Planning & Analysis Frequently Asked Questions
General Questions:
Q. Who is my current Planning and Analysis budget contact and who are budget contacts in other divisions/colleges?
A. The Planning & Analysis Staff Listing website includes an updated list of Budget Contacts that support different divisions and colleges.
Q. How does an employee get Budget Access?
A. All employees can get inquiry access, if you need access to enter budget transfers or approve budget transfers you must submit a request access form via Get Access. 
a. For budget overview inquiry, request Budget Inquiry role
b. For budget transfer entry, request Budget User role
c. For budget transfer approvals, request Budget Approval role
Q.  How can I view my cost center’s budget?
A. Go to Peoplesoft/Commitment Control/Budgeting & Planning/Budget Overview and create an inquiry using either using one of the cost center ledger groups. 
a. OPE_CHILD1 ledger group will display your expense budget using the child budgetary accounts (BXXXX)
b. OPE ledger group will display your expense budget using the parent budgetary accounts (AXXXX)
c. OPR ledger group will display your revenue budget
d. OPE_OPR ledger set will display both your expense budget at the parent level account (AXXXX) and the revenue budget.
Q. How can I download my cost center’s budget?
A. You can download the results of your budget overview inquiry using the “Download Budget Overview Results Table to Excel” option within the grid icon in the upper left corner of your results.
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Q. Are cost centers, grant projects, and plant projects on the same budgetary ledgers?
A. No, cost centers are on the OPE_CHILD1, OPE, & OPR ledgers, grant projects are on the GRT_CHILD1 and GRT_PARENT ledgers, and plant projects are on the PLANT and PLANT_PRNT ledgers.
Budget Revision questions:
Q. How can I adjust the revenue budget on a self-funded designated cost center?
A. Send an email to BudgetRevisions@utrgv.edu request for your revenue estimate to be adjusted. Include the amount of the adjustment as well as the budgetary expense account you want adjusted as a result of the revenue adjustment. Also include the Cost Center manager’s approval. 
Q. Can a department request additional institutional funds on an institutionally funded cost center?
A. Yes, to request additional institutional funds you need to submit a budget revision following the Institutional Funds Request instructions on the P&A website and reducing the appropriate institutional clearing cost center (21000019 for E&G requests and 31001109 for designated requests).  All budget revision requests for institutional funds will be placed on hold and reviewed by the EVP’s office.
Position Control Questions:
Q. What is a position number?
A. A position number is the unique number assigned to the position created in PeopleSoft system. A position is an eight-digit number, and they begin with a “7”, (i.e. #70001000).
Q. What is the difference between a permanent (budgeted) and temporary (non-budgeted) position?
A. Permanently budgeted positions are usually the full-time Staff and Faculty positions, which are controlled in the Salary Roster, and are fully funded – funds are set aside for each position. Temporary non-budgeted positions and usually the part-time Direct Wage, Work-Study, Part-Time Faculty, Summer Assignments, and Special Assignments. These are not controlled in the Salary Roster, and a pool of funds is set aside for these positions.
Q. What is a Salary Roster?
A. The Salary Roster is a working file that is maintained by Planning & Analysis (Position Control), in which the permanent changes are documented for the budgeted positions. The salary roster is maintained every day based on the documentation approved by Planning & Analysis, such as: new/eliminated positions, hires, terminations, salary adjustments, changes in funding, reclassifications, changes in FTE, reorganizations, or other permanent position changes. This working file is used at the beginning of the budget cycle to load the budgeted positions and committed salaries for the following fiscal year into Hyperion. Temporary changes in funding, salary, or other temporary changes are not reflected in the Salary Roster. The only exceptions are the temporary full-time staff and faculty positions. The Salary Roster contains future-dated changes.
Q. How do I request a new staff position number?
A. For all departments (except SOM): The job title needs to be approved by HR Compensation office and the funding needs to be in place or requested and approved. The requestor will then submit a Staff Position Posting Request Form (found on HR Forms website), indicating that position is new and attaching the approval from HR Compensation for the job title. The form will be routed for approvals. Once the complete form is at Position Control level, a new position number will be issued. The form will then be routed to Careers to set up recruitment.
For the School of Medicine: SOM Position requests are processed by the SOM HR Office. For inquiries related to SOM staff position requests, reach out to the School of Medicine Careers department at SOMCareers@utrgv.edu.
Q. How do I request a new faculty position number?
A. Academic Affairs: Once the academic recruitment process is complete, submit a Faculty Position Request Form – Academic Affairs, available in the Planning and Analysis web site and email to positioncontrol@utrgv.edu. Use this form to request Full-Time Faculty, Department Chairs, Associate Deans and other Supplemental Faculty, and temporary full-time faculty (One Year Appointments). Do not use this form to request faculty positions for summer term (Empl. Class FA3). Use the Summer Position Request form instead. Also, use the Non-Budgeted Request Form to request positions for part-time faculty, overload in different department, and other temporary part-time job titles.
School of Medicine and School of Podiatric Medicine: Submit a Faculty Position Request Form - School of Medicine and School of Podiatric Medicine available in the Planning and Analysis web site and email to positioncontrol@utrgv.edu.

(Non-budgeted positions)

Q.	How do I request a new temporary (non-budgeted) Position Number?

A. For non-budgeted positions, complete the PeopleSoft Position Request for Non-Budgeted Positions template found on the Planning and Analysis web site and email to positioncontrol@utrgv.edu. Temporary staff and temporary full-time faculty should follow the same process as the regular staff and faculty request.

Q. Can I use the same position number for multiple employees?

A. No. A position number can only be tied to one incumbent per period of assignment. A position number can be reused once it becomes vacant due to the end of an assignment or the employee separates from the University.

Q. How can I determine if a Position Number is vacant?

A. Each department reconciler has access to a list of position numbers on the Sharepoint file “UTRGV Reconcilers-Position Control”. The Department Reconciler can download the RGV_POSITION_ROSTER excel file, search for position numbers by department, and filter by position data elements. Please keep in mind that the file is a tool that departments can use to search for vacant position numbers. The file will not show any future dated assignments and is updated approximately every 3 days.

Q. Which position data elements can be updated when submitting an ePAF/cPAF?

A. Position data elements for non-budgeted positions can be updated as needed except for the Job Code/Title and Department. If you requested a position number and need to change either of these data elements, please contact Position Control so that you can be provided with a position number belonging to the correct department and job code. Changing the Job Code/Title and/or Department in the ePAF System could cause a delay when processing the PAF. 
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