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	Objectives


The objective of this trip was to provide:
· Introduction of the Human Resources System

· Review implementation plans and team expectations

· Familiarize the participants with the Unified Digital Campus and how the Human Resources System fits into this concept

· Enable participants to demonstrate, through hands-on exercises, a basic knowledge and understanding of the Human Resources System

	Progress Report

	Accomplishments


· Items listed in this section are not necessarily listed in the order completed.  
· Discussed the general project plan culminating in go-live in January, 2010.  Reviewed the expectations of consultants versus client responsibility during this process.  Talked about the purposes of training (including not only Banner knowledge transfer but thought process for troubleshooting) and expectations for clients (including training/consulting participation and homework completion) during the training/consulting process. Discussed the differences between training and consulting visits.  Discussed the importance of continuity in the staff attending and receiving training.  Advised the importance of beginning to document FHDA CCD processes and resulting Banner procedures as they go through the process.  
· Reviewed the SunGard website in detail.  Special attention paid to accessing Customer support; training opportunities available through the Education Center, on-line, remote, and site specific; events such as Summit and regional conferences; as well as how to join listservs (advised subscribing to BHUMRES and BPOST for sure and possibly BGENERAL and BANNOUNCE as well).
· Showed the HR User’s Guide table of contents and reviewed how to locate specific information within the document.  Emphasized the importance of being able to maneuver through this document and the general nature of information contained therein.  Reviewed the organization of the forms/processes/reports (in naming convention order – not priority or alphabetical order). Referred training participants to the workbooks for field specific implementation information and practice.  Discussed the importance of reviewing release notes when new upgrades are implemented to learn about differences between the new release and prior releases.  Also discussed the reports chapter and that FHDA CCD should begin now to identify reports currently being used that will be needed from Banner.  Strongly suggested checking those reports against the standard Banner reports and identifying where custom reports may be needed so that ETS staff can begin working on them as soon as possible.
· Reviewed the portion of Chapter Three of the HR User’s Guide specific to the rule form entry order.  This list will be used as a checklist for monitoring progress as they go through the training process.  They were also provided the checklist embedded below.  Near the end of the visit we revisited this list and the staff was asked to review the User’s Guide information for each of the forms and to be prepared to discuss them in detail at their next training session as part of their homework.  Kim worked with the staff to identify who would be responsible for each of the forms.

[image: image1.emf]Rule & Validation  Tables by Priority with Child Tables.xls


· Diagramed the interfaces between HR and Financial Aid, Finance, Student, and Advancement 

· To Financial Aid:  Student work study payroll data to Financial Aid AFTER payroll is completed (may require adjustments if aid exceeded).

· From Finance: Chart of Accounts validation during data entry and payroll processing.  To Finance: Budget, Wage/Salary Adjustments, Payroll and COBRA transactions.  
· From Student: FICA exempt status checking during payroll process.  Faculty load info for Faculty Load and Compensation calculation. To/From Student: shared data in General Person and Faculty Load modules.
· From Advancement: Pledge information.  To Advancement: Pledge deductions.
· The HR Pyramid was presented in detail. Reviewed how each step of the pyramid (from the top down) builds on the other steps and incorporates (defaults) information down through the rest of the steps.  Discussed completion of GUAINST, NTRINST, and PTRINST forms as a pre-requisite to completing any of the steps in the pyramid.  
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· Identified PTRPICT and PTRCALN as forms used to set up Pay ID, which are unique based on the frequency of pay and the specific calendars used to pay various groups of employees.  
· Discussed earnings codes (PTREARN), leave (PTVLCAT, PTRLEAV, and PTRLCAT), and benefit/deduction setup (set up on PTRBDCA and PTRBCAT, also mentioned PTRLIFE, PTRLIFI, PTRCOVR, PTRPREM, PTRBDFQ as required for life insurance, but did not review in detail) as pre-requisites for setting up the Employee Classes (done on PTRECLS), noting that the employee classes may be set up with minimal set up on PTREARN, PTRLCAT and PTRBCAT.  If the employee class is set up first with the minimum entry, they will need to go back in later and update the eligible earnings, benefit category, and leave category.
· Discussed Position Class (set up on NTRPCLS) as it relates to job families and identified pre-requisites as salary tables (set up on NTRSGRP and NTRSALA) and EEO classification (tables delivered with Banner).  Identified, at minimum, unique combinations of employee class, salary table, and EEO classifications as needing separate position classes.  It is possible to have multiple position classes with the same combination of these three items, if needed.  
· Discussed Positions (set up on NBAPOSN and NBAPBUD) as being unique budgeted entities and that, generally speaking, position classes may relate to positions on a one-to-one basis, but are more often on a one-to-many relationship.
· Identified Jobs (set up in NBAJOBS) as the step where employees and positions are first linked.  Employees may have only one position, a primary and secondary position(s), a primary and overload position(s), or any combination thereof.
· Discussed Labor Distributions as defaulting through the system from NBAPBUD, but having the ability to be overridden by defaults on earning codes, benefit/deduction codes, and/or through one-time overrides completed during the payroll process on PHAHOUR. Reviewed the function and definition of FOAPAL’s (will be set up by Finance).  Discussed each component - F(und), O(rganization), A(ccount), P(rogram), A(ctivity), and L(ocation) and identified the first four as required by the system, but they will need to discuss with their Finance department whether or not all six will be required for FHDA CCD’s implementation.  It should be noted that when overriding a portion of a FOAPAL, only the elements of the FOAPAL that are changing need to be completed.  Example:  If the FOAP is all correct with the exception of the account portion, only the account portion needs to be completed in the override.
· Trainees indicated that they understood the concepts presented.
· Discussed the importance of data standards due to the sharing of information across Banner modules.  Data standards discussion has begun among the FHDA CCD staff and HR is represented in those discussions.  Identified key role of data standards is to ensure consistency such as standardizing address format to be used (i.e. P.O. Box or PO Box) and who “owns” the information and is responsible for any changes.  Things to keep in mind when determining standards are: 1) Oracle sorts numeric then alpha; 2) who is the user – do they need quick data entry or does coding need to be intuitive; 3) ability to search data once entered.
· Stepped through the entire HR Menu. Reviewed each section, identifying key forms in each section, how to determine what is a menu (acronym in parenthesis begins with an asterisk) versus a form (no asterisk) and how to identify application forms versus inquiry forms, etc.  Completed a thorough review of the percent (%) and underscore (_) wildcards and how these can be used to assist in finding forms by naming convention and/or form description.  This included a complete review of Banner naming conventions and how to extrapolate information from each character in the naming convention.  The document embedded below was referenced and may be useful to staff as they begin learning “Banner-ese”.
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· Applicant Administration – tracking applications and open positions.  FHDA CCD has purchased People Admin. but is still determining how the Banner interface will be done.
· Electronic Approvals – designed to optimize the approval process.  NBAJQUE and NOAEPAF are key forms on this menu.
· Biographic/Demographic Info – basic data about an employee and shared across modules (with some exceptions).  PPAIDEN is primary screen.  Menu identifies PPAINTL as screen for international employee information.  Shared the correct naming convention (GOAINTL) and identified this forms usage as shared with the Student module.
· Employment Administration – identifying a general person as an employee and assigning position and pay information to an employee.  PEAEMPL and NBAJOBS are key.

· Compensation Administration – assigning position and pay information to an employee.  NBAJOBS key (discussed appearance of several forms on several different menus).

· Employee Relations – create and maintain labor-related information.  PEABARG and PEAGREV key. 
· Health and Safety – track workplace injuries and potential hazardous materials exposure.
· Benefits/Deductions – benefit definition, eligibility administration, flexible benefit administration and COBRA administration.  PDADEDN and PDABDSU are key forms.  FHDA CCD will probably use the COBRA and FMLA tracking capabilities.
· Position Management – define positions and perform a variety of inquiries.  NBAPOSN is key form.

· Personnel Services Budget – create/maintain position budgets.  NBAPBUD is key form and allows for multiple labor distributions.  
· Time Entry/Payroll Processing – create/maintain all payroll specific records.  PHAHOUR is key form.

· Payroll History – variety of inquiry screens and check reconciliation form.

· Human Resources Administration – rule and validation forms for all aspects of HR.  Reviewed the organization of the menu’s (in naming convention order – not priority or alphabetical order). Discussed how rule and validation forms give the HR module its flexibility and allow the user to have substantial control over the function of the system without requiring intervention by the ETS staff.
· Security Setup – forms that allow for very specific security access settings.  Discussed ability to restrict access by salary, organization, employer, and employee class.  Also mentioned fine-grain security, it’s abilities as well as its demands on system resources.

· Committee/Service – assign/track employee committee/service roles.  Noted that all forms on this menu are “S” forms (Shared/Student) and may be used by several different Banner modules.
· Discussed GUAPMNU and its ability to customize a menu for each user.  All users practiced adding and deleting menu options.
· Viewed GUASYST to show how to identify which department may be responsible for someone’s record if HR is not (example: calls regarding address changes, etc.)

· Reviewed GUAUPRF and its ability to customize the Banner desktop color scheme as well as assigning personal links to frequently used web site.  All trainees practiced using this functionality.  It was noted that they will probably want to customize the color schemes in each of the various instances they will need so that they have a visual cue as to which database they are working in.  This will be especially important during their set up and testing phases.
· Reviewed the Quikflow capabilities of the system using GTVQUIK, GUAQUIK, and GUAQFLW.  Each trainee had the opportunity to create a Quikflow and step through it.  
· Performed a block-by-block review of the job submission screen (GJAPCTL) and how to work with parameter definitions for various reports and processes.  Identified ability to search for information for various parameters while still in the screen.  Primarily used payroll processes as the examples.  
· Discussed the Population Selection/Letter Generation capabilities of the system for use in identifying specific populations within the broader employee group (example: only females employed less than 1 year) for use in mail merge letters or other reports.

· Briefly discussed the Events Management section of the General menu.  Staff indicated this would probably not be needed at FHDA CCD, so we curtailed the discussion.

· Reviewed the “Help” menu in Banner and how and when each form is most helpful.  Identified the ability to create custom help for each field.  It was noted that any custom help is not lost when system upgrades are completed.  However, it is always a good idea to keep a reference document that contains this information as well.

· High level Position Control overview given using the top-down view of the pyramid beginning with the center circle identifying the payroll ID out through the final circle representing individual jobs as assigned to employees.  Discussed the relationships between each circle and the ability to make changes to jobs without necessarily having to go all the way back to the center circle.  However, if a change is made to an inner circle, each subsequent outer circle will need to be reviewed for possible changes as well.  Trainees indicated that they understood the concept.
· Throughout the training we reviewed navigation options using the keyboard, menus, and/or the mouse.  Provided below are several versions of Banner navigation handouts including one specifically for Macintosh computer users.
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· Trained on general person entry through PPAIDEN.  All trainees had the opportunity to create at least one person in the training database.  This was done using common matching.  All training participants showed knowledge of how to do the data entry by talking one “driver” through the set up.  Emphasized the importance of the seven fields required for a person to be set up as an employee.  Those fields are:  name, address, SSN, gender, birth date, citizenship, and ethnicity.  All other fields are optional.  FHDA CCD may choose to complete as many or as few additional fields as they wish.  Encouraged participants to practice their new skills between now and the next training session and to begin to document how FHDA CCD HR will use this form.  Also gave some recommendations for completing documentation: 
· Always date documentation and identify the version of Banner being used.

· Preface the documentation with a paragraph about what the procedure is intended to accomplish.
· Always include the “why” of how fields are used or any information that will help determine what data is to be included in a field.

· If print screens will be used in the documentation, determine whether you want a picture of the completed screen or a blank screen.  Use a completed screen if you want the screen to be completed with specific information.  Use a blank screen if decisions need to be made about the information to be completed for each field.

· Reference Banner documentation (such as the User’s Guide or appropriate workbooks) as appropriate.
· Reviewed the importance of avoiding duplicate persons in the system and the role of common matching to minimize the potential for this occurrence.  Discussed the role of PIDM’s in the Oracle tables to help uniquely identify each person, regardless of the number of name and ID number changes the person has had.

· Discussed the fact that changes made to Banner are done in “real time.”  Consequently, it is possible to make changes to the system and see immediate results on Self-Service Banner and all reports and processes.  Also discussed the impact of having multiple instances of the same form open and how the system will not allow changes if a screen is already open for the same person.
· Additionally, we reviewed the following Biographic/Demographic forms (and some of the rule and validation forms required for them to function) at a high level for how they might be used:

· PPATELE – to access/add/change phone numbers for a person without having to open the entire PPAIDEN record.
· PTRCERT (PTVLCSV, STVSTAT, STVNATN, PTVENDS) – tracking of various employee data that require dates of completion and/or renewal.

· PPACMNT (PTVCMTY) – possible tracking of any data for which Banner does not have a designated field and/or general information.  As will all comments screens in Banner it was noted that caution should be used as all data saved in the system is subpoena-able.

· PTRSKIL (PTSKLV) – tracking of various skills that an employee may have (examples: multi-lingual capabilities, meeting minimum requirements to teach in another discipline, etc.)
· PPAGENL – recording degrees received, exams taken, drivers license information, honors and awards, and publications.  Any and/or all of this information may be completed for a person as FHDA CCD decides.  It was noted that some of this may be possible to populate from PeopleAdmin depending on the interface they decide upon.

· PPAEXPR – recording employee prior work experience.  It was noted that some of this may also be possible to populate from PeopleAdmin depending on the interface they decide upon.

· GOAMEDI – General Medical Information – Used by student and HR to track generic and/or specific medical disability information.  This info can be kept in detail or as simple as “disabled? Y/N.”

· PEAEACC – tracking of any accommodations made for an employee due to disability.
· Reviewed several of the primary setup forms in varying degrees of detail (these forms will all be reviewed in full detail during the next training session) as follows:

· GUAINST – General overview of the role of this form.  Specific attention paid to the century pivot field.  Discussed the possibility of changing this field (must be done by ETS through SQL) to allow for birthdates prior to (19)49 by changing this field to 30 (or earlier).  Staff will take this issue to the data standards group for discussion.

· NTRINST – General overview of the role of this form.  Emphasized the ability to make changes, if needed, to this setup as they go forward through their training.  
· PTRINST – General overview of the role of this form.    Emphasized the ability to make changes, if needed, to this setup as they go forward through their training.

· PTRPICT – Viewed the form, and discussed the factors in determining when individual pay ID’s are required.  
· PTRCALN – Viewed the form, discussed the capability to assign defaults for web time entry that come in from PTRPICT.  Discussed the advisability of setting up several years (including all of 2008 to accommodate testing during the set up process). 
· Briefly reviewed fixed and flexible attributes (pages 4-5) used to determine employee classes for setup in PTRECLS using the document embedded below.  Asked the participants to use the worksheet in this document (page 12) to begin to define their employee classes for review at their next training session.
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	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan

	Several tasks still need to be accommodated in the training schedule (examples: faculty load, web time entry, etc.)
	Kim Chief Elk and SGHE HR Functional Consultants
	
	We discussed the need to add specific training to the overall schedule.  These training sessions will not be additional sessions, but will most likely utilize the currently scheduled consulting session weeks.  Some of these items can not be accommodated until FHDA CCD has installed the CALB 8.0 release due out in Spring 2009.


	Interfaces with existing systems (examples: Liquid Office, SIS, Hershey, etc.)
	ETS
	
	The SGHE integration team indicated in prior training that HR functional consultants would be providing information regarding these interfaces.  To my knowledge, the integration team should be working with the HR technical consultants to complete these tasks.  I have contacted the integration team to determine what information they are expecting the functional consultants to provide.  As of this writing, I have not yet obtained an answer.  This will be a homework action item for SGHE.


	Training Attendance

	Name
	Area
	Day 1
	Day 2
	Day 3

	Debbie Haynes
	PT Faculty
	X
	X
	X

	Patti Conens
	FT Faculty
	X
	X
	X

	Ly Luu
	Classified & Student
	X
	X
	X

	Araceli Kaliangara
	Class
	X
	
	

	Scottie McDaniel
	FT Faculty
	X
	X
	X

	Cynthia Smith
	Campus Faculty Personnel
	X
	X
	X

	Beijing Li
	PT Faculty
	X
	X
	PM

	Henry Ly
	ETS
	X
	X
	X

	Rhoda Wang
	Payroll
	X
	X
	X

	Kim Chief Elk
	HR
	X
	X
	X

	Tom Roza
	ETS/Systems & Ops
	X
	
	

	Erwin Widiarta
	ETS/HR & Luminis
	X
	X
	X

	Kristine Lestini
	HR
	X
	X
	X

	Anna Luna
	HR
	X
	X
	X

	Irma Rodarte
	ETS
	X
	X
	X

	Orawan Khaeleor
	HR
	X
	X
	X

	Gigi Gallagher
	HR-Campus
	X
	X
	X

	Dawna O’Malley
	Financial Aid – DeAnza
	
	X
	X

	Cindy Castillo
	Financial Aid – DeAnza
	
	X
	X

	Pat Monoik
	Financial Aid – Foothill
	
	AM
	AM

	Margaret Michaelis
	Budget & Personnel
	
	PM
	

	Laureen Wong
	Ed Resources – Foothill
	
	PM
	

	Joni Hayes
	Budget
	
	PM
	


	Action Items and/or Assignments for SunGard Higher Education

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	11/12/08
	Contact integration team regarding needs from HR functional consultants
	Jean Summers
	ASAP
	New

	11/13/08
	Complete trip report
	Jean Summers
	11/27/08
	New


	Action Items and/or Assignments for Foothill-DeAnza CCD

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	11/13/08
	Work with data standards group to ensure standards are developed prior to converting and/or entering data to the system
	Kim Chief Elk
	ASAP
	New

	11/13/08
	Begin documenting how FHDA CCD will utilize the Banner forms and processes as they are determined.  Start with PPAIDEN.
	Kim Chief Elk
	On-going
	New

	11/13/08
	Identify who will monitor SunGard listservs for BHUMRES and BPOST and get them signed up as soon as possible
	Kim Chief Elk
	Immediately
	New

	11/13/08
	Begin to identify current reports that will be needed from Banner and whether Banner standard reports exist or whether custom reports will be needed
	All
	On-going
	New

	11/13/08
	Review User’s Guide information for rule/validation forms to be developed during next training session
	As assigned
	12/8/08
	New

	11/13/08
	Begin to define employee classes utilizing the worksheet provided.
	Kim Chief Elk
	12/8/08
	New

	11/13/08
	Identify and discuss any policy and/or procedure issues that may have arisen as a result of this training session
	Kim Chief Elk 
	On-going
	New

	11/13/08
	Develop a schedule for practicing newly developed navigation and data entry skills for all training participants as soon as the training database is available
	Kim Chief Elk 
	On-going
	New

	11/13/08
	Complete the evaluation form embedded below and send to the emails listed at the bottom of the form.
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	All training participants
	12/5/08
	New


Status: New, Open, Completed, Cancelled, Deferred

	Other


As a reminder to Kim, her name has been attached to almost all action items due to her responsibilities as team lead.  However, this does not mean she is required to do the work. I would encourage her to include as many of the trainees as possible in completing each assignment to assist with training retention, improving navigation skill, and troubleshooting data entry issues.  

I also would recommend that Kim or Kathy distribute this trip report to all attendees as a reminder of topics covered, additional information for those who were unable to attend all sessions, and as potential “fill-in” for gaps in note-taking.  If you do not elect to send the entire trip report to all participants, at minimum the evaluation form should be sent to them for completion.
The attitude of the staff attending training, their willingness to learn and discuss options/issues, and their eagerness to begin “hands-on” training was very encouraging.  This general attitude will serve them well as they go forward. 
Thank you all for an excellent session.  I look forward to returning in January (and throughout 2009) and working with you and Jeff Greer to achieve a successful and timely implementation.
	Foothill-DeAnza Community College District
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				Priority		Rule & Validation Tables		Child Tables		Module		Comments

				1		GUAINST - Institution Control Form				Installation		DO NOT TOUCH TABLE

				2		NTRINST - Position Control Installation Rule Form				Installation

				3		PTRINST - Installation Rule Form				Installation

				4		PTREMPR - Employer Rule Form		PTRERST		Payroll

				5		PTRPICT - Payroll Identification Code Rule Form				Payroll

				6		PTRCALN - Payroll Calendar Rule Form				Payroll

				7		PTRECLS - Employee Class Rule Form		PTREERN, PTRECLC, PTRECBC		Payroll

				8		NBAFISC - Fiscal Year Form		NBBFISC is table for NBAFISC		Posn.Ctl

				9		NTRFINI - HR/Finance Set Up Form				Posn.Ctl

				10		NTRSGRP - Salary Group Rule Form				Posn.Ctl

				11		NTRSALA - Salary Rate Rule Form		NTRSALB		Posn.Ctl

				12		NTRPCLS - Position Class Rule Form				Posn.Ctl

				13		NBAPOSN - Position Form		NBBPOSN is the table for NBAPOSN		Posn.Ctl

				14		NBAPBUD - Position Budgetting Form		NBRPTOT, NBRPLBD		Posn.Ctl

				15, or		NTRFRNG - Fringe Budgeting Rule Form				Position Budget

				15		NTRFBLD - Fringe Rate/Labor Distribution Override Rule Form		NTRFBIN, NTRFBEX, NTRFELD		Posn.Ctl

				16		PTVLCAT - Leave Category Valid. Form				Payroll

				17		PTRLEAV - Leave Codes Rule Form				Payroll

				18		PTRLCAT - Leave Category Rule Form		PTRLVAS, PTRLVAC, PTRLVPR		Payroll

				19		PTREARN - Earnings Code Rule Form		PTRECLD		Payroll

				20		PTRBDCA - Benefit/Deduction Rule Form		PTRBDPL, PTRBDPD, PTRBDAS, PTRBDID, PTRBDXD, PTRBDXE, PTRBDLD		Benefits

				21		PTRBCAT - Benefit Category Rule Form		PTRBCDN		Benefits

				22		PTRLIFE - Life Insurance Calc Process Parameter Rule Form				Benefits - Life

				23		PTRLIFI - Life Insurance Rule Form				Benefits - Life

				24		PTRCOVR - Life Insurance Coverage Rule Form				Benefits - Life

				25		PTRPREM - Premium Rule Form				Benefits - Life

				26		PTRBDFQ - Benefit Payroll Frequency Rule Form				Benefits

				27		PTRBREL - Beneficiary Relationship Rule Form				Benefits

				DNT		PTVBDTY - Benefit/Deduction Type Valid. Rule Form				Benefits		DO NOT TOUCH TABLE

				DNT		PTRGTAX - Taxable Life Insurance Premium Rule Form				Benefits - Life		DO NOT TOUCH TABLE

				DNT		PTREEOS - EEO Salary Level Rule Form				EEO		DO NOT TOUCH TABLE

				DNT		PTVEEOC - EEO Ethnic Codes Valid. Form				EEO		DO NOT TOUCH TABLE

				DNT		PTVEEOG - EEO Contract Group Valid. Form				EEO		DO NOT TOUCH TABLE

				DNT		PTVESKL - EEO Skill Code Valid. Form				EEO		DO NOT TOUCH TABLE

				DNT		PTVREPT - Tax Report Code Valid. Form				Payroll - Tax		DO NOT TOUCH TABLE

				DNT		PXACALC - Tax Calculation Rule Form				Payroll - Tax		DO NOT TOUCH TABLE

				DNT		PXAFSTA - Tax Filing Status Rule Form				Payroll - Tax		DO NOT TOUCH TABLE

				DNT		PXAMTAP - Magnetic Tape Rule Form		Parent=PXRMTIN, Child=PXRMTER		Payroll - Tax

				DNT		PXAREPT - Tax Reporting Rule Form		PXRRBOX, PXRRDED, PXRRERN		Payroll - Tax		DO NOT TOUCH TABLE

				DNT		PXATAXS - Tax Setup Form		PXREXEM, PXRFSTA, PXRGRAD		Payroll - Tax		DO NOT TOUCH TABLE

				DNT		PXATXCD - Tax Code Rule Form		Table name PXRTXCD		Payroll - Tax		DO NOT TOUCH TABLE

				Finance Builds		FTVACCI - Account Index Code List				Finance

				Finance Builds		FTVACCT - Account Code List				Finance

				Finance Builds		FTVACTV - Activity Code List				Finance

				Finance Builds		FTVBANK - Bank Account Code List				Finance

				Finance Builds		FTVCOAS - Chart of Accounts List				Finance

				Finance Builds		FTVCTYP - Cost Type List				Finance

				Finance Builds		FTVFSYR - System Control Fiscal Year List				Finance

				Finance Builds		FTVFUND - Fund Code List				Finance

				Finance Builds		FTVLOCN - Location Code List				Finance

				Finance Builds		FTVOBPH - Budget Phase List				Finance

				Finance Builds		FTVOBUD - Operating Budget List				Finance

				Finance Builds		FTVORGN - Organization Code List				Finance

				Finance Builds		FTVPROG - Program Code List				Finance

				Finance Builds		FTVPROJ - Project Code List				Finance

				Finance Builds		FTVRUCL - Rule Class List				Finance

				Optional		PTRDCHN - Benefit/Deduction Chain Rule Form				Benefits

				Optional		PTRBFSA - Flexible Spending Accounts Rule Form				Benefits

				Optional		PTRCBEN - COBRA Benefit Coverage Rule Form				COBRA

				Optional		PTRCOBR - COBRA Reason Rule Form				COBRA

				Optional		PTVFMST - FMLA Status Valid. Form				FMLA

				Optional		PTVFREA - FMLA Leave Reason Valid. Form				FMLA

				Optional		GTVCALL - List Code				General

				Optional		GTVLETR - Letter Code				General

				Optional		GTVPARA - Paragraph Code				General

				Optional		GTVPTNT - Print Code				General

				Optional		GTVSYSI - System Indicator Valid. Form				General

				Optional		PTRDFPR - Defer Pay Period Rule Form		Parent=PTRDFPR, Child=PTRDFPN		Payroll

				Optional		PTREHOL - Employee Holidays Rule Form				Payroll

				Optional		PTRJBLN - Job Location Rule Form				Payroll

				Optional		PTRLOCN - EEO1 Location Rule Form				Payroll

				Optional		PTRLREA - Leave Reason Rule Form				Payroll

				Optional		PTRPCAT - Premium Pay Category Rule Form				Payroll

				Optional		PTRPPAY - Premium Pay Rule Form				Payroll

				Optional		PTRSDED - Supplemental Payroll Deductions Rule Form				Payroll

				Optional		PTRSERN - Supplemental Payroll Earn Codes Rule Form				Payroll

				Optional		PTRTREA - Termination Reason Rule Form				Payroll

				Optional		PTV1099 – 1099-R Distribution Code Valid. Form				Payroll

				Optional		PTVPCAT - Premium Pay Category Valid. Form				Payroll

				Optional		PTVWKCP - Workers' Comp. Classification Valid. Form				Payroll

				Optional		PTRPGRP - Position Group Rule Form				Posn.Ctl

				Optional		PTRBDGM – Benefit/Deduction Group Member Rule Table				Benefits

				Optional		PTRJCRE - Job Change Reason Rule Form				Payroll

				As Needed		PTRRERN - Retroactive Pay Earn Codes Rule Form				Payroll

				As Needed		NTRBROL - Budget Role Process Parameter Rule Form				Position Budget

				As Needed		NTRHROL - Encumbrance Hours Roll Parameter Rule Form				Position Budget

				As Needed		NTRCROL - Contract Dates Roll Parameter Rule Form				Posn.Ctl

				As Needed		NTRJINC - Mass Job Salary Increase Rule Form				Posn.Ctl

				As Needed		NTRSTRL - Mass Salary Table Roll Rule Form				Posn.Ctl

				Shared		GTVZIPC - Zip Code Valid. Form				Bio/Demo Info		Data Custodians

				Shared		PTRETHN - Ethnic Codes Rule Form				Bio/Demo Info		Data Custodians

				Shared		PTVCMTY - Comment Code Valid. Form				Bio/Demo Info		Data Custodians

				Shared		STVATYP - Address Type Valid. Form				Bio/Demo Info-Shared		Data Custodians

				Shared		STVCITZ - Citizen Type Code Valid. Form				Bio/Demo Info-Shared		Data Custodians

				Shared		STVCNTY - County Code Valid. Form				Bio/Demo Info-Shared		Data Custodians

				Shared		STVMRTL - Marital Status Code Valid. Form				Bio/Demo Info-Shared		Data Custodians

				Shared		STVSTAT - State Code Valid. Form				Bio/Demo Info-Shared		Data Custodians

				Shared		STVTELE - Telephone Type Valid. Form				Bio/Demo Info-Shared		Data Custodians

				Shared		STVVTYP - Visa Type Valid. Form				Bio/Demo Info-Shared		Data Custodians
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                                                       Banner Navigation Handout



Standard Banner Navigation


(Show Keys = CTRL + F1)


Basic Functions


		Function

		Key(s)

		Menu Bar

		



		Save Changes

		F10

		File/Save

		



		Print

		Shift + F8

		File/Print

		



		Rollback 

		Shift + F7

		File/Rollback

		



		Exit Form/Query

		CTRL + q

		File/Exit

		





Block Functions


		Function

		Key(s)

		Menu Bar

		



		Next Block

		CTRL + Page Down

		Block/Next

		



		Previous Block

		CTRL + Page Up

		Block/Previous

		



		Clear Block

		Shift  + F5

		Block/Clear

		





Record Functions


		Function

		Key(s)

		Menu Bar

		



		Next Record

		Down Arrow

		Record/Next

		



		Previous Record

		Up Arrow

		Record/Previous

		



		Clear Record

		Shift + F4

		Record/Clear

		



		Insert Record

		F6

		Record/Insert

		



		Duplicate Record

		F4

		Record/Duplicate

		



		Remove Record 

		Shift + F6

		Record/Remove

		





Item/Field Functions


		Function

		Key(s)

		Menu Bar

		



		Next Field

		Tab

		Item/Next

		



		Previous Field

		Shift + Tab

		Item/Previous

		



		List of Values/Flashlight

		F9

		Help/List

		



		Last List of Values Inquiry

		Shift + F2

		N/A

		



		Select

		Shift + F3

		N/A

		



		Clear Field

		CTRL + U

		Item/Clear 

		



		Duplicate Field

		F3

		Item/Duplicate

		



		Next Radio Button Item

		Right Arrow

		N/A

		



		Previous Radio Button Item

		Left Arrow

		N/A

		



		Check/Uncheck Check Box Field

		Space Bar

		

		





Query Functions


		Function

		Key(s)

		Menu Bar

		



		Enter Query

		F7

		Query/Enter

		



		Execute Query

		F8

		Query/Execute

		



		Count Query Hits

		Shift + F2

		Query/Count Hits

		



		Cancel Query

		CTRL + Q

		Query/Cancel
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Consulting Evaluation Form




Banner Human Resources Training                                                        November 11-13, 2008


Consultant:
Jean Summers, jean.summers@sungardhecom, 360-584-6406


Topics Covered:
HR Project Kickoff and Overview

Consulting Engagement


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Goals and objectives for the engagement were clearly defined

		

		

		

		

		

		



		Goals and objectives for the engagement were met

		

		

		

		

		

		



		Activities were consistent with goals and objectives

		

		

		

		

		

		



		Expectations for engagement were met

		

		

		

		

		

		





Instruction


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Provided instructional activities that were consistent with goals and objectives

		

		

		

		

		

		



		Demonstrated organization and preparedness

		

		

		

		

		

		



		Communicated clearly and effectively

		

		

		

		

		

		



		Responded appropriately to questions and comments

		

		

		

		

		

		



		Designed instructional activities that encouraged discussion and resolved issues

		

		

		

		

		

		



		Effectively utilized training materials (ex. Workbook)

		

		

		

		

		

		



		Maintained a positive learning environment

		

		

		

		

		

		





Product/Industry Knowledge


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Demonstrated strong product knowledge

		

		

		

		

		

		



		Applied product knowledge to business requirements 

		

		

		

		

		

		



		Demonstrated strong grasp of unique business requirements

		

		

		

		

		

		



		Suggested alternative and logical solutions to unique business requirements

		

		

		

		

		

		



		Used prior industry experiences to add perspective and value

		

		

		

		

		

		





Client Focus


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Established productive working relationship

		

		

		

		

		

		



		Communicated and reviewed business issues on a regular basis

		

		

		

		

		

		



		Promoted a cooperative environment by exhibiting an enthusiastic attitude

		

		

		

		

		

		



		Followed through on commitments

		

		

		

		

		

		





Professionalism


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Consistently prepared and timely

		

		

		

		

		

		



		Presented self appropriately in business environment

		

		

		

		

		

		



		Utilized client time efficiently

		

		

		

		

		

		



		Presented directions in an articulate and understandable manner

		

		

		

		

		

		





Please indicate what you found most useful about this consulting engagement:


		





In what ways did the consultant contribute to the success of the consulting engagement?


		





What could the consultant have changed to make the consulting engagement more beneficial?


		





General comments and suggestions:

		





Name of Institution:




Your Name (optional)


Please email this evaluation to: 

rob.bailey@sungardhe.com and julie.monfette@sungardhe.com 


		

		SunGard HE-Confidential & Proprietary

		v1.1



		Foothill-DeAnza Community College District 

		

		Page 3 of 3



		

		

		26-Nov-08
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                                   Form Naming Convention Handout



		Position 1



		A

		Alumni/Development



		B

		Property Tax



		C

		Courts



		D

		Cash Drawer



		F

		Finance



		G

		General



		K

		Work Management



		L

		Occupational Tax and License



		N

		Position Control



		O

		Customer Contact



		P

		Human Resources/Payroll/Personnel



		Q

		Electronic Work Queue



		R

		Financial Aid



		S

		Student (or Shared)



		T

		Accounts Receivable



		U

		Utilities



		V

		Voice Response





		Position 2


If the character in Position 1 is N or P, then the character in Position 2 is one of the following.



		A

		Application



		B

		Budget



		C

		COBRA



		D

		Benefit/Deduction



		E

		Employee



		H

		Time Reporting/History



		O

		Overall



		P

		General Person



		T

		Table



		R

		Electronic Approvals



		X

		Tax Administration





		Position 3



		A

		Application



		B

		Base Table



		I

		Inquiry



		P

		Process



		R

		Rule Table, Report



		V

		Validation Table
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Horizontal Toolbar Icons

Keyboard Commands

        NOTE:
1.  Not all keyboard commands are available on every Banner form.


2.  Mac systems require a setup change for use of F9 and F10 keys (see

     back of this page for instructions).


		Function

		Keys



		Block – clear

		Shift+F5



		Block – next

		Ctrl+PgDn



		Block – previous

		Ctrl+PgUp



		Count Query Hits

		Shift+F2



		Display Oracle Error

		Shift+F1



		Exit

		Ctrl+Q



		Field – clear

		Ctrl+U



		Field – duplicate

		F3



		Field – next

		Tab



		Field – previous

		Shift+Tab



		Go To another form

		F5



		LOV (List Of Values)

		F9



		Options 

		Right Click



		Print

		Shift+F8



		Query – cancel

		Ctrl+Q



		Query – enter

		F7



		Query – execute

		F8



		Record – clear 

		Shift+F4



		Record – duplicate

		F4



		Record – insert

		F6



		Record – next

		 ( or PgDn



		Record – previous

		 ( or PgUp



		Record – remove (delete)

		Shift+F6



		Rollback

		Shift+F7



		Save

		F10



		Select 

		Shift+F3



		Show Keys 

		Ctrl+F1








Macintosh Considerations for Use of All Banner Function Keys:


Issues when using INB and Safari on a Mac operating system:


· F9 “tiles all open windows” rather than displays a list of values


· F10 “tiles all open windows for the current application” rather than commits changes


Recommended workaround:


· Reassign the F9 and F10 keys to use F12 and F13 by following these steps:

1. Open the Mac OS X Exposé control panel under:


-- System Preferences


-- Personal 


     -- Exposé

2. Under the Keyboard section, change: 

From:


      All windows:

F9


      Application windows:
F10


To:


      All windows:

F12


      Application windows:
F13


3. Exit the control panel


4. Verify that INB in Safari now results in the “Banner” use of F9 and F10 keys.
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Confidential Business Information


This documentation is proprietary information of Systems & Computer Technology (SCT) Corporation and is not to be copied, reproduced, lent or disposed of, nor used for any purpose other than that for which it is specifically provided without the written permission of SCT.


Prepared By:
Systems & Computer Technology Corporation
4 Country View Road
Malvern, Pennsylvania 19355
United States of America


Issued:

May 2003

This publication is intended to provide accurate information regarding SCT’s software.  It is provided with the understanding that SCT is not engaged in rendering legal, accounting, or other professional services through the production of this publication.  Further, SCT makes no claims that an institution's use of this software in accordance with this publication will insure compliance with applicable federal or state laws, rules or regulations.  SCT recommends that organizations seek professional legal advice in order to determine that their policies and practices are in compliance with applicable laws, rules or regulations.


Please be advised that, if applicable, the attached documentation and associated software are deemed to be Year 2000 statements, and are being designated Year 2000 Readiness Disclosures under the Year 2000 Information and Readiness Disclosure Act signed into law by President Clinton on October 19, 1998.


Because of the nature of this material, numerous hardware and software products are mentioned by name.  In most, if not all, cases the companies that manufacture the products claim these product names as trademarks.  It is not our intent to claim these names or trademarks as our own.


Banner, SCT, and the Banner and SCT logos are registered trademarks and Banner, Banner CAPP, Banner Object: Access, BannerQuest, WebTailor, and the accompanying logos are trademarks of Systems & Computer Technology Corporation.  Copyright 2001 Systems & Computer Technology Corporation.  All Rights Reserved.
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Employee Class Basics 



 The Employee Class (ECLS) is the most powerful rule form within Banner HR, and its attributes "trickle down" to many other areas of the system.  For example, the Employee Class is assigned to the Position Class (NTRPCLS), which is then assigned to the Position (NBAPOSN/NBAPBUD), which is then assigned to the Job (NBAJOBS) and finally flow to Payroll (PHAHOUR and PHATIME).













For most institutions, between 15 and 25 Employee Classes are sufficient.  Many other rule forms are established "by" Employee Class, so, the fewer Employee Classes, the less data entry needed on these other forms (PTREHOL, PTRBDCA, NTRFRNG/NTRFBLD, NTRBROL to name a few.)  The ECLS Code is 2-digits.


Examples: Employee Class = AF, Administrative Full Time; AP, Administrative Part Time

Consult the Employee Class Attributes for a list of fixed and flexible characteristics.  Fixed attributes cannot, or should not, be overridden anywhere else in the system.  Flexible attributes may be overridden.  Sometimes, a client will not want to override a flexible attribute, making it fixed for that client. 


For Canadian clients:  The Employer Code (EMPR) defaults from Employee Class to JOBS.  If there are multiple EMPR codes within one employee class, and you don't override this code on JOBS, regulatory reporting will be impacted.  There is not an easy way to fix this if the EMPR code is not overridden on JOBS.  Because of this, you may want to consider the Employer Code as a fixed attribute if you are at a Canadian institution.


Fixed Employee Class Attributes


The following attributes make an Employee Class unique and cannot, or should not, be overridden at another level in the system.


		Attribute

		Source

		Comments



		When Paid

		PTRECLS Pay Id


		Even though the Pay Id can be overridden on NBAJOBS, it is strongly suggested users do not do so regularly.



		How Employees Are Paid

		PTRECLS Salary Indicator

		· Salaried


· Hourly


· Variable



		Shift Eligibility

		PTRSHCD Rule Form


(Note:  Shift pay schedule


 is defined by shift code on


PTRSHFT and PTRSHCD.)

		Combines shift with regular pay.  You can use premium pay category in place of shift to display shift earnings as a separate earnings code (REG & SH2)



		Time Entry Begin Day

		PTRECLS Time Entry Day

		Select the day of the week on which time entry for a pay period is to begin on the Online Time Entry Form (PHAHOUR). If you select N/A, the first day of the pay period is used as the default value.



		How Employees Submit Time

		PTRECLS  Printed Time Sheet Method

		· Organizational


· Roster


· Time sheet



		Time Entry Breakdown 


Period

		PTRECLS Time Breakdown




		· Daily 


· FLSA


· Pay period 


· Weekly


· None (no time entry breakdown)



		How Salary Encumbrances (Contract Value) are computed

		PTRECLS


Salary Encumbrance Method



		· Annual salary


· Hours input


· System calculated


· Value Input



		Classification of Full/Part  Time Contract Group

		PTRECLS Regulatory Info.


Window (EEO Contract Group)

		· IPEDS Reporting breakdown


· 9-10 month FT Faculty


· 11-12 month FT Faculty


· Other FT employees


· Part time employees


· < 9 month FT faculty


· non-EEO employees



		Eligible Earnings Codes

		PTRECLS Eligible Earnings


Window

		The Eligible Earnings Codes window associates eligible earning codes with the employee class being defined.



		How Benefits are Interfaced


To Finance

		PTRBDCA Benefit/


Deduction Labor


Dist. Override Window

		Deduction amounts are overridden by Employee Class



		How Employer-paid benefits are expensed (if using the Fringe Charge Back Method of accounting)

		PTRFBLD Fringe Chargeback 

		Employer expenses are determined by Employee Class





Flexible Employee Class Attributes

The following attributes are initially defined on the Employee Class Rule Form (PTRECLS), but you can override them at another level in the system. It is up to the discretion of the user to determine if a unique employee class should be established based on these attributes, or whether this flexibility will be given to end-users.


		Attributes

		Where to Override

		Original Source

		Comments



		How Salary, Fringe and Premium Budgets are Rolled

		NBAPBUD

		PTRECLS Budget Roll Indicator

		In addition, individual position budgets, which have been rolled in the mass budget roll process, can be changed on NBAPOSN.



		Longevity Eligibility

		NBAJOBS

		PTRLGTY Rule Form


		Combines longevity rates with regular pay. 



		Premium Pay Category

		NBAJOBS

		PTRPCAT Code

		Can use in place of Shift and Longevity when you wish to display separate Earn codes (e.g. REG and SH2 and/or LNG)



		Employee Group

		PEAEMPL

		PTREGRP Employee Group

		



		FT/PT Indicator

		PEAEMPL

		PTRECLS FT/PT Ind.

		



		Hours per pay 

		NBAJOBS

		PTRECLS Hours per Pay

		



		Hours per day

		NBAJOBS

		PTRECLS Hours per Day

		



		Desire to default hours to time sheet

		NBAJOBS

		PTRECLS Default Hours Checkbox

		



		Leave and Benefit 


Categories

		PEAEMPL

		PTRECLS Other 


Eligible Leave /Ben.


Categories

		



		Employer Code

		NBAJOBS

		PTREMPR Employer

		



		FLSA Eligibility/ Method

		PEAEMPL

		PTRECLS FLSA


Indicator

		



		FLSA Work Period

		PEAEMPL

		PTRECLS FLSA Work Period

		



		Work Schedule

		NBAJOBS

		PTRECLS Work


Schedule


		



		Deferred Pay Schedule

		NBAJOBS

		PTRDFPR Defer Pay Code

		





		Time Entry Method

		Can be overridden for a particular employee on the Employee Jobs Form (NBAJOBS).

		· Payroll Time Entry  


· Dept. Time Entry


· Third Party


· EE Entry via Web

		



		Time Entry Type




		Can be overridden for a particular employee on the Employee Jobs Form (NBAJOBS).

		· PP Time Sheet  


· PP Exception Time




		



		Approval Required for Exception Time

		

		Check Box  




		Although this Time Entry with Approvals item cannot be overridden, it will not normally dictate ECLS breakdown.



		Time In and Out Required

		Can be overridden for a particular employee on the Employee Jobs Form (NBAJOBS).

		Check Box 

		



		Can Request Leave in Advance

		

		Check Box 

		Although this Time Entry with Approvals item cannot be overridden, it will not normally dictate ECLS breakdown.



		Override Labor Distribution for Department

		

		Check Box 

		Although this Time Entry with Approvals item cannot be overridden, it will not normally dictate ECLS breakdown.



		Override Labor Distribution on Web

		

		Check Box 

		Although this Time Entry with Approvals item cannot be overridden, it will not normally dictate ECLS breakdown.





Other Employee Class Issues

The following items are not attributes of Employee Class but are processes that use the Employee Class.


		Attribute

		Original Source

		Comments



		How Salary Increases are calculated and mass applied

		NTRJINC Rule Form





		Job Records which are updated through the mass


salary process can be changed  through 


manual entry on  NBAJOBS



		Holiday Schedules

		PTREHOL Rule Form

		Holiday earnings default automatically 


to the time entry form. Defaulted hours can be 


added, deleted or changed to handle exceptions 


to the defaulted hours.



		Labor Distribution 


Overrides by Earnings 


Code

		PTREARN Rule Form

		The overrides are seldom used but each Earn Code can be directed to a specific FOAPAL element if necessary.



		Retroactive Pay


Distribution (Mass)

		PTRRERN Rule Form

		



		Supplemental Pay 


Processing




		PTRSERN Rule Form

		Not an attribute of PTRECLS.  Employee Class on PTRSERN performs supplemental Pay.  When performing a supplemental payroll, PHPTIME will refer to PTRSERN for Employee Classes and earnings to pay.  Canadian clients cannot perform supplemental pay.



		Fringe Budgeting

		NTRFBLD:  Fringe Charge Back Rule Form

		If you are using the Fringe Charge Back method, the employee class will need to be added with the appropriate fringe rate and any values for the labor distribution override.



		Fringe Budgeting

		NTRFRNG:  Fringe Budgeting Rule Form

		If you are using the Actual method of fringe budgeting, the employee class and any associated benefits will be added to this form.



		Statistics

		PTRSEHS:  Statistics Earnings History Rule Form

		If you are using the Statistics Annual Salary Calculation process, this form will be updated with the appropriate earnings codes to be included in the reporting of Assignment Total Hours.  This is used in the California STRS/PERS process.



		Statistics

		PTRSTAN:  Statistics Annual Salary Calculation Rule Form

		If you are using the Statistics Annual Salary Calculation process, this form will be updated with the appropriate earnings codes to be included in the reporting of Assignment Total Hours.  This is used in the California STRS/PERS process.



		Security

		PSAECLS:  Employee Class Security Form

		If you are using Employee Class Security, update this form to allow access to appropriate individuals.





Notes on Selected Items


PAY ID:  The Pay Id controls when the employees with JOBS in this Employee Class will be paid.  It is recommended that users NOT frequently override the PAY ID on the NBAJOBS since other attributes typically associated with the frequency of pay will need to be changed also (hours per pay, default hours). 


The first payment January will always be numbered 1 following the constructive receipt rules.  Payroll departments must report earnings in the period in which they are paid to the employee.  Do not number the payroll calendar beginning with the start of the fiscal year (unless it is January). The fiscal year field on PTRCALN will be left blank for almost all of the pay periods throughout the year.  Banner knows which fiscal year each pay period falls in.  In the cases that the pay period crosses the end of the fiscal year, leaving the fiscal year field blank will cause Banner to split the pay period to allocate a portion to the old fiscal year, and a portion to the new fiscal year.  When this occurs, multiple time sheets are created and multiple PHAHOUR records are automatically created to allow the users to enter the time worked in each fiscal year.  For salaried or default hour employees, Banner will split the hours automatically.


SALARY INDICATOR:  Hourly, salaried, or variable.  This indicates if the employees are paid a salary (the same pay amount each pay period), or paid by the hour (hours times  rate).   Usually, faculty, deans and managers are salaried.  The amount of pay does not vary with each pay period, regardless of how many hours are worked.  To reduce the pay amount for a salaried employee, you will need to enter hours that reduce salary (Dock Pay); not reduce regular hours.


Hourly-classified employees are typically temporary workers, part time, students or full time positions that are paid by the hour.  It is still possible to default hours for these types of employees, cutting down on unnecessary time entry.  However, if defaulted, the employee will be paid automatically without the need of time entry.


Variable classifications are used for situations where the hours worked in a pay period truly fluctuate, but the employees are paid a salary  (semi-monthly, monthly, RN's, emergency personnel).  If the client wishes to "vary" the hourly equivalent rate paid to these employees, the variable method should be chosen.  In this situation, the salaried employees may be eligible for overtime or shift differential, and this additional pay should be calculated on a more accurate hourly rate.  Since the days or hours worked varies in a semi monthly and monthly pay period, the rate of overtime or shift should change also.  Although the base salary would not change, the hourly rate would fluctuate each pay.  Thoroughly discuss these methods before making a decision.


SHIFT CODE:  If assigned to Employee Class, the Shift Code will be in effect for ALL employees in class.  Of course, it will only calculate shift differential if rules are met on PTRSHFT.  When shift premium is calculated using the PTRSHFT code, premium amounts are included in the applicable gross pay on the pay stub and are NOT broken out.  If performing Banner’s retro pay calculation, retro pay will be calculated on this higher rate.  Clients have the option of using the more flexible, Premium Pay method of calculating shift  pay.  Premium Pay displays shift pay as a separate item on the pay stub, and is more easily recognized.


PRINTED TIMESHEET METHOD INDICATOR:  This field sorts JOBS records for time entry on PHAHOUR and on time sheet reports.  The three choices are aligned with standard timesheet reports.  Options are:  Organizational, Roster, Timesheet. 


The Organizational category was designed for employees that typically record "exception" time each pay period.  This could be, but not limited to, overtime, vacation, sick, etc.  The Organizational Timesheet report, PHRORGT, will produce a few lines per employee, sorted by TS Org.Code.  Depending on the type of earnings indicated for display on PTRECLS, earn codes are listed to allow someone to pencil in hours worked each pay.


The Roster category is designed for employees that do not submit any type of timesheet to payroll.  This category could be FT faculty, adjuncts, deans, VP's, etc.  There is no report designed to only display this category.  The Timesheet Roster report, PHRROST, will display all employees to be paid in each TS Org,Code regardless of PRINTED TIMESHEET METHOD indicator.  The Timesheet Totals report, PHRDSTT, displays the total number of employees in each department, by PRINTED TIMESHEET METHOD indicator.


The Timesheet category is for those employees that are required to submit a timesheet of "positive" time in order to get paid.  Most common types of employees are  part time hourly, temporary, student workers, or other groups that get paid based on true hours worked.  The Timesheet report, PHRTMSH, will produce a full page for each employee, sorted by TS Org. Code.  Institutions can run this report well before the payroll starting to allow employees to fill out and return to the payroll office for entry.


Of course, institutions have the option of not utilizing Banner’s standard timesheet reports, and can then use the PRINTED TIMESHEET METHOD indicator for their own purposes.  The PRINTED TIMESHEET METHOD indicator does serve as a good way to group similar employees for time entry.  


TIME ENTRY BREAKDOWN PERIOD:  Choices are:  Daily, Weekly, Pay Period,FLSAn  None.  Canadian clients MUST enter time by week, and the pay period must begin on Sunday.  FLSA will allow for the automatic calculation of overtime based on the FLSA rule form.  At Payroll Time Entry Breakdown, indicate how time is broken down on the Online Time Entry Form (PHAHOUR) for employees in this employee class. You must complete this field even if Payroll Time Entry has not been selected as the time entry method since time breakdown records from the Web and the Electronic Approvals of Time Entry Form (PHATIME) will be seen on PHAHOUR.

EEO CONTRACT GROUP: The EEO Contract Group is used for IPEDS reporting (Institutional Post-Secondary Education Data Summary).  It is very important that higher education categorize their employees correctly.  Choices are:  9/10-month, 11/12-month, < 9-month faculty, full time employees, other part time employees and non-EEO reportable.  This is not used for EEO/Affirmative Action reporting or utilization analysis; Position Group should be used for this purpose (PTRPGRP is assigned to the NTRPCLS).


ELIGIBLE EARNING CODES:  All potential earn codes that could be paid to an employee in a particular Employee Class must be identified.  If it is not listed on PTRECLS, it cannot be paid.  This is used to deny paying employees types of earnings that they are not allowed to receive (i.e., College Work Study funds to non-CWS eligible students, overtime to employees who aren't eligible, deferred pay to people who don't defer pay, etc.).


BENEFITS INTERFACE:  This attribute is not literally on the Employee Class rule form, but is how the expenses and liabilities of benefits and deductions are interfaced to the Finance system.  On the PTRBDCA rule form, the labor distribution to form transactions when interfacing to Finance is identified by Employee Class.  Typically, a Fund and Account is specified for liability transactions (EE and ER), and an Account is specified for expenses (ER).  (Fund is optional for liabilities, but is recommended by our Finance Consultants for ease in reporting and tracking)  


Banner will use the labor distribution on the JOBS record to form transactions for salary expenses.  For fringe benefit expenses, it is imperative that a labor distribution override be identified for each employee class. Otherwise, fringe expenses and liabilities will use the same FOAPAL as the salary expenses; and that is NOT good.  If accounting needs to separate fringe benefit transactions into different accounts within one Employee Class, they will need to form an additional Employee Class.  However, if it is possible to use other components of the FOAPAL, such as Activity, for reporting, that is recommended.


SALARY BUDGET ROLL:  Defaults to NBAPBUD and can be overridden.  This identifies the "starting point" for position budget rolling.  Budget roll is defined on NTRBROL by Employee Class, can be rolled with increases/decreases by percent or fixed dollar amount.  Choices are:  Current Budget, Current Salary, Remaining Budget, Midpoint of Salary range, Encumbrance Value, Actual Expense.


PREMIUM PAY:  Similar to calculations of Shift and Longevity, but can be done on one form.  Premium Pay is a flexible attribute, whereas Shift is fixed.  In addition, shows up on pay stub as separate line so it is, easier to identify. You will possibly need additional earn codes when establishing the PTRPCAT, Premium Pay Category.


HOLIDAY SCHEDULE:  Not an attribute of PTRECLS.  Employee Class defines PTREHOL.  Holidays will default to PHAHOUR based on PTREHOL values.  Users can delete or add holidays to PHAHOUR.  Agreed that this process is not necessarily "overridable", as the volume of changes could be large.  However, it may be desirable to add a holiday, which is applicable for most employees in the class, and remove those not eligible from PHAHOUR.


HOURS PER DAY/HOURS PER PAY:  Used to identify the "typical" hours for employees in the class.  This can be overridden on NBAJOBS.  Encumbrance calculations (system calc) use the hours/pay in the formula.  Canadian clients should put in hours/week for UIC purposes.  If Employee Class is set to "default hours", these hours/pay will default to the Default Earnings of NBAJOBS.


DEFAULT HOURS:  Will cause the hours/pay to default to the NBAJOBS Default Earnings, and subsequently to PHAHOUR.  This can be used for salaried Employee Classes, or for those hourly Employee Classes that always work the same hours (to save data entry time).  You can optionally use Work Schedule to do the same.  You cannot use both Work Schedule and Default Hours.


ELIGIBLE LEAVE and BENEFIT CATEGORIES:  A default Leave and Benefit Category is specified on PTRECLS, and other "optional" categories are listed in the "other" section.  You can override the default with an optional category on PEAEMPL.  This is NOT a reason to form multiple Employee Classes.  


EMPLOYER CODE:  Defaults to NBAJOBS.  This is essential for tax reporting when there is more than one employer.  For Canadian clients, they must have two Employer codes for UIC.


WORK SCHEDULE:  Define rules on NTRWKSH and can be defaulted to JOBS.  Banner will assume Monday - Friday if Work Schedule does not exist.  System calculated encumbrances use Work Schedules if they are in place.  Typically, Work Schedules are only needed for employees that work special schedules.  You cannot use both Work Schedule and Default Hours.


LABOR DISTRIBUTION OVERRIDES for EARNINGS:  Not an attribute of PTRECLS.  However, as listed above, Employee Class performs overrides to FOAPAL components on PTREARN.
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Salary Encumbrance
Timesheet Method

Salary Indicator

EEO Contract Group

Time Breakdown


  
-Annual salary

  -Organizational

  -Salaried

  -9-10 mo. FT Faculty

  -Daily



  -Hours input

  -Roster

  -Hourly

  -11-12 mo. FT Faculty

  -Pay period



  -System calculated
  -Timesheet

  -Variable

  -Other FT employees

  -FLSA



  -Value Input

 



  -Part Time employees

  -None (no breakdown)


 



 
  -<9 mo. FT Faculty









  - non-EEO



PTRECLS - Employee Class Rule Form


The Employee Class Rule Form enables you to create an employee class and associate it with earnings codes, a leave category and a benefit category.  You must define employee class codes with this form before completing the Employee Information Form (PEAEMPL).


The main window collects short and long descriptions, payroll information, and data on employee and job defaults.


Training and set up notes are in boxes.


Base


At Employee Class, enter a unique code to identify the employee class you are defining or revising.  To view a list of existing codes, click the Search button for the Employee Class field.  Move to the next block.


At Short, enter a one- to eight-character description of the employee class.


At Long, enter a one- to thirty-character employee class description.


Check the Default Hours checkbox if the values entered at the Hrs Per Day and Pay fields (Steps 17 and 18) should default onto NBAJOBS and thus onto the time sheet and the Online Time Entry Form (PHAHOUR).  Leave it unchecked if they should not default.


If this option is selected, the hours in the hours per pay period field will default to the Default Earnings block on the Jobs form (NBAJOBS) and subsequently to the electronic time entry form (PHAHOUR).  This is typically used for salaried employee classes. 


At Hrs Per Day, enter the number of hours per day assigned for this employee class.  Enter a value in the format 9999.99.  If you checked the Default Hrs checkbox (Step 16), the value you enter here becomes the default time sheet value on defined holidays.  The value you enter at this field defaults to the Employee Jobs Form (NBAJOBS).



This value is used to define the ‘typical hours’ worked during a normal workday for this employee class.  The value can be overridden on NBAJOBS.  This value does not impact how the employee will be paid.


At Pay, enter the number of hours in the pay period defined for this employee class.  Enter a value in the format 9999.99.  If you checked the Default Hrs checkbox (Step 16), the value you enter at this field defaults to the Employee Jobs Form (NBAJOBS).


These are the normally scheduled hours for the employee per pay period.  These are not the hours to be paid.  For salaried employees, this satisfies a system requirement.  For hourly employees, this provides the number of hours to be multiplied by the pay rate to get the annual salary.


The hours per pay/per pay period fields are required for all employees to calculate a daily rate, such as a day of pay for vacation or jury duty.  


At Pay Id Code, enter a code that specifies the pay period intervals (for example, weekly, monthly, semi-monthly, or bi-weekly) for this employee class.  The code you enter must be predefined in the Payroll Identification Code Form (PTRPICT). To view a list of defined codes, click the Search button for the Pay Id Code field.


The value you enter at this field defaults to the Employee Jobs Form (NBAJOBS).


OPTIONAL:  At Premium Pay, enter the premium pay category associated with this employee class.  The code you enter must be predefined on the Premium Pay Category Validation Form (PTVPCAT).  To view a list of existing codes, double click in the Premium Pay field.



This is an optional field.



If this code is assigned to the employee class, the value will default to the job for all employees in the class.  If not all employees in this employee class are eligible for the shift; the premium pay value can be entered on the employee’s job record.


The premium code is defined to provide additional earnings for employees working specific types of earnings.  This can be used for shift pay.  The premium pay amount appears separately from the regular pay amount on the paycheck.


OPTIONAL:  At Longevity Code, enter a longevity code.  The value you enter at this field specifies additional wages (based on a flat rate or percentage) an employee may receive based on length of service.  The code you enter must be predefined on the Longevity Code Validation Form (PTVLGCD).  To view a list of existing codes, double click in the Longevity Code field.



If this code is assigned to the employee class, the value will default to the job for all employees in the class.  If not all employees in this employee class are eligible for the longevity payment; the longevity code can be removed from on the employee’s job record.



The longevity code is defined to provide default earnings for employees for a specified length of service.

OPTIONAL:  At Work Schedule, enter a code that specifies the work schedule for employees in this employee class.  The code you enter must be predefined in the Work Schedule Validation Form (NTVWKSH).  To view a list of defined codes, double click in the Work Schedule field.  The rule associated with this code is established on the Work Schedule Rule Form (NTRWKSH).  The work schedule code entered at this field defaults to the Position Form (NBAPOSN).



This is an optional field.

The work schedule is created to default daily time entry records for payroll processing based on a non-standard work week (for example, a 4 day, 10 hour work week).  The system will assume Monday - Friday if a work schedule is not entered.  The system-calculated encumbrances, option reference work schedules in calculating encumbrances.


You cannot use a work schedule if hours are checked to default.


OPTIONAL:  At Deferred Pay, enter a deferred pay code.  The code you enter specifies the deferred pay period and pay ID associated with this employee class.  The code you enter must be predefined on the Defer Pay Period Rule Form (PTRDFPR).  To view a list of existing codes, double click in the Deferred Pay field.


This is an optional field.

The deferred pay is a process that allows employees to be paid over more months than the number of months they work.  For example:  nine-month faculty who are paid over twelve months.

If any employees in this class are eligible for deferred pay, then the plan can be entered here.  When the job is created, there is an option to have the deferred pay code default to the employee’s record.

If the employee class has more than one deferred pay code, the code entered here can be the default, then the other codes can be entered directly on the employees job record (NBAJOBS).  This field can also be left blank and all codes for deferred pay are entered on NBAJOBS.


If the employee class is eligible for deferred pay, make sure the earnings codes with the deferred pay type of Deferred Pay Accrual and Deferred Pay Out are included in the eligible earnings window.


At Employer Code, enter the employer code associated with this employee class.  The code you enter must be predefined on the Employer Rule Form (PTREMPR).  To view a list of existing codes, double click in the Employer Code field.


The value you enter at this field defaults to the Employee Jobs Form (NBAJOBS) where it can be overridden.


Perform the Save function to commit your new or revised employee class definition to the database.


Employee Defaults


At Leave Category, enter a code that specifies the default leave category for this employee class.  The leave category specified at this field defaults to the Employee Form (PEAEMPL) for employees in this employee class.  The code you enter must be predefined in the Leave Category Validation Form (PTVLCAT).  To view a list of defined codes, double click in the Leave Category field.

To enter additional leave categories, for which this employee class is eligible, go to the Other Eligible Leave Categories window.



At Benefit Category, enter a code that specifies the default benefit category to which this employee class belongs.  The benefit category specified at this field defaults to the Employee Form (PEAEMPL) for employees in this employee class.  The code you enter must be predefined in the Benefit Category Rule Form (PTRBCAT).  To view a list of defined codes, double click in the Benefit Category field.

To enter additional benefit categories, for which this employee class is eligible, go to the Other Eligible Benefit Categories window.



OPTIONAL:  At Employee Group, enter a code that specifies the employee group for this employee class.  The code you enter must be predefined in the Employee Group Validation Form (PTVEGRP).  To view a list of defined codes, double click in the Employee Group field.


This is an optional field used for reporting mainly added for California MIS reporting (California has set values for this field).  It is not required, and can optionally be identified on the Employee Class to trickle down to the PEAEMPL form.  On PEAEMPL, the value defaulted can be overridden.  It is foreseen that non-California clients would choose NOT to put an Employee Group on PTRECLS, but rather, individually identify an Employee Group on the PEAEMPL form.  Employee Group can be used for numerous reporting and grouping needs.  Values on PTREGRP are user defined for non-California clients.  If a large number of employee classes have been defined, a common use of this field is to group the employee classes by full-time and part-time, or faculty, staff and students, etc.


At FT/PT Status, select one of the following:


Full Time
Employees in this employee class are full-time employees for purposes of reporting.


Part Time
Employees in this employee class are part-time employees for purposes of reporting.  If this employee class includes student employees, refer to Other (below).



Other
Employees in this employee class are classified as Other for purposes of reporting.  


This status indicator is for reporting purposes.  It does not control any processing. The value defaults to the Employee form (PEAEMPL) where it can be overridden.  


Payroll Calculation Information


At Salary Indicator, indicate how employees in this employee class are paid.  Select one of the following:


· Salaried


· Hourly


· Variable


Salaried:
Indicates that the employee is paid a salary (the same pay each pay period).  These are employees where the amount of pay does not vary with each pay period, regardless of how many hours are worked.  These are typically full time administrators, faculty and/or professional staff.


Hourly:
Indicates that he employee is paid by the hour (hours times rate).  Hourly classified employees are typically part time, students, and full-time positions that are paid by the hour, etc.  It is an option to default hours for these types of employees, cutting down on unnecessary time entry.


Variable:
Variable classifications are used for situations where the hours worked in a pay period fluctuate, but the employees are paid the same amount each pay period.  This method can be used for salaried employees paid in a semi-monthly or monthly payroll.  This method should be selected if you want to track the hourly rate based on salary divided by number of hours worked in a pay period.  

OPTIONAL:  At FLSA Method, enter an FLSA indicator.  Select one of the following: 


· Accrual
If you select this value, the earnings code FA (FLSA accrual non-cash earnings) must appear in the Eligible Earnings Code window.



· Cash
If you select this value, the earnings code FC (FLSA cash earnings) must appear in the Eligible Earnings Code window.


· N/A
No FLSA calculation


For employees with this employee class code, the value you enter here defaults to the Employee Form (PEAEMPL), where it can be overridden.


Accrual
An employee in this employee class will receive accrual compensation (for example: comp time) for FLSA overtime hours.  If you enter this value, an earnings code of Earn Type FA (FLSA accrual non-cash earnings) must appear in the Employee Class Eligible Earnings window.


Cash
An employee in this employee class will receive cash compensation for FLSA overtime hours.  If you enter this value, an earnings code of earn type FC (FLSA cash earnings) must appear in the Employee Class Eligible Earnings window 


N/A
An employee in this employee class is not eligible to receive FLSA overtime compensation.  This will be used for all employees that will not have the FLSA code assigned to their records.


OPTIONAL:  At FLSA Period, enter the code of the work period associated with this employee class.  The value you enter must be predefined on the Work Period Rule Form (PTRWKPR).  To view a list of defined codes, double click in the FLSA Period field.


For employees with this employee class code, the value you enter here defaults to the Employee Form (PEAEMPL), where it can be overridden. 


OPTIONAL:  At Shift Code, enter a code that specifies the shift worked by employees in this employee class for shift premium purposes.  The code you enter must be predefined in the Shift Premium Rule Form (PTRSHFT).  To view a list of defined codes, double click in the Shift Code field.



If this code is assigned to the employee class, the value will default to the job for all employees in the class.  If not all employees in this employee class are eligible for the shift; the shift value can be entered on the employee’s job record.


The shift code is defined to provide additional earnings for employees working specific schedules.  The shift code amount is combined with the regular pay amount on the paycheck.


Time Entry Rules


For Employee Class Time Entry Method, specify the type of  time sheets to be printed for employees in this employee class. Select one of the following entries from the pull-down list: 


· Payroll Time Entry Time is entered for employees on the Online Time Entry Form (PHAHOUR). The time records will not go through the approval process.  This is the default option. 


· Employee Time Entry Via Web- Employees enter their time via the Web using the SCT Web for Employees product. 


· Departmental Time Entry with Approvals- Department timekeeper enters employees’ time on the Electronic Approvals of Time Entry Form (PHATIME). Select this option only if electronic approvals are to be used with decentralized time entry. If decentralized time entry is through PHAHOUR and the time records will not go through the electronic approvals process, select Payroll Time Entry. 


· Third Party with Approvals - Time entered for employees is moved from a third party tool to the time entry tables through an interface. The time transactions loaded into these tables will be approved through the time entry approval process. If third party time is loaded through an interface into the Mass Time Table (PHRMTIM) for the payroll and the time records will not go through the electronic approvals process, select Payroll Time Entry. Organizational Print a separate time sheet for each department in your institution. Roster Print one time sheet containing time sheet information for all employees at your institution


At Time Entry Day, select the day of the week that begins the time segment.  If you select N/A, the system defaults to the first day of the pay period.


This should be N/A if you are entering Work Schedule values.

Note: For detailed information, refer to the FLSA (Overtime) Compensation section of Chapter 6, Processing.


At Printed Time Sheet Method, indicate whether employees in this employee class should receive an individual time sheet or a roster. You can also specify an organizational time sheet. Select one of the following:


· Organizational


· Roster


· Time Sheet (Indv)


This field sorts the time entry records that default from NBAJOBS for time entry on PHAHOUR and PHATIME.  The three choices are aligned with the Banner standard timesheet reports. 


Organizational:
The Organizational category is designed for employees that typically record "exception" time each pay period.  For example: overtime, vacation, sick, etc.  The Organizational Timesheet report, PHRORGT, will produce a report, sorted by Organization. 


Roster:
The Roster category was designed for employees that do not submit any type of timesheet to payroll, for example:  sr. administrators, adjunct faculty, etc.  There is no report designed to only display this category.  However, the Timesheet Roster report, PHRROST, will display all employees to be paid in each Org, regardless of PRINTED TIMESHEET METHOD indicator, including Roster.  There is also the Timesheet Totals report, PHRDSTT, which displays the total number of employees in each department, by PRINTED TIMESHEET METHOD indicator


Timesheet 
The Timesheet category is for those employees that are required to submit a timesheet of "positive" time in order to get paid.  This would most commonly apply to hourly employee classes.  This should be assigned to any employee class where payment is based on hours worked or taken in paid leave.  The Timesheet report, PHRTMSH, will produce a full page for each employee, sorted by Organization.  This report would be run prior to the payroll starting to allow employees to fill out and return to the payroll office for entry.


At Time Breakdown, indicate how time will be entered for employees in this employee class.  Select one of the following:


· Daily
Daily time entry


· Weekly
Weekly time entry


· Pay Period
Time entry by pay period


· FLSA
Time entry by FLSA (Fair Labor Standards Act) pay period


· None
No time entry breakdown


This field indicates how time will be entered on PHAHOUR.  There are two sections used to enter time on PHAHOUR: the first is the total hours worked in the pay period, the other is the hours worked within the time frame indicated in the employee class.



Daily:
You would enter the total of hours worked in the pay period, then the hours worked each day in the pay period.


Weekly
You would enter the total number of hours worked in the pay period, then the amount worked in each week of the pay period.


Pay Period:
You would enter the number of hours worked in the pay period, that value would then default to the amount of hours worked section.


FLSA:
FLSA will allow for the calculation of overtime based on the FLSA rule forms.  Note:  the work period and FLSA method must be entered if this option is selected.


None:
You would enter the number of hours worked in the pay period.  No hours would be required, or would default, in the hours worked section.

At Time Entry Type, select one of the options to indicate whether employees who enter their time for approval report both regular and exception time or report exception time only.  For departmental time entry, you may choose between Pay Period Time Sheet and Pay Period Exception Time Only for the Time Entry Type. 

· A Pay Period Time Sheet employee enters his/her time during every pay event.  He/she has either no default hours or default hours that require some sort of breakdown.  The need for default hours is established on the Main window of PTRECLS.  At an institution, if an employee has default hours, he/she may need to enter a daily breakdown.  For example, a lump sum number of hours would default to PHATIME and the department timekeeper would need to enter an amount of hours worked each day in the pay period. Likewise, if no hours default, then regular earnings must be added and a daily breakdown of those hours made.  Typically, a maintenance worker or a student might be classified as a Pay Period Time Sheet employee.  

· A Pay Period Exception Time Only employee enters exception time by pay period.  In other words, he/she has default hours, but no breakdown is required of those regular hours. These employees are required to report their leave (sick, vacation, etc.), but it is reported by the pay event only when the time is taken.  On PHATIME, the department timekeeper can enter leave-earning codes and other designated unit- based earning codes. Default hours are not listed on PHATIME.  For this type of employee class, the reduction of the default hours for the leave earning codes that are entered takes place during the Mass Time Process (PHPMTIM). This process is described in more detail in Chapter 5, Payroll.  The value for the Time Entry Type field can be overridden on the Employee Jobs Form (NBAJOBS).  When you select Time Sheets in the Entry By field on either the Electronic Approval of Time Entry Form (PHATIME) or the Department Approval Summary Form (PHADSUM), you query both Pay Period Time Sheet and Pay Period Exception Time Only employees.  As a department timekeeper, you enter regular and exception time for Pay Period Time Sheet employees and exception time for Pay Period Exception Time Only employees as described previously. 

At Approval Required for Exception Time, check the Approval Required for Exception Time check box to indicate that pay period exception time only employees must have approval for their exception time for each pay period that they report time. This check box is only applicable if the Time Entry Type field is set to Pay Period Exception Time Only. A routing queue must be established for each employee position in this employee class regardless of whether this check box is checked or unchecked. If a time sheet or leave request does not require approval, each approver in the routing queue automatically approves it when it is submitted. Pay Period Exception Time Only Employees report their time by pay period and report only their exception time. When this option is selected, leave earning codes are displayed on the Web and PHATIME. Default hours are not listed. The reduction of default regular hours by the number of hours entered for the leave earning codes takes place during the Mass Time Entry Process (PHPMTIM) execution. None The time for employees in this class is entered directly on PHAHOUR. The time does not go through the approvals process. This is the default option

At Time In and Out Required, check the Time In and Out Required check box if time in and time out must be entered for positions in this employee class.  This rule applies to time entry over the Web by an employee or time entry on PHATIME by a department timekeeper.  This rule can be overridden on an individual employee basis on the Time Entry Rules window of the Employee Jobs Form (NBAJOBS).  When this check box is checked, time in and out must be entered for all earning codes associated with the job employee class. If this rule is checked for an employee class and time in and time out are not entered by or for an employee holding a position in that class, the employee’s time sheet cannot be submitted for approval.  Employees enter time in and time out on the Time In and Time Out Web page.  A time in and time out option is also available on PHATIME. When the department timekeeper selects this option, a time in and time out window is displayed. Here, the department timekeeper can enter time in and time out information for department time entry. Time in and time out entries by an employee on the Web is displayed on this PHATIME window after the employee submits his/her time sheet. An approver if allowed through organizational policy can change this information.


At Can Request Leave in Advance, check the Can Request Leave in Advance check box if employees can request their leave in advance (for example, if an employee can request vacation six months in advance). When time is entered via the Web or via department time entry with approvals on the Electronic Approvals of Time Entry Form (PHATIME), the system copies the hours entered for the leave request to the time sheet for the period in which the leave is being taken.  Leave request functionality can be used by employees whose time is entered on PHAHOUR directly or via a third party interface if their organizations have set up the appropriate rules. When time is entered on PHAHOUR either directly or through a third party interface, the leave request information is placed in a leave request approval table. The information is not displayed on PHAHOUR but is used only for record-keeping purposes.


At Override Labor Distribution for Department, check the Override Labor Distribution for Dept. check box if the department timekeeper can access labor distribution information on PHATIME and override any part of a default labor distribution.  This rule covers labor distributions specified via FOAPAL components by clients who have the Banner Finance System and freeform labor distributions specified by clients who do not have Banner Finance.  Leave this check box unchecked if labor distributions cannot be overridden on PHATIME.


At Override Labor Distribution on Web, check the Override Labor Distribution on Web check box if employees who enter time on the Web can access labor distribution information on the Web and override any part of a default labor distribution.  This rule covers labor distributions specified via FOAPAL components by clients who have the Banner Finance System and freeform labor distributions specified by clients who do not have Banner Finance. Leave this check box unchecked if labor distributions cannot be overridden on the Web.  If employees cannot update labor distributions on the Web, someone within the approval queue has the ability to make changes if needed.  

Position Default Information Window


The Position Default Information window establishes default salary encumbrance, premium earnings roll, and salary budget roll date for this employee class.  To access this window, select Position Defaults from the navigation frame.


Instructions


At Sal Encumbrance Method, specify how the salary encumbrance for this employee class will be computed on the Employee Jobs Form (NBAJOBS).


Select one of the following:


Annual Salary-
The salary encumbrance equals the employee's latest Annual Salary value on NBAJOBS within the active fiscal year (as defined on NBAFISC).  The system adjusts the encumbrance to reflect future changes made within the active fiscal year.


Hours Input-
Hours can be entered in the NBAJOBS Salary Encumbrance, Total Contract Hrs and Total Encumbrance Hours fields.  The system calculates the salary encumbrance by multiplying the rate times the encumbrance hours as of the effective date.


System calculated-
The system computes the salary encumbrance as follows:


· When work schedules exist, the system multiplies the rate times the number of hours expected to be worked in the job (as defined in the Work Schedule Block of NBAJOBS) within the fiscal year.


· When work schedules do not exist, the system defines workdays as Monday through Friday.  The assigned salary is multiplied by the appropriate number of pay periods to obtain the salary encumbrance.



Example for a salaried employee:


An employee's assigned salary is $1,500.00.  This employee is on a semi-monthly payroll.  The fiscal year is July through June, and the job effective date is April 1.  There is no end date.  To calculate the salary encumbrance, the system multiplies the assigned salary by 6 (the number of regular, full pay periods until the end of the fiscal year, June 30th).  The total encumbrance posted for this fiscal year would, therefore, be 6 x $1,500 or $9,000.


Example for an hourly employee on a work schedule:


An hourly employee has a rate of $10.00 per hour and is scheduled to work every Monday, Tuesday, Wednesday and Friday for 10 hours per day.  The work schedule and job both have an effective date of July 12 (a Friday) and run through the end of the fiscal year.  To calculate the salary encumbrance, the system multiplies 2010 (the number of hours that will be worked based on the work schedule and job effective date) by 10 (the hourly rate) to yield a salary encumbrance of $20,100.00.


Note:
If the assignment terminates prior to the end of the fiscal year, the number of payrolls in the fiscal year is computed based on the job's end date instead of the fiscal year end date.  Future changes in rates, work schedules and hours per day are taken into consideration in recomputing total salary encumbrance for the fiscal year.  If the contract start and contract end dates exist on the Employee Jobs Form (NBAJOBS), the encumbrance will be determined by the number of payrolls existing between the dates multiplied by the assigned period amount.


Note:
Contract dates should be noted on a job assignment only when deferred pay schedules are to be used.  If the contract ends prior to the end of the fiscal year, the number of payrolls in the fiscal year is computed based on the contract begin and end dates.


Value Input-
Value input is required in the NBAJOBS Salary Encumbrance field.  If you select this value, you should pay particular attention to warning messages on NBAJOBS when you commit a job record with a zero salary encumbrance.  You should also be aware that the value of the fringe encumbrance would be zero when the salary encumbrance is equal to zero.


At Premium Earnings Roll Method, specify the method to use when premium earnings budgets for position classes assigned to this employee are rolled.  Select one of the following


· Actual Expense
Roll the actual premium earnings expenditure for this position


· Current Expense
Roll the current budgeted amount


· Zero
Roll a zero amount


· Not Applicable
Not applicable


At Salary Budget Roll Method, specify the default method to use when new budgets for position classes assigned to this employee class are generated.  The method you enter defaults to the Position Form (NBAPOSN).  Enter one of the following:


Actual Expense
Roll the actual salary expenditure for this position


Current Budget
Roll the current budgeted amount of this position


Midpoint of Pay Range
Roll the salary range midpoint times the position appointment percent times the greater of the following:


· the number of budgeted FTEs


or


· the number of incumbent FTEs


Note: The salary range midpoint reflects probable salary/rate and may not be the mathematical midpoint of the range. For additional information, refer to NTRSALA.


Remaining Budget
Roll the remaining amount of the budget for this position


Current Annual Salary
Roll the sum of all active annual salaries in this position


Current Encumbrance
Roll the sum of all active contract values in this position


Zero
Roll a zero amount


Perform the Save function to commit your new or revised rule to the database.


Regulatory Information Window


The Regulatory Information window establishes EEO and Statistics Canada data for the employee class.  To access this window, select Regulatory Information from the navigation frame.


Instructions


At EEO Contract Group, specify the contract group (for example, full or part time, temporary or permanent) of employees in this employee class.  The code you enter must be predefined in the EEO Contract Group Validation Form (PTVEEOG).  To view a list of defined codes, double click in the EEO Contract Group field.

If your nationality is not defined as Canadian on the Position Control Installation Rule Form (NTRINST), skip the Statistics Canada values.


This field is used for IPEDS reporting (Institutional Post-Secondary Education Data Summary).  It cannot be overridden.  The government-defined values are delivered on the EEO Contract Group Validation Form (PTVEEOG).


At Statistics Canada Category, enter the Statistics Canada category used for Canadian higher education institutions.  The value you enter must be predefined in the Statistics Canada Category Validation Form (PTVSTCA).  To view a list of defined values, double click in the Statistics Canada Category field.

Note: The cursor does not stop at this field unless your nationality is defined as Canadian on the Position Control Installation Rule Form (NTRINST).



At Statistics Canada Grouping, enter the Statistics Canada group used for Canadian government institutions.  The value you enter must be predefined in the Statistics Canada Grouping Code Validation Form (PTVSTGR).  To view a list of defined values, double click in the Statistics Canada Grouping field.

Note: The cursor does not stop at this field unless your nationality is defined as Canadian on the Position Control Installation Rule Form (NTRINST).



The California Pension Regulations section of the window is related to California STRS/PERS processing.  Please refer to the User Notes in 2.1.5, 2.1.7, for further information.


CA STRS/PERS:  (See User Notes in 2.1.5, 2.1.7)

ASSIGNMENT CODE: overridable


STRS PAY CODE: overridable


PERS PAY CODE: overridable


PERS COVERAGE GROUP: NOT overridable


Perform the Save function to commit your new or revised rule to the database.


Eligible Earnings Codes Window


The Eligible Earnings Codes window associates eligible earnings codes with this employee class.  To access this window, select Eligible Earnings from the navigation frame.


Instructions


At Earnings Code, enter the earnings code you want to assign to this employee class.  The code you enter must be predefined in the Earnings Code Rule Form (PTREARN).  To view a list of defined codes, click the Search button for the Earnings Code field.

Note: All employee classes must have earnings codes with earnings types of Regular Pay (RP) and Dock Pay (DP).  The Employee Class will not commit without at least two earnings codes; one of each of these types.



Check the Reduce Reg Hrs checkbox if regular pay for this employee class should be reduced when it is higher than the amount specified in this earnings code's definition.  If you check this checkbox, regular pay will be reduced when this earnings code is applied on the Online Time Entry Form (PHAHOUR).  Leave this checkbox unchecked if regular pay should not be reduced.


Typically, salaried employee classes will have this checked and hourly employee classes will not.


Example for biweekly/80 hours per pay period:


For salaried employees, the hours typically are set to default.  Any earnings code entered on the Online Time Entry form (PHAHOUR) with Reduce Reg Hours checked will reduce the default.  For example:


80 hours regular earnings default


8 hours of vacation is entered


The system changes 80 hours of regular time to 72 hours.  



Hours are typically not set to default for hourly employees.  All hours are typically entered on the Online Time Entry Form.  Since the regular hour and the vacation hours would be entered separately, you would not want the system to reduce regular hours.  For example:


72 hours of regular earnings is entered


8 hours of vacation is entered


Check the Attend Ind checkbox if attendance for this earnings code should be tracked.  If you check this checkbox, a flag appears on the Online Time Entry Form (PHAHOUR) reminding you to access the Attendance Validation Form (PHCATND) to enter a detailed day-by-day breakdown of exception hours.  Leave this checkbox unchecked if attendance should not be tracked.



At TE Seq, enter a number indicating the sequential position of these earnings in the History Earnings block of the Online Time Entry Form (PHAHOUR).  If you have no preference, do not enter a value in this field.



At TS Seq, enter a number indicating the position of these earnings on the time sheet in the time sheet print sequence.  If your site does not print time sheets or if you do not want this earnings code to print on the time sheet, leave this field blank.



To associate another earnings code with this employee class, perform the Next Record function and return to Step 1.  If you do not want to associate another earnings code, perform the Save function.  The system enters the current date in the Activity Date field and saves your new or revised data to the database.


Time Entry with Approvals Rules For Selecting Earning Codes


Select the earning codes to list on this window according to the following rules:


· List regular earnings, leave earnings, and holiday-pay earnings for pay period time sheet employees.


· List only leave earnings for pay period exception time only employees. 


· If an Employee Holidays Rule Form (PTREHOL) has been completed for a particular employee class, holiday earnings are processed as follows: When a holiday falls within the pay period, the holiday earning code is automatically displayed on the Web and on PHATIME for pay period time sheet employees. This automatic display occurs unless the holiday falls on a Saturday or a Sunday. The holiday earning code must be listed on PTRECLS.  If PTREHOL has not been set up for a particular employee class, the holiday earning code must be listed on PTRECLS for each of the employee types if it is used for time entry.


· The earning codes available to the employees for exception time are based on entries in two fields. An earning code is only available for exception time if the Base Salary (ptrearn_base_salary_ind) on the Earnings Code Rule Form (PTREARN) defining that earning code is set to N (unchecked) and a value for the earning code is contained in the TS Seq (Time Sheet Sequence) field on the Eligible Earnings window of the associated PTRECLS form.


· The earning codes available to the employees for leave requests are based on entries in two fields.  An earning code is only available for leave requests if the Reduce Base Salary (ptrearn_exception_ind) on the Earnings Code Rule Form (PTREARN) defining that earning code is set to Y (checked) and a value for the earning code is contained in the TS Seq (Time Sheet Sequence) field on the Eligible Earnings window of the associated PTRECLS form.   


Other Eligible Leave Categories Window


The Other Eligible Leave Categories window allows you to specify additional leave categories for which this employee class is eligible.  It supplements the main window's Leave Category field, which establishes the default leave category.  To access this window, select Other Eligible Leave Categories from the navigation frame.

Instructions


At Leave Category, enter the code of the leave category you want to add to this employee class rule.  The code you enter must be predefined in the Leave Category Validation Form (PTVLCAT).  To view a list of defined codes, double click in the Leave Category field.  The system displays the description defined for the leave category whose code you enter.


To establish another leave category for this employee class, perform the Next Record function and return to Step 1.  If your rule definition is complete, perform the Save function.  The system enters the current date in the Activity Date fields and saves your new or revised data to the database.


You may want to consider adding an ineligible category to each employee class.  This will provide an override if there is a situation where you need to turn off accruals for a few employees within an employee class.


Other Eligible Benefit Categories Window


The Other Eligible Benefit Categories window allows you to specify additional leave categories for which this employee class is eligible.  It supplements the main window's Leave Category field, which establishes the default leave category.  To access this window, select Other Eligible Benefit Categories from the navigation frame.


Instructions


At Benefit Category, enter the code of the benefit category you want to add to this employee class rule.  The code you enter must be predefined in the Benefit Category Rule Table (PTRBCAT).  To view a list of defined codes, double click in the Benefit Category field.  The system displays the description defined for the benefit category whose code you enter.


To establish another benefit category for this employee class, select Next Record and return to Step 1.  If your rule definition is complete, perform the Save function.  The system enters the current date in the Activity Date fields and saves your new or revised data to the database.


You may want to consider adding an ineligible category to each employee class.  This will provide an override if there is a situation where you need to turn off benefit eligibility for a few employees within an employee class.


You also may want to consider adding a category that is eligible for all benefits to each employee class.  Again, this provides an override in case there is an exception to this employee class.


Maintenance Notes for Employee Class


Once an employee class is created, the following forms will need to be evaluated for update:


NTRFBLD:  Fringe Charge Back Rule Form


If you are using the Fringe Charge Back method, the new employee class will need to be added with the appropriate fringe rate and any values for the labor distribution override.


NTRFRNG:  Fringe Budgeting Rule Form


If you are using the Actual method of fringe budgeting, the employee class and any associated benefits will need to be added to this form. 


NTRPCLS:  Position Class Rule Form


Titles created on the Position Class Rule from will need to be evaluated.  Any required changes to employee class will need to take into account the associated employee skill, position group, and salary tables.


NBAPOSN: Position Definition Form


If the employee class value is changed on the position class, the employee class value will need to be updated on the position with the new employee class value.  If the updates are not done on-line: all defaults from NTRPLCS must be evaluated to see if they should be included in a programmatic change and a new effective date must be included in the process.


NBAJOBS:  Employee Jobs Form


If the employee class value is changed on the position, the employee class value on the job will need to be updated with the new employee class value.  If the updates are not done on-line, all defaults from NBAPOSN must be evaluated to see if they should be included in the programmatic change and a new effective date must be included in the process.


PTRBDCA:  Benefit/Deduction Rule Form


The labor distribution for the employee liability, employer expense and employer liability must be updated for each benefit/deduction for the new employee class.  It is not required to update the benefit/deduction codes that are not applicable to the employee class, however it is strongly suggested.


PTREARN:  Earning Code Rule Form


Any earnings codes that require an accounting distribution override must have the override values entered by employee class.


PTREHOL:  Employee Holidays Rule Form


If this form is used to default holidays for employee classes with default hours, and the new employee class has default hours, this rule form will need to be updated.


PTRSEHS:  Statistics Earnings History Rule Form


If you are using the Statistics Annual Salary Calculation process, this form will need to be updated with the appropriate earnings codes to be included in the reporting of Assignment Total Hours.  This is used in the California STRS/PERS process.


PTRSTAN:  Statistics Annual Salary Calculation Rule Form


If you are using the Statistics Annual Salary Calculation process, this form will need to be updated with the appropriate earnings codes to be included in the reporting of Assignment Total Hours.  This is used in the California STRS/PERS process.


PSAECLS:  Employee Class Security Form


If you are using Employee Class Security, update this form to allow access to appropriate individuals.


-end-






Just as a note, the Coliseum was the largest and most famous amphitheater in ancient Roman. The emperor Vespasian, who ruled Rome from AD 69 to 79, began construction of the city’s Coliseum.  His son, emperor Titus, dedicated it in AD 80. The structure was originally called the Flavian Amphitheater.  After all of these years, more than one-third of the outer arcades, comprising a number of the arches on the north side, remain standing.  The seating capacity was about 50,000. Combats between gladiators was abolished in AD 404 but resurrected by Hollywood in this century. 







Try to build your Banner Employee Class structure as strong as the Coliseum. 
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E.g., EEO Contract Group







Position Attributes



E.g.,



Budget Rolls







Payroll Attributes
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Eligible Earnings, Leave Accrual, Benefit Elig.



















Assignment Attributes 



E.g., Encumbrance, salaried/hourly











ECLS affects the whole HR/PosnCtl module!!!
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