Transferring Salary Distributions from HUBS to Asperin
Overview
The Harvard University Budget System (HUBS) provides the ability to carefully budget each staff member’s salary distributions for the coming year (for non-sponsored staff).  These distributions are not, however, automatically used in the payroll system.   Given that there could be differences between the costing used for budgeting in the spring and the costing you would now like to use for the new fiscal year, it makes sense to review the information, make any necessary edits, and transfer the updated information.  Asperin allows you to do just that.  

Transferring salary distributions from HUBS to Asperin involves four steps:  

1) Use Asperin to download a spreadsheet of the HUBS distributions 

2) Make any edits to those costing that you need to.  

3) Upload the spreadsheet into Asperin. (even if there are no changes to the downloaded HUBS data from step #1)
4) If the spreadsheet uploads successfully, it will then be processed later in the day and you will receive an email with confirmation of the upload, or possibly some error messages.  If you receive any errors you can correct those lines and re-upload.  

Once you have completed these steps, the distributions will be uploaded from Asperin to PeopleSoft on the regular processing schedule.

Each of the steps is described below.

1) Downloading the HUB salary distributions
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You can download the costing spreadsheet for any department(s) that you have rights to by selecting them on the screen shown above.  Available at 

Actions(Department(Costing Import( HUBS costing spreadsheet

Note that you must select Excel as the format.  Other formats will produce errors for this report.   
The distributions available from HUBS cover all staff appointments except for staff that are on sponsored funds.  In cases where the employee is paid partially from sponsored funds, or partially from a different school, they are excluded from the download to avoid errors.   

If an employee is appointed within your department you will see all of their costing for that appointment, even if, within HUBS a different department may have handled part of it  (since HUBS manages security by the org segment of the distribution itself rather than the appointment department).  

Salary Distributions from HUBS are currently being transferred to Asperin after the annual budget submission period is closed.  If other uses of HUBS become available during the year, we will determine a schedule for periodic updates.   

While distributions are entered using dollar amounts in HUBS, the download will convert them to percentages for upload into Asperin.  These percentages are stored with 6 digits of precision after the decimal to ensure that they can be resolved back to the penny.  

2) Editing the Costing Spreadsheet 
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Once you have downloaded the spreadsheet, you can make any changes needed, including adding, changing or deleting lines.  You can cut and paste data from elsewhere as long as you ensure that the format of the lines is the same, and you do not alter the top 5 header lines.     

Below are details for each field: 

University ID:  if it is included, the person must be a current employee or on leave.  It may be left blank in cases where you want to update the default costing for an open position.

Name:  Name is provided for reference only.  It is not used by the upload and may be left blank.  

Dept:  Department is the three or four letter department key used by Asperin for that employee.  It is required.

Eff. Dt: The date on which the costing becomes effective.  It may not be retroactive to before the start of the current pay period.   You may include future costing changes, so for example you could have one set of costing for 7/1 and another for 8/1.   

Pct:  This is the percentage (1 to 100) of the employee’s salary that will be applied to the G/L account indicated.   The percentages must add up to 100%.  (If rounding leaves them short by .000001% the program will automatically correct for that).  
Override Future:  When set to “Y” then if Asperin finds that someone has put in distributions for any reason with a later effective date to the one you indicated, it will clear those distributions, so that the ones you indicated stay in effect.  Use “N” to not clear future distributions.

Make Posn Dflt:  Asperin maintains a set of costing on the position which acts as a default for all appointments made to that position and helps indicate budget information even when the position is open.  If set to “Y” then the new costing will also update the position default.  If set to “N” the appointment will be updated (if an ID is provided), but not the position.  

Position #: This is the Asperin position number for the employee.  It can be left blank as long as the employee you are updating has only one job.   

When you have finished editing, save the spreadsheet and be sure to note the name and location so you can specify it in the next step.   You may save the spreadsheet in either Excel 2003 or 2007 format for PC’s or 2008 format for Mac.   

3) Uploading a Distribution Spreadsheet to Asperin
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The spreadsheet can be uploaded using: 

Reports->Listing->HUBS costing upload

You will need to click on the “Browse” button and navigate to where you have stored the spreadsheet on your computer.   

Once you have uploaded the spreadsheet, the system will perform some immediate validation checks.   If any of these checks fail you will receive error messages with specific line numbers and none of the data in the spreadsheet will be processed.  Correct the spreadsheet and upload again. 

If a spreadsheet is successful you will get a message to that effect.  It will include a batch # that may be useful in cases where you do multiple submissions, to tie to the email that comes with final verification.  

You can upload a spreadsheet multiple times even if it repeats some of the same information.   Asperin will spot duplicates and not create new actions that are redundant.   Likewise there is no need to rescind any previous upload as subsequent changes can fully overwrite them.   

Once the spreadsheet has been successfully uploaded via the Asperin interface, it will go through more thorough checks including Oracle cross-validation rules, and checks on the employee and position.   If the checks pass, the data will be written to the employee’s Asperin record.   If there are errors at this point, all costing lines for the employee whose data has the error will not be processed.  If you load costing for 100 employees and one has an error, the other 99 will be loaded successfully.  For the one employee with the error no lines of costing will be loaded.  

All Asperin costing lines will be uploaded to Peoplesoft by FAS Payroll as part of their regular processing schedule.  

4) Checking the Validation Email

You will receive an email with results of the upload, soon after submitting.  It will include the spreadsheet name and Batch # for reference, and be sent to your official Harvard email address.  As with the previous stage, you may edit any lines with errors and resubmit.  

The Email will include the row number for every line that was not uploaded.  Since the entire employee is not updated due to one issue, on an employee with salary distributed between 3 lines and an error on any one of them, would show 3 errors.  

The email will also warn you about rows that were not changed because the value in Asperin already matched the costing you uploaded.  This is, of course, usually not a problem at all.  

