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Foothill-De Anza 

Community College District 
Banner Human Resources

Foundation Training II

09-11-Dec-2008

	HR Consultant
	Jeff Greer
Jeff.greer@sungardhe.com
619.777.7280

	Recommended

Participants
	· Human Resources implementation team 

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


	
	


Day #1
8:30-12:00
Introduction  

                       Welcome

                       Announcements

                       Review of Prior Trip Report and Assignments/Issues

                       Review current agenda
Introduction to Installation and Employer Rule Forms 
Payroll Installation Rules Form PTRINST

Position Control Installation Rules Form NTRINST

Employer Rules Form PTREMPR

Introduction to Pay ID and Pay Calendar Rule Forms

Establishing and Maintaining Payroll Calendars
Payroll Identification Rule Form PTRPICT


Payroll Calendar Rules Form PTRCALN
Introduction to Employee Class Rule Form

Establishing and Maintaining Employee Classes


Employee Class Rule Form PTRECLS




Time Entry Rules




Position Defaults




Regulatory Information




Eligible Earnings




Other Eligible Leave Categories




Other Eligible Benefit Categories

Fixed and Flexible Attributes




Employee Class Worksheet
Day #1 Cont
1:00-4:30
Introduction to Salary Tables

Establishing and Maintaining Salary Tables
Salary Group Rule Form NTRSGRP


Salary Table Rule Form NTRSALA

Introduction to Position Classes 

Establishing and Maintaining Position Classes
Position Class Rule Form NTRPCLS


Job Progression

Defining Position Groups PTRPGRP

Position Class Job Description Validation Form PTVDESC

Position Classification Description Form PAACDES

Position Class Inquiry Forms
Position Class History Form NBICLSH

Delivered Position Class Reports
Position Class Listing NBRPCLS

Position Class Incumbent Report NBRPINC

Position Group Analysis Report PERPGAN
Day #2


8:30-12:00

Introduction to Position Control and Position Budgeting
Establishing and Maintaining Fiscal Year Information
Fiscal Year Form NBAFISC


Relationship to Finance Fiscal Year Form FTMFSYR



HR/Finance Set Up Rules NTRFINI



Establishing and Maintaining Budget ID and Phases for Position Control
Operating Budget Maintenance Form FTMOBUD

Establishing and Maintaining Position Information
Position Definition Form NBAPOSN


Defining Position Numbers


Updating and maintaining position data


Position Reclassification 
Position Description Form PAAPDES

Position Requirements Form PAAPREQ

Job Point Factor Assignment Form PEAJFAC

Establishing and Maintaining Position Budget Information
Position Budget Form NBAPBUD


Salary Budget


Premium Earnings Budget


Position Labor Distributions


Updating and maintaining position budget data

Changes to Position Labor Distribution


Changes to Position Budget



Organization Transfer
1:00-4:30
Introduction to Position Control and Position Budgeting continued
Establishing and Maintaining Fringe Benefit Budgets

Fringe Budgeting Methods

Actual Method



Fringe Budgeting Rule Form NTRFRNG


Fringe Chargeback Method



Fringe Chargeback Rules Form NTRFBLD



Budget Maintenance Process NBPBUDM
Position and Position Budget Inquiry Forms
Position History Form NBIPOSH

Position Incumbent List Form NBIPINC

Position List by Org Form NBIPORG

Position List by Position Classification NBIPLST

Position Budget Totals Inquiry Form NBIBTOT

Premium Earnings Budget History Inquiry NBIBHSR
Position Budget History Inquiry Form NBIBHSP

Fringe Actual Budget History Inquiry NBIBHSF

Fringe Chargeback Budget History Inquiry NBIBHSC

Delivered Position Control Reports
Position Report NBRPOSN

Position Status Exception Report NBRPSTA

Budget Worksheet NBRBWRK

Day #3
8:30-12:00
Introduction to Employment Administration 


Establishing and Maintaining Employee Information
Employee Form PEAEMPL

Creating and maintaining employee information records
Employee Leave of Absence Information

Leave Reason Rule Form PTRLREA




Employee Termination Information

Termination Reason Rule Form PTRTREA

Employee Review Form PEAREVW

Employee Accommodation Tracking Form PEAEACC
Employment Administration Inquiry Forms
Employee History Form PEIEHIS 
Employee Accommodation History Form PEIAHIS

Employee Probationary Period Query Form PEIEPRO
Employee Attendance Inquiry Form PEIATND

Delivered Employment Administration Reports
New and Rehired Employees Report PERHIRE

New Hires by Position Group Report PERPHIR

Terminations by Position Group Report PERPTER

Reviews Pending Report PERREVW

Termination Report PERTERM

Veterans Employment Report PERV100
1:00-4:00
Employee Class Workshop using Employee Class Worksheet 


Discuss possible Employee Classes and enter into Employee Class Worksheet

Test 100 Population

Discussion and Test 100 Population Worksheet
4:00-4:30
Trip Summary

Wrap up

· Response to specific requests or identification of needs

· Questions - open forum on all topics

· Post Training Client Assignments
· Planning for next visit

· Pre-Requisites

· Tasks

· Attendees

Banner Human Resource Module

Training Agenda 

Banner Human Resources Version 7.X
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