WESLI SELECTION CRITERIA & SYSTEM EDITS

In WESLI, from the Main Menu the following Data Selection Criteria panel is available from the Select Criteria menu option: 
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1. Employee - Last Name, First Name, Middle Initial (If not exact, provides a selection list)
2. PeopleSoft ID# - Must be 9 digits preceded by zeroes

3. SSN - Field is there, but it is no longer usable 
4. Position Number - Must be 6 digits
5. Job code*  - Must be a valid EPA job code chosen from selection dropdown list

6. Rank* - Must be a valid Rank in selection dropdown list 

7. Rank modifier* - Must be a valid Rank modifier in dropdown list

8. Job-Department ID (Dept ID)* - Must be in dropdown list, can be from 2 up to 4 digits
9. Account Distribution-Department ID (Org)* - Must be in dropdown list, from 2 to 4 digits


Note: Org = The OUC attribute of a Project/Phase 

10. Choice to select Project-Phase * 

11. Choice to enter Project-Phase  
12. Account *:  ACCOUNT from which the employee/position is funded. (Ex. 1119, 1319) 

* Where appropriate, the above is available via drop down boxes for selection.  


Notes:

· The top 9 selections will return the EEP (Employee Entry Panel) or a list of employees/positions from which to select the appropriate employee/position.

· Job-Department ID (Dept ID) – Once a Dept ID is selected from the drop-down menu, a list of employees/positions that have the selected Dept ID will be displayed.  You may then select a specific employee/position and the EEP for that selection will be displayed. Note that security for this selection is based on department ID (Home OUC).  Therefore the list of employees returned will only include those positions “owned” by the department.  You will be able to see the entire funding of each employee listed because the specified department “owns” the position.

· Account Distribution-Department ID (ORG) – Once an ORG is selected from the drop-down menu, a list of employees/positions that have funding containing the selected ORG will be displayed.  You may then select a specific employee/position and the EEP for selection will be displayed.  Note that the security for this selection is based on ORG.  Therefore, the list of employees returned will include any employee who is being partially or fully funded on Account Distribution of the specified ORG.  For employees/positions partially funded by other ORGs you will be able to see the amount of the total salary for each employee/position.  However, only the portion being funded by ORGs for which you have access will be available to you for entering increases.     

· The last Project and Project/Phase selection boxes will return either a specific DDW (Detail Data Worksheet) if a specific project/phase and account is chosen or a list of employees if more than one account exists for the project/phase and a specific account is not selected.  In the latter case, a choice from the list will return the EEP instead of the DDW.  In order to select DDW, the exact Project-Phase and Account should be chosen.

· If you select only Project-Phase (no specific account) a list of employees/positions for all accounts will be displayed.

· If you select a Project/Phase and an account, the DDW for that Project/Phase and Account combination will be displayed.

Other System Edits:

· All amounts must be whole dollars, no cents.  

· Amount under Increase Type can be a negative $ (to be used on vacant positions only or reserves).

· Negative entries must be indicated by the negative sign -, not ( ).   

· “Working against” situations are indicated on the funding sources in brackets or parentheses.  This includes all employees who have no position number, which is indicated by Position #000000.  Salary data for work against employees (those displaying in parenthesis) is not included in position/increase totals in the bottom section of the DDW (highlighted in aqua in the system) or in the Budget Totals Report.

· If you make a change on the Detail Data Worksheet or the Entry by Employee Position and then attempt to leave the screen, you will now get a warning message regarding your intent to save the data and a chance to cancel the exit.  You will get this warning message if you attempt to leave the worksheet via the 'toggle', the 'logout' or the 'Select Different Criteria' options. If you click the X in the upper right hand corner of your browser to close the application, you will not get a message. All users should exit the application using the 'logout' option.

Entry by Employee/Position Panel
Entry cells are limited to Increase Types, Amount or %, and in the funding distribution section Increase Types.  The exceptions are ABBR and County FTE, which should allow editing by those with County Extension security only.

Detail Data Worksheet
· Reserves under each Increase Type may be entered and saved.  These amounts should only be negative entries to indicate that Reserves are being used to fund a portion or all of the specific Increase Type.  There is no system edit to keep users from entering a positive amount, however, this should not be done without approval from the Budget Office.

· Budget Revisions under Current FTE and Current Salary may also be entered and saved (may be positive or negative).  A budget revision must be submitted to the Budget Office for each amount entered as a budget revision in the system.

· Comments for budget revision or reserve entries may also be entered and saved and is highly recommended.

· For employees shown in brackets, those who have no position or are working against a position, the salary/FTE/increase amounts are not to be included into the sum of total positions or increases in bottom section of the Detail Data Worksheet.

Note:  Expectations of calculated fields are detailed on the Navigation and Application Overview document.
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