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	Objectives


· Payroll Processing Training

· Day to Day Entry with Rule and Validation Table Consulting

All objectives were accomplished and staff was able to begin entry on the needed rule and validation forms to complete payroll processing.
	Progress Report

	Accomplishments


Homework Review
In discussing the status of the homework assignments, it was noted that the information needed to complete positions is not yet completed in the TEST instance.  The information needed was a budget ID and Phase from Finance.  Employee classes were developed and earning codes were established.  Benefit categories were reviewed and will need to be established and entered on PTRECLS.

Payroll Processing

Please note that this checklist is a template and that Foothill De Anza is welcome to customize it for their process as it is defined.  
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It was noted that upon the extraction of the initial payroll, the employee’s job record and benefit/deduction records become locked.  Upon the notification of a necessary change for that payroll, the person’s record could be removed from payroll as long as the process has not advanced beyond disposition 40.  For data integrity and historical purposes, Banner will not allow a change to be performed to a record that has been processed beyond disposition 40.  These records must complete the process and an adjustment must be made to correct the problem identified (corrections may not be made before disposition 60).  Each step in the process was discussed and must be run in the correct order as follows (related disposition codes at the end of each process are in parenthesis behind each named process and described at the end this section):

· PHPTIME (05, 10, or 20) – Payroll Time Extraction Process – initial record setup (lockdown of job and benefit/deduction records occurs with this process).

· PHAHOUR (20) – Hours Entry Form – data entry needed by payroll staff (time entry/adjustment, labor distribution changes, etc.) occurs on this form.

· PHPMTIM (15 or 20) – Web Time Entry hours application – move hours entered on web from holding tables to PHAHOUR for review and/or correction

· PHPPROF (25) – Payroll Proof Process – perform various edits to ensure payroll ready for continued processing.

· PHPLEAV (30) – Payroll Leave Process – determines eligibility and calculates leave accruals, reduces leave balances for hours taken, and creates DOC records for leave reported against insufficient balances.  [Note: Leave changes are viewable on PHIACCR after this step is run, but the balances are not changed on PEALEAV until the Update process is run to place records into history.]

· PHPCALC (40) – Payroll Calculation Process – performs all mathematical calculations on payroll records including gross salary, benefits/deductions, docked pay, net payroll, etc.

THIS IS THE POINT OF NO RETURN.  When the next process, PHPDOCM, is run, you must continue through the payroll even if a correction is needed.  Adjustments must be made to the payroll after it is processed through disposition 60 or later to correct any problems identified.

· PHPDOCM (42) – Payroll Documentation Process - this step finalizes the payroll and prepares the check and direct deposit statements.

· PHPCHKL (43 and 50) – produces the payroll checks and/or direct deposit statements. [Note: This process must be run twice: once for checks and a second time for direct deposit. The disposition code will change with each run, regardless of the order in which they are run.]
· PHPDIRD – Direct Deposit Transmittal File – creates the bank file – this process does not affect the disposition codes and may be run any time after PHPCHKL is complete.

· PHPUPDT (60) – Payroll Update Process – places all payroll records into related history tables.  Records are viewable through Self-Service Banner after this step.

· The payroll dispositions and their meanings are listed below:

· 05 – Re-extract

· 10 – Awaiting Time Entry

· 15 – Awaiting Correction

· 20 – Awaiting Proof

· 25 – Awaiting Leave

· 30 – Awaiting Calculation

· 40 – Awaiting Documentation

· 42 – Awaiting Check/DD Run

· 43 – Awaiting Check / DD Run

· 50 – Awaiting Update

· 60 – Awaiting Finance Extract

Upon completion of each payroll process run through Job Submission, review the output of the process (.lis file) and (.log file) using the options menu.  Ensure that the process is completed successfully and respond to any error messages as needed.

Direct Deposit Information
GXVDIRD – Bank Number Routing Validation Form
We reviewed GXVDIRD for direct deposits. Staff may enter payroll direct-deposit info for a bank on GXADIRD after entry is completed on GXVDIRD.  GXVDIRD requires the bank routing number and bank name.

GXRBANK – Bank Code Rules Form
We discussed the Bank Code Rule Form (GXRBANK).  It does not display on Banner Human Resources menus. It appears on the Banner General menus; however, you may go to it through Direct Access. This form establishes direct deposit information for payroll.  The ACH information is stored on this form.  Staff was confident that they could gather this information and complete the form.
GXADIRD – Direct Deposit Recipient Form
We reviewed the capabilities of this form for establishing direct deposit records.  Users allowed to access this form for payroll purposes must have an active record on PTRUSER.  It was noted that this form is shared with Accounts Payable with a flag for Human Resources.  These fields are for Accounts Payable usage only.  We discussed the importance of the Priority field in determining which amounts to take first and that the lowest priority should always be set to 100%. The lowest number has the highest priority.  

Example:

$150 savings deduction would be set as Priority = 1 and Amount = 150.00

Remainder to check would be set as Priority = 2 and Percent = 100.00

It was noted that a change in Self-Service will always Pre-note the record. The direct deposit in Employee self service only adds or changes the HR GXADIRD records and not the Accounts Payable direct deposit records.
Payroll Check Reconciliation

During the payroll process PHPDOCM updates PHRDOCM (Document Number Repeating Table) with check information.  

PHPBREC is Banner’s check reconciliation process for reconciling the data in Banner with that of your bank.  It is recommended to use the reconciliation process for normal reconciling.  For exceptions, use PHARECN.  This reconciliation is currently done in Finance at Foothill DeAnza.  

To use PHPBREC, load the bank tape information into PHRBKTP.  When you run PHPBREC, you have a choice of running just a report or reconciling.  For the first time you do this, it would probably be best to try it in a test environment.  Staff asked if this process also handles Accounts Payable checks.  The Finance area does have an equivalent process.
Payroll Administration Inquiry Forms
The following forms are all inquiry forms in the Banner Human Resources Payroll Administration system. By title, they are also sometimes called “History” or “List” forms. All of these forms can be found on the Banner Human Resources Menus by module.  These forms were reviewed during our visit.  Many clients do not take full advantage of the inquiry forms, and these forms are often forgotten.

Many clients of the Banner Human Resources system do not realize the usefulness of the various inquiry forms provided in the baseline system. Sometimes a user will think an ad hoc report is required, when the information they need is already provided on one of the delivered forms. Also, using the “Print Screen” function provides what is essentially a printed version of a report. 
	Form 
	Form Title
	Information Given
	Additional Information

	PHICHEK
	Check Detail Inquiry Form
	This form shows the check detail for a specified pay event for an employee, including the breakdown of each earning and deduction code.
	 A fantastic info tool, especially when testing new codes to see fast results after PHPCALC.

	PHIJOBS
	History Jobs Inquiry Form


	This form shows the dispositions for all employees on a specified payroll number.
	This form is very useful during a payroll run to see ‘en masse’ all employees of a desired disposition.

	PHILIST
	Pay Event List Form


	This form shows history of all pay events an employee has gone through, and current payroll disposition. It includes adjustment payrolls.
	

	PHIACCR
	Pay History Leave Accruals Form
	This form shows how many hours were accrued and taken for each leave code, for a specified pay event.
	

	PHISACC
	Pay History Seniority Accruals Form
	This form allows you to query and view a history of earned hours accrued by an employee during each pay period
	

	PEIETOT
	Employee Year-to-Date Totals Form
	This form shows the total earnings a specified employee has received (for all jobs), by month, quarter and year.
	This form is useful, because it takes all jobs for an employee into account.

	PEIJTOT
	Job Year-to-Date Totals Form
	This form shows the total earnings a specified employee has received for a specified job assignment, by month, quarter and year.
	

	PEIATOT
	Aggregated Benefits/Deductions Totals Form 
	This form displays the cumulative year-to-date totals, life-to date totals and monthly totals contributed by the employee and the employer for all benefits or deductions that are grouped either by association or by deduction type for each employee.
	This form is especially useful for tracking pre-tax deductions that are subject to maximum limits when grouped.

	PEIDTOT
	Deduction Year-to-Date Totals Form
	This form shows the total taken for a specified deduction, by month, quarter and year.
	

	NHIDIST
	Labor Distribution Inquiry Form
	This form shows a breakdown of payroll amounts for a specified category, using FOAPAL elements as query values.
	This form is a great tool for the Finance and/or the Budget office.

	NHIEDST
	Employee Distribution Inquiry Form
	This form shows similar information as NHIDIST, but it is unique data for a specified employee.
	


GUAINST – Installation Control  
This form was reviewed.  It contains a list by module of the version that was installed.

GUASYST – General System Form.
This form was reviewed. It lists, by employee, what module is attached to the person.
Payroll Administration Reports

Staff was encouraged to compare the standard reports to their current reports.  It was discussed that Banner has many reporting tools that can be utilized.  

The following reports were reviewed:


Payroll Disposition Control Report PHRDCON


Payroll Errors Display Report PHRDERR


List of Employee Hours PHRHOUR


Payroll Register PHRPREG


Deduction Register PHRDREG


Check Issue Report PHRCISS


Direct Deposit Distribution Report PHRDIRD


Check Distribution Report PHRCDST


Direct Deposit Tape Register PHRTREG

Leave Reports – Foothill DeAnza definition

Foothill DeAnza currently has the faculty member who is going on leave report that they are going on leave.  In addition, they report who will be filling their position.  They may wish to utilize electronic personnel action forms to accomplish this task.

Employee Self Service

Pay Information – The following functionalities were reviewed:

Direct Deposit Allocation

Earnings History

Pay Stubs

Deduction History 
Introduction to Time Entry Methods and Methodology
Approval Levels for Time Entry
Routing queues specify approvers for time sheets. Three forms can be used to set up a routing queue. The Override Routing Queue Form (NBAJQUE), the Routing Queue Rule Form (NTRRQUE), and the Position Definition Form (NBAPOSN) are all choices. To determine which routing queue to use, the system looks through the NBAJQUE, NTRRQUE, and NBAPOSN forms in a particular order. It uses the routing queue found in its first successful search.  It is important that only one person is designated as the approver.  If two persons are in a position, NBAJQUE must be used to specify the approver.

The procedure used by the system follows:
1. First, the system searches through the NBAJQUE forms for a routing queue defined for the employee’s ID and position.

2. If the system does not find the routing queue on NBAJQUE, it looks through the NTRRQUE records for a routing queue defined for the employee’s position.

3. If the second search is unsuccessful, the system looks through the NTRRQUE records for a routing queue defined for the employee’s organization.

4. Finally, if all preceding searches are unsuccessful, the system determines whether a value exists in the Reports to field for the employee’s position. If so, the position entered in that field is used as the routing queue.

If none of the searches for a routing queue is successful, the system displays an error message. 
Security and Self Service
We discussed security and how it applies to time entry.  The Enterprise Access Control Form (GOAEACC) is used to establish a crosswalk between the Banner native security and the Banner self service.  This form contains both the Banner native login and the user ID for self service. In order to establish security, a person will need to be defined on the User Codes Rule Form (PTRUSER).  

If the master flags are not checked on PTRUSER, then security is established on the following forms:
· Organization Level Security PSAORGN 

· Employee Class Security PSAECLS

We discussed establishing proxies on the web and on the Electronic Approval Proxy Rule Form (NTRPROX).
Time Entry

The time entry self-service forms were demonstrated.  It was shown how to enter and submit time on the web.  I also demonstrated how to approve time on the web.
Introduction to Student FICA Checking

We reviewed the following forms:



Associated Term Validation Form (PTVATRM)



Associated Term Rule Form (PTRATRM)



Student Employee Credit Rule Form (PTRSCRD)



Student Deduction Rule Form (PTRSTDE)



Deduction Form (PDADEDN)


We reviewed the following process:



Student Hours Process (PHPSHRS)

At staff’s request, the payroll workshop was replaced with a homework assistance workshop.

The workshop was based on the following table.

	Day to Day Form/Process
	Set-up Form Discussed

	PPAIDEN – Identification Form
	

	PEAEMPL – Employee Form
	PTRECLS, PTRBCAT, PTRLCAT

	PDABDSU/PDADEDN – Deduction Entry Forms
	PTRBCAT, PTRBDCA

	NBAJOBS – Employee Job Form
	NBAPOSN, NBAPBUD – (Fiscal Year, Budget ID and Phase needed from Finance)

	Running Payroll 
	NBAFISC (Fiscal Year needed from Finance), PTRCALN, PTRPICT  


	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan

	Test the Banner tax amounts and compare to current system. 
	Kim Chief Elk, SGHE HR Functional Consultants and HR staff
	ASAP
	Staff will enter the necessary rule and table information in Banner. Kim Chief Elk will run a test payroll.  If the taxes are different, Kim Chief Elk and SGHE HR functional consultants will determine a course of action.  

	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.

	2 pay ids for employees
	FHDA functional team
	1/31/09
	FHDA currently has 5 pay ids that are paid in the same check.and one for students and temps that are paid on a lag.  They want to keep this in Banner.  They can do this in Banner, but the taxes will not be the same as they are in Plus.  When we first started discussing pay ids, we came up with about 6.  With the exception of PT faculty and temp staff and students, the rest follow the same pay schedule.  If FHDA decides to continue with 1 pay id for their regular employees, they will need to decide on how to handle the PT faculty.  Their concerns of having multiple pay ids are related to deductions, garnishments, and direct deposits.  

	Budget lapsing
	FHDA functional Team/IT
	2/29/09
	FHDA currently has an automated process that moves unused budget dollars to a lapsing account.  Banner has the ability to track unused budget dollars, but it does not move the funds automatically to another account.  If FHDA wants to continue this practice, they will need to work on developing a tool that can move the information.

	All history is to be brought over for HR/Payroll
	FHDA
	2/1/09
	A decision needs to be made on what history is to be brought over into Banner.  If all history, which was said in my training, is to be brought over, the rule and validation tables will require more work and information.  

	Who will be owners of NBAFISC, NTRFINI,
	FHDA
	1/9/09
	We can discuss this with the finance members but since this is a gray area in position control that affects both areas, we need to determine who will be responsible for theses forms.

	Salary schedules
	FHDA
	2/29/09
	The current salary structures as FHDA are monthly.  For their employees that are 10 month or 11 month, the calculations on NTRSALA are creating the annual amount based on 12 months.  We will be able to pay the employees correctly, but the amounts on the schedules will look different than what they are used to seeing today.  

	GOAMTCH
	FHDA
	2/29/09
	FHDA wants to have GOAMTCH disable the create new id icon if a match on SSN is found.  Currently, this is not part of baseline Banner.  If this is to occur, it would have to be a mod to Banner.  

	Want one place to see all assignments and pay.
	FHDA
	Open
	I showed the job listing NBILIST and also PEISALH but they want a breakdown of assignments.  The information on the student side may take care of this for them.  We will look at the student side during my next visit.  

	FHDA wants their processing automated.  Some instances are: populating all occurrences of the supervisor, populating reviews, populating the MM/DD fields on NBAJOBS for step increases.  
	FHDA
	Open
	The automation that FHDA wants can probably be accomplished programmatically by with FHDA IT staff or SGHE technical.  Another avenue to explore would be workflow.  

	Longevity pay and recognition awards will need to be uploaded into Banner.  Will need a process to do this automatically.  Amounts vary by employee
	FHDA
	New
	Will need an earn code with a special rate and have a script that will load the information into the default earnings on NBAJOBS


	Training Attendance

	Name
	Area
	Email

	Henry Ly
	ETS
	lyhenry@fhda.edu

	Rhoda Wang
	Payroll
	wangrhoda@fhda.edu

	Kim Chief Elk
	HR
	chiefelkkim@fhda.edu

	Scottie McDaniel
	District Payroll
	

	Erwin Widiarta
	ETS/HR & Luminis
	widiartaerwin@fhda.edu

	Beijing Li
	District Payroll
	

	Kristine Lestini
	HR
	lestinikris@fhda.edu

	Irma Rodarte
	ETS
	rodarteirma@fhda.edu

	Patti Conens
	HR
	conenspatti@fhda.edu

	Ly Luu
	District Payroll
	luuly@fhda.edu

	Gigi Gallagher
	HR-FH
	gallaghergigi@fhda.edu

	Cynthia Smith
	HR-DA
	smith@fhda.edu

	Debbie Haynes
	Campus Payroll
	haynesdebbie@fhda.edu

	Kevin Harral
	HG Financial Aid
	HarralKevin@foothill.edu

	Christine Vo
	Benefits Mgr
	

	Hong Ngiyen
	Payroll
	ngiyenhong@fhda.edu

	Cindy Castillo
	DA Fin 
	CastilloCindy@deanza.edu


	Action Items and/or Assignments for SunGard Higher Education

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	03/08/09
	Discuss with Jeff Greer the concerns with 10 pays and the salary field
	Dawn Sykora
	Next visit
	New

	03/08/09
	Complete Trip Report
	Dawn Sykora
	3/13/09
	Complete

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

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

	1/8/09
	Check around and see if other schools have a process for checking student work hours against course schedule.  Jeff forwarded this to the SGHE PM.  They can be in touch with FHDA.
	Jeff Greer
	
	New/Closed


	Action Items and/or Assignments for Foothill-DeAnza CCD

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	03/08/09
	Begin developing procedures and manuals for time entry
	Kim Chief Eld
	On-going
	New

	03/08/09
	Complete assigned rule and validation tables
	All
	ASAP
	In progress

	03/08/09
	Develop test 100.  Enter information in either spreadsheets or Banner forms.
	All
	On-going
	New

	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
	In progress

	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
	In progress

	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
	In progress

	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
	In progress

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

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

	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
	In progress

	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
	In progress

	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
	Complete

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Other


.
	Foothill-DeAnza Community College District
	SunGard Higher Education
	Page 1 of 8

	
	Confidential and Proprietary
	1/18/2007

	
	
	


	Foothill-DeAnza Community College District
	SunGard Higher Education
	Page 11 of 11

	
	Confidential and Proprietary
	1/18/2009
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Disposition Status List

		Disposition		Disposition Status		Comments

		05		Awaiting Re-Extract		Indicates Errors Exist.  Run PHRDERR to see list of errors.

		10		Awaiting Time Entry		Employees who need positive time entry.

		15		Awaiting Error Correction		Indicates Errors Exist.  Run PHRDERR to see list of errors.

		20		Awaiting Proof Process		Employees with default hours (salaried) or those positive time entry employees who have had time entered.

		22		Hours Correction		PHREARN Hours do not match. Correct on PHAHOUR.

		25		Awaiting Leave Process		Employees have successfully completed PHPPROF Process

		30		Awaiting Calc Process		Employees have successfully completed PHPLEAV Process

		40		Awaiting Documentation Process		Employees have successfully complete PHPCALC Process

		42		Awaiting Check Run		Employee information has been gathered successfully for Check/Direct Deposit Run

		43		Awaiting Direct Deposit Run		Employee checks have been printed

		50		Awaiting Update		Employee direct deposit advices have been printed

		60		Awaiting Finance Extract		Employee Payroll History Tables have been successfully updated

		62		Awaiting Finance Interface Feed		Employee Payroll Distribution Information has been gathered successfully

		70		Complete		Employee Payroll Distribution Information has been interfaced to Finance GURFEED table





Payroll Checklist

		Payroll Process Checklist

		Pay Period:						Year:		__________		ID:		__________		Pay #:		__________

		a		Date		Process																Disp

						Web/Department Time Entry Open for Time Entry																No Disp

						New Hire Paperwork																No Disp

						NBAJOBS/PDADEDN Changes & Terminations																No Disp

						Encumbrance Processing																No Disp

								NBPBUDM

										*Check Recalculate all Salary/Fringe Encumbrances checkbox on NTRFINI

								NHPFIN1

								NHPFIN2

						PDPLIFE

								PTRLIFE				Life Insurance Calculation Process Parameter Form										No Disp

												Change Insurance Salary/Age Effective Dates if needed.

								Submit PDPLIFE				Correct Errors and Re-Submit PDPLIFE as needed.

								Submit PDRLIFE				Caution:  This report will list only employees with

												imputed income.

						PHPSHRS

																						No Disp

						PHPTIME

								Initial Extract Mode														05/10/20

								PHRDERR				Run Error Report and correct errors as needed.

								Re-Extract Mode				Use when needed to bring EE's back to a disp 10/20.										10/20

												**Time entry is lost when an EE is re-extracted on

												PHAHOUR.

						PHAHOUR		Payroll entry of One Time Payments/Exception/Other Time Entry as needed.														10/20

						Web/Department Time Entry Closed

						PHPMTIM

								Submit PHPMTIM				If the report errors out, remember to check for zero hours										15/20

												entered through Web/Dept Time Entry on PHRMTIM.

								Run PHRDERR				Only run if there are records at a disp 15.

												Correct disp 15 errors if needed.

						PHAHOUR		Enter any time entry corrections if needed after download of PHPMTIM.														10/20

						PHPPROF

								Submit PHPPROF														25

												Submit with parameter 'N' to not delete disp 10 records

												Submit with parameter 'D' to delete records at 10 w/ another at 20

												Submit with parameter 'A' to delete all records at disp 10

						PHPLEAV

								Submit PHPLEAV				Can verify accruals on PHIACCR.										30

						PHPCALC

								Submit PHPCALC														40

								Run PHRPREG to check Gross to Net Calculations (can be submitted as a preliminary audit report)

								Run PHRHOUR Hours by Orgn TS Report to verify hours input (optional)

						***Run PHPTIME, PHPPROF, PHPLEAV, and PHPCALC as many times as needed before moving on because…

						POINT OF NO RETURN

						PHPDOCM

								Submit PHPDOCM														42

						PHPCHKL

								Submit PHPCHKL for Check Run														43

								Submit PHPCHKL for Direct Deposit Run														50

						PHPDIRD																No Change

								Submit PHPDIRD to create Direct Deposit Tape

								Transmit Direct Deposit Tape to Bank

								Verify Bank Totals Match

						Reports

								Run PHRCISS (Check Issue Report)

								Run PHRDIRD (Direct Deposit Issue Report)

						PHPUPDT

								Submit PHPUPDT				Process will update payroll history tables.										60

						Reports

								Run PHRPREG (Payroll Register Report) for Original Event														No Change

								Run PHRDREG (Deduction Register Report) for Original Event

						PHPFEXP

								Submit PHPFEXP				Process updates expended amount on NBAPOSN.										62

						NHPFIN2

								Submit NHPFIN2				Process passes payroll transactions to Finance's										70

												GURFEED table.

						Finance will run FURFEED, FGRTRNI, FGRTRNR and FGRACTG to post payroll transactions.																No Change
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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

		

		

		

		

		
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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 
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