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Logging Into SPS

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

Enter your login ID and password to log into BudgetWorks. If you do not have access please use the Security
Request Form to request it through the OFM Helpdesk at HereToHelp@ofm.wa.gov. The menu will only show
the applications that the user has permission to access.

Office of Financial Management
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How to Disable Pop-Up Blockers

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

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

2. Select Settings, this will open a new menu, on the left side select Cookies and site permissions.
3. Scroll down to Pop-ups and redirects, Allow.

4. Select Add, enter the site https://budgetlogon.ofm.wa.gov and click Add again.

In Edge:
Q Edge edge://settings/content/popups “_’é. ff m E
SEttlngS [ Notifications
Ask first
Q, Search settings
Profiles (5 JavaScript
Allowed
) Privacy. search, and services
CJ) Appearance & Images
Show a
[ start, home, and new tabs
& Share, copy and paste 4] I Pop-ups and redirects I e
o= ICookies and site permissions I Allewed
P —— > @ e > |

L Note: Documents downloaded in Edge may appear in a new browser tab instead of a document reader
such as Adobe or Excel and the following warning may appear.
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Getting to Know SPS

The Salary Projection System is used when agencies need to prepare financial staffing projections for the
upcoming biennium and legislative sessions. Once the files are released to OFM, Strategic Human Resource
staff audit, update, and prepare the files for import into the Compensation Impact Model. For questions about
the audit process or to update agency job class codes, pay scale codes, or salary schedules please contact
Strategic HR at strategichr@ofm.wa.gov. Ll Note: Please see CIM Data Release for CIM file prep
requirements.

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).

1. Internet browser navigation buttons: The SPS application does not support the use of internet browser
navigation buttons, i.e., ‘back arrow’ and ‘forward arrow’. Avoid using these while working in SPS as these
commands may cause errors and delete any unsaved work.

2. Page Header includes Application Title (Salary Projection System),

o Position Files tab: Main screen which provides a list of available agency position files and options.

Projections tab: list of the agency projection files and options.

Contact: OFM Budget Staff Assignments page

Help: OFM BudgetWorks Library

Logout Link: Please properly logout of the system when work is complete, or the application is not in

use. There is a back-up timeout provision included in the system that will time out after 120 minutes

of inactivity.

3. Application tabs: Available throughout the application and includes a tab for each major functional area
including Position Files and Projections.

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

5. Position File Options: Various task and tool options depending on access levels and availability, detailed
under Activities Bar below.

im} D Position File List x B - O X
@ ] ) https;//qa-sps.ofm.wa.gov/PositionListing/PositionFileList.aspx 8 = 4 e
W OFM SNAP () vsTS-DEV @b sA B SAHome [] BLE [) SWHR [] Resources [ Heidy
- o . Contact
Gk ) Salary Projection System Help
! Logout
| | osiion ries | [EEESREENN
Position File Lis ) Heidy McWain : 105 - Office of Finandal Management
Agency| 105 -l Mgmt v| Load
Add Filter Release 5 :
Positonflerpd | Tle | InUsc _ Exported Comments| _ Owner | Record Count Except Count | Funding.
h—

Position File Options

Performs actions related to a specific position file(s) or to add a new position file. Select one or more position
files for options to become available. Each of these sections are linked to other sections in the manual for more
detailed instructions, unless otherwise noted.

L Note: Options are available based on file status and user access.

1. Add: Create a new position file
Update: Update a position file title, comments, owner, funding titles biennium, operations lock, owner lock,
and the export flag. Depending on permission settings, some of these roles may not be available to
everyone, not linked.
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3. View Positions: View position information included in the position file chosen.
4. Filter: Set or clear filters that apply to the position file, reports, and projection.
5. HR Data Load: Extract HRMS data into an empty position file.
6. Copy/Merge: Copy or merge position information from one file to another.
7. Export: Export funding or assignment pay information to use in an external system (Washington State
Patrol only) .
8. Import: Import funding or assignment pay information back into the file it was exported from. (Washington

State Patrol only)
. Run Projection: Run a projection on a single chosen position file.

10. Release: Release a position file for the Compensation Impact Model (CIM) and to view the CIM Position
Listing Report.

11. Bulk Update: Update mass information on a single chosen position file.

12. Make File Current: Update position files to reflect due increments or general salary increases that occur
between the salary update of the position and the current date.

13. Clear-In Use: Clear the In-Use flag of a position so the position file can be updated (not linked).

14. Reports: Run a position listing report for the selected position file.

15. Delete: Delete one or several position files (not linked).

Add Update \View Positions Filter HR Data Load Copy/Merge Export Release Bulk Update Make File Current Repors Delete

-—@“I

] HMT HM Test 23/25 IMcivain, Heidy 2023-25
—

Position File Columns

Position File Selection: 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,

select the update tab.

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

update tab.

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

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

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

9. Owner: Displays who owns the position file.

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

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

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

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

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

15. Released By: If the file has been released; displays the name of the user that released the position file.

POON~

o

Position File ID Ops Owner In Record Except Funding Titles ac Released

Select A Title ock Lock Use Exported Comments Owner Count Count Biennium ate Updated By By

Trainer Training, Training,
O TrRL Training Trainer 0 0 2007-09 Trainer

Hovering over the name will display the date and time it was updated.
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Create a Position File & Load Data

After logging into SPS, the Position File List screen is displayed. All positions are contained within individual
position files. Loaded position files will be assigned to the individual that added the file, unless reassigned after
created. LI Note: If there are no position files previously established, there will be no records displayed in the
Position File List for the agency.

Salary Projection System
[ pociion P | ISR | |

Add a New Position File %3

1. Add: Options will pop-up for completion to G )
add a new position file. Once created, the file | worcor: o o i spanes
will show up in the Position File List, there

Pastion File List

are two options for loading data: 1. HR Data Load or 2.
Copy an existing file, both are shown below. Position File ID [TR1
e File ID: Create a three-character ID, letters or Title Trainer Tralring]
numbers are allowed. Comments

o Title: Name the file in the Title section
e Lock: The owner or the agency budget Operations Lock 01
operator can lock the file from editing Ownerlock O

Save | Reset | Cancel

HR Data Load

SPS payroll data is updated by Human Resource Management System (HRMS). The HR Data Load will import
all position records contained within the HRMS data for each agency. This includes vacant positions and
abolished positions that have not been removed from the HRMS personnel/position data. Data from HRMS is
uploaded to SPS after each payroll run (around the 10th and 25th).

L Note: Larger data loads may take longer to update.

1. Select the new file: Click in the box located next to the Position File ID, this will add a checkmark showing
the file is selected.

2. Click on the HR Data Load icon, a new screen will load with a message stating that leaving the SPS page
during processing may cause corrupt data, please wait. Once the data load is complete, it will navigate
back to the Position File screen and the file selected will contain the record count totals.

Before:
Add Update \View Positions Filter Copy/Merge Export Release Bulk Update Make File Current Reports Delete
7 Fie DA Ops Lock Qwnr Lock I Use_|Exported | Gomments|
m HMT HM Test 23/25 McWain, Heidy 2023-25

Processing...
Leaving this page during processing may cause corrupt data.
Please wait.......

After:

Reoord Count | Except Count Funding Titles Biennium

McWain, Heidy

L Note: Except Records are invalid position files that require corrections to be included in a projection.
More details are explained in the Invalid Data Comments and Errors section.
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Copy/Merge a Position File

Merge Options Copy/meroe To :
o Replace Duplicates; overwrites any duplicates found in FileID | [[Selecta Position File] Y]
the “To” file,
e Keep Duplicates; retains any duplicates found in the Please select a file.
“To” file, excluding files in the “From” file, —Merge Options
¢ Replace Entire File; copies the information from the Replace Duplicates ' Keep Duplicates  Replace Entire File

e Check the Position File Selection box for the created
position and select the Copy/Merge tab. The following [~ Copy/Merge From
Copy/Merge Position Files dialog box will be displayed FileID  HMT - HM Test 23/25
below. In the “Copy/Merge To” section of the dialog box
click the down arrow to choose the second file then
select Copy. If the file in the “Copy/Merge To” section is
empty only the Copy option is available, if the file has z
records, Merge options are available.

Filter No Current Filter Specified

“From” file and pastes it in the “To” file. Note:
Duplicate files require the same position number, person
name, and start date.

Cancel

3. Open the Position File: by clicking on the hyperlink next to the Position File ID or View Positions Icon.

From here Vacant positions can be added or copied, and Invalid Records can be corrected. Invalid records
will most likely be loaded. If the icon in the menu reads View Invalid Positions the list below contains all of
the Invalid positions, click on it to change the view to Valid Records.

Add Update Filter HR Data Load Copy/Merge Export Release Bulk Update Make File Current Reports Delete

setoct osition rile A Title 0ps Lock| Owner Lock _in Use | Exportes | Comments|____Owner ____|Rocord Gount| Except Count| Eunding lites Bien
HMT McWain, Heidy 0 ] 20}

Paosition File List = Position List

Files| HMT - HM Test 23/25 ~ |Rows[ 100 %] | Load

View Valid Positions |Reports

Invalid Position Comments & Errors

Position records that do not meet certain business or data rules get flagged as invalid records, including
abolished positions that are still in HRMS, even if they are not used. 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. All vacant positions will come across as invalid positions 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.

Invalid Data Comments & Corrections

1.

Code does not exist in titles tables (many variations exist) 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.
Subobject is not valid for salary projection. Salary sub-object must exist as a Valid Salary SubObiject,
Change the sub-object on these records to one of the valid options.
AA AB AC AD AE AF AG AH AJ AK AL

AM AN AQ AR AS AT AU NW  NZ
Position salary range is not valid for this job class per the Job Class table: A salary range must
match either the salary range or special salary range from the job class table unless the position is Y-rated.
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Correct the salary range to match the job class range. This may need to be updated by OFM, if the salary
range is not available in SPS please submit a ticket to the OFM Helpdesk.

4. Appointment salary does not match the salary in the State Salary Schedule: 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. Y-Rated is not available for all salary schedules, if the
salary does not match the expected salary, please verify the correct pay scale has been selected. If so and
it is still incorrect, please contact the OFM Helpdesk.

5. Salary exceeds band: The salary on the position is outside of the band limits as identified in SPS. This is
only for EMS/WMS positions. Check “Salary May Exceed Band” on the Position Detail to override the limit.
Salary exceeds band is not available for all salary schedules, if the salary does not match the expected
salary, please verify the correct pay scale has been selected. If so and it is still incorrect, please contact the
OFM Helpdesk.

6. No valid pay scale identified: A valid Pay Scale is required in SPS. If the expected pay scale is not
available or a job class does not exist under the correct pay scale, please contact the OFM Helpdesk.

7. Job Class does not exist in Job Class table: All positions require a valid job class for the indicated Pay
Scale. Contact the OFM Help Desk if a valid job class is not available.

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

9. Increment date does not match increment data rules: The State Salary Schedule identifies how many
months until the next increment is due. Change the increment date to match the requirements for a given
projection. 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%: Proration percent of funding lines must = 100%. Adjust
the funding lines to equal 100%.

11. Part time % must be greater than 0: 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.
To make a position valid you must choose at least one of the coding elements for both the program index
and expenditure authority index.

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

14. Program Index and Expenditure Authority Index are required fields: Complete both fields to remove
errors, if the Pl or EA is not available, verify that they have been entered into AFRS.

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

16. Position salary range is not valid for this job class per the State Patrol Salary Range table: State
Patrol has a special table for salary range.

Invalid Record Flags

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

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

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

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

5. OASI (BA and BH) Included Flag: Include/exclude OASI in the projection for the position.
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6. Medical Aid Industrial Insurance (BC) Included Flag: Include/exclude Medical Aid Industrial Insurance

in the projection for the position.

7. Paid Family Medical Leave (BK) Included Flag: Include/exclude Medical Aid Industrial Insurance in the

projection for the position.

Funded Flag: Mark positions as funded or not.

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

0. 1-732 Indicator Flag: Marks positions as I-732. 1 Note: When a position contains a job class that is
associated with 1-732, the system will automatically flag the 1-732 Indicator; however, new positions will not
flag automatically.

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

= ©x

Correct Positions Details

Once the Position File has been created, vacant positions can be added, or current positions can be updated,
corrected, and deleted to make the position file ready for a Projection or a Release to OFM. A Filter is also
available to include or exclude specific records. See below for field requirements and information.

L Note: Updates on a Position File can be done using the Bulk Update and Filter Options under Filters and

Bulk Updates.

To view the invalid comments and correct the position click on the link of a position listed under the Invalid
Position list. This opens the Position Details screen, click on the View Data Comments icon to view the
message, then correct the position. Once all of the invalid comments are gone, Save the position, this will
remove it from the Invalid Positions list.

Projections

Position File List = Position List = Position Details
Save Reset Add Run Projection Search Delete Hide Invalid Data Comments
Invalid Comments
Position Mumber Salary does not match the sslary in the
State Salary Schedule;
&/ 16/ 201 Increment date must be greater than
Updated Salary Date;
Start Date Pay Sale r Working Title
| [0001 - Standard Progression (Mon-Represented) | [233C - COMMERCE SPECIALIST 3 | [COMMERCE SPECIALTST]
{mmydd/ind
Range Step Specizl Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
B Vl[emesml V] O] O L ol
Bargaining Unit Personnel Arsa Work City Work County
[Select 2 Bargaining Unit] | [ 2030 - Department of Commerce V| | Il ]
Retirement Increment Date End Date Multiplier User Defined  Updated Salary Dats Job Class Risk
[Select 2 Retirement] Ml | | & | 1] [ | [5r14/2018 |
(mimyeldfia03) (mmyddfiry
SubOkbject % Full Time Over Time %
24 - State Classified v 0] View Variable PT Wiew Variable OT
Health Insurance (BDY) Induded Funded
OASI (BA and 8H) Included Calculate Staff Months || Backfill Indicator
Medical Aid Industrial Insurance (BC) Included
Paid Famity Medical Leave (BK)
Funding
Add Fund
Percent Pgm Index EA Index Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code
D 100.00 72101 - Small B 012 - 001 GF Sal 7200 - Small Bu TG - Step 2016 i

Position Details Menu
Position Details Menu Options: Perform actions related to a specific position detail. This includes Save,
Reset, Add, Run Projection, Search, Delete, and View (Hide) Invalid Data Comments.
e Save: Save any changes made to the record on the active Start Date tab.
e Reset: Discard any changes made before saving and put the record back to its original state.
e Add: Create a new position or record in three ways:
o Add Position: Presents a blank detail screen to create all information from scratch.
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o Copy to New Effective Date: Adds a new start date tab capturing all the information from the active
position, instructions linked.

o Copy to New Position: Opens a new start date tab capturing all information except the position
number and name, instructions linked.

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

Search: Search for position-b- position number or name and navigate to that position’s detail

information.

Delete: Delete the entire position or a selected Start Date (effective date) tab from the position file.

View (Hide) Invalid Data comments: Toggle between seeing or hiding the original invalid data

comments that made the position invalid.

Paosition File List = Position List = Position Details

Cave Rez=t IR [Run Projection Search Delete View Invalid Data Comments
Add Position

Pusition NuTopy to New Effective Date Name

ition

Completing Position Details Fields

Important: If a position file is created for the purpose of Releasing to OFM for CIM data, please ensure that
each required field is correct for the current position and salary, this includes the Pay Scale, Job Class, Current
Salary, Range, Step, Program Index and Expenditure Authority codes. Classified positions should correspond
to the assigned salary schedule. J Note: OFM manually audits released data and updates any incorrect
data prior to loading it into CIM. Salary increases are automatically applied by OFM for the current and next
biennium. If any of the mentioned fields do not have the expected data, please contact the OFM Helpdesk, do
not use May Exceed Salary or Y-Rated unless it is actually applied to that position. For assistance: The OFM
Help desk can be contacted at heretohelp@ofm.wa.gov for assistance. To look up classified salary schedules,
salary bands, and other compensation details go to Compensation administration | Office of Financial
Management (wa.gov)

Position Number: The number assigned to the position in HRMS or created for a vacant position.

Name: Name of the individual tied to the position in HRMS.

Start Date: Date the position detail information will start or started (is effective).

Start Date (new): Date the position detail information will start or started (is effective). This is available

when creating new start dates.

Pay Scale: Pay scale type and area that is assigned to the agency or position.

Job Class: Select a job class and job class description.

Working Title: Add a position description. There is the ability to choose to use the job class description or

add a one that fits the agency’s needs for this position. This will be displayed on the position listing and

position listing report in the job class title. Ll Note: The Working Title will not automatically update upon

selecting a job class and requires a manual add or update.

Range: Displays the range associated with the pay scale/job class combination.

Step: Displays the steps associated with the selected range.

0. Current Salary: Displays the salary associated with the pay scale, job class, range, and step per the state
salary schedule for classified positions. For all other positions, enter the appropriate salary for the position.

11. Rate: Displays the salary unit of pay (daily, hourly, or monthly)

12. Bargaining Unit: Select the code and title of the bargaining unit(s) available for the agency.

13. Personnel Area: Select the code and title of the personnel area(s) available for the agency.

14. Work County: Select the work county. Currently the work county and city are not importing as expected,

the work county can be updated with a bulk update.

15. Retirement: Select the code and title of the retirement plan.

16. Increment Date: Enter a periodic increment date or review date. L 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.

PN~

Noo

S©®
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¢ Rules for entering an increment date: The State Salary Schedule identifies how many months until
the next increment is due. In general: Positions at the last step must have an increment date in the
past. Positions at step A should have an increment 6 months after the start date. All other steps
(excluding the last step) should have yearly increments. The increment date must be later than the
start date and the salary update date unless the position is at the last step.

17. End Date: End a position “as of” date.

18. Multiplier: Create a generic position and project for the number of multiples specified. Ed Note: Do not
use this feature during the CIM release, each position must be created separately.

19. User Defined: Enter unique agency information.

20. Updated Salary Date: Displays the last date the salary was updated. L Note: This date is important as it
triggers a projection and if necessary, applies general salary increases and merit system increases. It
assumes that as of that date, the salary amount is correct.

21. 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.

22. SubObject: Select the Object/Subobject for the position from dropdown options.

23. % Full Time: Percentage of time a position is slated to work.

24. View Variable PT: Estimated work per month. This can be expressed in days, hours, or percentage.

25. Copy to 2" Fiscal Yr.: Copy numbers from the 1%t Fiscal Year fields into the 2" Fiscal Year Fields.

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

27. Clear: Clears all Variable Part-Time fields.

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

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

30. Copy to 2" Fiscal Yr.: Copy numbers from the 15t Fiscal Year fields into the 2" Fiscal Year Fields.

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

32. Clear: Clears all Variable Over-Time fields.

33. Funding Activities Bar: Add or delete funds.

34. Percent: Ability to specify what percent of coding is attributable to staff months, salary, and benefits.

O Note: The funding percent requires a total of 100%.

35. Account Coding: Ability to specify the coding associated to the position. £ Note: The only required

account codes from the funding grid are PI (Program Index) and EA Index (Expenditure Authority Index.)

L Note: If required fields are not complete when a position is saved, a warning will populate with the
missing requirements. Complete the missing fields and save.

Other Position Detail Updates

Copy to New Effective Date

In the Position Detail screen, hover over the Add icon
Select Copy to New Position

Enter a Position Number, Start Date, and Name
Save, a warning will populate for missing requirements:

pPON=

The save failed for the following reason(s):

A valid Retirement is required.

A valid Work County is required.

A valid SubObject is required.

% Full Time must have either a percentage amount or menthly amounts.
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5. Enter the rest of the fields to make the record complete (Name, Step, Bargaining Unit, Retirement,
Work County, Increment Date, % Full time) and save. L.l Note: The start date tab will change to the
date that was entered into the start date once the position detail is saved.

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

following message will appear:

NOo

All start dates for this position will be permanently deleted!

8. Select OK, and repeat for each vacant position that should be included in projections.

Continue?

Paosition File List > Position List = Position Details

Save Rec=t MR [Run Projection Search Delete View Invalid Data Comments
Add Positicn
Pasition N.Ep‘y to New Effective Date] |
Copy to New Position

Savel Resst Add |Run Projection Search Deletel View Invalid Dats Comments

Position Number | 71085718 | Name
IR | New Start Date
Py Scals Job Class Working Title
L 4] [0011 - I™-Standard Prog (Non-Represented) | [483SA - IT SYSTEM ADMINISTRATION - JOURNE|  [IT SYSTEM ADMIN - JOURT
[/ yyy)
Step Special Pay  Salary May Exceed Band  Y-Rated Currant Salary Rate
w | [ [Select a Step] | O 1 0.00] [ MONTHLY |
Bargaining Unit Personnel Arez Work City Waork County
| 0000 - Non-Represented General Government Employees VI 1050 - Office of Finandial Management IOL\‘MF'L'-. |[Er'ter or Select a Work II|
Retirement Multiplier User Defined  Updated Salary Date Job Class Risk
| [5elect = Retirement] | EH | 1] | | [3/25/2024 | 4302

Copy to New Position
1. Select a classified position and Add, Copy to New Position.
2. Enter the appropriate Position #, Start Date, and Name for the position and Save. Update Increment
Date to reflect the next increment due and save changes. L1l Note: If the position is at the last step, the
increment date update is not applicable and will not save with a future date.

Position File List = Position List = Position Detzils

Savel Reczt FRR [Run Projection [Search [Delete| View Invalid Data Comments
Add Position
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Reclassify an Employee Keeping the Same Position Number

1. In Position Detail and Add/Copy to New Effective Date. [L] 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. There is also an option of changing the original record if
there is no reason to associate a change with a particular date.

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

3. Two tabs for will appear for the Position and Employee in the Position Detail screen. The second tab
shows the Start Date entered.

4. Select the tab that represents the previous start date for the position.

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

Save Fesst [Add Run Projection Search |Delete| View Invalid Data Comments

Position Number | 71085718 | Name
IR | New Start Dats
Start Date Pay Scals Job Class Working Title
o/ 5 [0011 - I-Standard Prog (Non-Represented) | [4835A - IT SYSTEM ADMINISTRATION - JOURNE|  [IT SySTEM ADMIN - 30URT
(mmy/didyyyy)
Range Skep Special Pay  Salary May Exceed Band  Y-Rated Currant Szalary Rate
| oerT w | [ [Select a Step] w | | ] ] 0.00] [ MONTHLY + |
Bargaining Unit Personnel Arez Work City Waork County
| 0000 - Non-Represented General Government Employees VI 1050 - Office of Finandial Management % IOL‘fMF']'.n'-. |[Er'ter or Select = Work El
Retirement Multiplier User Defined  Updated Salary Date Job Class Risk
| [select = Retirement] | | 1] [ | [3/25/2024 | 4302
SubObject %% Full Time Ower Time %
| A4 - State Classified Vl | .El Wiew Variable PT View Variable OT

Update Funding and Find a Position using Search

1. In the first funding row of the position, click each field available starting with Pgm Index (Program Index)
and change the value to the first available in the list and change the SubObject and save. L1 Note:
SubObiject is not editable in the funding grid; select SubObject from the dropdown list box above the grid.
This SubObject will be used for all lines of the funding.

2. Select the Search tab. Use the dropdown arrow to bring up the list by Name and select the Name, then
hit Ok. Note: The Search brings up all valid and invalid positions.

3. 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.

4. Update the proration amounts of all lines to ensure they add up to 100% by entering 50% each. If the
lines do not add up to 100% when saving an error message will appear. E Note: There are two rules for
funding:

e Funding proration for a position must add up to 100% for saving able to save the record.
e Both program index and expenditure authority index are required for each funding line to save.
Delete unnecessary rows.
L Note: If the position is not in WMS, change the Pay Scale to 0002 and the job class to WMS01. Which
will open the field to enter a salary. Check the Salary May Exceed Band option to enter a salary that is
above the salary band. Save changes when all information is complete. The funding section in a
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position record is based on the Funding Titles Biennium. The funding titles biennium is looking at that
specific biennium in AFRS. If this is set up for the wrong biennium and no data yet exists in AFRS, they
will need to change their funding titles biennium.

Savel Resst |Add Run Prajectioelete
REEM || Search for a position Name [Test
EEETTEE | Position Num | [Select a Posdion Number]
statpae || NOME [Selact a Name] Job Class Working Title
04/30/2024 | E [1001 - OFFICE ASSISTANT 2 | [office Assistant 2
(mm/dd/yyyy)
Range Step Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
[32 ~|[c | O [0 [ zs40.00] [MoNTHLY v |
Bargaining Unit Personnel Area Wark City Work County
| 0000 - Non-Represented General Government Employees W | 1050 - Office of Financial Management w [oLYMPIA [Thursten |
Retirernent Increment Date End Date r1u|I:| lier User Defined  Updated Salary Date Job Class Risk
P1- PERS Plan 1 ~voazozozs |EH[ ]
(mmy/ddyyyy) (mmy: ﬁ’dfmr
SubObject % Full Time Qver Time %
A2 - Skate Classified Vl 100.0| View Varizble PT| 100.0| View Varizble OT|
Hezlth Insurance (BD) Included Fundad 1-732 Indicator
OAST (BA and BH) Included Calculats Stff Manths [ Backfill Indicator
Medical Aid Industrial Insurance (BC) Induded
Paid Family Medical Leave (BK)
Funding

Add Fund

| _Percent | Pgmindex | FEAlndex | Orgindex | SubSubObj |  Project |  SubProj | ProjPhase | BudgetUnit | AllocCode
D 100.00 00020 - Statewi 0Z0 - Salariss a

Update Positions to Reflect Known Changes

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

Update the Working Title to reflect updated title for the position. Ll Note: The Working Title will not
automatically update when a job class is selected, this is added or updated manually. The Working Title
field will be displayed on the position list as well as the Position Listing Report.

Update the Variable OT Select a Unit of Percent and enter the appropriate percent of overtime in the
appropriate months. L Note: The Overtime field on the Position Detail screen can be used when
overtime is assumed to be consistent across all months of the biennium. This information can also be
copied from an excel spreadsheet. LI Note: Whichever field the curser is in, that will be the starting
position where the numbers will be pasted to (i.e., curser is in 1st Fiscal Year, Oct. that is where the first
number in the selected row/column will appear; 1st Fiscal Year, July is the default starting point).

Select the Hide Variable OT button to apply the overtime and close the box. L Note: Once information is
entered in the Variable OT grid an asterisk will display. Repeat steps when selecting the Variable Part-
Time button.

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

SPS
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Save Reset |Add |Run Projection| Search| |Delate

Position Number [1000010 Name [Test

Start Date Pay Scale Job Class Working Title

[04/30/2024 | ] [0001 - Standard Prograssion (Non-Representsd) | [1001 - OFFICE ASSISTANT 2 | | [office Assistant 2

(mm/de/yyyy)

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

[32 v|c v O O 2,540.00] [ MONTHLY

Bargaining Unit Personnel Area Work City Work County

[ D000 - Mon-Represented General Government Employees v | 1050 - Office of Financial Management w [OLYMPLA [Thurston ]

Retirement Incrament Date End Date Multiplier User Defined  Updated Salary Date Job Class Risk

[ P1 - PERS Plan 1 v [oa3njzozs | 5 | | 2 [ 1] | [ | [
{mm/delfyyyy) (mmydd/yyyy)

SubObject % Full Tims Over Time %

[ A4 - State Classified v| [0 View variable PT | [ 100.0] [View Varizbl= OT

Health Insurance (BD) Included Funded 732 Indicator

OAST (BA and BH) Includad Caleutate Staff Months [ Backfill Indicstor

Medical Aid Industrial Insurance (BC) Included
Paid Family Megical Leav (EK)

Funding
Add Fund
|__|Percent PgmIndex | _EAIndex | Orgindex | SubSubObj |  Project |  SubProj | ProjPhase | Budgetunit | Alloc Gode
J 020 - Salaries a
Unit | Hours | % Unit | Hours | %
1st Fiscal Year 2nd Fiscal Year 1st Fiscal Year 2nd Fiscal Yaar
Juh-'la I.Ian |0 | Ju|~,r|0 |Jan |0 | Ju|~,r|0 |Jan |0 | Juhﬂlﬂ I.Ian |0 |
auglh  Jreblo ] Augle  Jrebfe ] augp  Jrebfo ] Awgle  Jrebfo ]
SepflD |Marfo | sepflo marfn ] Septln [Marfo | Sepfo Marfp ]
oo Japrfo ] oo Japrfe | oo Japrfo ]| oafo Japrfo ]
Nevp  [Mafo ] movfp  [Mmfo | New[p  [Mafo ] mevfp  JMayfe ]
pecfo Punfoe ] Decfo punfe ] pecfo punfo | pecfo Punfe ]
Copy to 2nd Fiscal Yr |Paste From Bxcel  (Clear] Copy to 2nd Fiscal Yr  |Paste From Excel Clear

End a Currently Filled Position

1. Select the position in the list to open the Position Detail
2. Enter an End Date for the position and save.

Savel Reset Add |Run Projection) Search Delste
Position Number | 1000010 Name | Test |
Diabe]
Skart Date Pay Scale Job Class Working Title
04/30/2024 :ﬁ 0001 - Standard Progression {Non-Represented) | 1001 - OFFICE ASSISTANT 2 | |ClFFic\e Asgiztant 2
(mmyeidfyyyy)
Range Step Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
[=2 vl [c v| O [ [ 2320.00] [moNTHLY w|
Bangaining Unit Personnel Area Wiork City ‘Work County
| 0000 - Nen-Represented General Government Employees * | 1050 - Office of Financial Management  [OLYMPLA [Thurston |
Fatirement Incremeant Dats End Dabe Multiplier User Defined  Updated Salary Date Job Class Risk
[P1 - PERS Plan 1 w [0a/30/2025 | | G 1] [ | | [
(mm/ddyyyy) (mm/dd/yyyy)
SubObject %% Full Time Over Time %
[ 44 - State Classified w| [ 100.0]|view varizble PT] View Varisblz OT]
[
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Delete Extra Positions

Invalid records are not calculated in projections, deleting extra positions is not necessary to ensure accurate
projections, however, it may assist with navigation when there are multiple extra positions.

Select, Select All column title above the check boxes (this will change to Clear All upon selection) and the
Delete tab. The following warning will display, choose OK. All positions will now be gone from the invalid
position list.

e

5

Salary Projection System
e Projections [l

Position File List > Fosition List
F||95| TR2 - Trainer - Copy To File "lRDws ‘ 100 v‘ Load
Filter Run Projection Search Wiew Valid Positions Repor(§ Delete )
(c =
\Clear All B/ sition #& Start Date Name Joh Class Job Title Range Step  Salary [
S—
&= 70004508 233C  CTEDSPECS £ 000
70004510 2338 CTED SPEC 2 52 0.00
70004511 479L IT SPEC 4 62 000
70004514 1056 ADMIN ASST 3 a9 000
70004547 2338 CTED SPEC 2 sz 0.00
70004561 23 CTED SPEC 2 52 000
70004560 WMS03  ASSOC DIR OF TED 0.00
70004502 233 CTED SPEC 2 sz 0.00
70004609 2338 CTED SPEC 2 52 000
70004643 233C  CTEDSPEC3 sa oon -
—— o |oFF et o " . The selected rowis) will be permanently deleted!
70004681 2330 CTEDSPEC4 60 ]
70004665 233C  CTEDSPEC3 sa 0.00 . 5
70004698 105H  ADMASST 4 46 000 Continue?
70004700 233C  CTEDSPECS £ 000
70004761 233C  CTEDSPEC 3 S8 0.00
70004763 2330 CTEDSPECH4 60 000 Cancel
70085054 S42%  ENFACSITESPEC 60 000 v
o Contact|
Q Salary Projection System Help)
Logout
Al Projections
Position File List > Position List Trainer Training : 103 - Community, Trade & Economic Develop
Files| TR2 - Trainer - Copy To Filz % | Rows | 100 ~| | Load

alidy —- Count: O

Projection| Search Wiew Walid Positions Reports

Updating Multiple Positions

Filter

There are four tabs on the Filter, when applicable each criteria field will display a formatting tip, search
function, or free text field. Multiple positions can be updated at once using the filter options.
L Notes:
e Using an = to signify a blank does not work in the user defined or start date criteria.
Start date needs to be expressed as a range, to filter on only one date use the same date in both fields.

[ ]
e The filter is required to reduce records down to 3,000 when running an allotment detail report.
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e When filtering on the user defined field, the filter may return “blank” user defined records if the previous
information was deleted. It is counting the blanks as matching the filter.
e Once afilter is set, even if the information is deleted or reset from the Filter dialog box, the position
listing will show as a filter being applied. To remove this indicator, choose the Filter/Clear Filter tab.

1. Set Filter: Hover over the Filter icon and click Set Filter, an

option box will populate to set the filter criteria: I o BLmmaryl Hins
e Position: filter by specific position detail information
e Account: filter by specific account coding elements. Criteria

Select the Elipses next to Pgm. Info to display a list of Position Nurmn

agency programs. The programs listed are found in e eed [t =

AFRS and match the funding titles for the biennium User Defined

selected. Sub-program searches and results are Start Date

available, but the highest-level search is required before :::“eumt

the next list is available to select from (Program, Sub- oot

Program, Activity, Sub-Activity, then Task). Work County

Ok Clear  Cancel
SPS Filter

Program Info

: "
Account Coding Information

o Program
Criteria 100 - Administration and Support Services HE
Pgm. Index 300 - Comrnunity Services
400 - Housing Division
Pgm. Info 450 - State Building Code Council
EA Index 500 - Energy Division bt
Sub Program
Account
EA Type
Org. Index
Org. Info Activi
chivi
Project Info ty
Budget Unit
Ok || Clear | Cancel Sub Activity

e Summary: displays information on the number of
records that will be affected by the filter chosen (when a
specific position file is not chosen, this information will Jask
not be available). Then select OK to apply the filter.

Carncel

SPS Filter ik

Refresh

Ok | Clear  Carcel
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Hints: displays common rules used when setting a filter and availability. An example is shown for job

class and name below:

= Job Class - 12* (returns all job classes |Position Account Summary

that begin with 12) Dperator  Operation Comments

= Job Class - 12071 (returns all job classes = without a value signifies a
where the first three-characters are 120 = Equals search for blank/null
and the last character is 1 regardless of > Greater than
what the fourth character is) < Less than

= Job Class - = (returns all job classes <> Not equal
where the job class code is blank). , OR

= Job Class - 12000-12040 (returns all job 5 Between
classes within the range of 12000-12040) / Separator Used for dates and

= Job Class - 12010, 12020, 12030 (returns hierarchies.
all job classes matching 12010, 12020, or | = Wilcard Not valid for date or amount
12030 fields.

= Name - > B (returns all records where the | » Positional Not valid for date or amount
name is greater than the letter "b". < and Wilcard fields.
<> are also allowed) ) ]

= Name — Search field requires the first 3 Note: For lookup F!elds you can mulitselect by using the
letters of the name as displayed followed shift click or ctrl click.
by an asterisk. For example: Ove* returns
all records that begin with “Ove”. By Ok | Clear Cancel
default, HR data loads by Last Name,
First Name.

2. View Results

Choose the Position File and load its position list by using the title hyperlink or the Position File
Selection box and View Positions tab.
The filter may return an empty list for invalid or valid positions.

L Note: The filter can search on numerous options (e.g., Program and Job Class) but is limited by complex
input.

Make File Current

SPS contains features that allows for mass updates: 1) Make File Current; updates all classified positions for
the current salary schedule including recent General Salary Increases and any increments due since the
positions were last updated and 2) Bulk Update; filter on a set of positions and then apply one update to all
filtered positions in one step.

1. From the Position File List screen, select the position file to update and the Make File Current option.

\Add [Update| View Positions| [Filter Copy/Mergel Export Run Projection [Release [Bulk Update] Make File Current Reports [Delete
ition r

Opslock Ownerlock InUse  Exported Comments Record Count Except Count Funding Titles Biennium Extract Date

| 591

O o
D WIW

D T13

D TT2

Tran, Tusn 278 27 2013-1% 712015
v Tabler, Deniss 278 44 2013-15 | # 6/30/2015
278 44 2013-1% 6/30/2015

44 2013-1%5 6/30/2015

[ P
ENENE]
FRERE
e | g
E |E B

N

o

o

276 27 2013-1% 6/30/2015

L 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. Make file current will update

positions based on the salary schedule in effect as of the date the make file current is run, including any
increments due since the position was last updated. For positions to be updated, it will first age the step

and PID date following the PID increment rules on the salary schedule.

SPS
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e Itis the aged pay scale/range/step combination that will be used to update the position file. Update
Positions that:
o are classified.
are not Y-rated.
have a valid start date,
the position's end date is not earlier than the date the make file current is run.
the position’s PayScale, salary range and step are valid for the salary schedule in effect.
the position's job class is not blank/null.
Updates are applied to:
Positions at the last step:
The salary
The update date.
Positions not at the last step:
The salary
The step
The increment date.
The update date.

O OO0 O0OO0OO0OO0OO0OO0OO0OO0o0OO0o0OOoOOo

The updates are applied to the entire file whether a filter is set or not. Make 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.

| Message from webpage @ﬁ

2. A popup box will appear; the update will
include updateS to their increment dates as _| This option will update the step and salary for all positions with a valid
well as UpdateS to the General Salary ¥' salary range and step in the selected position file based on increment

. date. Update will include salary schedule and salary survey (updates
Schedule. Click OK’ Do not leave the salary range) changes implemented by the Department of Personnel,
Screen.

[ Note: ONLY CLASSIFIED positions will Do youwish to continue?
be updated. You can now do a bulk
Il _____k oK l I Cancel J |J|
Bulk Update: Requirements

update on the non-classified positions.
To do a bulk update, the following items need to be filtered as described:

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

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

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

e Current Salary: Ability to multiply or divide to update the Current Salary. To increase salaries by 3.2%,
select Multiply and enter 1.032. Only positions that do not have a salary range will be updated.

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

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

e Backfill Indicator: Used to indicate positions that require coverage in the case of leave. Any filter
combination can be used to Bulk Update Backfill Indicator (e.g., Filter on a job class within a program
index to update positions that require backfill).

e Mix & Match: There is the ability to mix and match any of the fields for multiple updates at one time (e.g.,
update job class and backfill indicator or update organization index and bargaining unit).
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Bulk Update: To a New Job Class
1. Select the Position File and the SPS Filter

Add Update| View Bestions |51 Copy/Merge [Export Fum Projection Releass! Bulk Update

Position File DA | CETIEE mtle  |OpsiLocd OwnerLock| Inuse |Exported Cor
2 2

2. Select the Position tab. Enter a Job Class code to update. Then select Ok.

SPS Filter

Account Summary! Hints e

Position Information

Criteria
Position Num
mclass 479k

Pos. Funded [ALL v
User Defined
Start Date
Name

Barg. Unit
Retirement
Work County
Work City

Clear | |Cancel

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

Set Filter

Add Update View Positions [Ee Copy/Marge Export Run Projection Releags! [Eulk Updats \

Criteria o
Pgm. Index i
Org, Index The bulk update will impact 93 valid records and 142 invalid records.
EA Index
Pay Scale 0001 - Standard Progresssan (Non-Represi % Continue?
|.Iub Class 479M - IT SPEC S w
Salary* [Mo Changes]  |» E i “ Cancel
Pos., Funded | [Me Changes] -
Barg, Linit |Ma Changes] bt
Backfill [Ma Changes| -
Work County | [Mo Changes] w

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

Filter Selections
Positions mesting the: filter selections below will b
updated with the selected criteria above and the filter
will be updated:
Job Class: 4790

— Ok || Resat | (Cancel

I — ———
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5. Select Ok when the expected number of records for update is | seshler |

6. Select SPS Filter and Clear the filter.

correct. Review the list and note that the job class has been [Position] Account [EaETRY Hints
updated. [ Filter Summan —_________|

Job Class: 479M

Current File ID: HM1 e
Copy/Marge [Expo

Record Count:

Valid Records: 15
Invalid Records: 12

Add Updste View Positions

|

Refresh

Clear Cancel

L Note: The position filter has been updated to the updated job class. If positions had already existed with

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

Bulk Update: Position Funding

1.

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 elipses then select Ok. Select the position file to update and the Bulk Update tab.
Select the updated funding code for the funding element filtered on. [ Note: An update is only allowed for
one program index, organization index, or expenditure authority index when the index is filtered to a single
value. Funding options will not be available for selection when this is not true. However, updating all
program indexes, organization indexes, and appropriation indexes is optional by filtering on one selection
in each.

Select OK once the expected number of records is correct for the update. The position in the Position
Listing will verify the funding update. [l Note: The position filter has been updated to the updated funding
index. If positions had already existed with this index, these would display in the position list. See example
steps above for screen populations.

Bulk Update: Non-Classified Position Salaries

KON =

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

Select the appropriate operator (Divide/Multiply) from the dropdown box next to Salary.

Enter the value for salary update.

Select OK when the expected number of records for update is confirmed. [ Note: The count should only
include positions that match the filter criteria that do not have a salary range assigned. The position in the
Position Listing will verify the salary update. See example steps above for screen populations.

Bulk Update: WMS/EMS Salary Increase

1.
2.

3.

4.
5.

Hover over the Filter and then select Set Filter

Enter the Job Class that you want to update (e.g. WMS and EMS positions) You can access Hints for
your filter on the Hints tab

Check your filter results in the Summary window and check number of Valid Records that will be updated.
L Note: Only the WMS and EMS positions will be in the Position File List

Select the Position File that needs to be updated and click Bulk Update

Select Multiply in the Salary* drop down
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6. Enter the amount of increase that they have received (e.g. if they got a 3% increase then you multiply by
1.03)

7. Click OK; It will now tell you how many records it is updating (note that it is the same as the filter that was
set). Click OK
L Note: See example steps above for screen populations.

Export Import

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

1. Select the position file to export and the Export/Funding tab. Ed Note: Export/Assignment Pay is only
available for Washington State Patrol only. The following Export Data dialog box will display, select the
Export Data button. The following File Download dialog box will display. Select Save

Position File List Heidy McWain : 105 - Office of Financial Management

Agency‘ 105 - Financial Mgmt v| Load

Add Update View Positions Filter Copnyermport Release Reports

soscloostoniiesd s omiook ownrtac —ntae o onosns mm-mmmmme
browser Modernizatan lest Lnrome 1 Uﬂll’lg arms, Lin udups

CH6 DB Revision CH6 - 105 Funding Harris, Cindy BudOps 2017-19 6/17/2019 | H
D CH7 GIT Test Funding Harris, Cindy BudOps 547 105 2021-23 7/30/2021 | H

2. Use the Save As dialog box to select the location and name for saving the exported file then select Save.
The Save as Type must be text. The document will be downloaded as a file. View the Position File List to
make sure the Exported column says “Funding”. Ed 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.

I.--’-‘
g & Export Data - Intemet Explorer - o x
—l File Edit View Favorites Tools Help
Position File List
agency[ 105 - Fnancl Mgmt /]| Load IE
‘add Filter Releas
O or T Test Funding Hartis, Gindy BudOps s
O s HB Test Funding Harts, Cindy BudOps |
O o Salary Schedule 11IT Funding Hanis, Cindy BudOps 54
O ow 57688 5PS Update Claim Exp Rate. v Harri, Cindy Budops 51
O |am am Patterson, Heather 2
0 a Funding Haris, Gindy Bud0ps 59
O Funding Haris, Cindy BudOps 59
O as Hartis, Gindy BudOps 59)
O o Haris, Cindy BudOps
O os Hartis, Cindy Budps
O os Hartis, Cindy Budps
O o Funding Test 2 Funding Haris, Cindy BudOps
O |an Datsload for QM2011-13 ¥ Lidren, Stephanie ES
O ar Dataload for QM 2013-15 Funding Lidren, Stephanie: 2
O s Dataload for QM 2015-17 Lidren, Stephanie 24
O o Dataload for QM 2015-17-May 2014 Lidren, Stephanie 24
[ st wones 2013 Funding Lehman, Bruce
0 oee ‘ServeWA Y14 updated Lehman, Bruce
FistDislog Do you want to open or save Funding_Export_CJ7.txt (619 bytes) from ga-sps.ofm.wagov?
z Open Save v Cancel @ -
P Contact]
) Salary Projection System Help
Logoity
| pesiticn Files | IR Eeoae
Position File List Trainer Training : 103 - Community, Trade & Economic Develop
Add Filter Release
Position File 3 DOwner In : Except Funding Titles Extract
Select iF Y Title . Lock Use Exported Comments Owiner i Count Biennium Date Updated By Released By
Training, Training,
O Tr1 Trainer Training ] v Trainer 414 41 2007-09  10/22/2008 Trainer

Trainer - Copy To Training, Training,
O TRz File Funding Trainer 79 [u] 2007-09  10/22/20028 Trainer
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3. Open Excel, select File/Open, Change the Files of Type to Text Files, and select Open to open the
Exported file. This will bring up the Text Import Wizard. Choose a TXT file.

[rroemeon Tie Lot
agency[105 -Fmancal Fgmt v ] Load @ Export Data - Google Chrome - o = Chrome
[add Update View Positions [Fited HR Data Load Copy/Merge Export | @ qa-sps.ofm.wa.gov/PositionListing/ExpertedData.aspx
O |an CH1 Training | D21-23  9/21/2016 Harris, Cindy Budops
O e CH2 Copy To File N p1s-17 Harris, Cindy BudOps
O | Master Agreement Project test , D21-23  7/30/2021 Haris, Cindy BudOps
O |ou $PS Erowser Modernization Test 1 L D21-23 | 12/21/2021 Harrs, Cindy BudOps
O s Browser Modernization Test Chrome 1 | D21-23  12/22/2021 Harris, Gindy BudOps
O |6 DB Revision CH& - 105 | D17-18 | 6/17/2019  Harris, Cindy BudOps
O |ar GIT Test | D21-23  7/30/2021 Harris, Gindy Budops
(MRS CH8 Test L D19-21  7/3/2019  Harris, Cindy BudQps
O o Salary Schedule 1117 | D19-21  6/16/2021 Harris, Cindy BudOps
O |ou 57685 $PS Undate Claim Exp Rate L Di0-21  2/14/2020  Harris, Cindy BudOps
O |am b b1921  1/6/2020 Patterson, Heather
O e | b21-23 | 12/30/2021
0O |a | 02123 12/30/2021 | Harris, Cindy BudOps
O a3 5PS Browser Modernization retest 3C A p21-23 1/5/2022 | Harris, Cindy Bud0ps
O los Browser Modernization IE Bulk Upd N p21-23 1/5/2022 | Harris, Cindy BudOps
O los Browser Modernization Edge BulkUpd | D21-23  1/5/2022  Harris, Cindy BudOps
O | Browser Modernization Chim Bulk Upd | D21-23  1/5/2022 Haris, Cindy BudOps
O |ar Funding Test 2 | D21-23 | 1/5/2022 | Harris, Cindy BudOps
O o Dataload for CIM 2011-13 | D03-11 | 11/17/2009 | Lidren, Stephanie Butcher, Aaron

Funding_Export_CJ6.txt vb Show all

Open
Always open files of this type

Show in folder

Cancel

Text Import Wizard - Step 2 of 3 ? >

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.

Delimiters Select a pre-formatted text file to upload.
[ Tab Choose File | Funding_Export HMT (1).txt
[] semicolan [[1 Treat consecutive delimiters as one

Comma
[ space
Dlome: [ |
rveWA
[1/4/14
Data preview Jerveva

ser defined [subsubcbject master_ index [ea indej program index organizatio|A
20 boo7L CNGS 2
€4 bo13s £eb 20

€9 pesiz a312
w st of daf

o = RMS Da

Ok | Cancel

| cancet || <pak | [ Hedt> || Einish |

uconaaa
b Titles
| e — RS T

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

Position Number
Person ID

Payroll Organization
Sub-SubObject
Master Index
Appropriation Index
Program Index

Organization Index
Project

Subproject
ProejctPhase
Budget Unit
Allocation code
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5. Select Finish once all required columns are marked as Text to open the file. With the opened file the
account code funding elements on a position can be changed or additional rows in Excel to provide
additional lines of funding can be created. L Note: Do not use this to update position data such as job
class or job class title. L1 Note: The chart below shows the data rules and examples.

Header Datatype Example | Imported? Import Validation
* 1. Required
agency char(3) 105 No 2. Must match file
- - 1. Required
position_group_id char(3) 010 No 2 Must match file
person_name varchar(30) | Doe, John No N/A
. COM VEH N/A
job_class _ttl char(16) ENF OF 2 No
s . 1. Required
position_num char(8) 0186 No 2. Must match with exported position
- . . 1. (Required) Must be a valid datetime (tier 1)
position_start_dt datetime 01/01/2005 No 2. Must match with exported position
- : 1. (Required) Must be a valid int (tier 1)
person_id int 12345 No 2. Must match with exported position
payroll_org char(6) 123456 No N/A
user_defined char(5) 12345 No N/A
subsubobiject char(4) 1234 Yes :dllefsused, must meet length and allowable character
master_index char(8) 12345678 Yes :dllefsused, must meet length and allowable character
ea_index char(3) 030 Yes :legsused, must meet length and allowable character
program_index char(5) 00150 Yes IrUJesSed, must meet length and allowable character
organization_index char(4) 2400 Yes :ljlgsused, must meet length and allowable character
project char(4) EXY1 Yes :ljlgsused, must meet length and allowable character
1. Must not be used if project is not used.
subproject char(2) 01 Yes 2. If used, must meet length and allowable character
rules
1. Must not be used if project or subproject is not
. used.
project_phase char(2) 01 Yes 2. If used, must meet length and allowable character
rules
budget_unit char(3) G75 Yes :dllefsused, must meet length and allowable character
allocation_code char(4) 9999 Yes :dllefsused, must meet length and allowable character
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.

6. Save As, reselect the exported file name and save, select Yes to replace the existing file.
7. Yes, to the notice below to keep the workbook in the text format.

Microsoft Office Excel

! E The File TRZExpartedFile.txt already exisks, Do wou want to replace the existing file?

[ Yes

| |

Mo

SPS
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3

TRZExportedFile. bxt may contain Features that are not compatible with Text (Tab delimited). Do ywou want to keep the workbook in this Format?

Microsoft Excel

-
\IJ‘) + To keep this Farmat, which leaves out any incompatible Features, click Yes.
+ To preserve the Features, click Mo, Then save a copy in the latest Excel Format.

+ To see what might be last, click Help,

[ Yes ] [ Mo ] [ Help
- Contact]
@ Salary Projection System Help)
LogoLi]
M| Projections
Position File List Trainer Training : 103 - Community, Trade & Economic Develop
Add Update View Positions| Filter CopyMerge Trmport Releass Reports
unding
Paosition File S Owner In Record Except Funding Titles Extract
Select D& i ] Lock Use Expor W0 = O Count Count Biennium Date Updated By Released By
e —
a, Training,
[, Trainer Training jua] v Trainer 414 41 2007-08  10/22/2008 Trainer
Trainer - Copy To Training, Training,
TR2 Eile Funding Trainer 79 ] 2007-09  10/22/2008 Trainer

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

Import Funding

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

Ck | Cancel

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

12| Funding_Export_aag, kxt EGKE  Tewt Document 1028
% Funding_Export_‘WaS kxt ZKE Text Document 10/z8
IEIILeaveRequestFurm.doc 103 KE  Microsoft Word Doc,..  10/29
%5etup_SnagItStamps_Educati. . 673 KE  Application 10/z9
14 PosiitionDetail.snag 105 KE  Snaglt Editor Image 10/z29
F='| Funding_Export_TRZ.bxk 11 KB Text Document 10430

&) allatmentdetail, xls 159 KB Microsoft Excel Wor,.,  10/31
@Weekly Status Report For We... 107 KB Microsoft Word Doc...  10{31 o, Import Funding

Select a pre-formatted text file to upload.
|I:\My Documents\Funding_Expm_"[ Browse.. |

<

b4
File narme: |Funding_E wport_THZ.txt ﬂ Open
Files af type: |f.'.,|| Files [*.] ﬂ Cancel Ok | Cancel

L Note: If there are errors, a Funding Import Error Report will be received that can be printed. Once
everything has been corrected and is in the correct format the following message will display.
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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, ! 5 File uploaded successfully.
17 The total percent does not equal 100,

15 The total percent does not equal 100,

= Tho bekal mercamk Aeae mek aosl 100 L/

Print | Cancel

Projections

Verify Position File

1. Select the position file to verify and the Reports/Position Listing tab. Ed 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. This will display the Report Parameter Selections dialog box.

Salary Projection System Help
ETrel Projections

Faosition File List

Add Update Wiew Positions Filter Copy/Merge Export Run Projection Release Bulk Update Make File Current

Position File
D&

Owner In

Use Exported Comments

Record
Count

Except Funding Titles
Count Biennium

Select Owner

Training,

O 7r1 Trainer Training =] v Trainer 414
P= Trainer - Copy To Training,
| TRz Eile Trainer 79

2. Select the Sort option of Position Number by clicking Parameters for Position Listing Report
the down arrow. Also, File Selection

3. Select a Format Option of View as PDF by clicking
on the radio button in front of the option.
L Note: There are three format options “View as Filter No CLrrent Filter Specified
PDF” is designed for printing, “View as HTML” is
available for quick navigation to a position and for
export, column titles may overlap, and “HTML
formatted for Export”.

4. Run will generate the report. Only one report can be

File ID TRZ - Trainer - Copy To File

Parameter Selections

run at a time; previously generated reports will be Sort Option|Position Number \
overwritten by the new parameter selections. )
5. The printer icon will print th rt, Select the X i format optlon
" € prln er_lcon wi prln e repo , O€lec € n @view as POF O view as HTML O HTML formatted for Export
the upper right-hand corner to close the report
screen.
Run | Cancel

6. Verify the data or route to manager for verification.

7. 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.
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Note: When an HTML format option is chosen, the Save As icon will present options for exporting the

report as a Crystal Report, Adobe Acrobat (PDF), Excel, Word, or Rich Text Format (RTF). Itis also
possible to export the report to an e-mail.

PR Salary Projection System 1 Aaracdn
Position Listing Report Page | ol 7
1000 36
Pasiica Fill: T2 Trasner - Copy Te File
Agmcy: WS Community, Trade & Economic Deveop
Fiior Ssloctise: e filier epplicd
Sard By: Pusition Mersber
P _—
Y & Tatad Stard Ead Increment! Sab b Pra) @ g Wok T 5
P Name Clam Ttk E E Sabary % FT iz Duiv  Raview Duin  PRO% M EAl b Proj Proj Phase 8 5 @  Comiy gz
VEMHIE Vacari-Hew Hire wiw FNFACSTESPEC @ D AESL00 1008 NLAENE | LR (1T B2 AA 1D @ o P2 Thesion ¥ H
W21 Barployer 50017 EXgdl  Divsciors Secroiary B 14142 1008 1L TR T @2 AC N2 0l o P2 Thesion ¥ H
Naks21E Parployer (12 6K MAMAMMEROFACE & ] A5 1S SAATT L0 (SR LTIl S2 0 AA 1mE 0 S P2 Thesion ¥ H
W2 Barployer 00013 EMBN  EMERAND S2L00 1008 SIATT (LT TR @2 oAC e ol o P2 Thesion ¥ H
Yuks2T Fmrployer S000E 10 CFF ASET HoL LM 1008 SANIENE RN 1T @2 AA 1HS 0 o P35 Thesion ¥ H
VuMs2E Barployor G000 =] ITSPEC 2 M OE A00a00 1008 SAIAE 41K (Tt @2 AA 1B 0 o P2 Thesion ¥ H
VM43 Frrployer 0004 19804 HIBGHRESHRCE 34 F A0a00 1008 CEAME A LT T @2 AA 1B 0 o P2 Thesion ¥ H
VM43 Frrployer 0004 a4 HIBHRESHRCE 24 F A0a00 1008 CEAME A M 4410 WY oAA S @ o P2 Thesion ¥ H
VM43 Frrployer 0004 a4 HIBHRESHRCE 24 F A0a00 1008 CEAME A EL T T I o P2 Thesion ¥ H
VM58 Farployer 50012 £ ITSPECS & L EETRG0 1008 KA oA (Tt @2 AA 1B 0 S P2 Thesion ¥ H
VMM Frrployer G017 114F Proceroment md & L SSIRGD 1008 CEANIAM oA 1T @2 AA 1HS 0 o P2 Thesion ¥ H
HENHEE4 Brrployer 0045 11%€ HIBLRH RESOURCE 28 ) 500 1008 STIAE TR 1T T @2 AA 1B 0 o P2 Thesion ¥ H
MMM Barployor 0022 &9 ITSPEC 2 & L SOSR00 1008 CRAEAI oA (Tt @2 AA 1B 0 o P2 Thesion ¥ H
WEMHEH Barployer S005E £ ITSPECS A SN0 100S STIAN [ETaT EE  E2I0S @2 AA 12E 01 o P35 Thesion ¥ H
WEMHEH Barployer S005E £ ITSPECS B A SN0 100S STIAN [ETaT CL T @2 AA 1B 0 o P35 Thesion ¥ H

Run a Projection

The process of running a projection is separate from the process of running a report, a projection will run on
the entire file whether a filter is set or not. This will bring up the SPS Run Projection dialog box.

Add

Fosition File List

Selec:

Co

L

Salary Projection System

Trainer Training : 103 - Community, Trade & Economic Develop

Update Wiew Positions Filter un Project] ease Bulk Update Make File Current Reports Delete

Position File Owner Record Except Funding Titles Extract
t D& Title Lock Lock se Exported Comments Owner Count Count Biennium Date Updated By Released By
Training, Training, Training,
TR1 Trainer Training & v Trainer 414 41 2007-09  10/22/2008 Trainer Trainer
Trainer - Copy To Training, Training, Training,
/ TR2 File Trainer 79 1] 2007-08  10/22/2008 Trainer Trainer

1. Select the Projection Parameters to be included in the projection calculation. COLA increases WILL show
for non-exempt positions in a Salary Schedule. COLA increases will not be shown in the projections for
EXEMPT positions. The COLA is calculated during the data import into CIM. Please include all four steps:

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.

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

SPS
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2. Select the Biennium for which to project salaries.
3. Select the Starting Fiscal Month for the projection. L 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.

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

The projection data is available to save once the report is displayed.
6. Save results then view as a report will request a file ID and title to save the projection results prior to

running the Allotment Summary report.

Run Projection

Position File I TRZ2 - Trairer - Copy To File

Projection Parameters Projection Results

OView results as a report
O Save results then view as a report
®Save results

MInclude Increments /Merit Increases
FInclude General Salary Increases

MInclude only positions marked 'Funded' in projection results

Projection Criteria

Biennium  Starting Fiscal Month
[2003-11 ~| [01-Juy ~|

Run Cancel

7. Save results will request a file ID and title to save the projection results, but no report will be produced. If the
file is saved, the reports available for the projection file will run from the reporting option.

8. Run will start the projection process.

Add Projection File

Projection File ID|‘|'|:{2 |
Title Trainer - Copy TaFile
Comments Projection for Training

Save | Reset | Cancel

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

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

same ID already exists.

9 Projection File ID already exists for selected biennium,
\_"\/ Run Projection failed!
Clicking OK will delete the existing Projection File and SAVE your current file. "
L3

Click Cancel to return to the screen and change the file ID. Projection failed: File slready exists.

ok ] [ conce
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Edit Access users can overwrite/delete their own files, OFM Administrators and Budget Operations can
overwrite/delete any file. The system will automatically default to the chosen position file ID and Title.

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

Update Projection Comment or Lock the File

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

Select Projections from the Application tab bar.

e Contac

@ Salary Projection Syste

i rojections

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

Includes Includes Funding

Starting
Biennium Projection E Record Extract Position 2 Includes General 6767 /Salary Includes Titles
Select & File ID Title Lock Comments Owner Count Date File ID Month Increments Increase Survey Funded Only  Biennium
Trainer -
Copy To Training,
i Trainer 72 10/22/2003TR2 01 - July v

@) &) @) 7 18] @) G m W2 5]

O 2000-11  TR2 2007-00

1. Activities Bar: Perform actions related to a specific projection file or files.

e Update: the projection file title, comments, and operations lock depending on security permissions.

e Filter: Set or clear the filter for the projection reports.

e Reports: Run projection reports for a projection file chosen.

e Delete: Delete one or several projection files.

Projection File Selection Box: Work within a particular projection file(s)

Biennium: Indicates for which biennium the projection file was run.

Projection File ID: Displays the chosen three-character ID.

Projection File Title: Displays the chosen title.

Operations Lock: Displays a lock indicator if an operations user has locked the file, remove this lock the

update tab.

Comments Indicator: Displays any comments associated with the projection file. To view click on the

check mark and to close click the check mark again, change comments in the update tab.

8. Owner: Displays who owns the projection file and by hovering over the name, the date and time the
projection was run will appear.

9. Record Count: The total number of records in the projection file.

10. Extract Date: The date the HR Data was loaded into the position file.

11. Position File ID: The three-character ID of the Position file for which the projection was run.

12. Starting Fiscal Month: The chosen starting month for which the projection begins.

13. Includes Increments: 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 as checked.

¢ Includes Funded Only: Displays a check mark if Only Positions Marked Funded were included in the
projection.
e Funding Titles Biennium: Displays from which biennium the funding titles are edited against.

oankhwh

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

Update Projection File

Projection File ID TRZ2

Title
Comments

rojection for Training—locking the file.

Operations Lock

Save || Reset  Cancel

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

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

Update Fllter| Reports Delete

Biennium Projection Record Extract Position Includes Includes
Select A File ID Title Lock Comments Owner Count Date File ID / Increments -reas Survey Funded Only
Trainer -
Copy To ] Training,
[ 200911 TR2 File =] v Trainer 72 10/22/2008TR2 01 - July v v v v 200709

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.
e Select Sort Option/Program,
e Subprogram and
e Format Option/View as PDF.

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

Allotment Summary St Includes Includes

- - Record Extract Position Includes General 6767 /Salary Includes Titles
Fesition Lisre] Jwner  Count Date File ID Month Increments Increase Survey Funded Only  Biennium

Allotrment FTE

Incremenital (General)
meramental (Merit Syste L 72 10/22/2008TR2 0L - uly i e s v 2007-09

L 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.

3. Run to view report, this may appear in a browser tab and not in a document reader.
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SPS002

Salary Projection System ‘_’ﬂlgg,}ofifgﬁl
) ) 5/16/2
Allotment Summary Report 12:11-08PM
Projection File: 541 next bien Increments: Yes
Agency: 105 Office of Financial Management 6767: Yes
Biennium: 2019-21 StartingFiscalMonth: 01 - July COLA: Yes
ProjectionRunDate: 05/01/2019 Position File: 541 next bien Funded: No
Filter: No filter applied
Sort By: Program, SubProgram
Program: 010 Administration
SubProgram:
Expenditure Authority Index: 012 Salaries and Expenses - FY2
Fiscal Year 2020 August September  October November December January February  March April May June Total
Staff Menths 6.70 6.70 6.70 6.70 6.70 8040
AC State Exempt 57,757 57,757 57,757 57757 693.084
Salary Total 57,757 57,757 7 693,084
BA OASI 443 377 578 6.408
BB Retirement 5.776 3.776 5776 69.312
BC Medical 167 167 167 2.004
BD Health 6.800 6.800 6.800 81.600
BH Medicare 1,155 1,155 1.155 13.860
BK PFML 1,733 1.329 1132 1.733 19.218
Benefits Total 16,209 15,670 15,407 16,209 192,402
Total Salary + Benefits 73,966 73,427 73,164 73,966 885,486
Fiscal Year 2021 Julv  August November December January Total
Staff Months 6.70 6.70 6.70 6.70 6.70 80.40
AC State Exempt 31757 693.084
Salary Tatal 7 693,084
BAOQASI 578 6.408
BB Retirement 3,776 69.312
BC Medical 167 2,004
BD Health 6.800 81.600
BH Medicare 1155 13.860
BK PEML 1,733 19,218
Benefits Total 16,209 192,402
Tatal Salary + Benefits 73,966 885,486

4. Select Filter/Set Filter and the Position tab.

LO 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 Reports/Allotment Detail tab will open Sort Option/Position Number and Format Option/View
as HTML option.

LO Note: The Allotment Detail report will show all details for each combination of position number, person,
and fund code.

Parameters for Incremental (General) Rep SPS Filter
File Selection Account Summary Hints
File ID CH2 - Prod. Verfify file 2 Position Information
Filter INo Current Filter Specified N Criteria
Position Num
Job Class
Pos. Funded |ALL v
User Defined
Parameter Selections Start Date
T ! Name ermploy|
Sort Option | Program ol
Barg. Unit
Format Option % Retirement
View as PDF @) Export to Excel Work County
Run  Cancel Ok || Clear | |Cancel

SPS Revised March, 2024 Page 31 of 38



User Guide
SPS

SPs001 Salary Projection System Page L of 32
21672

Allotment Detail Report 2:06:40PM

Projection File: 516 PFML

Agency: 163 Consolidated Technology Services Increments:  Yes

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

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

Sort By: Position Number Funded: No

Filter: No filter applied

Position Number: 71027130 Part Time Percent: 100.00 Job Class:  OFMO006 OFM Exec Mer Program Index: L0120

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

Position Start Date: 04/16/2012 Termination Date: Increment Date: Proj/Subproj/Phase: IT™MO//

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

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

Fiscal Year 2018 July  August September  October November December January February March April May June Total

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

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

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

BA OASI 79837 79837 79837 701.03 0.00 0.00 12877 12877 128.77 12877 12877 12877 3.868.76

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

BC Medical 4398 4398 4398 43.98 43.98 43.98 39.58 39.58 39.58 39.58 3958 39.58 50136

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

BH Medicare 25754 257.54 25754 257.54 257.54 257.54 25754 257.54 23754 25754 25754 25754  3.09048

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

Benefits Total 3,625.09 362509 3,625.09 3,527.75 1,826.72 2,826.72 2951.09  2,951.09 2,951.09 2,951.09 295109 2,951.09 37,763.00

Total Salary + Benefits  16,502.09 16,502.09 16,502.09 16,404.75 15,703.72 15,703.72 15,828.09 15,828.09 15828.09 15,828.09 15,828.09 15,528.09 192,287.00

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

CIM Data Release

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

o Salary increases and step progressions scheduled to occur between the file preparation and the end of
the biennium will be applied systematically by OFM.

¢ Do not check the Special Pay box to adjust for assignment and/or premium pay such as dual language,
IT Supervisor, King County premium, etc. Position pay information for assignment pay, standby, call back,
shift differential and other types of premium pay are loaded from another data source. Specific types of
position pay are combined with base pay, when appropriate, using wage type level business and
projection rules within CIM. L Note: We are aware that SPS may populate an error when wage type
increases are automatically included. The error states that “The salary does not match salary in the state
salary schedule.” If this happens please select the correct range and step for the employee’s base salary
and save.

¢ Please make sure that agency submittals with FTEs are not higher or lower than expected. It is very
important that you run a projection and related reports to ensure your position file reflects anticipated FTE
and salary levels.

o The file should include appropriated, non-appropriated and non-budgeted positions.

¢ All bargaining unit coding and all represented staff are correctly coded to bargaining units and
their corresponding pay scale types. Ensure all non-represented bargaining unit coding is accurate for
both classified and exempt positions.

¢ Add vacancies if needed (filling in all required fields, including the Bargaining Unit code)
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¢ Retirement system codes are entered for all employees. For employees who are not members of a
retirement system or positions that are not eligible for retirement, including students, use the code NE.

¢ Only positions requiring relief have the backfill indicator selected. This applies to positions where an
incumbent is absent or the position is vacant, another employee must provide coverage for the vacant
position’s scheduled shift.

¢ Only indicate the position that requires the backfill/relief, not the position that may provide relief for a
vacant or absent backfill/relief position

e The Work County Code and the Work City Name must be accurate for each position. Among other
uses, this data will be used to determine position eligibility to apply the five percent King County premium
pay systematically.

e Hourly employees have an accurate work period percent to reflect an annual average percentage for
time they are paid.

e If you have seasonal employees or part-time employees, please determine the average annual percent
of time worked and indicate that figure in the % Full Time field. Please note that the Variable Part-Time
field in SPS does NOT translate to OFM’s Compensation Impact Model.

o Example: You have staff who work only April through September — they work 5 months at full time, 1
month at 88 hours, and 6 months at 0% time. Calculate the average this way: 5 x 176 = 880 hours +
88 hours + 0 hours = 968 hours. Divide 968/2088 (# of work hours in a year) = 46%. Enter 46% into
the % Full Time field.

e Account codes are verified, do not use Account 03K Industrial Insurance Premium Refund Account or
290 Savings Incentive Account as a funding source for compensation data.

¢ A manual collection of data on agency assignment pay is not necessary. Assignment pay or
additional premium pay data will be extracted from Statewide HR and added on to the base salary as
appropriate. This will include, but is not limited to IT supervisor premium, shift premium pay, as well as
Group A, B, and C assignment pays.

e |f your agency averages fund splits, be aware this method could result in incorrect funding if salary
increases are implemented for targeted job classifications.

o Select a current HRMS payroll file in SPS, “HR Data Load,” to work from to build your compensation
data submittal. Load data into a newly created position file within SPS.

Make corrections to funding sources and percentages.

o Either remove or end positions that are not funded through the end of the 2025-27 Biennium (based on
your current budget).

o Verify an appropriation index (Al) for all employees is used, as SPS uses the Al to identify the account
and expenditure authority type for each employee for the release to CIM.

o Please do not create multiple positions to mimic step increases by ending one position and creating a
second position at the higher step. This creates system issues when the data is loaded from SPS to CIM
(each record is counted as a different position, resulting in multiplied staffing data). Step increases are
handled automatically in both systems for classified staff. For exempt staff, use the average biennial
salary for each person. Duplicative records will have to be deleted from the data.

¢ Do not include extra positions to cover funding increases for overtime pay as this distorts the agency’s
base pay.

¢ Do not check the Special Pay box to adjust for assignment and/or premium pay such as dual language,
IT Supervisor, King County premium, etc. Position pay information for assignment pay, standby, call back,
shift differential and other types of premium pay are loaded from another data source. Specific types of
position pay are combined with base pay, when appropriate, using wage type level business and
projection rules within CIM.

Pre-Release Edit Report

Please do not use the next or current biennium when submitting data, the titles may not yet exist in AFRS and
could make the positions invalid. For example, use the 2023-25 Funding Titles Biennium when creating
the 2025-27 CIM file. L1 Note: Do not use the multiplier feature on the position detail screen during the CIM
release, each position must be created separately.
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Prior to releasing information checking the CIM Pre-Release Edit Report will show any errors that would occur.
Select the Position File Selection box, and then select the Release/Pre-Release Edits tab from the activities
bar.This will display the Salary Projection System: Edit Report.

- . . Contact]
) Salary Projection System Helg|
Logout]
T Frojsction:
Position File List Trainer Trainin g + 103 - Community, Trade & Economic Dewelop
ladd| Lipdate| Wiew Positions| Filter] {Copy/Merge| Export Run Projecti=siflasse] Bulk Upilake File Current Reports Delete
ts
Select Dosition File I & il s Loc ner Lock In Use I orted €L ne ecord Count Except C: ling Titles Biennium Estract Date  Updated By Released By
'CIM Position Listing
D TR1 Trainer Training ﬁ Traie "siner 414 4 2007-03 10/22/2008  Training, Trainer
TRZ Trainer - Copy To File aining, Trainer 79 ] 2007-09  10/22/2008  Training, Trainer

LO Note: This report will show critical errors required to be fixed and warning errors to evaluate. If the warnings
are not fixed, those positions will not be included in the released information. This report will run unfiltered even
if a filter is set.

SPS Edit Report

Salary Projection System: Edit Report 2
Agency 103 - Comrmunity, Trade & Ecoramic Develop
Position File TR2 - Trainer Training
Date 2 Time 11/5/2008 5:21 PM

Edit Level: Warning {41}
Edit # Description
4 Invalid Position - S2e rwvalid data comment - 70004395 - 01-01-1900 - Mo nama.
Irwalid Position - See nvalid data comment - 70004508 - 01-01-1200 - o name.
Irwvalid Position - See invalid data comment - 70004510 - 01-01-1200 - No narme,
Invalid Position - See irvalid data comment - 70004511 - 01-01-1%00 - No name.
Invalid Position - See invalid data comment - 70004514 - 01-01-1900 - o name.
Irwalid Position - See invalid data comment - 70004547 - 01-01-1500 - No name.
Invalid Position - See irvalid data comment - 70004561 - 01-01-1%00 - o name. w

NN S N N S

Release to OFM

When the files are ready to be released select the Position File Selection box, check the files to be released
and then select the Release/Submit tab from the activities bar. The following message will display:

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

If there are critical errors the following message will Pop up

There are critical errors in the File being submitted,
u_\r/ Please correct the errors and submit the file again.

Click OF tao view the repart.

’ Ok ” Cancel ]

Selecting OK will bring up the Salary Projection System: Edit Report. Once the release is complete, an e-mail
will be sent out to the user. “Agency 105 has successfully submitted their SPS position file to OFM for inclusion
in the compensation data collection process for 2025-27.” Release/CIM Position Listing report tab will view the
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details of the file that was released to CIM. (See Report Examples) This will display the salary applicable for
that position at the beginning of the biennium released (it ages the positions by applying any applicable
increment/merit increases and general salary increases). A column that states if a position was released or not.
This is the only place currently that released CIM information can be viewed.

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

SPS Reports

Position Listing

Position Listing Report by Position Number has the following sort options:
e Program Index, Position Number
o Name, Program Index, Position Number

e Salary Projection System LA
Posthon Listing Report Page | af 7
§-42:330%0
Pasisa Fie: st Progen File Rolomed o CTW
Agmcy: s Community, Trade b Foonomar: Devdop
Fder Slectiana: M filarr spplind
St By Pastion Mosber

POE
i 3131
Jot & Taiad waari Kad Incremees! Sah Sub  Praj @ E Wark H 3 E
P @ Mame Clam Ik é E Salary "FT It Dats eviww s FRO% M KAl gy Pre) Praj Phase 2 _E = Comnty - 5 =
MM A0S Waenri-New Hire iy FENFACSITESFEC & D SUNEM) 00 1LFIG0E | LA 1060 raa 512 A4 1M1 @ i P2 Thumdion ¥ WY
YN 1S Farphoyos 5001 T EXgdl  Dhivaciors Secrtary 675556 1008 IS T 1060 §E30 M AC 18 0l M P2 Thasa ¥ H
T E Fployor G241 10EE MaNaAFER, OFFICE il 1 440540 1000 GLANATT 1 L0 [CXr 10610 1100 G912 AA 1518 ol 0 P2 Thusion ¥y H H
a2 Farployes G001 ERS FMS BAND 1 SPERA0 100G S0 ATT (Ll 1060 105 M AT 1E ol 50 T2 Thenion ¥ WY
TOOEL2T Frployoe 0008 10a] OFF ASST 3 oL BOETO0 100 OAFIGE RN 1000 £1100 512 A& 1818 0 i P8 Thumdion ¥ WY
YN aE Prployoe S000% =92l 1T SPFC 2 40 405030 100 Sl AN A0 1060 1310 §2 A4 1EE 0 M P2 Thession ¥ H ¥
Allotment Detail
Allotment Detail Report by Position Number has the following sort options:
e Program Index, Position Number
e Position Number (one page rollup regardless of funding)
o Name, Program Index, Position Number
SPS001 Salary Projection System Page L of 32
5116/
Allotment Detail Report 2:06:40PM
Projection File: 516 PFML
Agency: 163 Consolidated Technology Services Increments:  Yes
Biennium: 2017-19 Starting Fiscal Month: 01 - July 6767: Yes
Projection Run Date: 05/16/2019 Position File: 516 PFML COLA: Yes
Sort By: Position Number Funded: No
Filter: No filter applied
Position Number: 71027130 Part Time Percent: 100.00 Job Class:  OFMO006 OFM Exec Meor Program Index: L0120
Name: no name listed Range: Step: Organization Index: 1200
Position Start Date: 04/16/2012 Termination Date: Increment Date: Proj/Subproj/Phase: ITMO//
Pay Code: S Retirement Plan: P2 PERS Plan 2 Fund-AT: 458-1 Consolidated Tech Serv Revol Budget Unit:
Expenditure Authority Index: 070 CTS Services (OCIO - Appropriated) Proration Percent: 100.00
Fiscal Year 2018 July August S b October November December January February March April May June Total
Staff Months 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 12.00
AC State Exempt 12.877.00 1287700 1287700 12387700 12.877.00 1287700 1287700 1287700 1287700 1287700 1287700 1287700 15452400
Salary Total 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 12,877.00 154,524.00
BA OASI 79837 798 37 798 37 701.03 0.00 0.00 128.77 12877 12877 12877 12877 12877 3.868.76
BB Retirement 161220 1.61220 1.61220 1.612.20 1.61220 161220 1.612.20 1.612.20 1.612.20 1.61220 1.61220 161220 1934640
BC Medical 43.98 43.98 43.98 43.98 43.98 43.98 39.58 39.58 39.58 39.58 39.58 39.58 501.36
BD Health 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 913.00 1095600
BH Medicare 257.54 257.54 257.54 257.54 257.54 257.54 257.54 257.54 257.54 257.54 257.54 257.54 3.090.48
BEK PFML 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Benefits Tatal 3,625.09  3,625.09 3,625.09 3,527.75 2,826.72 2,826.72 2,951.09 2,951.09  2,951.09 2,951.09 2,951.09 2,951.09 37,763.00
Total Salary + Benefits 16,502.09 16.502.09 16,502.09 16.404.75 15.,703.72 15,703.72 15,828.09 15,828.09 15,828.09 15,828.09 15,828.09 15,825.09 192.287.00
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Allotment Summary
Allotment Summary Report by Program has the following sort options:
e Program, Subprogram e Org Index e Account, EA Type by
e Program Index e Account, EA Type by Program
e Division Agency o Project
SPS002 . -
Salary Projection System 1_’?1%;’10‘;1;“
216/
Allotment Summary Report 2:20-45PM
Projection File: 516 PEML Increments: Yes
Agency: 163 Consolidated Technology Services 6767: Yes
Bienninm: 2017-19 StartingFiscalMonth: 01 - July COLA: Yes
ProjectionRunDate: 05/16/2019 Position File: 516 PFML Funded: No
Filter: No filter applied
Sort By: Program
Program: 040 Computer Services Div. (CSD)
Expenditure Authority Index: 963 CTS Services (Non-Appropriated)
Fiscal Year 2018 Julv  August September  October Novemhber December Jamuary Februarv — March April May June Total
Staff Months 13.00 13.00 13.00 13.00 13.00 13.00 13.00 13.00 13.00 13.00 13.00 13.00 156.00
AC State Exempt 99.442 99.442 99.442 99.442 99.442 99.442 99.442 99.442 99.442 09 442 99.442 99442 1.193.304
Salary Total 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 1,193,304
BAOASI 6.165 6.165 6,163 6.163 6.165 6.165 994 994 994 994 994 994 42,954
BB Retirement 12.236 12,236 12.236 12.236 12,236 12.236 12,236 12.236 12.236 12.236 12.236 12,236 146,832
BC Medical 560 560 560 360 560 560 509 509 509 509 509 509 6.414
BD Health 11.869 11.869 11.869 11.869 11.869 11.869 11.869 11.869 11.869 11.869 11.869 11.869 142428
BH Medicare 1.989 1.989 1989 1.989 1.989 1.989 1.989 1.989 1.989 1.989 1.989 1.989 23.868
BK PFML 0 0 0 0 0 0 0 0 0 0 0
Benefits Total 32,819 32,819 32,819 32,819 32,819 32,819 27,597 27,597 27,597 27,597 362,496
Total Salary + Benefits 132,261 132,261 132,261 132,261 132,261 132,261 127,039 127,039 127,039 127,039 1,555,800
Fiscal Year 2019 Julv  August September  October November December Januarv Februar March April May June Total
Staff Months 13.00 13.00 13.00 13.00 13.00 13.00 13.00 13.0 ; 13.00 13.00 13.00 13.00 156.00
AC State Exempt 99.442 99.442 99,442 99.442 99.442 99.442 99442 99442 99442 99.442 99.442 99,442 1.193.304
Salary Total 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 99,442 1,193,304
BAOASI 994 994 994 994 994 994 994 994 994 994 994 994 11.928
BB Retirement 12.236 12,236 9.944 9.944 9.944 9.944 9.944 9.944 9.944 9.944 9.944 9.944 123912
BC Medical 509 509 509 509 509 509 686 686 686 686 686 686 7.170
BD Health 13,000 13,000 13,000 13.000 13,000 13.000 13,000 13.000 13.000 13.000 13.000 13,000 156,000
BH Medicare 1,989 1,989 1,989 1.989 1.989 1.989 1.989 1.989 1.989 1.989 1.989 1.989 23.868
BK PEML 0 0 0 0 0 0 2983 2.983 2983 2.983 2983 2,983
Benefits Total 28,728 28,728 26,436 26,436 26,436 26,436 29596 29,596 29,596 29,596 29,596 29,596
Total Salary + Benefits 128,170 128,170 125,878 12 125,878 125,878 129,038 129,038 129,038 129,038 129,038 129,038
Allotment FTE By Position
Allotment FTE Report by Position Number has the following sort options:
e Program Index, Position Number
o Name, Program Index, Position Number
Salary Projection System Page ol §
i
Allotment FTE Repart ey
Erejectian Tils: TR Tenines - Cegy Ta File
Amacr: 103 Cemnimanity, Teade and Beomos: Develop
Bisaninm: 200511
Erejection Eun Daie: 112500k
Bare By: Puasiitice Wugbed
Filiwr: Mo [iliei applied
Ihingd [Emald Reirgn
oy Sewrt Y1 Total 2 Toal Tail F¥1 Taid Y2 Toal Teul il o Baald
Fasd Sam [s ™ itk Tl Nati Sakiry Saliary Salury Bl Lmvlin Bamiin FTT FTE FTEK
OO 1Y Y- Hin HIW EWOY FALC SITE 51 124m 11714508 AR £ L [ ER T 4. 3TR0N 1T o L LI L
T Fraplceyea 0017 LXE] CCHF. SECFETARY 115K 117103 TITHM HRm Lyl DR AR TR A8 19 L L L 1L L
T Fom vy 1Y ERE0| ERE ILARID | (RNl EELTT B, 200 L ord =) ML 138070 IT A28 HTHW LI 1 L
TOTT Vo vy DOOGR [l FFASET 3 1310 15T H I H W AL L1 13310 W LI 1 L
TOCHZE Frapicyea 00T 4T TEMmC2 131m DAL 11401 5 Tkl HgaLs 1133881 I 1H JL L L LI L
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Incremental Report for General Salary Increases by Program
Options to sort by: e Org Index e Account, EA Type by
e Program, Subprogram e Account, EA Type by Program
e Program Index Agency o Project
e Division
SPS005 . .
Salary Projection System ?ﬂlg;jofifg“
5/17/2
Incremental Report for General Salary Increases 9-46-5TAM
Projection File: MP1 Projection for Megan Increments: Yes
Agency: 105 Office of Financial Management 6767: Yes
Biennium: 2007-09 Starting Fiscal Month: 01 - July COLA: Yes
Projection Run Date:  08/15/2008 Position File: No longer exists Funded: No
Filter: No filter applied
Sort By: Program
Program: 110 Statewide Systems
Expenditure Authority Index: 098
Fiscal Year 2008 Julvy  August September October November December Januarv February  March April Mav June Tatal
AA State Classified 0 0 0 0 0 0 0 0 0 0 0 0 0
AC State Exempt 0 0 0 0 0 0 0 0 0 0 0 0 0
Salary Total 0 0 0 0 0 0 0 0 0 0 0 0 0
BAOASI 0 0 0 0 0 0 0 0 0 0 0 1] 0
BB Retirement 0 0 0 0 0 0 0 0 0 0 0 1] 0
BH Medicare 0 0 0 0 0 0 0 0 0 0 0 0 0
Benefits Total 0 0 0 0 0 0 0 0 0 0 0 0 0
Total Salary + Benefits 0 0 0 0 0 0 1] 0 0 0 0 0 0
Fiscal Year 2009 July  August September  October November December January February March April May June Total
AA State Classified 0 0 454 454 454 454 454 454 460 460 460 460 4.564
AC State Exempt 0 0 303 303 303 303 303 303 303 303 303 303 3.030
Salary Total 0 0 757 757 757 757 757 757 763 763 763 763 7,594
BAOASI 0 0 47 47 47 47 47 47 47 47 47 47 470
BB Retirement 0 0 63 63 63 63 63 63 63 63 63 63 630
BH Medicare 0 0 11 11 11 11 11 11 11 11 11 11 110
Benefits Total 0 0 121 121 121 121 121 121 121 121 121 121 1,210
Total Salary + Benefits 0 0 878 878 8§78 878 8§78 878 884 884 884 884 8,804
Incremental Report for Merit System (PID) Increases by Program
SPS005
Salary Projection System E:ftlg; lecifgs
Incremental Report for Merit Svstem (PID) Increases 9-37-29AM
Projection File: 010 Test Increments: Yes
Agency: 105 Office of Financial Management 6767: Yes
Biennium: 2017-19 Starting Fiscal Month: 01 - Jul}-' COLA: Yes
Projection Run Date: 05/09/2019 Position File: 010 Test Funded: No
Filter: No filter applied
Sort By: Program
Program: 050 Statewide Accounting
Expenditure Authority Index: 130
Fiscal Year 2018 July August September October November December January Februarvy March April Mav June Total
AA State Classified 0 0 o 0 0 o] o o] ] 0 0 o 0
Salary Total 0 1] i} 1] 0 1] 1] 0 (1] 0 1] 1] 0
BA OASI 0 0 0 0 0 0 4] 0 0 0 0 4] 0
BB Retirement 0 0 o 0 0 o] o o] ] 0 0 o 0
BH Medicare 0 0 o 0 0 o] o o] ] 0 0 o 0
BK PFML 0 0 0 0 0 0 4] 0 0 0 0 4] 0
Benefits Total 0 0 ] 0 0 0 [} 1] 0 0 0 [} 0
Toatal Salary + Benefits 0 0 0 0 0 1} (1] 0 (1] 0 0 (1] 0
Fiscal Year 2019 July August September October November December January February March April Max June Tatal
AA State Classified 398 398 398 308 398 398 805 805 805 805 805 966 7.379
Salary Total 398 398 398 398 398 398 305 805 805 805 805 966 7.379
BAOASI 25 25 25 25 25 25 50 50 50 50 50 60 460
BB Retirement 51 51 51 51 51 51 103 103 103 103 103 124 945
BH Medicare 6 6 6 6 6 6 12 12 12 12 12 14 110
BK PFML 0 0 0 0 0 0 3 3 3 3 3 4 19
Benefits Total 82 82 82 82 82 82 168 168 168 168 165 202 1,534
Toatal Salary + Benefits 480 480 480 480 480 480 973 973 973 973 973 1.168 8.913
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Additional Information - Help Desk

oM
HELP
DESK

For additional information about SPS please contact the OFM Help Desk at HereToHelp@ofm.wa.gov or call
360.407.9100. For information regarding agency pay scale, or bargaining unit, updates contact
labor.relations@ofm.wa.gov. For job classification updates contact Classandcomp@ofm.wa.gov
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