LCD Salary Expenditure
Projection Report 8.9

Business Process Guide

@ To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

The LCD Salary Expenditure Projection Report allows departments to view baseline salaries for
positions within their department. Access to this report and specific CMS departments is defined by the

user’s security access.

Frequency: Ad hoc

Step 1:
Navigate to the correct page:

Menu > CSUF HR > LCD >
LCD Reports > Salary Expend &

Projection

Note: You may navigate to the
appropriate link using the menu
list on the left or the link in the
body of the page.

Search:
: ®

[ Employee Self Service
[ LAPP

[- LCD Processes

[ LCD Inguiry

[- LCD Reports
[> Position Wizard

hain Menu = CS

LCD Reports

[= My Favorites
[- C5L SA Basealine
~ CSUF HR =
[ PTF Employee Funding
[ HR Reports
[ HR Inguire _ o
[ Student iorkers < E Salary Expend & Projection

Salary Expendditure & Projection Repod

Expenditure Projection

The Salary Expenditure Projection
Report Page appears.

Step 2:

Run Control ID identifies specific
run control settings for a specific
report or process. A Run Control
ID must exist in order to run a
CMS report or process.

Click Search to see what run
controls you have available to you.

If this is your first time running the
report, click Add a New Value.

Enter any infarmation you have and click Search. Leave fields hlank for a list of all walues.

Find an Existing Value

Add g Mes

Search by: Run Control ID bedins with

I Case Sensitive

@vanced Search

Find an Existing Value | Add a Mew Value

Step 2A:

Add a Run Control ID

You can name your Run Control
ID any name. You cannot use
spaces; use underscore ( _)
instead.

Click Add

Salary Expenditure-Projection

Find an Existi

Add a New Value

Run Control ID: |LCD_SaIan,r_Expenditure

Find an Existing Yalue | Add a Mew Walue
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Step 3:
Run Control ID:  LCD_Reports Report Manager |

The Salary Expendiure Projecion

page appears.

‘Business Unit: FLCMP O

The Business Unit automatically
defaults to “FLCMP”, you do not

. ‘Fiscal Year: 2007
need to change this value. iseatyear o )

Funik HEFD & cEU Operating Fund
(Leave Fund blank to request all tunds )

Enter information into the following
required fields:
- Fiscal Year
- Fund (leave blank to
request all funds)

You may also use the Q icon to
look up the appropriate values.

Step 3a:
Choose One Rollup Level or Department Additional Parameters
Next, enter the reporting level or Division | =] I™ Report with no Projections
department the Salary ) =
College Unit | u I Generate Spreadsheet

Expenditure Projection report will
be run for.

Department 10057 Q,

To run the report without ] ) )
projections or generate a Note: Not all fields displayed are required

spreadsheet click the box r.

Step 4:

Repart Manager Process Mnmto
) . Run ControlID:  LCD_Reports
Once the required fields are
Report Parameter(s)
. Run |
complete click .

‘Business Unit: FLCMP O

*Fiscal Year: 2007Q pyyyyy

Fun: HEFD @ ¢s5uU Operating Fund
{Leave Fund blank ta request all funds )

Choose One Rollup Level or Department Additional Parameters

Division | JE | [” Report with no Projections

College/Unit | = ™ Generate Spreadsheet

Department 10057 Q,
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Step 5:
The Process Scheduler page Process Scheduler Request
appears. User ID: LLEDYARD Run Control ID: LCD_Salary_Expenditure
| Process Request Dialog

Complete the following fields: Server Name: RunDate; 071172007 |
Server Name=PSUNX Recurrence: Run Time: 11:21:02AM Resetto Current DaterTime |
Type = Web Time Zone:
Fo rmat = P D F Process List

Select |Description Process Name Process Type *Tyne *Format

Leave a" other fle'dS as iS. cl Salary Expend& Projection FULLCDO4 SGR Report Distribution
Qs | Cancel
Step 6:
Process Scheduler Request
For troubleshooting purposes, you User ID: LLEDYARD Run Control ID: LCD_Salary_Expenditure
must specify the “Distribution” {Process Request Dialog

Server Name: E PELINX vl Run Date: 0713172007 El
Recurrence: I vl Run Time: 11:21:02AM Resetto Current Date/Time |
Time Zone: Q

Process List
Select |Description Process Type
Note: This step must be [V Salary Expend& Projection FULLCDO4 SQR Report Web ¥

completed only once per report.
Qe | Cancel |

information.

Click on the Pistibution jn

Process Name

Step 7: Distribution Detail

Process Name: FULLCDO1

The Distribution Detail page
Process Type: SGR Report

appears.
Folder Name: | j
Click on the button to add a Distribute To
new row. *Distribution 1D
[user  [x][ea224s626
Step 8: Distribution Detail

Process Name:
In the new row, complete the FULLCDO1

following fields: Process Type:  SQR Report
Folder Hame: -
- ID Type: Role o ! !
- Distribution ID: FS HR DA EET L
*Digtribution ID
) ) User +| |892248626 =
Then click the look up icon Q . ! J | 2
| Rote ~|FsHR | o) =
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Step 9:

The Distribution ID look up page

appears. Click on the link
|FS HRRepart Distribution List

Look Up Distribution ID

Search by: | Distribution D = | begins with F5 HR

Look Up | Cancel |Advanced Lookup

Search Results
Wi Al

Fir=t E 1 of 1 E Last
Description
R Report Distribution List

Digtribidinm IN

AES HREeport Distribution Lis

Step 10:

Verify the Distribution Detail page
for accuracy.

Once complete, click ok |,

Distribution Detail
Process Name: FULLCDOM

Process Type: S0OR Report

Folder Name: |

Distribute To
*Digtribution 1D

x| |s92243626

| Fs HRReport Distribution List

_
Q & =

Q & =
Emanooby |

Email Subject: Email With Log | Email Web Report |

|User

|R|:|Ie

Message Text:

Email Address List:

Cancel |

Step 11:

The Salary Expenditure History
process page appears with a
Process Instance number.

This is a confirmation number for
your reference.

Run Control ID: Report Manager  Process Mopito Run

Process Instance:51613

Report Parameter(s)

‘Business Unit: FLOMF Q
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Step 12:

After you have initiated the
process you can check the status
and view the attendance reports

by clicking Report Manager.

Faun Control 1D:

Report Manager Process Monitor Run

Process Instance:51613

Report Parameter(s)

‘Business Unit: FLCMP Q

Step 12A:

The Report Manager page
appears.

If the report name does not appear

in a hyperlink (i.e. FULLCDO4 ),
the process has not finished.

Click Fefresh o ypdate the
status of the process. You may
have to click this button several
times before the process is
Posted.

When the status Posted appears
next to the process you initiated,
you can click the Report name

to access the report.

The report will open in a new
window.

List

View Reports For
Folder: @’
Name: Created On: [ Last: ﬁ I Days 'l
o

Customize | Find | *ie

Report Description

Folder Name

SALARY EXPEMDE&
PROJECTION

07r31i07
11:22AM
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The Salary Expenditure Project report appears

REsport ID: FULLCOO2 california 2tats Tnivereity CEV-Fullertom Faport Data: av/za/a7

fage 1 of 3z Zalary Expenditures & Projections Report for The Flecal Year 2008 Raport Tima: 13:49:34
ke ©f The Honth of Jammary 2007

Division: Information Technology

College: Adoinistratiom - IT

Department: 10002, Administration - IT

Dapt Fund Prgm ClassProj Aooount Jul Aug Eap oct How Do Jan Fakb Mar ApT Hay Jun Total

Foeng R/T Emplovea Hame Est Toson 3 * * & * & Projectad

601201 - Hanagement and Supervisory Criginal Budgets 0,00
Ravised Budgsta Q.00

lanae THEFD

DADI4EE3 R Appk, Mary 13z, E8E. 00 a.an a.0a o.0o0 p.oo 11,974.4¢0 11,074. 04 o.a0 o.0o0 p.on a.an a.oa 2z,14%.00
papaETE2 B Bedrest Jim 113, 040, 00 a.an a.0a o.0o0 p.oo @,405.00 2,4%5. 04 @,40.00 @, 4%5.00 D, 4%5.00 @,405.00 2, 4%5. 00 BE, 4EE
a024641 B Cranayk, Elzaet %E5,41z.00 a.4ap a.0a 0.0% L. oo T,%51.40 7.051.4 T,%51.00 7. 851.00 7.0E1.00 T,%51.40 7,951.04 EE, €57
pap264s7 B D0RCan, Shaneon 143,540, 00 a.an a.0a o.0o0 p.oo 8,625.40 B,6Z5.04d 8,E25.00 8,6825.00 B,E25.00 8,625.40 B, BZE. 0] 60,375
pap2:%14 R Bmber, Lka 121,860, 00 a.an a.0a o.0o0 p.oo 10,155.490 10, 1s85. 04 140,155.00 14,155.00 10,155,900 10,155.4D0 10, 155. 04 71, bEE. 00
Total GET B0 00 a.an o.0d o.00 Do 47,300,090 47, 300.00 36, 22&. 00 3E,226.00 A6, 22600 BE, 12600 A6, 22800 275,730.00
gubtotal of Fund for Management and Superviscry Total Fund Criginal Eudget 0.00
Total Fund Rewioed Budget 0. 00
GET B0 00 a.an o.0d 0.00 o.00 Do 47,300,090 47, 300.00 36, 22&. 00 3E,226.00 A6, 22600 BE, 12600 A6, 22800 275,730.00
Avallabls -275,730.00
gubtotal of Hanagement and Supervisory Total Management and Superviscry Criginal EBudget 0.00
Total Management and SupsrviscTy Revised Budgst 0,00
GET B0 00 a.an o.0d 0.00 o.00 Do 47,300,090 47, 300.00 36, 22&. 00 3E,226.00 A6, 22600 BE, 12600 A6, 22800 275,730.00
Avallabls -275,730.00
601300 - Support Staff Jalaries original Eudgets 0.00
Reviascd Budget 0.00
lo008 THEFD
pap2zadl B oCaml Welskr 3,E1Z.00 a.an a.0a o.0o0 p.oo 6,156. 040 6,156.00 £, £,156.40 6,156. 04
0ap23712 B Derecks, Henry 3€,01Z. 00 a.an a.0a o.0o0 p.oo Z,%04.00 3,486.04 3,4%6.00 3,48 3,486.00 3,486,010
pap2410z B Marlg, Jenifer E0,EE4. 0O a.an a.0a o.0o0 p.oo 4,048 .00 4,850.04 4,850.00 4,E50.00 4,850.90 4,B50.00
Ze b, Thoty 17,11&. 00 a.an a.0a o.00 o.0o0 p.oo 1,3€7.490 1,640.049 1,6840.00 1,&40.00 1,649.90 1,640.00
Total 17 A0 & .00 a.an o.0d 0.00 o.00 Do 13, 44700 1g,133.00 1€, 12200 16,133.00 1g,132.00 1£,123.00 16,132.00 110, 239,00

* Indicates Projected Honth
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The following table lists CMS field names and their definitions used for the LCD Salary Expenditure
Projection Report:

Field Definition

Employee Name Displays the employee’s hame as Last Name, First Name.

RIT This field identifies whether an employee is Regular (R) or Temporary (T).

Department This field displays the department number.

Account This is the account number and description the employee salaries are being charged to.
Position # This field identifies the CMS position that an employee occupies within a specific

department. Unlike the SCO position number, the CMS position number has no meaning
behind it. It is a randomly generated eight digit number that has data elements attached to it
which define an appointment for a person.

Fund This field identifies the funding source for the employee’s position.

Class This field is an extension of the department number. Information in this column only
appears if applicable.

Est. Posn $ This field identifies the estimated dollar amount associated with each employee’s position.

Program This field is used by Accounting Services for reporting purposes at the Chancellor’s Office.

Project This field is an extension of the account. Departments use this field to track expenditures at

a very specific level.
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