Yale Budgeting Tool (YBT)

Yale

Labor Planning - Adding a New To Be Named (TBN) Position with Split Charging

In the example below, you have an approved open Clerical/Technical (C&T) position, an
administrative assistant, with split charging to two Home PTAEOs allocated at 50% each.

1. Gotothe Employees tab of the Labor Planning Workbook.

2. Onthe Axiom ribbon, select Add (& Refresn - ceze Panes (g Print ~ Home @ e
ROW(S) >> Emp|0yees >> Add a j‘ﬂAdd Row(s) ~ 7z Qu [ snapshot Farmula Bar o —
Custom Inserts 4 E-mail Headings e s
new Employee/Group — . i
“Z 1Employees » | 1 Employees actions on sheet Employees

Clerical/TeChnical. CE] 2 Allocations j Add a new Employee/Group - Clerical / Technical

|j Add a new Employee/Group - Faculty
|j Add a new Employee/Group - Managerial/Professional

3. Choose the position name: Choose Value

e Double-click the Position

Lﬁ Choose a value for PositicnMName.,
Name Pick List

View: Summary

adm

e Enter asearch phrase to filter
the list

Position Name

Adminrtrative Associate 1
Administrative Associate 2
Azgociate Administrator 1

L]

e Select Administrative

<< Position Nome |

Assistant
ol Employee >=
e Click OK.
4. Select the Plan Start Date from the Oct-2011 |+
pull-down menu in Column AG. Aug-2012 -
Sep-2012 —
Dot 201 ] |
5. Confirm that the fringe code AM

(column AK) and FTE % (column
AL) are correct. Tab to Column
AM. Type the annual salary and
press Enter.

FTE
Salary

42008

Need Assistance?

If you cannot install or open
YBT, please call the ITS help
desk at 203.432.9000.

For questions and issues
about specific YBT functions
or data:

" Email

ybtsupport@yale.edu or

= Call the YBT help desk at
203.436.5929

System documentation and
training materials can also be
found on the YBT home page,
as well as at
http://yalebiz.yale.edu/yale-

budgeting-tool.

6. Onthe Axiom ribbon, select Add Row(s) >> [j‘ﬂ Add Row(s}=| ¥ Quick Filter 2 Snapshot | ¥ Formula Bar
Allocations >>Home Employee. Custom Inserts Y E-mail V| Headings
File Cutput Display

X 1Employees * |

A new record displays on the Allocations tab. e

|_:J Home Employee

7. Go to the Employees tab and click on the UPI column of the newly added record.
Choose Copy (Ctrl + C or Right click, Copy).

8. Go back to the Allocations Tab and use the Paste Specials
Values command to enter the UPI value.

View: Stondard

9. Double click on << Add New Earnings Element >>.
Pl

2 Allocations actions on sheet Allocations

Employee Name

Project

The Insert Calc Method(s) in Sheet Allocations pop-

up window appears.

[ 1026250314 To Be Named
L v

| << Add New Earnings Element>> ||

Continued
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10.

11.

12.

13.

14.

15.

16.

Select Regular from the list and click OK.

The Calc Method Variables pop-up window appears.

Click the Choose Value... button.

The Choose Value pop-up window appears.

Select Regular Wages; click OK.

A regular wages block displays in the employee’s
record.

Double-click the << Add New Regular Wages
Allocation>> link.

The Insert Calc method(s) in sheet Allocations
window displays.

Choose the 2 Home PTAEOs:
e Click PTAEO - Home
e Type ‘2" in the Number of items to insert
(max of 10) field
e Click OK.

Enter the Project_Task, Award, ExpType, and Org
information. To pick the ExpType from a list, use the
EXPTYPE Pick List link.

Scroll right to the November 2013 cells and allocate
each line appropriately.

Add a New TBN Position with Split Charging, continued

Insert Calc Method(s) in sheet Allocations

Available Calc Methods:

1- Regular I'

2 - ExtraComp
+| | 3 - OtherSalary

Details:

Name 1 - Regular

Group Elements

f !a c Metﬁa aanaﬂes — 2

Element

Choose a value for Key.

Choose Value..

& Enter a value for ‘Element’

i “oose V_aue |

Choose a value for Key.

KEY [=] TYPE [=

Post Doc Fellowships  Regular

Regular Salary Regular

I Regular Wages Regular I

ALAT

Al

AV AW

04 View: Standard
95 UPI Employee Name
06 Project

| 1026250510 #N/A

Regular Wages
| =< Add New Reguiar Wages Allocation == |

Insert Calc Method(s) in sheet Allocations

=)

Available Calc Methods:  Details: ‘

Name PTAEQ - Home:
PFTAED - Splitln

PTAEO - Split Out ey

PTAED
Rows 1

Description  Allows user to add an additional F
expenses

Number of items to insert (max of ‘.OfE

Cancel

——————14

AU AV AW

Rl View: Standard

85 Employee Name

96 Project
574 lDZEEEDEJDMN_fA Choose a value for EXPTYPE.
576, Regular Wages EXPTYPE (=] DESCRIPTION [=] COMPTYPE =)
577 Home Project A
3+ [ Project ; = 722100 Staff CAT Regular
579 << Add New Regular Wages 722200 Staff CAT Exclude Regular
el 723100 Staff S&M Direct Wages  Regular
582 724400 Interim Employment Pocl Regular
584 724700 Labor Default Expense Regular
585
BX BY BZ CA
FY 2013 FY 2013 FY 2013 FY 2013
NY Plan NY Plan NY Plan NY Plan
Allocation Allocation Allocation Allocatior
Mowv-2012 Dec-2012 lan-2013 Feb-2013
50.00 50.00 50.00 50.00




