Building your 

Employee Class Foundation

Confidential Business Information

This documentation is proprietary information of SunGard Higher Education 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 SGHE.

Table of Contents


4Employee Class Basics


5Fixed Employee Class Attributes


6Flexible Employee Class Attributes


8Other Employee Class Issues


9Notes on Selected Items


13Employee Class Worksheet for 1st Draft


15PTRECLS - Employee Class Rule Form


15Base


18Employee Defaults


19Payroll Calculation Information


21Time Entry Rules


25Position Default Information Window


27Regulatory Information Window


28Eligible Earnings Codes Window


30Other Eligible Leave Categories Window


30Other Eligible Benefit Categories Window


31Maintenance Notes for Employee Class




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.


Employee Class Worksheet for 1st Draft

	ECLS
	Description
	Pay Id
	Salary

Indicator


	Time Sheet

Method
	Salary

Encumbrance
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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-
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