Open.
	47. Verify the file was filled in correctly in the Import Funding dialog box and select Ok.
	48. If there are errors, you will receive a Funding Import Error Report that you can Print to recall how to fix the errors.
	49.  Once errors have been corrected repeat steps 43-47.
	50. Once everything has been corrected and is in the correct format you will receive the following message.
	51. Select OK and you will return back to the position file list screen.
	Lesson 2, Task 7 – Verify the Position File

	1. 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.
	2. This will display the Report Parameter Selections dialog box.  Select a 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.  ( Note:  There are three ...
	3. Select Run to generate the report. ( Note:  You will only be able to run one report at a time; previously generated reports will be overwritten by the new parameter selections.
	4. Select the Printer icon to print this report.
	5. Select the X in the upper right hand corner to close the report screen.
	6. 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...
	( Note:  When an HTML format option is chosen, the  icon will present options for exporting the report as a Crystal Report, Adobe Acrobat (PDF), Excel, Word or Rich Text Format (RTF).  You could export the report and attach to an e-mail to facilitate ...
	LESSON 3 – RUN A PROJECTION
	Lesson 3, Task 1 – Run a Projection and Save Results

	1. Select the position file to run the projection on and the Run Projection tab.
	2. This will bring up the SPS Run Projection dialog box.  Select the Projection Parameters to be included in the projection calculation.  ( Note:
	3. Select the Biennium for which to project salaries.
	4. 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 amou...
	5. Select an option for the Projection Results.  ( Note:
	6. Select Run to begin the projection process.
	Enter a desired Projection File ID and Title for this projection result.
	( Note:  The Projection Files are independent of the Position Files.  You can enter any ID including the same ID as used for the Position File.
	 If the ID has already been used for the selected Projection Period for the indicated biennium (step 3 above), and you have the authority to delete a projection file, you are given the opportunity to OVERWRITE the existing projection file (be aware ...
	( Note:  Occasionally, a Run Projection failed! message will display when a projection file with the same ID already exists. Try to run projection again as this is an intermittent anomaly.
	 Edit Access users can only 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.
	7. Enter a comment that adequately describes the projection results.  ( Note:  The parameters selected to run the projection are saved with the Projection file and are available in the Projection File list (reviewed in Lesson 3, task 2) as well as dis...
	8. Select Save to run and save projection.
	Lesson 3, Task 2 – Lock a Projection File and Update Comments

	1. Select Projections from the Application tab bar.
	1. Activities Bar—allows you to perform actions related to a specific projection file or files.  This includes Update, Filter, Reports and Delete.
	 The Update tab allows you to update the projection file title, comments, and operations lock depending on your security.
	 The Filter tab allows you to set or clear the filter that you want to apply to the projection reports.
	 The Reports tab allows you to run projection reports for a projection file chosen.  See Lesson3, Task 3 for more information.
	 The Delete tab allows you to delete one or several projection files.
	2. Projection File Selection Box—allows you to work with a particular projection file or files.
	3. Biennium—indicates for which biennium the projection file was run.
	4. Projection File ID—displays the chosen three character ID.
	5. Projection File Title—displays the chosen title.
	6. Operations Lock—displays a lock indicator if an operations user has locked the file.  To remove this lock you must go through the update tab.
	7. Comments Indicator—displays whether comments are associated with the projection file.  To view click on the check mark and to close click the check mark again.  To change comments you must go through the update tab.
	8. Owner—displays who owns the projection file and if you hover over the name, the date and time the projection was run.
	9. Record Count—displays the total number of records in the projection file.
	10. Extract Date—displays the date the HR Data was loaded into the position file.
	11. Position File ID—displays the three character ID of the Position file for which the projection was run.
	12. Starting Fiscal Month—Displays the chosen starting month for which the projection begins.
	13. Includes Increments—Displays a check mark if increments were included in the projection.
	14. Includes General Increases— Displays a check mark if general salary increases were included in the projection.
	15. 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...
	16. Includes Funded Only—Displays a check mark if Only Positions Marked Funded were included in the projection.
	17. Funding Titles Biennium—displays from which biennium the funding titles are edited against.
	1. Select the projection file and the Update tab to change the Comments and Lock the file.
	2. Select Save to save changes.
	Lesson 3, Task 3 – View Projection Reports

	1.      Select the projection file and the Reports tab to see the available reporting options.
	2.      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.
	( 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 define...
	Sort Option:  Program, Subprogram
	Format Option:  View as PDF
	3.      Select Run to view report
	4.      Scroll through the pages to review the format, layout, and totals.
	5       Close the report to return to the Projection File List screen.
	6.      Select Filter/Set Filter and the Position tab.
	7. Type your last name plus an * in the Name field of the filter. ( Note:  The filter allows a search on last name only.  This can be a partial or full last name.  The filter does not allow commas or spaces.  By entering the “*” the filter will look f...
	e.g., employ
	8.  Select Ok to apply the filter.
	9. Select the Reports/Allotment Detail tab.
	10. Select the desired Sort Option/Position Number and Format Option/View as HTML option for the report.  ( Note:  The Allotment Detail report will show all details for each combination of position number, person, and fund code.
	Sort Option:  Position Number
	Format Option:  View as HTML
	11. Select Run to view report
	12. Review the report, noting the report header that identifies the filter set and page headers that indicates the person, position, and funding the page represents.  ( Note:  The Allotment Detail report will allow you to investigate anomalies in your...
	13. Close the report to return to the Projection File List screen.
	LESSON 4 – DATA RELEASE FOR COMPENSATION IMPACT MODEL (CIM)
	Lesson 4, Task 1 – Check CIM Release Edit Report

	1. Create a position file using the current funding titles biennium. (  Note:  Do not use the biennium for which you are submitting the data because the titles will not yet exist in AFRS and will make all of your positions invalid. For example, you wi...
	2. Complete the steps of Lesson 2 – Edit your position file to prepare a position file that represents your best guess maintenance level for the ensuing biennium. (  Note:  Do not use the multiplier feature on the position detail screen during your CI...
	3. Before releasing your information you will want to check your CIM Pre-Release Edit Report.  Select Position Files from the Application tab bar.
	4. Select the Position File Selection box, and then select the Release/Pre-Release Edits tab from the activities bar.
	5. This will display the Salary Projection System:  Edit Report.  (  Note:  This report will provide you with Critical errors (these must be fixed) and Warning errors to evaluate whether or not you need to go back and fix these to include in your rele...
	6. Select Close to close the report.
	Lesson 4, Task 2 – Release Data to OFM for CIM

	1.     Once you are satisfied with your file select the Position File Selection box for the file you wish to release, and then select the Release/Submit tab from the activities bar.  The following message will display:
	2. Select Ok.
	3. If there are critical errors you will receive the following message:
	4. Select OK and it will bring up the Salary Projection System: Edit Report.
	5. Once critical errors have been corrected, repeat steps 1 and 2 above.
	6. Once the release is complete you will receive an e-mail similar to the following:
	“Agency 105 has successfully submitted their SPS position file to OFM for inclusion in the compensation data collection process for 2011-13.”
	7. You can then go back to the Release/CIM Position Listing report tab to view the details of the file that was released to CIM.
	(  Note: This will display the salary applicable for that position at the beginning of the biennium for which you are releasing (it ages the positions by applying any applicable increment/merit increases and general salary increases).  It will also ha...
	(  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 you have released more than once, the released inf...
	Appendix 1 – Business Rules & Usage Notes
	1. The BASS suite of applications does not support the use of internet browser navigation buttons, i.e. ‘back arrow’ and ‘forward arrow’. You should avoid using the back arrow and forward arrow buttons available on your web browser tool bar when worki...
	2. The Contact link tells how to contact the help staff, and the Help link takes you to BASS Help document library.
	3. It is extremely important to properly logout of the system when not in use.  There is a timeout provision included in the system.  If your session is inactive for 120 minutes the system will time you out.
	4. If your agency does not have any position files previously established, there will be no records displayed in the Position File List for your agency.
	5. A Budget Operations Lock prohibits all agency Edit Access users from making changes to the position file.  File Owners that are Edit Access may also set an Owner lock that will prohibit all Edit Access users who are not the file owner from making c...
	6. There are four tabs on the Filter each criteria field will display a tool tip with a formatting rule, if one applies.  Some criteria fields have lookups available and others are only available to type in the criteria.
	o The Position tab allows you to filter by specific position detail information
	o The Account tab allows you to filter by specific account coding elements
	o The Summary tab displays summarized 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)
	o The Hints tab displays some of the common rules used in setting a filter and when they can be used.  An example for job class and Name are below:
	7. The filter can search on a number of options (e.g., Program and Job Class) as long as the selections do not get too complex.
	8. Programs listed are programs found in the AFRS funding titles for the funding titles biennium chosen.  If you choose to go to a lower level of detail, you must first select the 1st level of the hierarchy (ie Program) and it will then display the ne...
	9. If a filter was applied prior to a copy/merge, the dialog box will display the filter chosen.
	10. 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, the Merge Options will be enabled and the copy button will display as Merge.
	11. 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, ignores those in the from file, and 3) Replace Entire File takes all the informatio...
	12. Duplicate means the same position number, person name and start date.
	13. Filtering may return an empty list for invalid or valid positions.
	14. You can filter on any combination of account code 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).
	15. Vacant positions are always loaded as exception records since certain data elements are missing.
	16. 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.
	17. Rules for entering an increment date:  The State Salary Schedule identifies how many months until the next increment is due.  Some job classifications have longer increment periods.  In general:  Positions at the last step must have an increment d...
	18. Do not use the multiplier feature during your CIM release, each position must be created separately.
	19. Updated Salary Date is important because it triggers the projection engine to decide whether or not to apply general salary increases and merit system increases.  It assumes that as of that date, the salary amount is correct.
	20. When a position contains a job class that is associated with I-732, the system will automatically flag the I-732 Indicator; however, newly added positions will not be flagged automatically.
	21. The funding percent must equal 100%.
	22. The only required account codes from the funding grid are Pgm Index (Program Index) and EA Index (Expenditure Authority Index.)
	23. The start date tab will change to the date you put in the start date once the position detail is saved successfully.
	24. The Working Title field will be what is displayed on the position list as well as the Position Listing Report and must be added or updated manually by user.
	25. The Overtime field on the Position Detail screen can be used when overtime is assumed to be consistent across all months of the biennium.
	26. Once information is entered in the Variable OT grid an asterisk will display.
	27. Fund coding changes can be selected by typing in partially/fully or using the down arrow key on your keyboard.
	28. Changes can be effective for all projections.  If you need to show an ending point for a projection and a beginning point for a different projection, you will need to end the current position and add a new start date for that position by using the...
	29. 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 exi...
	30. Currently you must leave the position detail screen and return to it to see the end date populated.
	31. You can also add from the Position Listing screen but the Copy to New Effective Date and Copy to New Position will not be available.
	32. If the position is at the last step, increment date must be in the past.
	33. You cannot change SubObject in the funding grid; you must select SubObject from the dropdown list box above the grid.  This SubObject will be used for all lines of the funding.
	34. The Search brings up all valid and invalid positions.
	35. Note:  There are two rules in regard to funding:
	36. 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...
	37. Basic rules for the bulk update:
	38. The position filter will be updated to the updated job class.  If positions had already existed with this job class these will also display if you go to the position list.
	39. 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.
	40. Positions that have ended with a date prior to today will not be updated in a bulk update.
	41. You can only update for 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, you may update all of pro...
	42. Use * 1.02 to increase salary by 2% in the bulk update for non-classified positions.
	43. Export/Assignment Pay is only available for Washington State Patrol at this time.  See Appendix 4 – Export/Import Records to Update Assignment Pay (Washington State Patrol Only).
	44. The Save as Type must be text for an export.
	45. 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.
	46. Setting data with leading zeros to text in the import wizard 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...
	47. Please study the below chart for data rules and examples for the funding export/import:
	48. 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.
	49. 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, but column titles may overlap; “HTML formatted for Export” is designed for exporting nicely, co...
	50. You will only be able to run one report at a time; previously generated reports will be overwritten by the new parameter selections.
	51. When an HTML format option is chosen, the  icon will present options for exporting the report as a Crystal Report, Adobe Acrobat (PDF), Excel, Word or Rich Text Format (RTF).  You could export the report and attach to an e-mail to facilitate shari...
	52. Projection Parameter selections are:
	53. The display of the dropdown list box for Fiscal Month 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.
	54. Projection Result selections are:
	55. The Projection Files are independent of the Position Files.  You can enter any ID including the same ID as used for the Position File for the indicated biennium (step 3 above).  The system will automatically default to the chosen position file ID ...
	56. The parameters selected to run the projection are saved with the Projection file and are available in the Projection File list (reviewed in Lesson 3, task 2) as well as displayed on reports.  You may choose to use the comments to enter information...
	57. By default the 6767/Salary Survey parameter is always included, so the projection file list will always show this as checked.
	58. 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 wi...
	59. The filter allows a search on last name only.  This can be a partial or full last name.  The filter does not allow commas or spaces.  By entering the “*” the filter will look for all names that match the letters entered here.
	60. The Allotment Detail report will show all details for each combination of position number, person, and fund code.
	61. The Allotment Detail report will allow you to investigate anomalies in your Allotment Summary at the detail level.  It is recommended that you do not print an Allotment Detail report for your entire agency.  The details of the projection are saved...
	62. You will need to filter your report down to 3,000 records in order to run the allotment detail report.
	63. Do not use the biennium for which you are submitting the data because the titles will not yet exist in AFRS and will make all of your positions invalid. For example, you will need to use the 2009-11 Funding Titles Biennium when creating your 2011-...
	64. Do not use the multiplier feature on the position detail screen during your CIM release, each position must be created separately.
	65. The Salary Projection System:  Edit Report will provide you with Critical errors (these must be fixed) and Warning errors to evaluate whether or not you need to go back and fix these to include in your release.  If the warnings are not fixed, thos...
	66. The CIM Position Listing report will display the salary applicable for that position at the beginning of the biennium for which you are releasing (it ages the positions by applying any applicable increment/merit increases and general salary increa...
	67. The release will send all valid records that do not end before the start of the ensuing biennium to the CIM database.
	68. The CIM Position Listing report will display the last released information, so if you have released more than once, the released information based on the first release will be gone from the CIM Position Listing report.
	Appendix 2 – Data Exception Errors (Invalid Records)
	13. Funding lines do not exist for this position
	14. Position start date is invalid
	15. Position salary range is not valid for this job class per the State Patrol Salary Range table
	User Ed:  State Patrol has a special table for salary range.  A position must be on this table to be valid.
	Appendix 3 – Release Notes
	1. In testing we have found occurrences of errors that say “Unhandled Exception” or “Timed Out”.  If you receive one of these errors, log out of both SPS and BASS.  Log back into BASS, open SPS, and try again.  The error should be cleared.  If the err...
	2. If you choose to display your text size through your internet toolbar option for larger or largest, you may have to scroll to the right to see all the functional tabs available.
	1. The Job Class Risk classification is displayed.  The Risk Classification rate is being applied to projections per the Job Class Table in SPS.
	2. You will not be able to save a record with blank funding rows.  Before saving be sure to delete unnecessary rows.
	3. Rules for entering an increment date:  The State Salary Schedule identifies how many months until the next increment is due.  Some job classifications have longer increment periods.  In general:  Positions at the last step must have an increment da...
	4. Updated Salary Date is important because it triggers the projection engine to decide whether or not to apply general salary increases and merit system increases.  It assumes that as of that date, the salary amount is correct.
	5. When performing a copy to new effective date, you must leave the position detail screen and return to it to see the end date populated for the previous start date.
	6. When the Job Class is changed, the Working Title is not updated at the same time and must be added or updated manually by the user.
	7. Once the file is exported it is marked as exported (funding or assignment pay) and cannot be updated.  Users with Budget Operations access or the user that created the file may uncheck the Exported Funding or Assignment Pay flag through the update ...
	1. Projections for dates prior to the day run may not accurately reflect step changes.
	2. When you run a projection and ask to save results, the system automatically assigns the position file ID and title to the projection file.  Comments are not automatically moved over; however, if you want the same comments, you can select the reset ...
	3. Occasionally, a Run Projection failed! message will display when a projection file with the same ID already exists. Try to run projection again as this is an intermittent anomaly.
	1. Using an = to signify a blank does not work in the user defined or start date criteria.
	2. Start date must be expressed as a range even if you want to filter on only one date.
	3. The filter must be used to reduce records down to 3,000 when running an allotment detail report.
	4. When filtering on the user defined field, the filter may return “blank” user defined records if they previously had information and you deleted that information.  It is counting the blanks as matching the filter.
	5. Once a filter is set, even if you delete the information or choose the reset button from the Filter dialog box, the position listing will still show as a filter being applied.  To remove this indicator you must choose the Filter/clear filter tab.
	Appendix 4 – Export/Import Records to Update Assignment Pay (Washington State Patrol Only)
	(  Note:  Prior to updating Assignment Pay, you should make sure the correct job class, range and step are assigned to the position.  Once the file is exported and adjustments are made the position will be edited upon import to make sure the job class...
	1. Select the position file to export and the Export/Assignment Pay tab.
	8. The following Export Data dialog box will display, select the Export Data button.
	4. Use the Save As dialog box to select the location and name for saving the exported file and select Save.  (  Note:  The Save as Type must be text.
	5. You will receive the following message.  Close the dialog box.
	6. View the Position File List to make sure the Exported column says “Assignment Pay”.
	( Note:  Once the file is exported it is marked as assignment pay 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.
	7. Open Excel.
	8. Select File/Open.
	9. Change the Files of Type to Text Files.
	10. Select the file exported in step 1.
	11. Select Open to open the Exported file.  This will bring up the Text Import Wizard.  Select Original data type as delimited, then select Next.
	12. Check to select the Tab under the Delimiters option, then select Next.
	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, Fun...
	Agency
	Position Number
	Person ID
	13. Select Finish once all required columns are marked as Text to open the file.
	14. With the opened file you can change wage type elements on a position.  Rows that were exported must be included in the import file.  The import file cannot contain rows that were not exported.  (  Note:  Please study the below chart for data rules...
	Skip assignment pay updates in training
	15. Select Save As to save the file.
	16. Reselect the exported file name and select Save.
	17. Select Yes to replace the existing file.
	18. Select Yes to the notice that you are saving a text file.
	19. Go back to SPS to the Position File List screen.
	20. Select the position file that was originally exported and the Import/Assignment Pay tab.
	21. Browse for the exported file from the Import Assignment Pay dialog box.
	22. Select the file to import and select Open.
	23. Verify the file was filled in correctly in the Import Funding dialog box and select Ok.
	24. If there are errors, you will receive an Assignment Pay Import Error Report that you can Print to recall how to fix the errors.
	25.  Once errors have been corrected repeat steps 1-23.
	26. Once everything has been corrected and is in the correct format you will receive the following message.
	27. Select OK and you will return back to the position file list screen
	Appendix 5 – Report Samples

