WESLI       

(WEB EPA SALARY AND LEGISLATIVE INCREASE SYSTEM)

NAVIGATION and APPLICATION OVERVIEW

Updated for August 2008

WESLI is the web-based application to be used in applying Legislative and other global salary increases to EPA employees/positions.  Employee/Position salary information is loaded from PeopleSoft HR into WESLI and then users enter increases into the application via the Web.  Access to system is based on security access by 2 or 4 digit OUC.   After all the University’s EPA salary increases have been entered into the application, the new salary data is loaded back to PeopleSoft HR.    Budget data from PeopleSoft Financials and reserve calculations are also included in this application in order to balance allocations and for reporting requirements.
Use Microsoft Internet Explorer

The production URL can be found on the Budget Office Web site as follows:

http://www.fis.ncsu.edu/budget/ or at the following URL: https://www.acs.ncsu.edu/scripts/epali/MainMenu.   
Caution: Must use Internet Explorer - Do not use Netscape for access to the WESLI System.

You may wish to add these URL’s in Internet Explorer under Favorites and/or to “My Links” in the MyPack Portal.  WESLI may also be accessed via the Budget Office Homepage, which can be accessed from the MyPack Portal (on the “For Faculty & Staff” tab, in the "Campus Resources” pagelet, under the “Financial” or “HR” folder, then under the “Central Offices” folder).  
Login

Use Unity ID and Password  (usually same as your PeopleSoft login)

Security 

Security is managed via ASAP.  Your Unity ID and password allows you to access  WESLI for specific OUCs once access has been established via an ASAP request.  The user must have access to PS HR in order to be granted access.
1) Access to the Entry by Employee/Position (EEP) panel is according to Dept ID (Home OUC of the job or position).  

· When on the Entry Panel, the user is only allowed to toggle to a Project-Phase in the Detail Data Worksheet that contains an ORG for which they have security access.  The user is not allowed to toggle to the Detail Data Worksheet to see a Project-Phase for which they do not have security to the ORG of that Project-Phase.

2)    Access to the Detail Data Worksheet (DDW) is according to ORG (OUC of the Project).

· When on the Detail Data Worksheet, the user is only allowed to toggle to an Entry by Employee/Position panel (EEP) for an employee/position, which has a Dept ID for which the user has security access.  The user is not allowed to toggle to the Entry Panel for any Employee/Position for which they do not have security access to the Dept ID.

3)    Access to the Summary Report is by Dept ID.




4) Access to the Budget Totals Report is by ORG.

5) Access to Refresh Process is by Dept ID.

6) Access to View/Print Multiple DDW is by ORG.


MAIN MENU

Provides choices to access the following:
( SELECT CRITERIA

1) By using one or more of the first nine choices on the Data Selection Criteria panel and entering data or clicking on data in the dropdown box, you will be taken to




a) A list of employees/positions from which to choose, or 


            b) to the Entry by Employee/Position panel

2) Project-Phase and Account will take you to the Detail Data Worksheet panel 
3) For more detailed information on Select Criteria, please see the “Selection Criteria and System Edits” documentation available under WESLI on the Budget Office homepage.
Entry by Employee/Position Panel (EEP)

Once an employee and/or position is chosen, the Entry by Employee/Position screen will be displayed populated with the information loaded from PeopleSoft HR as of a determined date (example 7/1/08 data loaded 8/06/08).  

Section I

The Employee/Position Information in the first section of the EEP displays the current Job/Position data.  Additional fields are provided to reflect the following:

New Total Salary

New Total FTE

Total Increase

Note: ABBR and County FTE fields are used by and can be edited by County Extension personnel only.  

Section II

The Increase Type Section II (middle section) is recommended for first applying salary increases to be automatically distributed among all funding sources.  Increase Type Section II should be used for entering global increases (such as legislative increases) according to the criteria and guidelines defined for each Increase Type.  Either an amount can be entered (and the % will be calculated), or a % can be entered (and the amount will be calculated).  Simultaneously, the amount of each Increase Type entered in Section II is automatically distributed in Section III according to the % distribution for each current funding source.  

Caution:  If any increase information has already been previously entered and saved, and either a new amount or % is entered in Section II, the increases will all be recalculated among the funding sources according to % distribution.  Thus, to avoid overwriting intended data, it’s recommended that additional changes after the initial entries be done from Distribution Section III of this panel.  For unwanted entries, which have been entered but not yet saved (Updated), you may Reset.

Section III

The Distribution Section (bottom section) displays the funding sources and its attributes for the chosen employee/position, along with the current FTE, Salary, and % distribution for each source.   As increases are entered in the Increase Type Section (middle section), they are simultaneously distributed to each source according to the current % distribution.  The amounts can then be overridden in this section if desired.   As amounts are changed using Section III, Increase Type Section II will reflect the changes in Amount/%.

For unwanted entries, which have been entered but not yet saved (Updated), you may Reset.   An updateable Comments field is available to the right of each funding source.  This too must be saved in order to retain the information.  

The user has the ability to toggle from the Entry Panel to the Detail Data Worksheet by clicking on the Project/Phase.  To do so the user must have access to the Org of the Project/Phase chosen.

Other Calculations in the Distribution Section 

For each Funding Source:

Total Increase (sum of all Increase Types)

Increase % Distr  (Total Increase for funding source / Total increase for all funding sources)

New Salary (Current Salary for funding source + Total Increase for funding source)

New FTE (New Salary for funding source / Total New Salary all funding sources * Total FTE for Job/Position)

New % Distr (New Salary for funding source / Total New Salary all funding sources)

New % Incr (Total Increase for funding source / Current Salary for funding source)

Totals for Employee/Position Calculations:

Current Salary (Total all funding sources Current Salary)

Current FTE (Total all funding sources Current FTE)

Current % Distribution (Total all funding sources Current % Distribution; should be 100%)

Each Increase Type (Total Increases for Each Type)

Total Increase (Total all funding sources Total Increase)

Increase % Distribution (Total all funding sources Increase % Distribution; should be 100%)

New Salary (Total all funding sources New Salary)

New FTE (Total all funding sources New FTE)

New % Distribution (Total all funding sources New % Distribution; should be 100%)

New % Increase (Total Increase for all funding sources / Total Current Salary all funding sources)

Other Choices on the Entry by Employee/Position Screen


Update (Updates the database. After updating, a screen will appear with either a message that the update was completed successfully or an error message.  From this screen you can return to the Entry by Employee/Position panel or Select Different Criteria panel.  Caution:  If increases are entered, but not Updated, they will not be saved. )
Reset Values (Allows user to reset data to that which was last saved in the database)

Select Different Criteria (Takes user back to the Data Selection Criteria screen)

Adding a Funding Source  (No longer available to campus users – see section on Refresh)
LI Main Menu (Returns user to the main selection screen)

How to verify my Save
After making changes on the Entry by Employee/Position panel, you can verify your save by comparing the Total Increase (Tot Incr) in Section I to the Sum of the Total Increase in Section III.  Section I only updates at the time of an update.  Note:  The Comp Rate will not be updated with the new comp rate.

   Caution:  The amounts entered on the Entry by Employee/Position panel must be saved by clicking on Update before leaving the screen; otherwise any information entered since last saved will be lost.  

Detail Data Worksheet

The Detail Data Worksheet Panel (DDW) is accessed through the Selection Criteria Panel by selecting the Project-Phase and Account.  Security to this panel is according to the ORG of the Project-Phase.  The Project’s attributes will be indicated at the top of the screen.  The Detail Data Worksheet is to be used for analysis by Project-Phase/Account of Employee/Position information, increases, and Budget data.  The DDW displays all employees and positions funded strictly by the referenced Project-Phase/Account.  The bottom section of the panel displays Position Totals, Reserves, Budget Revision fields, a Comments field for Budget Revisions, and Budget amounts imported from PeopleSoft Financials.

The information on the left of the screen is current employee/position information for the chosen Project-Phase/Account, which includes the following:

.  
Position Number

Name

Employee ID

Job Code Description

Work Against (Y or N)

Status (A_Active, L_LWOP, P_Leave with Pay, Q_Retired with Pay)

Social Security Number – No Longer Usable
Rank Description

Contract 

Current Salary

Current FTE

Current % Distribution

On the DDW, increase amounts can be entered in the Increase Type columns.  The user can choose to not save the increases and Reset or may choose to save (Update) increases from the DDW.  If the user has access to the Dept ID of the employee/position, they may toggle from the Detail Data Worksheet to the Entry Panel by clicking on the Position Number. There the saved results can be reviewed and then toggle back to the DDW to continue working by clicking on the project.  The ability to enter increases on several employees/positions at one time on the DDW and save all at one time is also an option.  Any increases, which had previously been entered and saved on the Entry by Employee/Position panel, will be displayed on the corresponding Detail Data Worksheets.  If a change to the increase information is made on the DDW, and saved, it will affect the information on the corresponding EEP. 

Other calculations in the Detail Data Worksheet are the same as those detailed above under the Entry by Employee/Position section, Other Calculations in the Distribution Section-For each Funding Source.

Detail Data Worksheet - Budget Section

Total Positions: 

     
Current Salary

(Sum Current Salary from Detail Section where WA=N)

Current FTE

(Sum Current FTE from Detail Section where WA=N)

Total Incr Amts by Type
(Sum of each Incr type where WA=N)

Total Incr

(Sum Total Increase from Detail Section where WA=N)

New Salary

(Sum New Salary from Detail Section where WA=N)

New FTE

(Sum New FTE from Detail Section where WA=N)

All the above are calculations – no fields are to be edited on this row.

Reserves:

     
Current Salary

(Budget Amt from PS Fin minus Total Positions Current Salary)

Current FTE

(Budget FTE from PS Fin minus Total Positions Current FTE)

Total  Incr Amts by Type
(Entered by user – Amount of Reserves to be used for each Incr Type)
Total Incr

(Totals of Reserves Increase Types – if any has been entered by user)

New Salary

(Reserves Current Salary + Reserves Total Increase)


New FTE 

(Budget FTE from PS Fin minus Total Positions New FTE)

All the above are calculations on this row except the Increase Type fields highlighted in yellow.  

Budget Revision Adjustments:

Current Salary (Entered by user - Amounts are allowed in this field to represent a budget transfer – Highlighted in yellow)
Current FTE (Entered by user - FTE is allowed in this field to represent a budget transfer –  Highlighted in yellow)
Increase Type Amounts
(Set to 0)

Total Incr

(Set to 0)

New Salary

(Budget Revision Adjustments Current Salary - if any)

New FTE

(Budget Revision Current FTE - if any)


See Comments for Budget Revisions under Total Adjusted Reserves.

Total Adjusted Reserves (Calculation for sum of Reserves and Budget Revisions)


Current Salary

(Reserves + Budget Revision Adjustments under Current Salary)

Current FTE

(Reserves + Budget Revision Adjustments under Present FTE)

Total Incr Amts by Type
(Reserves + Budget Revision Adjustments under Increase Type Amt)

Total Incr

(Reserves + Budget Revision Adjustments under Total Incr)

New Salary

(Reserves + Budget Revision Adjustments under New Salary)

New FTE

(Reserves + Budget Revision Adjustments under New FTE)

Comments
Allows user to enter comments regarding budget revisions, i.e. BR#14 fm 201xxx-1310. 

Total Budget (Includes Revisions)


Current Salary

(Budget Amt from PS Fin + Budget Revision Adjustments)

Current FTE

(Budget FTE from PS Fin + Budget Revision Adjustments)

Total Incr Amts by Type
(Total of  Increase Type on Total Positions line + Adjusted Reserves for same Increase Type)

Total Incr
(Total of all Increase Types on Total Positions line + Total of all Increase Types on Total Adjusted Reserves line)

New Salary
(Current Salary + Total Increase; The New Salary amount should also equal Total Positions - Total New Salary + Adjusted Reserves New Salary)

New FTE                            (Total Positions New FTE + Adjusted Reserves New FTE;

This New FTE amount should also be the same as Budget 

FTE load +Budget Revisions New FTE)

Budgeted $ and FTE, as originally loaded from PeopleSoft Financials, is noted at the bottom of the DDW panel.  Total Budget will initially match that loaded from PeopleSoft Financials but will be altered if Budget Revision information is entered and updated.  Total Budget will then become Total Budget plus Budget Revisions.  Comments are highly recommended in this section to explain a negative reserve situation or to provide information about the budget transfer.  A paper Budget Revision will also have to be prepared and sent to the Budget Office for approval and entry into PeopleSoft Financials.

System Messages:

· If you make a change on the Detail Data Worksheet or the Entry by Employee/Position and then attempt to leave the page, you will now get a warning message and a chance to cancel the exit.

· You will get this message if you attempt to leave the worksheet via the 'toggle', the 'logout' or the 'Select Different Criteria' options. However, if you click the little X in the upper right hand corner of your browser to close the application, you will not get a warning message. Do not use the X.  All users should exit the application using the 'logout' option.

( VIEW/PRINT MULTIPLE DETAIL DATA WORKSHEETS

This choice allows the user to view (HTML) or save to excel and print multiple DDWs at a time rather than from each DDW panel.  Security is according to ORG (OUC of the Project/Phase).  Once criteria are chosen and a sort is chosen, DDWs are created.  An example of possible uses is to print out all DDWs for a particular ORG or for all of a division or college prior to any increases being given.  And then print out the same DDWs after completion of  entering increases and balancing budgets and allocations.

( SUMMARY REPORT

The Summary Report is a summary from the WESLI data sorted by Department ID.  One choice is to bring in the formatted report, which is pre-formatted and can be printed out.  The second choice is for the plain text report.  Below are instructions to use the Summary Report text file:

1) When you select the text output, the browser displays the output with a record header.

2) From Internet Explorer, click Edit, Select All

3) Ctrl+C (to Copy)

4) Open any Text application.  Ex: Notepad.

5) Ctrl+V (to Paste)

6) Save the text file.  

7) Open Excel and click on Open [make sure to change the default to either *.* or *.txt so you can see your text document].

8) Once you select the file, Excel launches Text Import Wizard.  Click on Delimited, Next >, Click on Semicolon, Next >, Finish

9) Your data is in the file.  The quickest way to sort is select all and Format, Column, Auto-Fit Selection
Explanation of Area codes

Area G = Appropriation

Area F = Federal

Area R = Receipts

All = All Funding (Use only with plain text file)

( BUDGET TOTALS REPORT

The Budget Totals Report is available for confirming beginning budgets as loaded from PeopleSoft Financials and increase type totals and increase totals.  Note that the increases where the employees have no position number or the Work Against Flag = y are not included in the increase type totals.  The report is sorted by Fund, Account, two specified digits of the Subclass, Program and Org.  If budget revisions are entered and updated on the Detail Data Worksheet, the beginning budget on this report will be altered to reflect the sum of the budget load plus budget revisions.   Note:  It is highly recommended that you print off this report prior to entering any increase, reserve, or budget revision information.  This report can also be saved to excel.  When entering of increases has been completed, run the Budget Totals Report to compare and balance allocations versus increases awarded in WESLI.    

( REFRESH PROCESS

After the original load from HR to WESLI, the Refresh Process allows the user to reload employee/position information, which has been changed in PS HR affecting the load date (effective 7/1/08).  A refresh is required to be done if a PSHR action is entered/approved in PSHR with an effective date of 7/1/08 (or prior) and the action is approved after WESLI has been loaded.  This functionality allows campus to continue to enter actions into PSHR if a correction or change is necessary and then have the updated information reflected in WESLI.   (For more detailed information on the Refresh Process please see the “REFRESH Process” documentation available under WESLI on the Budget Office homepage.)

Log Out

Click Log Out (Found in the header at the top of each screen) to exit the WESLI.  Caution:  Do not click X in the right top corner to exit a panel or the application.

For assistance:

· Increases – Millie Britt, phone 515-6458, University Budget Office, or Todd Driver, phone 515-7673, Human Resources Information Management

· Security Access – Millie Britt, phone 515-6458, University Budget Office

· Budget or Distribution Issues – Contact your Budget Analyst
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