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Foothill DeAnza 

Community College District
Banner Human Resources

Foundation Training V

March 3-5, 2009

	HR Consultant
	Dawn Sykora
dawn.sykora@sungardhe.com
(541) 788-1039

	Recommended

Participants
	· Human Resources implementation team 

· Key personnel that deal with employment, compensation management, institutional research, academic affairs and/or position control and position budgeting processes 
· Technical staff responsible for support of Banner HR



Meeting Logistics

	Item
	Description

	Date
	Tuesday, March 3 – Thursday, March 5, 2009

	Time
	8:30am-11:30am and 12:30pm-4:30pm

	Location
	D260

	Equipment Needed
	Room with PC projector and screen, white board, flip charts and markers for both, PCs with access to the Training database.


Day #1   
8:30-11:30

Introduction

                        
Welcome

Announcements

Review of Prior Trip Report and Assignments/Issues

                        
Review current agenda


Introduction to Payroll Administration               


Disposition Concept


Payroll Processes



Time Processing Process PHPTIME




Correcting Errors

Payroll Errors Display Report PHRDERR

Pay History Display Errors Form PHIDERR



On Line Time Entry Form PHAHOUR




Manual Re-Extract



Pay Period Proof Process PHPPROF





Correcting Errors



Leave Accrual/Taken Process PHPLEAV



Payroll Calculation Process PHPCALC



Calculate Check/Direct Deposit Amounts Process PHPDOCM



Check/Direct Deposit Print Process PHPCHKL or PHPCHEK



Create Direct Deposit Tape Process PHPDIRD



Pay Period Update Process PHPUPDT




History Tables Updated



Expenditures Finance Extract Process PHPFEXP


Finance Interface Process NHPFIN2

Day #1 cont
12:30-4:30

Introduction to Payroll Administration               


Establishing Direct Deposit Records and ACH Information



Bank Number Routing Validation Form GXVDIRD



Direct Deposit Recipient Form GXADIRD


Bank Code Rules Form GXRBANK




ACH Rules

Payroll Check Reconciliation Process



Bank Tape Table PHRBKTP

Loading the Bank Tape



Bank Reconciliation Process PHPBREC



Check Reconciliation Form PHARECN



Payroll Administration Inquiry Forms


Pay Event List Form PHILIST



Check Detail Inquiry Form PHICHEK



History Jobs Inquiry Form PHIJOBS



Pay History Leave Accruals PHIACCR



Pay History Seniority Accruals PHISACC



Employee Year to Date Totals Form PEIETOT



Job Year to Date Totals Form PEIJTOT



Aggregated Benefits/Deductions Totals Form PEIATOT



Deduction Year to Date Totals Form PEIDTOT



Labor Distribution Data Inquiry Form NHIDIST



Employee Distribution Inquiry Form NHIEDST 


Payroll Administration Reports


Payroll Disposition Control Report PHRDCON



Payroll Errors Display Report PHRDERR



List of Employee Hours PHRHOUR



Payroll Register PHRPREG



Deduction Register PHRDREG



Check Issue Report PHRCISS



Direct Deposit Distribution Report PHRDIRD



Check Distribution Report PHRCDST


Direct Deposit Tape Register PHRTREG


Self Service Features for Payroll Administration


Viewing Payroll Information


Direct Deposit Allocation



Earnings History



Pay Stub



Deductions History
Day #2  
8:30-11:30


Introduction to Time Entry Methods and Methodology


Time Entry Methods



Payroll Time Entry




Online Time Entry Form PHAHOUR



Department Time Entry




Electronic Approvals of Time Entry Form PHATIME



Web Time Entry




Employee Self Service Timesheet



3rd Party Time Entry




Mass Time Entry Table PHRMTIM



Leave Reports




Electronic Approvals of Time Entry Form PHATIME




Employee Self Service Leave Report



Establishing Time Entry Methods

Approvals Category Code Validation Form NTVACAT

Position Control Rule Form NTRINST

Employee Class Rule Form PTRECLS

Installation Rule Form PTRINST

Employee Jobs Form NBAJOBS

Payroll Identification Rule Form PTRPICT
Payroll Calendar Rule Form PTRCALN


Establishing Leave Reports

Leave Category Validation Form PTVLCAT

Leave Category Rule Form PTRLCAT

Earnings Code Rule Form PTREARN

Note:  FHDA currently prefers to have all leave reported through the payroll process.  Consequently, a joint decision was made to remove this section from the training.  Should FHDA choose differently at a future date, they will want to review this functionality in making any decision about changing their process.

12:30-4:30

Introduction to Time Entry Methods and Methodology
Establishing and Maintaining Approval Levels for Time Entry


Position Description Form NBAPOSN

Approvals Routing Rule Form NTRRQUE

Routing Override Form NBAJQUE


Establishing Approvers for Time Entry and Leave Reports
Enterprise Access Control Form GOAEACC

User Codes Rule Form PTRUSER

Organization Level Security PSAORGN
Employee Class Security PSAECLS

Electronic Approval Proxy Rule Form NTRPROX
Methods of Entering and Approving Time Entry
Entering and Submitting Time using Employee Self Service



Entering and Submitting Leave Reports using Employee Self Service
Approving Time using Employee Self Service 
Approving Time using Department Payroll Summary PHADSUM 
Day #3

8:30-11:30


Introduction to Student FICA Checking


Establishing Student FICA Checking Rules


Associated Term Validation Form PTVATRM



Associated Term Rule Form PTRATRM



Student Employee Credit Rule Form PTRSCRD



Student Deduction Rule Form PTRSTDE



Student FICA Checking Processes


Student Hours Process PHPSHRS




Run before PHPTIME




Verify on Employee Deduction Form PDADEDN


Payroll Processing Workshop


Running Payroll Processes


Correcting Payroll Errors



Running Payroll Reports

 
12:30-4:00

Payroll Processing Workshop with Time Entry Methods


Entering Time through Web Time Entry


Entering Time through Department Time Entry

Test 100 Population Update
4:00-4:30
Trip Summary

Wrap up

· Response to specific requests or identification of needs

· Questions - open forum on all topics

· Post Training Client Assignments
· Planning for next visit

· Pre-Requisites

· Tasks

· Attendees

Banner Human Resource Module

Training Agenda 

Banner Human Resources Version 7.X
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