Luma Budget Quick Reference Guide (QRG)

Position Allocation Form (8100) & Employee Allocation Error Report

Position Allocation Form & Employee Allocation Error Report

Initiator: Any Budget Employee
Reason: Correct employee payroll allocation data in the Luma Budget system.
General Notes:

= This is an optional form that allows agencies to correct position allocation data that

has been uploaded from the EIS Payroll System into Luma Budget, lessening the
need for PC adjustments.

= If used, ensure that this form is completed prior to completing any other
budget forms that manage position data.

= EIS Payroll system position data is uploaded after the fiscal year is closed, updating
the Luma Budget system with data from the last pay period of the prior fiscal year.

= Once completed, advance this form to stage 8120 to set the position allocations and
prepare for transfers or other changes to positions in the next budget year.

= Once moved to stage 8120, the form will become unavailable.

Note: Transfers and other personnel actions for the next budget year are made in other
budget forms. Performing these actions in this form (8100) may cause problems with
data in Salary & Benefit Changes (6200).

1. Select Position Allocation (8100) from the PCF drop-down menu.
e The Employee Allocation Errors report is accessed from the same menu.

Home Budget Forms - Spending Plans - - Links -

Position Allocation (5100

. Emplaoyee Allocation Errors
: mo FY2023 Luma Budget - Development & Tra
I'.. Position Allocations

Vacant Positions

2. Click Add New to open the “Create a new Budget Form — 8100” screen.

Create a new Budget Form - 8100

Stage:* | Select a Stage Code ol

Agency:* Ld
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3. Fill in mandatory fields:

a. Stage: Select the appropriate stage.

b. Agency: Select the agency you are making corrections for.

4. Click Save to continue to the “Budget Form Header” screen.
HEADER TAB

There is no narrative required in the Header Tab. The Notes / Comments text field
can be used by the Agency. This form will not be submitted with the Agency budget

request to DFM and LSO.

5. Select the “Position Allocation” tab.

Budget Form Header
[Commentl-istory] [Comment] [Submit]
Instance ID Form Definition Definition Mame Mame Agency
5275 8100 Pasition Allocation State Contraller 140
Stage Code:™ Agency
810 140
Staff Entry (Primary 1) State Controller
Name:* State Controller Save
Notes /
Comments
POSITION ALLOCATION TAB
The Position Allocation Tab will have all the personnel information and the
allocations for all current employees, filled and vacant.
6. Review and correct position allocation data:
2 of 7

L.

ma



Budget Form Lines

[Clcse] |[Export] [Import] [QEfresh]
1D Form Agency Form Name
8375 8100 140 - State Controller Position Allocation
Actions:
[S-:reer Configuraticn] [Action Corfiguration]
Audit Allocation
Trail Emp ID Position  Job Class Approp* Fund* Org Unit Program Project Percent
(1.00 = 100%)*
100448 14 2 1714 SCDA 480 0.671 [ /]

2 100448 1400002 1714 SCDA 10000 3300
3 101664 1400125 22 SCCA 10000 0.5000
4 101664 1400128 122 SCEA 100 | msoee | |Ed

< 101924 1400209 1714 SCDA 48 1.0000|| <
& .~ 10319 1400204 22430 SCCA 1 1.0000

.~ 103858 1400240 4246 SCBA 1 1.0000
8 .~ 103934 1731 SCDA 48 1.0000

.~ 103935 1715 SCDA 48 1.0000
10 .~ 106260 1400001 2243 SCDA 48 1.0000
11 ~ 107382 14 22424 SCCA 1 1.0000
12 ~ 107758 1400231 4245 SCBA 1 1.0000
13 ~ 107759 140026 22404 SCDA 48 1.0000
14 .~ 107901 1400118 4246 SCBA 1 0 1.0000 1
Records per page: | 50 al = (53'-'5*‘* j [Carcel A j = (5"0"‘-' Fil :e’j - |Qe-::-|':s: 1 - 50 of 116 - Pages: 1 oo

Note: Click Show Filter to reveal advanced filter options for each column, used to
narrow the listed allocations as needed. Click Apply Filter to apply your filter settings,
Hide Filter to hide the filter settings, and Clear Filter to remove applied filter settings.

Pencil Edit: Clicking the pencil icon at the end of a form line

will allow you to make quick edits directly to form line fields.

o Field data selected while in pencil edit mode will appear red

until Save All is clicked, which will save your changes.

&

o Changes must be saved before navigating between record pages.

Unsaved changes will be reverted.

Export & Import: Click Export to download the template and any existing
line information. Modify the form in Excel and save it before clicking Import to

upload your changes.

o Exporting is the only way to add new allocation lines on this form.
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EmpiD  [EmplName Position |Job Class [IC Name |Approp* [approp Name Fund*  |Fund Name Org Unit [Org UnitName |Program [Program Name |Project |Project Name | Allocation Percent (1.00 = 100%)*
100446 ason A Manning fa00002 01714  |IT SOFTWARE ENGINEER | scoa Computer Center f23000  |pata Processing Services fo Not Assigned [0 Not Assigned [0 Not Assigned [0.670000
100446 ason A Manning fa00002 01714  |IT SOFTWARE ENGINEER | scoa Computer Center f0000  |General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [0.330000
fl01664  |George M Otero faco12s 05122  [TRAINING SPEC scca statewide Payroll f0000  |General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [1.000000
[01924  |Dennis F vest f400209 [01714 [T SOFTWARE ENGINEER | scoa Computer Center f23000  |pata Processing Services fo Not Assigned [0 Not Assigned [0 Not Assigned [1.000000
f03150  [ScottE Smith f40020a 22430  |DEPUTY CONTROLLER scca statewide Payroll f0000  |General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [1.000000
f03858  |sandra LTisdale fac0220 04246  |FINANCIAL SPECIALIST scBA Istatewide Accounting [10000  [General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
703934 [steven ) Trevaskis fa00243 01731  [IT INFO SYS AND INFRENG Iil scoa Computer Center 18000  |Data Processing Services fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
103935 ustin K Sleight fi400233 01715  |IT SOFTWARE ENGINEER Il scoa Computer Center f235000  |pata Processing Services fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
f06260  [Teresa R Ford fa00001 22430  |DEPUTY CONTROLLER scoa Computer Center f235000  |pata Processing Services fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
flo73s2  [emily Paniccia f1400105 [22424  |PAYROLL SUPPORT SPECIALIST scca statewide Payroll fl0000  |General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
f07758  |susan Steed f1400231 [04248  [FINANCIAL TECHNICIAN scBA Istatewide Accounting [10000  [General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
[07759  |Cheyenne HvonKostka [1400261 [22404  [IT OPS ANALYST, SCO scoa Computer Center f23000  |pata Processing Services fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
f07901  |Lanae A Potter fiaco11s 04246  |FINANCIAL SPECIALIST scBA Istatewide Accounting [10000  [General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
108337 ohn N lasonides fa00135 22430  |DEPUTY CONTROLLER scaa Administration fl0000  |General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [0.700000
108337 ohn N lasonides fa00135 22430  |DEPUTY CONTROLLER scBA Istatewide Accounting [10000  [General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [0.100000
108337 ohn N lasonides fa00135 22430  |DEPUTY CONTROLLER scca statewide Payroll fl0000  |General Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [0.050000
108337 ohn N lasonides fa00135 22430  |DEPUTY CONTROLLER scoa Computer Center f23000  |pata Processing Services fo Not Assigned [0 Not Assigned [0 Not Assigned [0.150000
f03049  |David R Ahrens f400206 [01708  |IT OPS & SUPPORTSRTECHNICIAN  [SCDA Computer Center f235000  |pata Processing Services fo Not Assigned [0 Not Assigned [0 Not Assigned [11.000000
f09142  |AnnetteCvalenzuela  [1400211 [22431  |PROGRAM COORDINATORSENIOR  |scaa Administration f10000  |ceneral Fund fo Not Assigned [0 Not Assigned [0 Not Assigned [1.000000

o Every field outlined in red in this example image requires data in order to
import properly. Use 0 (zero) as a placeholder as needed.

o “... Name” columns (e.g. Org Unit Name) are not required and will apply a
value of “Not Assigned” if left blank or a 0 is entered.

7. Click Save All to apply your changes. The Luma Budget system will update
position allocation changes made using this form during hourly update cycles.

EMPLOYEE ALLOCATION ERRORS

= This report has been created to alert when there are positions that allocations do not
equal 1.00 on the Position Allocation (8100) form.

Home Budget Forms o Spending Plans = Chart of Accounts o Administration . System Configuration Reports Links
Projections 3 -
Position Allocation (8100) cocion R
Quick Search:
f Employee L4
| Enter search criteria here... ( Show A
Job Class 3
Record Action: Salary Tables v
Add New
= Pay Progressions 3 = —
orm - ¥ - -
D DU Title date User Submit Actions
Benefits X
384 State Contraller 4f2021 chuck.hulem@:
5382 Department of Health and Welfare PCF Configuration b |z/2021 jessa.gonzalesi
Records per page: |50 || osition Allocation (8100) - Records: 2 - Page: i
Employee Allocation Emrors

= This report can be exported to view all the positions that do not equal 1.00.

8. Select Position Allocation (8100) Employee Allocation Errors - Alloc<>100%
from the PCF drop-down menu. Quick Search:

Enter search criteria here... Show Advances

9. “The Employee Allocations Errors —

Actions:

<> 1000L" .

AIIQC 100% report will display,

listing any allocation errors. Use S
ocation a

form 8100 to correct these errors. Position (& Employee# & Employee Name € Percent

Employee Allocation Errors - Alloc<>1

Records per page: | 25 k2l - Records:0- Page: |14 || << | 1 | » || »
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10.Once the position allocations are corrected, submit the form 8100 parent entry for
your agency to advance the form to Stage 8120.

Result: You successfully completed the Position Allocation Form (8100) and resolved
allocation issues identified on the Employee Allocation Error report.

Additional training resources can be found on the SCO website’s Luma Budget Training
page: https://www.sco.idaho.gov/LivePages/luma-budget-support-and-training.aspx
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