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Executive Summary

Introduction

This document, called the Future State and Recommended Practices Report, is a description of certain selected current business processes at your institution. 

The future state analysis is designed to help Foothill-De Anza Community College District (CCD) gain insights into the strengths of the current and future processes which need to be reinforced, as well as uncover weaknesses, potential redundancies and communication and/or process disconnects which can be addressed during the implementation or revision of your SunGard Higher Education (SGHE) information system.

In addition to a narrative description of the processes, we include:

· Cross-functional process models, which show not only what is taking place, but also who is doing it, and how they all interact.  

· Recommended Practices provide recommendations for implementing the SGHE information system with your business processes.  
· Client training notes section, which provides a text box section where a client note taker can record notes during subsequent Banner training sessions.  Thus, this entire document can be considered a repository, kept on your internal website as a centralized repository.
Summary of Key Findings and Recommendations

The following high level Human Resources processes were examined during on site information gathering interviews held October 21-23, 2008
1. Administering Benefits
2. Hiring Employees

3. Managing Compensation including Position Budgeting and Managing Positions

4. Managing Personnel Transactions

5. Processing Time

6. Processing Payroll

Here are the overarching observations and/or recommendations identified during the sessions:

Administering Benefits:

One of the concerns identified for both staff and customers is the lack of expedient means for communicating the status of a claim.  Appropriate usage of the Job Change Reason on the NBAJOBS form can push this information to Employee Self Service for viewing by the employee 24x7.  

The COBRA module within Banner provides for administration of all COBRA (Consolidated Omnibus Budget Reconciliation Act) extended health insurance requirements.  

There was discussion about the need to comply with new federal laws that require the tracking of employees and their spouses who have dual medical coverage.  Again the establishment of codes in PTRBDCA or on PPACMNT or use of SDE functionality will probably be the best way to handle this issue.  A determination will need to be made in consultation with the SGHE consultant(s) as the benefit/deduction rules are established.

Hiring Employees:

Staff identified the current process as lengthy and cumbersome due to the amount of paperwork involved and the approvals required.  Banner will be able to address some of these issues, however, the process itself will also need to be evaluated and some policy decisions will need to be made in order to achieve the improvements desired.

It is hoped that much, if not all, of the New Employee Orientation can be completed via use of the Luminis portal with its single sign-on capability.  This will require developing documents that can be housed on a specific channel within Luminis and made available to appropriate employees.

Staff identified a concern with tracking contacts with new employees.  There are several possibilities for tracking this information and are explained further in the “Recommendations” section for “Hiring Employees”.

Managing Compensation:

Position control and position budgeting within Banner are highly integrated.  The budgeting process in Banner should be significantly less cumbersome in Banner than the current process.  Since HR and Finance will no longer be in separate systems, the amount of reconciliation required should be minimal.  See the “Recommendations” section of “Managing Compensation” for details of the position control setup and budget processing.

Banner has the ability to encumber salaries based on a variety of institutionally determined rules.  Based on the information provided by staff, the recasting method will probably be the most effective method of encumbering for FHDA.  At the request of Kim Chief Elk, the Banner training for budgeting and fiscal year end processes has been moved from early 2009 to October, 2008.

Staff expressed an interest in determining if an interface can be developed from the SIS system to feed necessary data to HR to facilitate use of the Faculty Load and Compensation functionality of Banner 8.0 prior to the Banner Student implementation.  This will need to be explored by HR and ETS with assistance from the SGHE functional and technical HR consultants.

Managing Personnel Transactions:

Leave balances for all leave banks will appear on Employee Self Service for viewing by the employee 24x7.  
In order to receive a pay check, an employee needs to have at least one active job assignment.  The Employee Jobs Form (NBAJOBS) allows each job assignment to be designated as primary, secondary, and/or overload.  There may be only one primary job for an employee, but they may have multiple secondary and/or overload jobs.

There are three primary ways of establishing pay in Banner.  They are the use of salary tables, earning codes and premium pay.  It is probable that FHDA will use all three although it is expected that the premium pay would be used to a lesser degree than the other two.  

Because the entire Banner system uses the same Chart of Accounts from the Finance department, there should no longer be issues of account codes being arbitrarily assigned once all modules of Banner are live.    

FHDA’s current practice is to keep employees in an active status for up to three years, if it is possible that they will return to service.  We will need to develop a plan for managing these employees (and possibly revisit whether they wish to continue this practice or modify it).  
The MIS reporting is generally well handled by Banner (including the ability to make corrections to the file prior to forwarding to the state), but does require the use of data from the Student module.  As with the Faculty Load and Compensation module, there will need to be some sort of interface developed to pull data from the SIS system until such time as the Student module goes live.

Most institutions track the ability to teach subjects other than their primary discipline in the Person Skills Form (PPASKIL).  A custom report will need to be developed to extract this information along with the seniority date and home department information if this information is required for a lay-off scenario or other institutional need.

An interface will also need to be developed to record the tracking of on-line training.  Depending on the training, the interface will most likely feed either the Certification Information Form (PPACERT) or the Person Skills Form (PPASKIL).

Processing Time and Deductions:

All benefits/deductions discussed during the BPA (including tax treaties for non-resident aliens and state tax deductions for states other than California) should be easily accommodated within the parameters available on the Benefits and Deductions Rule Form (PTRBDCA).

Depending on the priority given to the TSA deduction(s), there will probably continue to be an issue with employee’s requesting that a large percentage of their net pay be withheld for this deduction.

Several interfaces will need to be developed to accommodate sending benefit/deduction data (such as retirement, garnishments and child support payments) to vendors and/or governmental agencies.

The interface to download data to Liquid Office should take into consideration banked hours for employees transitioning from not yet eligible to take the leave they have accrued to having that leave bank available.

A possible method of addressing some of the payroll questions that arise from employees not understanding either their paycheck or FHDA pay practices may be able to be mitigated by a “Frequently Asked Questions” (FAQ) document attached to the Earnings History and/or Paycheck History screens in Employee Self Service.  It is also possible to add specific contract language through the Faculty Load and Compensation module that could give faculty additional information about their payroll processing.

Custom reports will need to be developed to track overlapping hours, employees reporting the same time in different job assignments, comparative reports to check for anomalies in the payroll process (i.e. checks over or under the previous payroll by a certain percentage, etc.) and generating specific payroll reports (such as overtime) to departments.

Processing Payroll:

Banner currently supports the electronic transfer of data to the federal government for W-2 reporting, California retirement system reports for STRS and PERS, California MIS reporting, and direct deposit files.

Electronic transfer files will need to be developed for reporting to the state disbursement unit, PARS, STRS/PERS reporting to the county Office of Education (if different than the file generated for the state) and to feed payroll check data to PayBase for printing pay checks.

The Tax Reporting Rule Form (PXAREPT) enables an institution to define and maintain rules for the data supplied in tax reports (for example, 941, W-2, T4, 1099-R). This will not necessarily support all government reports (example: reporting employees claiming 10 or more exemptions) so some custom reporting may need to be developed.

Practical applications for this document:
· Section 7 contains potential Workflow opportunities, should FHDA choose to purchase the Banner Workflow product.  Since that product had not been purchased prior to the BPA interviews, the models do not contain Workflow references.  Please review section 7, as the items mentioned are categorized by section topic.

· Section 8 contains a glossary of Banner form names.  This was mentioned as desirable by some of the participants during the interview in October.  This is by no means comprehensive, but contains form names and corresponding definitions for any Banner form names mentioned in this document.  These form names have been alphabetized for easier reference and thus, are not listed by section topic.  Please reference the models and corresponding narrative for further details.

· Models should be printed alone and used during training as a beginning or additional cheat sheet for navigating the Banner system and gaining more familiarity with Banner terminology.

· This document can be used as a beginning for preparing your own training materials if you will be implementing the “train the trainer” concept.

How to Use This Report

· Review it for accuracy immediately with your team.  The document should represent generally what you are doing today — not too detailed, but generally accurate.  

· Collect and add any missing baseline data.  The BPA report should include:

· Cycle time (how long it takes to do one transaction) measured from beginning to end (as we’ve defined them); 
· Process calendar information
· When does the process occur in the year?

· When does the process occur in relation to other processes?

· During system education, use the provided text box section for each relevant topic to record notes, shortcuts, Banner form names etc., learned during the training sessions.  Then, this document could be posted centrally on your internal website as a reference document for Banner users.

· After system education is completed, revise the document to represent your future (desired) state based on implementation recommendations in the BPA report and your now current knowledge of your SunGard Higher Education information system.  

· Take post-implementation data and compare to baseline data. The BPA report becomes a before and after measurement to document the success of your process improvements.
Lastly, this document is “interactive”, in that you can navigate between the Table of Contents and the various sections by performing the following:

1. First, after opening the document, from the Word menu bar at the top of the page, click on Tools, Toolbar and check Web.  This will add two grayed opposing arrows somewhere up on the menu bar.  These are usually located on the very far left just under the white (new document) icon.
2. In the document, scroll to the Table of Contents (above this section).
3. In the Table of Contents, click on any area.  The Table of Contents should have a gray background.  Depress the crtl key and click once (or twice) on the area you wish to go to.  You should then be at that section.  Now one of the opposing arrows on the menu bar at the top of the document should be highlighted.  You should be able to click that arrow and go directly back to the Table of Contents.

	Process Name:
	1.  Administering Benefits

	
	

	Interview Date:
	October 21, 2008

	
	

	Institution:
	Foothill-De Anza Community College District

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Henry Ly
	Computer Project Coordinator
	ETS

	
	Patience McHenry
	Benefits Assistant
	Human Resources

	
	Ly Luu
	Payroll Technician
	Payroll

	
	Rhoda Wang
	Assistant Controller
	Payroll

	
	Phuong Tran
	Benefits Coordinator
	Human Resources

	
	Christine Vo
	Benefits Manager
	Human Resources

	
	Araceli Kaliangara
	HR Technician
	Human Resources

	
	Irma Rodarte
	Senior Programmer/Analyst
	ETS

	
	Kim Chief Elk
	HR Director
	Human Resources

	
	
	
	

	
	

	Notes on Current Process:
	· Worker’s Compensation:

· Technical, payroll and personnel piece that needs to be accommodated.

· Technical – most important part – notations online for date of injuries, body parts, record keeping that report dates person is out for industrial leave  - whether partial or full.   Needs the ability to track it.  State requires reporting of number of days employee is out and length they were doing partial work.  PTD, TTD, PD and Voc rehab status.  Track of Ed code policies for industrial leave: 1st 60 days CCD required to pay 1/3 of cost.  Insurance picks up the rest.  On the 61st day, the individual will need to dock leave available (borrow from another leave area up to a cap if necessary).  Individual will need to apply for LTD after leave is exhausted.  Length of service with the district affects pay benefits.  Maximum time one may stay on with the district is 3 years.  Five years of service credit with the district will allow them to have 3 maximum years of benefit with the district.  Must be a place on line to report total hours off due to particular injury.  Must also account for each part of a day off for Worker’s Comp.  (This must be done for multiple injuries.  Must be record keeping to show JA (Job Analysis).  Ability to account for ergonomic accommodations.  When the person is determined permanent and stationary, all TD payments are stopped.  When time for settlement, must be able to report CNR or any permanent work restriction.

· Payroll – offset all earnings employee receives from insurance company.  Must be before tax. Total earnings must be on the PERS side. STRS for faculty.  Works Comp. employees must be approved by HR.  CCD is self funded in disability insurance.  Follow state guidelines in managing Worker’s Comp.

· 4,000 individuals are covered – with 300 claims at one stage or another during any given year.

· Personnel – issues: when employee is injured, yet case is pending, the emp. Is entitled to be paid through sick leave and extended leave.  Can employee immediately start using other leaves (comp, sick etc.)?  There is no automated mechanism to glean that information before the payroll run.  When all is done and leaves are used – and then it is accepted, all must be reversed in the system.

· COBRA – administered in-house (more efficient – due to volumes).  Two things to consider – when thinking of COBRA, self-funded.  One is issued to everyone who has lost coverage.  The other is to those who have lost coverage.  Approved and unapproved leave.  May buy group life (may keep benefits if they are in a full pay status).  Under self pay – two segments: 1.  Approved unpaid leave – may keep for 1 year.  After that qualifies for COBRA.  2.  Surviving spouse program – strictly for survivor of the employee.  COBRA billed annually – but may pay monthly.  Self pay program is billed quarterly and must be paid quarterly in advance.  Payroll processes same sex domestic partner benefits to include any required payroll taxes.

· Self-Pay Individuals to Revenue: (Surviving spouse) – set up similar to COBRA.  Difference is a lifetime benefit (death or re-marriage).  Billed quarterly in advance, must buy entire package.  Must go through open enrollment every year.  Currently not indexed by SSN since the original spouse is in the system as the employee.

· Voluntary Benefits:  FSA deductions, healthcare and dependant.  Supplemental group term life.

· Medicare Reimbursement for Retirement…: ¾ of retirees receive reimbursement for Medicare part B.

· Benefits reporting:  

	
	

	Customer Concerns / Hindrances:
	· Ability to communicate clearly and effectively with employees who have Worker’s Compensation claims.

	
	

	Staff Concerns / Hindrances:
	· Worker’s Comp (WC):  Whenever something is denied, who will notify the employee?  If claim is denied, must go back and reprocess the denial of claim and reprocess Worker’s Comp. payroll.  When the claim is in pending status (90 days) the individual is required to use their extended sick leave – which are handled currently in two silos.

· WC process is so lengthy – repayment is a very painful and manual process.

· Whenever employee ceases pay from the district salary, unemployment is still reported to the state (LTD) – part of payment from the district and insurance.

· There is no automated mechanism to glean information specific to the employee is switching from 60 to 61st day before the payroll run.

· There is no good way of communicating Worker’s Compensation details back to the employee (accurate pay, usage of leaves, etc.)

	
	

	Desired Improvements:
	· Needs a tie between HR and Accounts Receivable.  Need aging reports for retirees.  Ability to tie receipt of payment on COBRA.

· Needs benefit assignment tied to employee who is eligible for COBRA.

· Ability to view and audit same sex domestic partner benefits.

· Need benefit assignments for surviving spouse program in Banner and HR and Finance need a link.

· Needs ability to track surviving spouse in the system.

· Ability to track benefits and deductions on employees.  Especially those on unpaid leave and the ability to collect the money.

· Ability to report standard Medicare premium vs. Medicare part B. 

· Ability to report HIC number.  SSN plus 2 letters behind.  Effective date of Medicare part A and B.  Must have two locations.  Must have dependants HIC number with effective date of coverage Medicare part A and B, whether retiree is living or deceased.

· Ability to receive a report 90 days before children reach their 24th birthday and the retiree’s 65th birthday (spouse and domestic partner separately).  Other items are affected by the 24th birthday and 65th birthday such as medical eligibility, etc.

· Adhere to new federal laws as they are effective dated.  Mechanism to track spouses employed here and have dual coverage – upon retirement.  Ability to track Foothill-De Anza retirees only (for dual coverage issues).

· System needs to track and calculate/recalculate multiple employee leave, partial leave, partial work etc. within any time period in the year.

· Ability to communicate clearly and effectively with employees who have Worker’s Compensation claims.

	
	

	Interfaces:
	· TBD

	
	

	Stand-alone databases:
	· Excel – lots of downloading and uploading and reconciliation

· Worker’s Compensation paper files

	
	

	Potential Policy Changes:
	· None indicated


Future State Model

[image: image4.png]blue logo wmf.doc - Microsoft Word =18l x]

| e £t Yen Isert Fomat Dok Table indow bep |
DeEalan o (@ q e -2
(]

Normal

imes New Roman ~ 12

l«lof» ]«

Jomw- [ G| asoshopes- \ N OO E 4[| &-£-A se@.
[Page 1 Sect T2 | i cai | [Rec e o o [ GE [

histart || @ 3 (] || 2wy Docume...| BILTU Financ...| EEYLTU Finani...| B)Fa Breakdo. .| [EMicrosott . [@]blue logo [ REEGDBE, 20m





[image: image5.jpg].U._;ﬁ//





Description of tasks and decisions associated with the process

(Note: The task numbers are labels which key to the task boxes in the process model. They do not necessarily denote the exact sequence of the tasks.)

1. Determines benefit eligibility of new hire

HR/Benefits Office determines the benefit eligibility of the new hire.

2. Conducts orientation session

HR/Benefits Office conducts orientation.

3. Completes benefit enrollment/change forms

Employee completes benefit enrollment change forms.

4. Processes forms
HR/Benefits Office processes forms.

5. Submits form to vendors

HR/Benefits Office submits the completed benefit forms to the vendors.

6. Distributes copies to employee

HR/Benefits Office distributes copies of the complete benefits forms to the employee.

7. Enters benefit info into Banner

HR/Benefits Office enters benefit information into Banner on two Banner forms. PDABDSU, the Employee Benefit or Deduction Set up Form, enables you to quickly complete first time set up of benefits, deductions, and/or taxes for an employee.  PDADEDN, the Employee Benefit or Deduction Form allows you to complete first time set up and/or maintains information for previously set up employee benefits, deductions, and/or taxes.
8. Reconciles vendor bills

HR/Benefits Office reconciles vendor bills on Banner form PHRDREG.  This is the Deduction Register Report and lists all deductions for a specified payroll.

9. Remits payments to vendors

Finance remits benefits payments to the benefits vendors.

10. Requests changes to benefits

Employee requests changes to benefits.  This may occur on Banner Self Service, if implemented.

11. Completes benefit enrollment/change forms

Employee completes the benefits enrollment change forms indicating the appropriate changes.

12. Enters changes to ben/ded. info

HR/Benefits Office enters changes to the benefit and/or deduction information on Banner form PDADEDN (the Employee Benefit or Deduction Form).  

13. Reconciles vendor bills

HR/Benefits Office reconciles vendor bills on Banner form PHRDREG.  

14. Remits payments to vendors

Finance remits payments benefits payments to the vendors.  Process ends.
Recommended Practices

Worker’s Compensation:

Worker’s Compensation will primarily be tracked on the Health and Safety Incident Form (PEAHSIN).  The Incident window (default) collects descriptive data, such as the date and time of the incident, current status of the incident, incident location, total incident cost, and incident type, and identifies the hazardous materials that contributed to the incident. You can also enter a free-format description of the incident and extensive comments.
The PEAHSIN form will be used in conjunction with the Employee Jobs Form (NBAJOBS – to track leave status), the Employee Leave Balance Form (PEALEAV – to track various leave banks), the Attendance Validation Form (PHCATND – to track specific leaves taken by day), the Employee Accommodation Tracking Form (PEAEACC – to track disability accommodations made by job) and, if necessary, the Adjustment Processing Form (PHAADJT – to correct any payroll records impacted by a late decision).

In addition, there is a strong likelihood that a number of unique earning codes (cash and non-cash) will need to be established to properly track the variety of earnings and leaves needed to accommodate accurate tracking and reporting of worker’s compensation claims. 

Once it is determined where all the necessary information will be housed in Banner, it will be necessary to develop a number of custom reports to meet the reporting needs identified in the BPA process, such as the 61st day requirement and the tracking of leave within specified periods.  

One of the concerns identified for both staff and customers is the lack of expedient means for communicating the status of a claim.  Appropriate usage of the Job Change Reason on the NBAJOBS form can push this information to Employee Self Service for viewing by the employee 24x7.  Additionally, there may be opportunities using the population selection and letter generation capabilities of Banner to establish some standard communications.

Another concern is the occasional need to recover over-payments from the employee.  If the employee is still being paid by the district, Banner has the ability to record an amount as an advance using the Payroll Advance Recovery Form (PEAPADV) and establish maximum amounts to be recovered during a pay period.  Once the debt has been identified, and the payment schedule establish, if appropriate, the advance will be automatically recovered through the payroll process.  If the debt is substantial and cannot be recovered on one paycheck, the system will monitor the remaining balance and continue the automatic recovery until the debt is fully repaid.  Employees who leave district employment with an outstanding debt will need to be referred to the Finance department for establishing an Accounts Receivable record.

COBRA:

The COBRA module within Banner provides for administration of all COBRA (Consolidated Omnibus Budget Reconciliation Act) extended health insurance requirements.  This is done through the use of several data entry forms – the COBRA Person Form (PCAPERS), the COBRA Dependants and Beneficiaries Form (PCABENE), the COBRA Beneficiary Coverage Form (PCABCOV) and the COBRA Payments Administration Form (PCACPAY).  The combined use of these forms (based upon the rule established by the institution) will collect the necessary data and allow for monitoring and maintenance of the COBRA administration task.  Along with a number of processes that allow for the processing of standard notification letters for eligibility, cancelation and billing, I would expect that this module will meet the needs identified by FHDA staff during the BPA discussion.  A discussion will need to take place as to whether Finance will have the ability to access and maintain the PCACPAY screen to record payments received since payments currently are received and processed in their office.

Self-Pay Individuals to Revenue:

Banner will allow surviving spouses to be established as individuals within Banner for the administration of their benefits.  The establishment of a unique employee class for these individuals will allow for the tracking and reporting of their benefits.  However, there is currently no interface with the Finance module to allow for billing to the individuals.  A decision will need to be made as to the best way to address this aspect of the needs identified.  Some institutions have chosen to provide information from the Deduction Register report to the Finance department and allow them to create the billing from their Accounts Receivable system.  Other institutions have used the population selection and letter generation capabilities of the system to generate a “bill” from the HR system and a journal entry is made to track the liability.  Payments are then handled separately within the Finance department.  

Voluntary Benefits:

Voluntary benefits are typically handled quite easily by the Banner Benefits and Deductions forms.  Rules are established for each benefit/deduction on the Benefits and Deductions Rule Form (PTRBDCA) and assigned to the appropriate benefit category on the Benefit Category Rule Form (PTRBCAT).  Once these steps have been completed the appropriate benefits/deductions can be assigned to individual employees based on the enrollment forms they complete.  All benefits/deductions appear on the Deduction Register Report (PHRDREG) for reconciliation with the vendor and generating payment authorizations.  The Benefit Enrollment Report (PDRBFDN) report may also be useful in the tracking and auditing of same sex domestic partner benefits.  These benefits can also be tracked on the Beneficiary Coverage Form (PDABCOV) and a custom report could be designed to extract only those benefits/plans that apply to domestic partners.

The rules established on PTRBDCA will determine the tracking of benefits if an employee is on either an unpaid or partially paid leave.  The rules will also define if the system will track employee premiums that have not been paid.  If the rules define that the premiums are to be tracked and paid upon their return to employment the arrearage will be tracked in the system and automatically included in the next paycheck which has sufficient funds to make the payment.  It should be noted that a payment schedule can be established for the arrearage should the amount become significant.
Medicare Reimbursement for Retirement:

Depending on the use of the information, there are a couple of ways of recording the Medicare part B reimbursement information.  One is the establishment of a benefit/deduction code in PTRBDCA that would record the information but not affect the payroll.  Another is the use of the Comment Form (PPACMNT).  Recording the HIC number could be most easily accommodated in the PPACMNT form.  Additionally, the 8.0 release will provide an additional option in the use of the Supplemental Data Engine (SDE) functionality.  Further discussion will determine the most effective method of using Banner to record this information.  

Additionally, there was discussion about the need to comply with new federal laws that require the tracking of employees and their spouses who have dual medical coverage.  Again the establishment of codes in PTRBDCA or on PPACMNT or use of SDE functionality will probably be the best way to handle this issue.  A determination will need to be made in consultation with the SGHE consultant(s) as the benefit/deduction rules are established.

Client Notes

	Enter Banner training notes for this topic here:




	Process Name:
	2.  Hiring Employees 

	
	

	Interview Date:
	Month Day, Year

	
	

	Institution:
	Foothill-De Anza Community College

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Irma Rodarte
	Senior Programmer/Analyst
	ETS

	
	Kim Chief Elk
	HR Director
	Human Resources

	
	Miriam Lamb 
	Employment Classification Supervisor
	Human Resources

	
	Debbie Haynes
	PTF Payroll
	Ed. Resources & Instruction

	
	Ray Sarria
	Employment Technician
	Human Resources

	
	Oranan Khadacr
	HR Technician
	Human Resources

	
	Marilyn Booye
	Employment. Classification Program Coordinator
	Human Resources

	
	Cynthia Smith
	HR Technician
	Budget and Personnel

	
	Kris Lestini
	Program Coordinator
	Human Resources

	
	Patti Conens
	HR Specialist
	Human Resources

	
	Myisha Washington
	Classification Specialist
	Human Resources

	
	Margaret Michaelis
	Director or Budget and Personnel
	College Services

	
	Henry Ly
	Computer Project Coordinator
	ETS

	
	

	Notes on Current Process:
	· Part time faculty on campus, full time on campus, student.

· Full time permanent uses a paper staffing requisition.  There are several manual approvals in the process.

· Department must get budgetary approval on campus.

· Committee must approve the requisition

· Senior level review.

· Logs req in employment services

· Passes on to the particular area for validation that funding is there.

· If admin of classified, must go through classification

· Must go through another senior approval (every Tuesday morning).

	
	

	Customer Concerns / Hindrances:
	· Requisitions get stuck on someone’s desk.  Cannot verify where the requisition is in the overall process.

· The method for actually getting on the system is very “kludgie”. 
· Too much paperwork.

· New Hire Orientation – can last a bit too long. Should be moved to Self Service.

· Fingerprinting after returning from an extended absence…

	
	

	Staff Concerns / Hindrances:
	· Too much paper in the process.

· Too many manual approvals in the process.

· HR collectively intervenes if position is vacated one way and the department wants it started in a different way.  Currently cannot do those kinds of modifications in PLUS.

· Too much email (must be kept since it is a record).  When things are done by phone it is difficult to keep a record of what was requested and what was done.

· Cannot put a document in pending until you are ready for it in an easy way (currently kept in a pending file on the desktop).

· Measure C and Measure E accounts are very restrictive. The person responsible for those specific accounts, there is no automatic alerts to an authorization. Same thing for grants.

	
	

	Improvements:
	· Automate as much of the process as possible.

· When someone is hired, there are many predestined things that must be tracked manually.  Need the ability to calculate off of hire dates for things like evaluations – 9 month and 12 month, etc.

· Triggers for automatic board submittals.

· Needs single sign-on.

· For all, connect the requisition to the position number and that it is tracked correctly.  Should be already defined in Banner.  All the ways the position is already defined is there.

· All new hires enter as much information they can (address, dependants, etc.), captured in People Admin.  Move data entry out to Luminis so the new hire can input a lot of the additional data required.  This would eliminate duplicate data entry.  Also explore Workflow to notify new hires they must access Luminis to complete additional data entry.

· Once information is entered, there should be a check and balance – something in email that tells them to turn in additional information (also a Workflow possibility).  TB and finger printing as examples of additional information required.

· Requisitions should be completed before they move to another approver.  Would like to see mandatory fields completed before moving to an approval stage. 

· Information should be pre-populated based on the position number.

· Needs a notes screen to be able to track historical actions on a position.

· Self Service and/or Luminis will hopefully provide some relief, such as employee being able to complete some of their own biographical data and have that data populate certain specific areas of Banner.

· Want the ePAFs from PeopleAdmin to establish the new hire’s log in and send it to them electronically so they can log into Banner (a Workflow opportunity).

· Explore the possibility of Banner Workflow to handle and manage many of the approvals and notifications to new hires and employees.

· Other groups that will have different ‘flavors” to much of the above are:

· Students (specific cards that dictate FWS, etc.).

· Temporary employees (example:  not really a staffing requisition, it’s a TEA form – temporary employment authorization form).

· Contract Administrators and Staff 

· Contract Faculty

· Part-time Faculty – staff data authorization form

	
	

	Interfaces:
	· None 

	
	

	Stand-alone databases:
	· The brown folder – staffing reqs

· The Book

· Excel:

· vacancy list

· Track links between PeopleAdmin and the website

· Tracking incoming documents, transcripts, etc.

· Quarterly reports to accounting on position that were open for the quarter.

· New hire list

· Check requisitions 

· To payroll to notify which new people have been hired.

· HR report to the board – new hire, separations, etc.

· Staffing list

· Tenure list

	
	

	Potential Policy Changes:
	· Develop a policy for who is responsible for what information in the hiring process.

· Board agenda items need to be clearly defined as to who is responsible for its creation.  In the current state, there is a lot of confusion, which causes unnecessary delays in the process or extra work and stress.  Inconsistency between Foothill and De Anza.


Future State Model
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Description of tasks and decisions associated with the process

(Note: The task numbers are labels which key to the task boxes in the process model. They do not necessarily denote the exact sequence of the tasks.)

1. Hiring Department identifies a vacant position

2. New position?

Hiring Department determines if a new position is needed. If YES, go to #3; if NO, go to #4.

3. See Managing Positions

If the Hiring Department determines a new position is needed (#2 YES), see Managing Position process within this document under Managing Compensation – Chapter 3.)

4. Completes requisition to fill vacancy

If the Hiring Department determines a new position is not needed (#2 NO), completes a personnel requisition to fill the vacancy.

5. Approves requisition

Approver approves the requisition.

6. Enters requisition or adds any additional information

HR enters requisition or adds any additional information needed to complete it using Banner form PAAREQU.  The Position Requisition Form captures requisition, approval, and recruiting data for vacant positions.  You can specify requisition numbers or instruct the system to assign them in sequence.  This form would be used if FHDA chooses to use Banner to track requisitions.

7. Reviews or updates job description

HR reviews or updates the job description as needed.

8. Writes and approves ad & announcement

HR writes and approves the advertisement and announcement for the position.

9. Hiring Committee approves announcement

The Hiring Committee approves the announcement.

10. Posts ad & announcement

HR posts the advertisement and announcement for the position.

11. Submits résumé and/or application

Applicant submits a résumé and/or application.

12. Reviews application, scans résumé and applications

HR reviews the application, scans the résumé and applications.

13. Screens for qualifications

Hiring Committee screens the applications for the appropriate qualifications.

14. Schedules interviews

Hiring Committee schedules interviews with the qualified candidates.

15. Contact and mails rejection letters

HR contacts and mails rejection letters to those applicants who did not meet the qualification for the position.

16. Contacts interviewees

Hiring Committee contacts interviewees.

17. Holds interviews, makes selection, notifies HR

Hiring Committee hold interviews, makes a selection and notifies HR.

18. (HC Manager) makes offer to candidate

Hiring Committee Manager makes offer to candidate.

19. Receives offer

Candidate receives offer.

20. Notifies Hiring Mgr. that offer is accepted

Candidate notifies Hiring Manger that offer is accepted.

21. Receives acceptance & notifies HR

Hiring Department receives acceptance of the offer from the candidate and notifies HR.

22. Receives acceptance

HR receives acceptance of the offer.

23. Board Agenda item*?

HR determines if this is a Board Agenda item*.  If YES, go to #24; if NO, go to #25.
*should be created in the President’s Office.

24. See Board Agenda item submittal process

If HR determines this is a Board Agenda item (23 YES), See Board Agenda Item submittal process.

25. Contract required?

If HR determines this is not a Board Agenda item (#23 NO), determines if a contract is required.  If YES go to #26; if NO, go to #30.
26. Creates contract
If HR determines a contract is required (#25 YES), creates a contract and sends it to the approver.

27. Signs/approves contract

Approver signs and approves the contract.

28. Signs contract

New Hire signs the contract.

29. Campus Payroll files contract in binder

Campus Payroll files the contract in a binder in the office.

30. Interfaces new hire data to Banner

If HR determines a contract is not required (#25 NO), interfaces new hire data to Banner.  Note: it is yet to be determined by FHDA if the PeopleAdmin interface will be purchased or created by FHDA staff.

31. Sends new hire info packet & orientation date

HR sends new hire information packet and orientation data to part time faculty and full time overloads.

32. Receives new hire information, I9 paperwork, etc.

New Hire receives new hire information, I-9 paperwork, etc.

33. Inputs required data

New Hire inputs required data in Self Service.

34. (May send hard copy data as required)

New Hire may send hard copy data as required.

35. Approves ePAF

Approver approves the ePAF.

36. Applies ePAF

HR applies the ePAF using Banner form NOPEAMA.  This form (Electronic Approvals Mass Apply Process) edits and applies all electronic personnel transaction entered from the Electronic Personnel Action form (NOAEPAF) with an Approved or Partially Complete transaction status.

37. Determines benefit eligibility of new hire

HR determines the new hire’s benefit eligibility status.

38. Notifies employees for orientation & online info.

HR notifies employee of new hire orientation and online information.

39. Schedules fingerprinting and TB test

HR schedules fingerprinting and TB test for new hire.

40. Complete online orientation

New Hire completes online orientation in Self Service.

41. Reviews ben/ded data (makes mods if needed)

HR reviews benefits and deductions data and makes modification if needed.

42. Enters deduction data

· Payroll enters deduction data on Banner forms PDADEDN and PDABFDSU. PDADEDN – The Employee Benefit or Deduction Form allows you to complete first time set up and/or maintains information for previously set up employee benefits, deductions, and/or taxes.  

· PDABDSU – The Employee Benefit or Deduction Set up Form (PDABDSU) enables you to quickly complete first time set up of benefits, deductions, and/or taxes for an employee. 

43. Enters direct deposit data

Payroll enters direct deposit data on Banner form GSADIRD.   Use this Direct Deposit Recipient Form to identify the recipients that receive payments via direct deposit. This form specifies the bank and bank account where the recipient has requested that money be deposited. This information is sent to the clearing house in the direct deposit file.
44. Meets w/ employee, sends for keys

Hiring Department meets with employee and sends for keys.

45. Picks up & signs for keys at Facilities

New Hire picks up and signs for keys in Facilities.

46. See Collecting Time

47. See Processing Payroll

Process ends.


Recommended Practices

Staff identified the current process as lengthy and cumbersome due to the amount of paperwork involved and the approvals required.  Banner will be able to address some of these issues, however, the process itself will also need to be evaluated and some policy decisions (several of which are identified above) will need to be made in order to achieve the improvements desired.  Given that there are still decisions to be made, there is a strong likelihood that recommendations made for this process may need to be modified as we move through the Banner training and implementation.

One of the items yet to be determined is whether Banner or PeopleAdmin will be used to generate and track the position requisition.  If Banner is used, the Position Requisition Form (PAAREQU) will be used to capture requisition, approval, and recruiting data for vacant positions.  Banner can automatically assign a requisition number or the number can be manually assigned.  Banner currently assumes that a manual requisition has been completed and routed for approval prior to entering the details into this form (see Chapter 7 for possible remediation of this issue).  It links the requisition to a specific position and all the default information that is defined in Banner for that position.  Position descriptions are maintained on the Position Description Form (PAAPDES).  It should be noted that position descriptions maintained in Banner are not effective dated, so only one active description may be maintained for a position. 

Regardless of where the requisition is recorded, the posting of the position and the acceptance of applications will be done in PeopleAdmin and the information for the person hired will be fed to Banner.  It is yet to be determined whether FHDA will purchase the Banner/PeopleAdmin interface or whether they will attempt to develop the interface in-house.  If the interface is purchased from SGHE, the data will move into Banner via an Electronic Personnel Action Form (EPAF).  This form will be routed electronically to the appropriate approvers based in institutionally defined rules and HR will apply the changes to Banner upon receipt of all necessary approvals.  The EPAF will create the Identification Form (PPAIDEN), the Employee Form (PEAEMPL), and the Employee Jobs Form.  Once the EPAF has been applied staff will want to review the records and complete additional data as needed (example: California retirement system membership as it applies to the employee and the job and setting up the employee review schedule on the Employee Review Form [PEAREVW]).  The use of a QuickFlow will streamline this process and allow the staff to move quickly from one form to the next with ease and ensure that all appropriate forms are reviewed.

Depending on the choice of interface from PeopleAdmin, the use of Employee Self Service to gather additional data, and the need for staff to maintain additional data, a number of additional forms will likely be used to house data specific to each employee.  These forms are:

· PPAGENL – The General Information form tracks a person’s educational background, examination results, publications, and transcripts. Multiple institutions and multiple degrees can be entered for the applicant or employee.

· PPACERT – The Certification Information Form (PPACERT) allows for collecting data on an applicant’s or employee’s certifications and endorsements. This form can be used to track both formal certifications and completion of internal education programs. For example, an electrician’s license, a Cardiopulmonary Resuscitation (CPR) certificate, TB test status and/or fingerprint test status. 

· PPASKIL – The Person Skills Form allows you to maintain information about the skills of a specified applicant or employee. Skills are identified using unique codes predefined in the Skill Codes Rule Form (PTRSKIL). A level of expertise can be specified, and freeform comments can be included.

· PPAEXPR – The Person Experience Form maintains records on a person’s employment or work experience and professional or personal references. The form can be used to describe an applicant’s employment history or to define the jobs an employee holds outside of your institution.

· PPACMNT – The Comment Form allows you to enter comments about a person or to track and comment upon specific situations involving the person. You can enter a coded comment predefined in the Comment Code Validation Form (PTVCMTY), a freeform comment, or both a coded comment and a freeform comment.
· PEAFACT – The Faculty Action Tracking Form is provided to record four different types of faculty actions. A candidate can be eligible for a promotion, be working toward tenure and have reappointments, or may take a leave.
Note: these forms may be used for new hires as well as existing employees.

In addition, the benefits and deductions to which the employee is entitled or for which they elect coverage will need to be added when an employee is hired.  This data is recorded on the Employee Benefit or Deduction Set Up From (PDABDSU – used for quick first time set up of one or more benefits/deductions) and/or the Employee Benefit or Deduction Form (PDADEDN – used for maintenance of all deductions and/or first time set up of individual benefits/deductions).

It is hoped that much, if not all, of the New Employee Orientation can be completed via use of the Luminis portal with its single sign-on capability.  This will require developing documents that can be housed on a specific channel within Luminis and made available to appropriate employees.  Documents required by specific employees will be determined by the benefits eligibility assignment as recorded on their Employee Form (PEAEMPL)  Items such as the ability to complete the W-4 Federal Tax Withholding Form, Direct Deposit information, and benefit/deduction elections and beneficiary data collection are already built into Employee Self Service (benefit/deduction elections are driven by the rules established on the Benefit or Deduction Grouping Rule Form [PTRBDPG]).  If, as expected, this new hire documentation includes supplemental benefit and deduction enrollment forms (such as the California State Withholding form) a determination will need to be made as to whether the employee prints and completes the documents or whether they will be able to complete a form on line and an interface will be created to load this data into Banner.  
Staff identified a concern with tracking contacts with new employees.  There are several possibilities for tracking this information.  One is the Comment Form (PPACMNT), referred to previously.  Another option for documenting these contacts is the Applicant Interview Log Window in the Applicant Information Form (PAAAPPL).  While not specifically designed for this purpose, it is a possibility if the Banner applicant tracking module will not be used and the primary applicant tracking will be done in PeopleAdmin.

In addition, a number of stand-alone databases were reported.  The need for these databases should be eliminated by the standard reports available in Banner and the custom report writing abilities available to FHDA.  Examples of some of the Banner reports that are applicable are:

· PERHIRE – The New Hires and Rehires Report lists new hires and rehires within a specified date range.
· PERTERM – The Termination Report lists details of employee terminations within a specified date range.

· PERPTER – The Terminations by Position Group Analysis Report list of terminations by position group and by gender/minority classification.

· NBRPSTA – The Position Status Exception Report lists exception status positions (that is, over budget, vacant, cancelled, frozen, under-encumbered, or over-filled) based on salary data only, fringe charge-back data only, or combined salary and fringe charge-back data.
Client Notes

	Enter Banner training notes for this topic here:




	Process Name:
	3.  Managing Compensation

	
	

	Interview Date:
	October 22, 2008

	
	

	Institution:
	Foothill-De Anza Community College District

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Irma Rodarte
	Senior Programmer/Analyst
	ETS

	
	Kim Chief Elk
	HR Director
	Human Resources

	
	Henry Ly
	Computer Project Coordinator
	ETS

	
	Debbie Haynes
	PTF Payroll
	Ed. Resources & Instruction

	
	Kris Lestini
	Program Coordinator
	Human Resources

	
	Patti Conens
	HR Specialist
	Human Resources

	
	Margaret Michaelis
	Director or Budget and Personnel
	College Services

	
	Bernate Slater
	Budget Director
	Budget

	
	Joe Lamps
	Information Systems Supervisor
	ETS

	
	Beijing Li
	Payroll Technician
	Payroll

	
	Jane Swanson
	Academic Scheduling Coordinator
	Scheduling

	
	Phuong Tran
	Benefits Coordinator
	Human Resources

	
	Laureen Wong
	FH Budget & Finance
	Education Resources & Instruction

	
	Terri Gerard
	DA Budget Analyst
	Budget & Personnel

	
	Joni Hayes
	District Financial Analyst
	District Budget

	
	Araceli Kaliangara
	HR Technician
	Human Resources

	
	

	Notes on Current Process:
	· Position Control:  

· Resides in the HR department.  

· Position is created in that area and budget is reviewed.  Position is defined by number of months 10.11 or 12.  10 months for instructional.  Counselors are 11 months.  Allied health instructors are 12 month.  12 month is generally the exception that the rule.  Program coordinators are 12 month. Academic Day only – academic day plus summer session (with an additional 6 weeks).

· Budget, level, step, shift, categorically funded, general fund account, coded if there in an unusual assignment.  Driven by position number.  3rd and 4th position of the position number designates the specifics of that position.  One number, one position for all permanent position.  At year end, when rolling over positions into the new year.  Position control is very important at the district.  The positions are rolled over in batch mode, in production. 

· Much manual work is done to reconciled positions from one position budget in the previous year to the next.  Many things change from one position to the next.   One position may have been moved to another due to a job change.  Position may have become vacant.  Once listed as vacant the position goes back to entry leve.  One year it may have had 100% funding, then the next year it may need to be split.  Reconciliation can take up to three weeks in the current process.  Every person must be tracked.  Accomplished through V look-up.  In Excel.  Any variances that didn’t make it, HR must put into the system for corrections.  Looking for dollar amount and missing positions that weren’t there.  At some point during the year the budget must be perfect in order to start the new year.  HR must be frozen for a few days in order to complete the reconciliation.  

· Currently the system only allows for one benefit rate.  Any transactions processed – even in the old year, will be calculated at the newer rate. Any corrections to the old year must be manually calculated.

· Finance makes the decision of which positions they want to roll from one year to the next,

· Calendars = the work days associated with it.  Paid based on specific work days.  (Academic Day calendar doesn’t include Spring Break, etc.).

· Work calendar for faculty is June to July over the fiscal year.

· Calendar ID is used in netting out pay, retro pay, etc.

· Position Budgeting:

· When position is rolled, labor information is rolled with it.  

· Rolled with no budget forward.  An encumbrance is used to populate the budget when the actual goes in.

· Assignment is set-up with all of the detail.  Then the system puts the information in the position.

· Budgets are built off of assignments (encumbrance).  The encumbrance takes into account of all of the extra pay involved.

· The system is very detailed in picking up all of that detail.  System will look at the steps and calculate accordingly.

· Payroll must create 20 pay calendars to meet the budgeting needs.

· Pay based on flat rate.

· When a position is vacant since the beginning of the year, or becomes vacant, it is tracked by campus.  Important to know how much “float” generated from the position, is available.  Is currently transferred to a specific campus account and is viewed as a pot of available money.

· 85% of budget is salary.

· Position budgeting for grants:  New position is grant funded.  Current position doesn’t allow input of a flat dollar amount on the position.

· Faculty Load:

· Faculty load is assigned to each section.  Based on the catalog screen.  These numbers are rolled to the scheduling screen.  Load report is run off SIS data.  Staff must go in and massage the load numbers (day vs. night, non-instructional hours, some 100% load based on hours, so fudge factor must be created.  Concurrent courses can affect load factors.  There are lots of differences between campuses for the same type of faculty load.  Lots of variations.

· Full time faculty assignments are loaded 100% teaching  now.  Periodically, at the beginning of the quarter, SIS runs a load report to determine if they are under loaded.  They find out they are not teaching 100% of the subject indicated.  It is corrected in HR.  If they are 100% teaching but its split between two, their productivity is not reflected correctly.

· Faculty may have a full assignment in HR but it doesn’t reflect the reality.



	
	

	Staff Concerns / Hindrances:
	· Would like to keep position numbers with their specific numbering to distinguish which campuses a position belongs to.

· All of the data is not in the same place which means things must be shut down in order to have a stopping place and do the actual final reconciliation.

· (Budget training occurs for HR after HR goes live – which is a big concern and needs to be addressed by project management (both district and SGHE).
· When someone breaks the contract they must be manually calculated.
· Difficult to collect any overpayment amount.

· For faculty load:  

· Paper process for dealing with faculty load.

· Sometimes the agreements don’t include the budget finance piece.

· Faculty load is cumbersome and manual.  Course by course adjustments, etc., must be made before it is loaded into HR.  Must communicate what must be changed in SIS for the HR side.  Everything is done on the SIS side.

· Finance currently cannot see any history in the HR side.  Must make requests from HR for historical data. Same for labor justifications.

· Time consuming to monitor faculty at 60%.


	
	

	Improvements:
	· Assistance with better automation in reconciliation between fiscal years.

· Eliminate much of the manual work in reconciliation.

· Ability to run multiple years to manage the gap time between fiscal years.

· Want historical comment record for either budget or position information.

· Need very clear about exact information the district relies on to build new budget as well as what occurs throughout the year.  Need to know what needs to be provided.

· (Finance BPA question as well: Need the ability to track the history on available funding as a vacant position is tracked.  Ability to move that float somewhere else and identify that position.

· For any vacant position in a year, can those dollars be encumbered for the next budget year? (be rolled over from year-to-year without manual intervention?)

· Encumbrance recasting.

· Is there a way to see when a faculty is not fully loaded?  And is there messaging to alert for that?  Who owns faculty load with Banner 8.0 between the Student side and the HR side.

· Will the system provide a report to indicate if the HR, Finance and system are linked?

· Snapshot of entire academic year for part time faculty etc.

	
	

	Interfaces:
	· None

	
	

	Stand-alone databases:
	· Excel – everything including:

· Budgeting (40 spreadsheets linked to other spreadsheets).

· Benefit compilations 

· HR to FR reconciliation

· track all of the contract changes

· monitoring part time faculty load

· supporting documentation for grant report

· labor reallocation spreadsheets

· STRS and PERS reporting/reconciliation

· assignment types

· full time faculty non teaching release reassign time assignments

· part time faculty opening day hours

· Part time faculty open enrollment for benefits

· Flexible spending accounts

· Reconciliation for discretionary benefit costs (medical benefits and FR system)

· De Anza large class pay

	
	

	Potential Policy Changes:
	· There needs to be a policy for faculty that are under loaded and where does that responsibility lie for addressing that. 


Future State Model – Position Budgeting
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Description of tasks and decisions associated with Position Budgeting 
(Note: The task numbers are labels which key to the task boxes in the process model. They do not necessarily denote the exact sequence of the tasks.)

1. Sends budget calendar and deadlines

Finance sends budget calendar and budget deadlines to HR.

2. Creates working budget & feeds

HR creates (rollover positions) working budget and feeds to Finance.  Banner form used include:

· NTRBROL – The Budget Roll Process Parameter Rule Form enables you to establish parameters for rolling the current budget into the new fiscal year. It establishes, by employee class, the amount or percent by which a position’s salary budget should be increased or decreased during the budget roll process.

· NBPBROL – Executes budget roll (including fringe benefits) from one fiscal year to another. Results are posted to the Position Totals Block and the Fringe Total Block of the Position Form (NBAPOSN).

· NHPFIN1 – The Finance Interface Extract extracts budget data for Finance System interface and updates the position totals with encumbered amounts.

· NHPFIN2 – The Finance Interface Report passes NHPFIN1 and PHPFEXP transactions to the Finance System. Provides an optional report detailing the data extracted and passed to Finance.

Note: See Banner HR Fiscal Year End Processes Using Salary Planner handout (to be provided during fiscal year end training) for full details of this set of tasks.
3. Loads working budget to bud. development

Finance loads working budget into budget development.  Banner forms include:

· FBRFEED – Selects budget transactions from GURFEED (with a system ID of POSNBUD) and creates and/or updates records to insert into the Budget Development area of Finance. The program actually creates/updates FBBBLIN records, which is the Budgeted Line Item Table in Finance. This table contains annualized amounts. It will also update only the Finance-distributed budget table FBRDIST. 

· FURFEED – This process produces hard copy output of the Finance Feed Sweep Process. FURFEED gathers financial transaction information from the General System's Finance Transaction Input Table (GURFEED) and inserts it into the Finance System's Transaction Input Table (FGBTRNI).

· FGBTRNI – Edits the documents (journal vouchers) and inserts the approved documents into the Approved Documents Table (FOBAPPD).

· FGRTRNR – Produces an error report that displays the system edits of suspended documents from the FGRTRNI process.

· FGRACTG – Selects approved documents from the FGRTRNI process and posts the transactions to the ledgers in the Finance System.

4. Creates scenarios in bud. planner

HR creates scenarios in budget planner.  Banner forms include:

· NTRSPEX – The Salary Planner Extract Rules Form (NTRSPEX) is a rule form that allows you to identify the population that is to be extracted from Banner into the Salary Planner. The criteria you specify in this rule form is used as the input for the Salary Planner Extract Process (NBPSPEX). The extract population can be identified by specifying one or more of the following factors for inclusion in the extract process:

· Employee Classes

· Bargaining Units

· Budget Profiles

· NBPSPEX – The Salary Planner Extract Process (NBPSPEX) extracts data from Banner to the Salary Planner application in Employee Self Service. The extracted data in the Salary Planner is transferred from Banner tables to a group of working budget tables in the Salary Planner. The extracted data is given the Scenario name as Initial, and can only be viewed or modified by a Master Salary Planner.

5. Reviews budget

Budget Director reviews the budget in Self Service.  Note: Salary Planner scenarios are updated ad needed via Banner Self Service until the personnel budget is complete and approved.

6. (Campus) reviews budget & makes recommendations

Campus Approver reviews the budget and makes recommendations in Self Service.

7. Approve?

Campus Approver decides whether to approve.  If NO, go to #8; if YES, go to #9.
8. Corrects by deadline

If the Campus Approver decides not to approve (#7 NO), notifies the Budget Director who corrects the issues by the budget deadline in Self Service.

9. It updates working budget (assignments)

If the Campus Approver decides to approve the budget (#7 YES), HR updates the working budget assignments.  Banner form NPBSPUP – The Salary Planner Upload Process uploads position data from the Salary Planner application in Employee Self- Service to Banner Position Budgets (NBAPBUD).
10. Feeds approved budget adj.

HR feeds the approved budget adjustments to Finance. Banner forms include:

· NBPBROL – Approves budgets on NBAPBUD for new fiscal year. Parameter 07 (Approve a Budget) rolls new fiscal year positions to “active”, old year positions become “closed”

· NHPFIN1 – The Finance Interface Extract extracts budget data for Finance System interface and updates the position totals with encumbered amounts.

· NHPFIN2 – The Finance Interface Report passes NHPFIN1 and PHPFEXP transactions to the Finance System. Provides an optional report detailing the data extracted and passed to Finance.

· NOTE: See Banner HR Fiscal Year End Processes Using Salary Planner handout (to be provided during fiscal year end training) for full details of this process.
11. Loads approved budget to bud. development

Finance loads approved budget into budget development.

12. Loads final budget to Banner Finance (GL)

Finance loads final budget into Banner Finance (GL).  Banner forms for both tasks 11 and 12 include:

· FBRFEED – Selects budget transactions from GURFEED (with a system ID of POSNBUD) and creates and/or updates records to insert into the Budget Development area of Finance. The program actually creates/updates FBBBLIN records, which is the Budgeted Line Item Table in Finance. This table contains annualized amounts. It will also update only the Finance-distributed budget table FBRDIST. 

· FURFEED – This process produces hard copy output of the Finance Feed Sweep Process. FURFEED gathers financial transaction information from the General System's Finance Transaction Input Table (GURFEED) and inserts it into the Finance System's Transaction Input Table (FGBTRNI).

· FGBTRNI – Edits the documents (journal vouchers) and inserts the approved documents into the Approved Documents Table (FOBAPPD).

· FGRTRNR – Produces an error report that displays the system edits of suspended documents from the FGRTRNI process.

· FGRACTG – Selects approved documents from the FGRTRNI process and

· posts the transactions to the ledgers in the Finance System.

Future State Model – Managing Positions
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Description of tasks and decisions associated with the Managing Positions

(Note: The task numbers are labels which key to the task boxes in the process model. They do not necessarily denote the exact sequence of the tasks.)

1. Identifies a need to create a new position

Department identifies a need to create a new position.

2. Determines classification of requested position

HR determines classification of requested position (classified and management positions) using Banner form NTRPCLS.  The Position Class Rule Form enables you to create a position class and associate it with salary guidelines, employee class, and employee skill level. The salary guidelines you define on this form default to the Position Form (NBAPOSN) and the Employee Job Form (NBAJOBS).
3. Requests the creation of new position w/ funding

Department requests the creation of a new position with funding.

4. Reviews request for new position (and funding available)

Approver reviews request for a new position and funding available.

5. Approve?

Approver decides whether to approve the new position.  If NO, go to #6; if YES, go to #7.
6. Returns request to Department

If the Approver decides not to approve the new position (#5 NO), returns the request to the Department.

7. Receives notification of position decline

Department receives a notification of the position decline. Return to #3.

8. Approves creation of new position w/ funding

If #5 YES, approves the creation of the new position with funding.

9. Receives request for new position

HR receives the request for the new position using Banner form NPBSPUP.  NPBSPUP – The Salary Planner Upload Process uploads position data from the Salary Planner application in Employee Self Service to Banner Position Budgets (NBAPBUD).

10. Verifies authorization and fund availability

HR verifies authorization and fund availability for the new position.

11. Creates new position

Hr creates the new position using Banner form NBAPOSN, the Position Definition Form which defines all positions. Positions are defined within a position classification by fiscal year.

12. Sets-up position budget

HR sets-up position budget using Banner form NBAPBUD. This Position Budget Form (NBAPBUD) authorizes all positions. It enables you to define position budgets by fiscal year, regular earnings totals (budgeted, encumbered, expended, and remaining), premium earnings totals, fringe benefits, and position labor distributions. You can also use this form to monitor position expenditures and compare them to their budgeted amounts.  

13. Receives notification that position has been created

Department receives notification that the position has been created in Banner.  Process ends.
Recommended Practices

Position Control and Position Budgeting: 

Position control and position budgeting within Banner are highly integrated.  The budgeting process in Banner should be significantly less cumbersome in Banner than the current process.  Since HR and Finance will no longer be in separate systems, the amount of reconciliation required should be minimal.  Discrepancies, if any, should only be a result of an override on the Finance Budget Development module.  A number of budgeting tools are also available to assist with the process including Salary Planner and Spreadsheet Budgeting.  The processes allow information to be pushed out to various individuals with budgeting responsibilities, modified and the consolidated information returned to position control in the HR/Payroll module.   The process will not require the “locking down” of the system that is currently necessary. At the request of Kim Chief Elk, the Banner training for budgeting and fiscal year end processes has been moved from early 2009 to October, 2008.
The process for creating positions and their corresponding budgets in Banner is a progressive one.  Information set up in prior rule forms default down through successive forms until the complete picture is established.  The process starts with:

· Establishing the payroll IDs on the Payroll Identification Code Rule Form (PTRPICT – identifies the pay frequency and periods).

· It continues with establishing the employee classes on the Employee Class Rule Form (PTRECLS – identifies the defaults for each class of employees including benefit and leave categories, eligible earnings, and payroll defaults). 

· Next is the defining of position classes on the Position Class Rule Form (NTRPCLS – relates a position class [broad classification that may apply to several positions] to the appropriate employee class and its defaults as well as establishing the salary table and step to default). 

· The process culminates with the creation of the position on the Position Definition Form (NBAPOSN – defaults the employee class and position class information and allows for additional information such as location. Note: Release 8.0 will also include a comments field for tracking pertinent historical information).  

· Once the position has been created, the budget rules, labor distributions (by percentage and/or dollar amount), and amounts for salary, fringes, and premium pay can be established on the Position Budget Form (NBAPBUD).  

This process must be complete and the position made active before an employee can be assigned to the position.  Note: As with all forms and processes in the HR/Payroll module, it will need to be determined who will have either query and/or maintenance access to these forms.  In many institutions budget forms are accessible to members of the HR, Finance, and/or Budget departments depending on the role held by each department within the overall budget process.  It should also be noted, that if during the training and implementation process we identify necessary position or budget information for which there are not currently fields available in Banner, the Supplemental Data Engine (SDE) is an option for adding fields to the tables.  

Banner allows for both single and pooled positions.  Staff indicated a desire to maintain their current position coding structure to enable them to maintain positions by location.  This will need to be reviewed.  Because of the flexibility of Banner and the ability to extract data in a variety of ways, best practice recommendations are to build any coding rules into the position classes and use minimal, if any, coding rules for the positions.  It is important to note that many defaults may be overridden throughout the process, if needed.  Although, if this is needed frequently, this is an indicator that there should probably be a review of the defaults to see if they need to be changed.

Budgeting for individual positions allows for establishing if and how budget information is rolled forward into the next fiscal year as well as allowing for partial FTE and assignment percentages, i.e., 10 or 11 month positions.  The labor distributions assigned on NBAPBUD may be based on dollar amount and/or percent of budget and will default into any employee assignments for this position. NBAPBUD also has a comment screen that will allow for any necessary notation of budget creation or mid-year change information.

The budget roll process, which will be completed each year, takes into account the individual position budget status (active, inactive, frozen, or cancelled) and budget roll rules and first places the new fiscal year budget into a “working” status.  This includes vacant positions, if they are in an “active” or “frozen” status.  This allows for the budget to be worked on during the current fiscal year without changing the current fiscal year budget.  It also means that there is no conflict between the budgeting cycle and the ability to do necessary work in the rest of the Banner HR/Payroll module.  It does not automatically adjust for mid-year step increases when rolling the budget and it will require new positions added to the current year budget after the working budget has been established to also be entered into the working budget.

Fringe benefit budgeting in Banner can take one of two forms – either fringe chargeback or fringe actuals.  The Fringe Charge Back Rules Form (PTRFBLD) enables you to define rules for calculating fringe budgets, fringe encumbrances, and fringe expenses. This functionality is used when you choose to “charge back” accounts based on a percent versus the actual amount. It allows for the definition of installation fringe rates and external funding source fringe rates.  The Fringe Budgeting Rule Form (PTRFRNG) enables you to define rules for developing benefit and deduction budgets by employee class by benefit/deduction code. Budget parameters can be defined as either amounts or percentages.  The fringe chargeback method is the only method that can currently be encumbered through Banner.  However, I have recently heard of a client who has developed a non-SGHE supported method of encumbering fringe actuals.  This may be worth exploring if the actual method of budgeting fringes appears to be a better fit when the staff receives their position control/budgeting training.

Additionally, premium pay (“extra” pay not included in the salary table such as overtime, shift differential, longevity, awards, etc.) may be budgeted for on NBAPBUD as well.  The amounts for premium pay are not encumbered.

As mentioned previously, there are a couple of tools that can assist with the budgeting process.  They are Salary Planner and Spreadsheet Budgeting.  These tools may only be used for positions that already exist in Banner.

Salary Planner is a budgeting tool that allows for the download of current salary data to Employee Self Service where data can be accessed, reviewed, and modified by the appropriate budgeting personnel (based on appropriate HR module security).  Once the modifications are complete the budget information can be loaded back into Banner and/or the salary changes can be loaded via the EPAF process.  This can be used for the initial budget creation and/or mid-year changes.

Spreadsheet Budgeting is the pre-cursor to Salary Planner and allows the download of current salary information to Excel where the data can be modified by appropriate budgeting personnel.  Two significant notes about Spreadsheet budgeting are the lack of security once the data has been downloaded to Excel and the inability to utilize ePAFs to make salary changes at the employee level.  It does work well for uploading the budget only.  This tool can still be very useful for fringe budgeting since Salary Planner deals only with salaries.

Banner also has the ability to encumber salaries based on a variety of institutionally determined rules.  Based on the information provided by staff, the recasting method will probably be the most effective method of encumbering for FHDA.  This method can be run on demand and will release any used funds as of the date for which the process is run.  The degree to which these released funds are tracked, i.e., identifying by location, in the Finance system has yet to be determined.  This issue will also be addressed in the Finance BPA and the SGHE consultants for both modules will work with staff to achieve the desired results.

The payroll calendar(s) built in the Banner on the Payroll Calendar Rule Form (PTRCALN) are used for payroll processing only and do not affect the budget process.  There will be more information on the use of this form and other forms dealing with work schedules in the “Processing Time and Deductions” and “Payroll Processing” sections of this report.  For the purposes of budgeting the assignment percent may be used to govern the budget and encumbrance processes.

Faculty Load:

The staff indicated a strong desire to take advantage of the Faculty Load and Compensation functionality that is coming with Banner 8.0 (anticipated to be loaded at FHDA in late March or April).  This functionality requires that the Student module of Banner also be live.  It is expected that there will be a period of time between the implementation of the HR/Payroll module and the implementation of the Student module.  Staff expressed an interest in determining if an interface can be developed from the SIS system to feed necessary data to HR to facilitate use of this functionality prior to the Banner Student implementation.  This will need to be explored by HR and ETS with assistance from the SGHE functional and technical HR consultants.

It was noted that when a faculty member breaks their contract, it is necessary to do a manual calculation of their payroll.  Depending on the employee assignment setup in the Employee Jobs Form (NBAJOBS), this may still be necessary with Banner.

Another concern is the occasional need to recover over-payments from the employee.  As with the similar issue in Worker’s Compensation overpayments, if the employee is still being paid by the district, Banner has the ability to record an amount as an advance using the Payroll Advance Recovery Form (PEAPADV) and establish maximum amounts to be recovered during a pay period.  Once the debt has been identified, and the payment schedule establish, if appropriate, the advance will be automatically recovered through the payroll process.  If the debt is substantial and cannot be recovered on one paycheck, the system will monitor the remaining balance and continue the automatic recovery until the debt is fully repaid.  Employees who leave district employment with an outstanding debt will need to be referred to the Finance department for establishing an Accounts Receivable record.

The faculty load process will assist with the identification of faculty members who are in an under-load situation.  However, staff has noted that a policy decision needs to be made about who will have responsibility for reviewing, monitoring, and resolving these situations as they occur.

There will probably be a number of custom reports that will need to be developed (example: snapshot of entire academic year for part time faculty, possibly and under-load exception report, etc.).
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	Human Resources
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	HR Technician
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	Notes on Current Process:
	· Leave Eligibility and Monitoring:

· Types: Disability/Extended Sick Leave, unpaid, FMLA, parental. Paid admin, unpaid admin., partial leaves, military, /SDL/PDL (sabbatical), sick leave, vacation, bereavement, personal, jury duty, industrial leave, Worker’s Comp., Comp time

· If leave bank is zero, and borrow to end of fiscal year, moves to no pay.

· There is an ability to donate leave to another employee. Converts hours to hours.

· Comp time earned and comp time used.

· Employees may convert sick to vacation.  

· Assignment Changes and Future Assignment Changes:

· Summer recess assignments – anyone less than full time (less than a 12 month contract), and what is agree, to take off on aa non-paid status.  Assignment must be changed in the current system.

· If 10 or 11 month they receive benefits for that 12th month (time frame that they are off).  Charge premiums during previous pay periods to cover that time off.

· Article 17 (b?), Article 18 for faculty (pre retirement incentive). Chapter 13/Article 19 for post retirement.  

· Increase or decrease the number of months – or percentage of contract (usually temporary – for one month only).

· Change assignments for resignations, retirement or terminations.

· Changes for working out of classification (temporary), promotion, reclassifications, missed step increases

· Additional assignment over the regular schedule (classified employees) performing a completely different duty.

· Change from assignments in job groups.  Example: Temporary employees part time employees flipping back and forth… student to temporary employee, etc.

· Classified employees teaching part time

· When supervisor report changes, division department changes, updates.

· Updating of the position record

· Awards, Extra Pay and Stipends:

· PGA (Professional Growth Award) is a staff development award.

· PAA (Professional Achievement Award) is for faculty

· AAA (Administrator Achievement Award) is for Administrators 
· CSEA = California School Employees Association.  Superior performance awards: $500 award determined once a year

· Doctoral award for administrators

· Stipends for faculty (is a percentage)

· Additional pay for faculty (hours and/or flat fee) = extra pay for extra duties performed (usually non-instructional)

· Additional pay for administrators (percentage in addition to their base salary.

· Longevity – 8th, 13th, 18th and 23rd year of service.

· Retention incentive (classified) – Step F = then step G 4% incentive.

·  FT faculty are paid for conducting part time evaluations (flat fee)

· Training and retraining stipends

· Faculty – counseling/SRA/PRA awards

· Professional growth award for SEIU employees

· Separations:

· As well as resignations and retirements.

· The routine is not very smooth.  Many small items that need to be collected or dealt with.  

· Part time faculty are kept active for three years in the system.

· Faculty sick leave – manual calculation using two calendars. Must calculate days working and days sick and then send it to payroll.  Whenever an assignment is broken, the process is manual.

· MIS (State) Reporting:

· Takes from SIS what the faculty is supposed to be teaching.

· Every faculty must be checked (comparing what is thought to be right) checking against the downloaded report and what actually sits in SI.  Sometimes they are under loaded for the quarter.  Thinks like reassign and release time must be done manually.  It might be more correct in SI because that is what the faculty member is actually doing.  In HR it may not be correct.  The downloading doesn’t pick-up the coding.  Report on PDL sabbatical but only care about that in the fall (for the state report).  State only wants report on a certain date.  The teaching audit is reported quarter-by-quarter for the state.

· Makes corrections in the text file and sends it on to the state.

· Column Advancement Tracking, Evaluations, Employment Applications and PGA Recordings:

· PGA (Professional Growth Award) is a staff development award.

· PAA (Professional Achievement Award) is for faculty

· Eligibility is entered manually based on a 4 year cycle, tied into their step placement.  If they receive a step decrease (do not advance) the eligibility date must be changed manually in the system.

· AAA (Administrator Achievement Award) is for Administrators

· If FTE is reduced for the base assignment, the PGA must be adjusted – depending upon what bargaining unit you are under.

· For faculty they get the full amount unless they are on leave.

· Currently the award is tracked through HRS database if in the 4 year cycle.  If not, they are tracked manually (mainly new hires)

· FSA (Faculty Service Area) – track what faculty are able to teach based on the minimum qualifications.  List is created (if there is going to be a lay off) based on department and seniority date.

· Re-employment preference is tracked on the system.  It is also manually updated.  Part time and full time (if there is an overload).

· Tenure review – tracked on the system.  Once they complete the first year, HR must go in and indicate they have completed the first year.  Same thing once tenure year is reached.

	
	

	Employee Concerns / Hindrances:
	· Why does my PGA only show me earning “x” when I know I got “y”?

· Calls on payroll questions

· Vacation maximum – approaching and/or exceeded isn’t obvious on the pay stubs.  Could be a Workflow opportunity.

· Extended sick leave: Covering the first 10 days.  Notifies HR after-the-fact.

· Provide more information on the pay stub for employees.  Show last day worked, time sheet (period) covered, etc.

	
	

	Staff Concerns / Hindrances:
	· Discover on the back end that account codes have been arbitrarily assigned (from a Finance perspective).

· New division and department codes that show up in SIS.  Difficulty keeping up with the supervisory updates (what position that supervisory position is responsible for).

· Issues of tracking and dollar amount (PGA)

· No formal electronic tracking mechanism for tracking the minutia of a general termination (do they have keys and who collected them or did they get collected, etc.)

· No good way to track part time faculty when they have completed the assignment (don’t really know if they are not coming back or whether the department doesn’t want them back – ever…)

· How long to you leave a person active in the system?

· Payroll has to manually enter every transaction line by line for a terminated employee.  Can be up to 15 lines.

· Unable to determine an ending date for part time faculty when completing an unemployment audit.

· There are many too things to have to remember when attempting to “close out” an employee in the system – especially from a benefits perspective.

· Managing the employees for extended sick leave.  HR is notified after-the-fact and causes many work-arounds to get pay right and the time accounted for in the correct budgets.  Even though they are in the right pay assignment, this issue affects other parts of an employee’s compensation.

· Employees don’t understand how they get paid.

· MIS reporting: must check back and forth between three systems to insure the reporting for the state is correct.

· Manual entry of the re-employment preference list if there is a discrepancy.

· For classified evaluations: manual process to issue the evaluations and a screen used to update information for next advancement/ review date.

	
	

	Improvements/ Functionality to Retain:
	· Future effective dating of assignments

· Utilize Luminis to have an area that displays they are approaching the maximum on vacation

· When system gives a retro (FT or PT) like to see both on the system (for both full time and part time). (Reporting issue)

· Provide more information on the pay stub for employees.  Show last day worked, time sheet (period) covered, etc.

· Ability to load in faculty accurately to provide better MIS reporting.

· The systems need to talk to each other.

· Automate:  For faculty and classified evaluations: process to issue the evaluations and a screen used to update information for next advancement/ review date.  Possible Workflow…

· For temporary employees, there are several categories that have day limitations (some 45 days, some 60 some 180 and some 90 – based on the type of assignment.  There needs to be some systematic way when entering the type of assignment that there is some sort of alert instead of remembering or creating a manual tickler file.

· Catch it at the beginning when the manager requests that the position be filled.  When they put in the assignment request, the position number states the limit of the date.  Should be on the system (possibly Luminis?)

· Web time entry for student and temporary employees to track any of the day limitations.

· When classified employees work out of class, with a temporary filling in, track it so you don’t get two temporaries working in one temp slot.  Currently there is not way to check that unless they go manually through the TEAs.

· Ability to track 1000 hours (tracking – payroll)

· Build an interface with online training:

· Blood Born Pathogens

· Forklift

· Sexual Harassment, etc

	
	

	Interfaces:
	· None

	
	

	Stand-alone databases:
	· Index cards for PGA/PAA awards with paper clips

· Excel: 

· PAAs – recording, tracking for new awards.

· For PGA award tracking

· Additional costs for people who are award for professional growth for accounting (monthly)

· People not in 4 year cycle that receive PAA awards (those not eligible to receive)

· Column Advances

· Stipends

· Monitoring Leaves

· 999 salary schedule – for updating assignments – positive pay employees (food service).  Once they receive any type of award – on 999 salary schedule to incorporate into the one pay rate.

· Tracking classified evaluations, when issued, when due back etc.

· Administrator evaluations – manual process

· Faculty evaluations (extract from Hyperion, then into Excel).  FT and PT.

· Classified employees teaching part time

· Binder for terminations:  Record for COBRA

· Flat file for MIS reporting

· Hyperion and Brio for reporting and query to the database then dropped into Excel. 

· Column Advances manually on paper – individual files.

· Faculty degree tracking

	
	

	Potential Policy Changes:
	· None indicated


Recommended Practices

Leave Eligibility and Monitoring:

Banner manages leave banks through the rules established on the Installation Rules Form (PTRINST – Leave Processing Rules Window) and the Leave Category Rule Form (PTRLCAT).  Leave banks need to be established for leaves that allow the employee to carry a balance.  Leaves that do not require a balance, i.e., bereavement, jury duty, etc., are managed through the use of earning codes.  Earning codes also allow the ability to indicate if the leave affects pay and/or benefits.  Example: Employees who are placed in a “leave without pay with benefits” status on their Employee Form (PEAEMPL) and their Employee Jobs Form (NBAJOBS) will automatically have a specific earning code that will reduce any regular hours to zero, but will still allow the calculation of employer-paid benefits.  Depending on the rules established for each benefit or deduction, it may also create a record of employee-paid premiums that need to be recovered when the employee returns from leave.

Among the rules that will be established for leave banks is the determination as to whether a negative balance will be allowed for that leave bank.  If a negative balance is not allowed, rules can be established for which other leave bank(s) the employee may draw from if hours are still needed.  Once all possible leave options have been exhausted the system will automatically create a “dock pay” record during the payroll process to account for unpaid time off.  If negative leave balances are allowed, there is no limit set.  As FHDA limits borrowed leave to the amount they will accrue during the remainder of the fiscal year, it may be necessary to look at using the Supplemental Data Engine (SDE) to establish a field to house this limit and a custom report that can be run during the payroll to process to identify employees who have reached the cap and need to have a manual intervention in the calculation of their pay check.

As FHDA desires to track all leave changes through payroll, earning codes will need to be developed to accommodate the movement of leave from bank to bank, i.e., converting sick hours to vacation hours, and from employee to employee, i.e., donating leave to an employee with a catastrophic leave.  Non-cash earning codes will also need to be established to add hours for leave banks which to do not accrue leave at a standard rate, i.e., compensatory time.

Leave balances for all leave banks will appear on Employee Self Service for viewing by the employee 24x7.  An employee who is not yet eligible to take accrued leave will see a zero balance in that leave bank until their eligibility has been fulfilled.

Leave categories are assigned to employees by default from the Employee Class Form (PTRECLS) but may be overridden as needed to accommodate special circumstances.  A decision will need to be made whether leave will be tracked by the employee or by the job.  The leave by job method will probably be most effective for FHDA as it allows for accommodating employees who accrue leave differently depending on their job assignments (example: classified who also teach).  

Leave accrual is accomplished during payroll processing (see the “Processing Payroll” section later in this report for additional information on this process) as defined by the rules established on PTRINST and PTRLCAT.  Leave taken during each pay period is also deducted from leave balances during the same process.  Once a year, depending on the rules established for each leave bank, the balances are rolled from the ending balance to the beginning balance and the leave accrued and leave taken balances are zeroed out.  

Assignment Changes and Future Assignment Changes:

The workhorse of managing employee job assignments is the Employee Jobs Form (NBAJOBS).  The Employee Jobs Form maintains information on a job as defined for a specified employee, including position, job description, start and end dates, status, hours, and salary information. It supports mass salary-step increases, allows for deferred salary payments (which is not needed by FHDA), and enables you to specify a future effective date for salary changes. It also maintains the dollar amounts and labor distribution account numbers used for encumbering and expending.  A termination record can also be established at the time the job is initially set up for an employee.  This is particularly helpful for adjunct faculty members who are employed for a specific term, temporary employees, and student workers.  

Since all records in NBAJOBS are effective date, it allows for very specific management of job assignments for current or future records (including the ability to add comments relative to that specific change).  While it is not possible to retroactively make a change to NBAJOBS (to prevent the possibility of changing payroll history), there is a “Personnel Date” field which can be populated to reflect the actually date of the change as opposed to the “Effective Date” that it was entered in Banner.  Each effective dated record in NBAJOBS creates a corresponding entry on Employee Self Service Position History.  As a result, it is VERY important that the job change reason be utilized on every change in NBAJOBS to eliminate a lot of questions from the employee about why a change occurred.  The institution develops and maintains their list of job change reasons on the Job Change Reason Code Rule Form (PTRJCRE).  This form enables the definition of job change reason codes for use on the Employee Jobs Form (NBAJOBS) and the Salary Planner module in Employee Self Service.
Employees (such as Adjunct Faculty who are considered active but are not teaching in a specific term) may be left in an active status in PEAEMPL and have all their job assignments terminated in NBAJOBS.  However, in order to receive a pay check, an employee needs to have at least one active job assignment.  The NBAJOBS form allows each job assignment to be designated as primary, secondary, and/or overload.  There may be only one primary job for an employee, but they may have multiple secondary and/or overload jobs.  The determination of whether a job will be considered secondary or overload will be dependent upon the benefits that apply or don’t apply as defined by the rules on the Benefits and Deductions Rule Form (PTRBDCA).

NBAJOBS allows for the ability to define default earnings that will automatically populate the On-Line Time Entry Form (PHAHOUR) when the payroll records are created at the beginning of each payroll process. Default earnings are effective dated and can have an end date or be open ended.  Additionally, there is the ability to exclude specific benefits and/or deductions from being processed against a specific job.  

In addition to the position number used for each job assignment, the record requires the assignment of a suffix for that assignment.  Suffixes may be used in a variety of ways.  An example would be an employee who is temporarily working out of class, but not necessary in a different position.  A specific suffix could be used to track this sort of assignment, so you might have their primary position with a suffix of 00 and their temporary out of class assignment as a secondary assignment with the same position number and a suffix of 50.  Suffixes also have significant impact on the Financial Aid interface.  As student workers are assigned to positions within Financial Aid (the position numbers are the same as those used in HR) the Financial Aid system will assign the suffix based on rules established in that module.  It is important that HR use the same suffix when the job assignment is posted to NBAJOBS so that the data will be fed correctly when the payroll expenses are returned to the Financial Aid module.

It is possible to record the supervisor by name for each assignment on NBAJOBS, however, this can become a huge management task as a job change will need to be enacted for every employee reporting to a supervisor who terminates or is reassigned.  If there is a significant gap in the filling of the supervisory position it can result in numerous changes to each of those records as an interim supervisor is established and a replacement if finally hired.  We recommend recording the supervisor by position on the Position Definition Form (NBAPOSN).  Thus, if the person in the supervisory position changes there is no need to change the employee records as only the position number (not the incumbent) are recorded.  

Division/department changes may or may not require management on the Employee Form (PEAEMPL), the Employee Jobs Form (NBAJOBS), and/or the Position Budget Form (NBAPBUD).  If the division/department code is remaining the same and only the title is changing, the necessary changes will be reflected on the employee and budget records when Finance makes the change on the Chart of Accounts.  However, if the division/department code itself is changing, changes will also need to be made to the records above as needed.

Benefits for employee who work only 10 or 11 months but receive benefits for 12 months will have specific plans established on the Benefits and Deductions Rule Form (PTRBDCA) that allow for the appropriate premium deductions.

An additional form that is very helpful in the management of employee job assignments is the Employee Status Change Form (PEAESCH).  This form can be used to terminate an employee, place an employee on extended leave, or reactivate an employee who is currently on leave. The form enables you to change the status on all related records (PEAEMPL, NBAJOBS, and PDADEDN) for the employee or on only selected records.

The ability to track the number of days available on an assignment for a temporary employee will likely require the use of the Supplemental Data Engine (SDE) to add a field which can be used for reporting this information and using it to calculate against payroll records to identify when the number of days is approaching or has been reached.  Custom reports will also have to be developed to support this tracking.  The tracking of days worked may be taken from the Web Time Entry tables, if that is where the employees hours are being reported, or from the tables supporting PHAHOUR.

One of the many inquiry forms available in Banner is the Position Incumbent List Form (NBIJINC). This form lists position incumbents by fiscal year as of a user-specified date. It provides data on past and present incumbents of each position, future incumbents by the effective job date, and total occupied FTEs for each position. Data provided for each incumbent includes identification number, name, job begin/end dates, and employee status.  Use of this form should solve the problem of identifying when two temporaries are working in one temporary position.
Awards, Extra Pay and Stipends:

There are three primary ways of establishing pay in Banner.  They are the use of salary tables, earning codes and premium pay.  It is probable that FHDA will use all three although it is expected that the premium pay would be used to a lesser degree than the other two.  

Salary tables are established on the Salary/Rate Structure Rule Form (NTRSALA).  

NTRSALA enables the definition of rules for salaries or hourly rates. A salary/rate rule defines a salary table and includes salary grade and ranges, hourly or salaried status, and rate or salary steps with their associated amounts. The values defined on this form default onto the Position Class Rule Form (NTRPCLS).  Salary tables can accommodate retention incentives and longevity premiums, but these types of earnings may be more appropriately applied using the premium pay options (see below).  The deciding factor as to where these earnings are tracked is typically the type of reporting needs the institution has for these earning types.

The Earnings Code Rule Form (PTREARN) enables the creation of earnings codes (including stipends, California special compensation, and non-cash earnings) and associates them with specific rules. The earnings code identifies the nature of the pay (for example, regular or holiday) and establishes the rules governing the time entry validation and processing of earnings represented by this code. This form can also be used to instruct the system to override labor distribution rules when it encounters this code.  Earning codes are a very powerful way of handling many exceptional pay circumstances such as one time awards, shift differential, and stipends.
Finally, the Premium Pay Code Rule Form (PTRPPAY) enables you to establish premium pay codes and associate them with base date indicators. The codes defined on this form are entered on the Premium Pay Category Rule Form (PTRPCAT) and typically include such items as retention incentives and longevity.

Additionally there is capability within the system for setting up retroactive pay for specified groups of employees.  The rules are established on the Retroactive Pay Earn Code Rule Form (PTRRERN). This form enables retro period information to be established and retro pay earn codes, and earn codes for a specific employee class to be processed for retroactive pay.  The Retroactive Pay Calc Process (PHPRETO) then uses the rules established on the Retroactive Pay Earn Code Rule Form (PTRRERN) to create records in the On-Line Time Entry Form (PHAHOUR) for payroll processing.  Pre-defined earning codes will determine whether the retro pay is recorded as prior or current year retroactive pay and will appear on the pay check as a separate earning.
Staff expresses a desire to be able to provide the employees with better information about how their pay is recorded and the period for which they are being paid.  Employee Self Service offers several options for viewing pay – the pay stub itself, earning history and/or deduction history within a specified range.  These screens and the leave balance screens often eliminate many of the questions currently received by a payroll department.  However, for some employees, even this is not enough information and questions will still arise.  The Payroll Calendar Rule Form (PTRCALN) has fields for including additional information on a check stub (such as the exception reporting dates when they do not correspond with the pay period dates).  However, until the PayBase interface is developed it is unclear whether this feature will be able to be utilized.

Because the entire Banner system uses the same Chart of Accounts from the Finance department, there should no longer be issues of account codes being arbitrarily assigned once all modules of Banner are live.    

Separations:

As indicated previously the management of separating employees is easily handled via the Employee Status Change Form (PEAESCH).  This form can be used to terminate an employee, place an employee on extended leave, or reactivate an employee who is currently on leave. The form enables staff to change the status on all related records (PEAEMPL, NBAJOBS, and PDADEDN) for the employee or on only selected records.  When a separation is managed by this form, it applies the records to each employee form as appropriate.  Example:  NBAJOBS assignments will have a record created immediately to terminate on the last day the employee works.  PDADEDN records will be set to terminate as determined on the Benefit Category Form (PTRBCAT) so some will end immediately while others may end at the end of the month or the end of the pay period or some other specified date.  PEAEMPL will not change to terminated until the final payroll for the employee has been processed.

Most payroll and leave accrual proration calculates are managed well by Banner and require little, if any, manual intervention.  FHDA staff gave an example of faculty with broken contracts who have to be manually adjusted due to the way the pay is typically processed.  This example is one that will probably continue to require some manual intervention in Banner, but certainly not the entry of every line of their final check.

The process of checking out an employee needs to be reviewed and decisions made about how this will take place.  Some institutions have a checklist that is provided to the exiting employee that must be taken to various campus offices for signoff (such as confirming with the Library that they have no outstanding books or fines, and returning keys to facilities, etc.).  The completed form must be returned to the HR office on the employees last day and the final pay is held until any outstanding issues are resolved.  Other institutions, such as FHDA rely on other departments to let them know what needs to be collected from the employee.  See Section 7 of this document for some possible solutions to this dilemma.

FHDA’s current practice is to keep employee’s in an active status for up to three years, if it is possible that they will return to service.  We will need to develop a plan for managing these employees (and possibly revisit whether they wish to continue this practice or modify it).  This could include a combination of Electronic Personnel Action Forms (EPAFs), custom reports and/or custom processes.

MIS (State) Reporting:

The MIS reporting is generally well handled by Banner (including the ability to make corrections to the file prior to forwarding to the state), but does require the use of data from the Student module.  As with the Faculty Load and Compensation module, there will need to be some sort of interface developed to pull data from the SIS system until such time as the Student module goes live.

Column Advancement Tracking, Evaluations, Employment Applications and PGA Recordings:

The Employee Jobs Form (NBAJOBS) allows for the tracking of the month and day that employees are eligible for step increases on each job assignment.  The Mass Job Salary Increase Rule Form (NTRJINC) establishes the parameters used on the Mass Salary Update Process (NBPMASS) to implement step increases and salary increases.  Rules are established by employee class, so they can differ, if necessary.

Monitoring of evaluations will be maintained on the Employee Review Form (PEAREVW).  This form collects data about a specified employee's performance reviews. Information that can be entered includes Review Type, Due Date, Completed Date, Rating, and Reviewer’s Comments. You can easily navigate from one review comment to another by selecting the relevant review in the Main block.  The Reviews Pending Report (PERREVW) prints a list of incomplete reviews as of a specified date and can be run on demand.  It identifies all employees whose review is due to be completed or is overdue for completion and the person responsible for completing the review.  

The professional development award eligibility will probably best be maintained on the General Information Form (PPAGENL – Honors and Awards Window) although it is possible that it will be determined that the PEAREVW window is better location for this information.  The actual pay of the award will be governed through one of the pay methods (salary tables, earning codes, or premium pay) previously outlined.

Most institutions track the ability to teach subjects other than their primary discipline in the Person Skills Form (PPASKIL).  A custom report will need to be developed to extract this information along with the seniority date and home department information if this information is required for a lay-off scenario or other institutional need.

Tracking re-employment capability can be handled a couple of ways.  If it is something that FHDA wants the employee to be able to see, they may wish to build the status into the job change reason list (example:  Voluntary Resignation – eligible for rehire, Involuntary Termination – ineligible for rehire) so it can be viewed on Employee Self Service.  If they do not want the employee to be able to view the information it could be coded on the Comment Form (PPACMNT) or a field could be added to the NBAJOBS form via the Supplemental Data Engine (SDE).  Regardless of the method chosen, a custom report will need to be developed to obtain a list of those eligible for rehire.

Tenure status and review dates will be tracked on the Faculty Action Tracking Form (PEAFACT).  It maintains the number of years and the employee’s status toward attaining tenure.

FHDA will need to define a process for keeping up with supervisory changes as there is no trigger in Banner that would identify when this occurs.

EPAFs are the most likely solution for handling completion of part time faculty assignments and their eligibility for rehire (if the job change reason solution previous discussed is adopted).  If an EPAF is completed and applied in a timely manner, this would also solve the problem of completing unemployment audits in a more timely and accurate fashion.

The tracking of the 1000 hours worked in a year for PERS eligibility will be a custom report.

An interface will also need to be developed to record the tracking of on-line training.  Depending on the training, the interface will most likely feed either the Certification Information Form (PPACERT) or the Person Skills Form (PPASKIL).

Client Notes

	Enter Banner training notes for this topic here:
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	Client Attendees:
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	HR Director
	Human Resources

	
	Henry Ly
	Computer Project Coordinator
	ETS

	
	Scottie McDaniel
	Senior Payroll Technician
	Business Services/Payroll

	
	Anna Luna
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	Campus Payroll
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	Payroll Technician
	District Payroll
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	Director of Financial Aid
	Financial Aid

	
	Hong Nguyen
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	Notes on Current Process:
	· Payroll Deductions including STRS/PERS:

· Defined benefit including PERS/STRS and cash balance

· PARS – Public Agency Retirement System

· Voluntary deductions:

· Scholarships/ Foundation

· Flower fund 

· Card fund

· Organizational contributions

· Supplemental life

· Computer loans

· 403b

· 457

· Credit Union deductions

· Union dues

· Flexible spending account (FSA)

· Garnishments

· Health benefits (PPO etc.)

· Advance payback

· Extraordinary emergency advance

· Time Entry:

· Liquid Office – Time is entered for administrators, SEIU, some CSEA, confidentials and supervisors.

· OT worked for a different department (same classification but different department) is manual time entry.

· Faculty leave reports are manual

· Student, temporary and positive pay employees are manual as well as some CSEA employees (but they are scanable)

· Manual entry: Sub pay and substitution, additional pay, evaluation, orientation, large class pay, workshop, opening day pay, x time sheets, any and all adjustments to pay, separation pay, non-teaching assignments.

· Pre-printed timesheets are scanable

· There are Reviewers in LO who look to see if the time is right.  They do not have approval capability.

· Leave Accrual and Reporting:

· There is no systematic way when one of the employees decides they are a contractor on the weekend.

· 

	
	

	Employee Concerns / Hindrances:
	· Payroll Deductions including STRS/PERS:

· Timing – there is no self service part of it.  They must understand the payroll cycles – there is a window of time involved.

· Process is paper form based.

· Adjustments for W4/DE4

· For TSA, deductions don’t work correctly

· Time Entry:

· Overtime pay was short and they didn’t get paid correctly.

· Information collected on the 15th to be paid on the last day. 

· Submit manual time sheet but supervisor didn’t approve so pay didn’t occur on time.

· Leave Accrual and Reporting:

· Subs have concerns as they don’t get paid until the leave report from the main instructor has been submitted.

· Employees don’t understand their contracts.  If they use two hours and that is their assignment, payroll will take a day (8 hours).

· FT faculty assignment – if they teach M-T and took M-T as sick time, M-F is taken because that is the week’s pay.

· PAA confusion.



	
	

	Staff Concerns / Hindrances:
	· Payroll Deductions including STRS/PERS:

· Sometimes last minute requests are difficult to accommodate.

· Employees do not read their pay stubs

· TSA – difficult to tell it to take 80% or more.  Even if you tell it to do something it won’t necessarily do it.

· Part time faculty and temporary employee – deductions clash.  There is a different benefits and task for a part time faculty and different for temporary.  One of the jobs get messed up.

· System cannot figure out FICA on one assignment and non-FICA on another assignment.

· Tax treaties (non-resident alien)

· Direct deposit deductions currently don’t allow two checking accounts.

· Deductions – temporary employees, when they work over 1000 hours (regular and OT), then they become “PERS-able”. 1000 in a single fiscal year.

· Temporary employees who turn 65 and over, in the system for many years – the system doesn’t let staff know that person is receiving retirement or Medicare.  Shouldn’t have the FICA deduction.

· When a benefit is set up for a premium charge, when a change is made, there is a new dollar amount.  When it is entered, it makes the deduction but then it makes another deduction (original deduction didn’t get turned off) – there isn’t a check to catch that.

· Time Entry:

· Not being notified when someone is not turning in a time sheet on an active assignment.

· Employee still working but with no assignment.

· Must manually adjust taxes on retro when multiple time sheets are submitted.

· Cannot process two manual checks at the same time.  The system will lump them together.

· Manual intervention required when there is additional payroll process for the same payroll period.

· Manual intervention for employee separations

· Liquid Office – new employee cannot take vacation or personal leave until the 7th month.  In the 7th month they cannot use Liquid Office – must revert to a manual process.  Payroll doesn’t have enough time to validate the employee moving into the 7th month, during the payroll cycle.

· Part time faculty – Processing late payments, sometime there is a manual check.  After generated, if it is posted to the system, payroll will receive another request to submit another request for pay.  Double payment occurs and must be backed out.  Must check hard copies to avoid double payments.

· Staff must manually check for duplicate time entry (department to department – same time same day).

· Out of California taxes

· Any student taking more than 6 units will take FICA taxes.  There is a conflict because the staff cannot current see what’s being taken at another campus.

· Manual adjustments for reporting on STRS/PERS.

· Leave Accrual and Reporting:

· There is no systematic way when one of the employees decides they are an independent contractor on the weekend.  There is a disconnect between payroll and Finance – should the employee be paid out of FI, or Payroll, etc.

· Holiday time can be in conflict when students are officially working off-campus and the holiday schedules are not the same.

· FMLA – reviewing for time used is manual.  There is not way, unless a chunk of time is taken, that the staff can track time taken for FMLA.

· Hours worked and not worked must be reviewed manually using copies of paper time sheets.

· Some classified employees teach part time causing certain manual interventions by staff (personal leave, etc.).

· FT faculty and PT faculty have their own leave balance banked.  There is only one personal leave field on the current system. Must be tracked in Excel.  There are multiple sick leave fields.  This includes classified with overload assignments.  Also during the summer as there is no way to track personal leave in the summer.  There are also issues crossing fiscal years.

· Deductions occur every time they run payroll. Other schools use leave reporting.  FHDA wants to run it through payroll.

	
	

	Improvements:
	· Payroll Deductions including STRS/PERS:

· Allow more than one checking account for direct deposit.

· Time Entry:

· Assignment that is active but didn’t have a time sheet submitted, alert them they need to do one.

· Is there a method to check for student workers

· Track overlapping hours

· Track if the student is working two different departments reporting time the same for each department.

· Develop reports that will produce data to check percentages and anomalies, 

· Eliminate paper time sheets for employees not using Liquid Office.  This would prevent attempts to put time worked on the 31st of September.

· If they do take a deduction, they are notified of the vacation maximum.

· Is there a one click report for giving departments their overtime reports or other payroll information.

· Can positive pay be linked to time clocks?

· Automated notification if a person has not entered a time sheet of it a time sheet is not approved.  Possible Workflow.

· Leave Accrual and Reporting:

· Is there a way in Banner to check employee if an employee is submitted twice for the same period?  Is there a pop-up?

· Is there a way to help instructors understand their contract?

	
	

	Interfaces:
	· Liquid Office – two way from office to time sheet and back.

· FA student worker info into HR as well as part time and overload for FT faculty.

· PERS/STRS – one way

· STRS cash balance

· PARS – 

· 403b - files to Fidelity/AIG/TDS – transfer of three different files with different data in each file

· B of A (currently Bank of the West)

· Files for garnishments (one way)

· State disbursement (child support)

	
	

	Stand-alone databases:
	· Excel – Track data, personal leaves/extended sick leave for faculty, maximum limit contribution, orientation, opening day, office hours, STRS/PERS reconciliation, workshops, acceptance of teaching assignments, direct deposit worksheet, salary worksheets, online password for hourly employees, track work-study community service earnings, large class pay (concurrent sections), salary surveys from different state organizations

· Notes

· Procedure manuals

	
	

	Potential Policy Changes:
	· None indicated


Future State Model

[image: image13.wmf]Page 

5

 of 

5

Foothill

-

De Anza CCD 

–

 Hiring Employees

Effective

: 

October 

2008

Future State Process Flow

P

a

y

r

o

l

l

 

S

e

r

v

i

c

e

s

H

u

m

a

n

 

R

e

s

o

u

r

c

e

s

A

p

p

r

o

v

e

r

H

i

r

i

n

g

 

D

e

p

t

.

/

C

o

m

m

i

t

t

e

e

N

e

w

 

H

i

r

e

From

p

. 

4

#

42

45

Employee picks 

up keys at 

Facilities and 

signs for keys

43

Enters direct 

deposit data

Process Ends

46

See 

Collecting 

Time

44

Meets w

/

Employee

, 

sends 

for keys

47

See 

Processing 

Payroll

GXADIRD


Description of tasks and decisions associated with the process

(Note: The task numbers are labels which key to the task boxes in the process model. They do not necessarily denote the exact sequence of the tasks.)

1. Extracts data from Liquid Office (LO)

Payroll extracts data from Liquid Office (LO).  Note: the interface between Banner and Liquid Office is to be developed.

2. Sends reminder notification or posts reminder on website

Payroll Services sends reminder notification or posts the reminder notification on the website.

3. Prepares to enter time for pay period

Employee prepares to enter time for the designated pay period.

4. Time entered via WTE or LO?

Employee determines whether to enter time via WTE (Banner Web Time Entry) or Liquid Office.  If NO (manual) go to #5; if YES (electronic), go to #7.

5. Completes manual timesheet

If employee determines she/he cannot enter time electronically (#4 NO), completes a manual timesheet.

6. Approve manual sheets?

Department determines if they can approve the manual time sheets.  If NO, return to #3; if YES, go to #10. 

7. Reviews timesheets in Banner

If employee enters their time electronically (#4 YES), Department reviews timesheets in Banner Self Service.

8. Approves time in Banner or Liquid Office

Department approves time in Banner or Liquid Office.

9. All approved?

Department determines if all time is approved. If NO, return to #7; if YES, go to #11.

10. Preps paper timesheets for data entry

If the department determines they can approve manual time sheets (#5 YES), preps them for data entry.

11. Starts payroll

Payroll Services starts the payroll process using Banner forms PDPLIFE and PHPTIME.  

· PDPLIFE – The Life Insurance Calculation Process performs life insurance calculations and updates PDADEDN as required.  This process must be run before payroll is extracted.

· PHPTIME – Time extraction process. Reads the database and creates time documents for employees who are to be paid for a specified payroll ID code and payroll number. These time documents appear on PHAHOUR, where an employee’s pay period hours can be added or changed. Time documents are created with a disposition of 05 (Awaiting Re-Extract), 10 (Awaiting Hours Entry), or 20 (Awaiting Proof).

12. Downloads LO timesheets & pulls WTE into payroll

Payroll Services downloads Liquid Office timesheets and pulls Web Time Entry into payroll using Banner form PHPMTIM.  PHPMTIM – The Mass Time Entry process performs mass time entry validation and edits for time entered via third party software and/or web time entry.

NOTE: Interface from Liquid Office yet to be designed.
13. Enters time for any additional employees

Payroll Services enters time for any additional employees using Banner form PHAHOUR.  PHAHOUR – The Online Time Entry Form enables you to enter an employee's hours for a specified pay period by day, week, payroll, or FLSA period. The earnings entry mode is determined by the value entered at the Payroll Time Entry Breakdown field of the Employee Class Rule Form (PTRECLS) for the employee class associated with this payroll. The Main window collects job and earnings history data. If Banner Finance is installed, it enables you to charge a percentage of the employee's earnings by FOAPAL on a one-time basis.
14. Verifies & balances time

Payroll Services verifies and balances time using Banner form PHRHOUR.  PHRHOUR – Is the Report of Hours and reports total employee hours for a particular payroll ID and prints a listing of default or entered hours for the employees being paid in the payroll.
15. See Processing Payroll

Payroll ends.

Recommended Practices

Payroll Deductions including STRS/PERS:

As with Voluntary Benefits (discussed in Section 1), rules are established for each benefit/deduction on the Benefits and Deductions Rule Form (PTRBDCA) and assigned to the appropriate benefit category on the Benefit Category Rule Form (PTRBCAT).  Once these steps have been completed the appropriate benefits/deductions can be assigned to individual employees based on the enrollment forms they complete.  This data is recorded on the Employee Benefit or Deduction Set Up Form (PDABDSU – used for quick first time set up of one or more benefits/deductions) and/or the Employee Benefit or Deduction Form (PDADEDN – used for maintenance of all deductions and/or first time set up of individual benefits/deductions).  All benefits/deductions appear on the Deduction Register Report (PHRDREG) for reconciliation with the vendor and generating payment authorizations.  

When the benefits and deductions are set up on PTRBDCA, a wide variety of rules are established for each deduction.  A sampling includes rules that govern:

· the pre-tax or post-tax status of the deduction

· the priority in which it is to be taken from the employee’s paycheck

· the calculation method to be used when processing the benefit/deduction

· the applicability to W2 or 1099-R reporting

· tax rules that apply for that benefit/deduction

· how arrearages are to be handled

· whether the benefit/deduction applies to overload jobs

· which plans an employee can choose from within the benefit/deduction, if applicable

· the premiums for each plan, if plans are used

· which deductions may not be chosen if a specific deduction is chosen (referred to as precluded deductions – example:  if you take this medical plan you can not take any other available medical plan)

· which earning codes should be included in the applicable gross for the benefit/deduction

· the labor distribution overrides to be used for employee liability, employer liability, and employer expense portions of the benefit/deduction and much more.

All benefits/deductions discussed during the BPA (including tax treaties for non-resident aliens and state tax deductions for states other than California) should be easily accommodated within this structure.  The only significant difference is that credit union contributions that are currently set up as deductions will likely move to the Direct Deposit Recipient Form (GXADIRD). This form allows for a virtually unlimited number of splits for an employees pay check.

As all benefit/deduction records are effective dated, all plan premium changes are effective dated, and there is an ability to preclude specific deductions, there should no longer be an issue with one deduction not getting turned off when another is activated.  

Depending on the priority given to the TSA deduction(s), there will probably continue to be an issue with employee’s requesting that a large percentage of their net pay be withheld for this deduction.

Employee Self Service could be utilized to publish information about how and when changes can be made to benefits/deductions.  Items such as the ability to complete the W-4 Federal Tax Withholding Form, Direct Deposit information, and benefit/deduction elections and beneficiary data collection are already built into Employee Self Service (benefit/deduction elections are driven by the rules established on the Benefit or Deduction Grouping Rule Form [PTRBDPG]).  Changes made via the web can be identified by use of the Audit Trail Report (PORAUDT).  This report prints information from the history tables. An audit trail entry is created each time one of the following types of employee records is changed on the Web or during regular Banner operations:

· Address/Telephone record

· Benefit/Deduction record

· Dependent/Beneficiary record

· Beneficiary Coverage record

A separate report is printed for each type of change. Using the report parameters, you can determine the types of reports to be printed, the period to be covered, and the employees whose data is to be included in the reports.
Late paperwork or last-minute requests can be handled a couple of ways.  Either through the use of the add/replace functions of PDADEDN (this functionality allows for one time changes to be made to a deduction) or the Adjustment Processing Form (PHAADJT – see additional information below).

As previously discussed, specific benefits/deductions can be excluded (i.e. FICA) for specific job assignments on the NBAJOBS form.  

As previously mentioned, the tracking of the 1000 hours worked in a year for PERS eligibility will be a custom report as will the tracking employees reaching their 65th birthday and requiring changes to their FICA deduction.

Once the Student module is live, it will be possible to use Banner to identify student workers who either need to have their FICA deductions activated because they are not taking enough credits to exempt them from this tax, or exempt them if they do meet the credit hour requirements.  These changes can be made by the system on a frequency determined by the institution.  It should be noted that this functionality should work well for students who meet their credit hour requirements within the FHDA district.  If credit is granted to students taking additional credits through other institutions, manual intervention will be required.

Several interfaces will need to be developed to accommodate sending benefit/deduction data (such as retirement, garnishments and child support payments) to vendors and/or governmental agencies. 

Time Entry:

Time entry will be accomplished through a variety of methods at FHDA.  First, they intend to maintain their use of Liquid Office for certain groups of employees.  This will require the development of a two-way interface with Banner that will extract data needed to generate the timesheets and provide leave balances in Liquid Office and upload the data back to Banner for payroll processing.  Several employee groups, i.e., students and temporary employees, will likely transition from the scan-able timesheets to Web Time Entry.  If all such employees are not transitioned to Web Time Entry, a two-way interface will be needed to extract data for pre-printed timesheets that are scan-able and upload the data back to Banner for payroll processing.  Some time will default from NBAJOBS default earnings or work schedules (see the glossary for a description of NTRWKSH) or from the Employee Holidays Rule Form (PTREHOL). This form enables you to tell the system when to default holiday pay into the payroll. Holiday rules are established by employee class. And, finally, some information will need to be manually entered in the On-Line Time Entry Form (PHAHOUR) during the payroll process.  

Manual time entry for overtime worked in a different department will likely continue unless employee is using Web Time Entry and the ability to change the labor distribution is granted to the employee and/or the approving supervisor.  It should be noted that labor distributions changed during the payroll process are applicable for that pay period only.  If a long-term change is needed, the NBAJOBS record should be updated to correct the default labor distribution.

Like Liquid Office, the approval queue for Web Time Entry will allow for inclusion of reviewers who do not have approval authority.

The Adjustment Processing Form (PHAADJT) enables you to complete manual checks and payroll adjustments, including adjustments (such as additional regular or overtime pay that got missed during the payroll process), voids, and expense redistributions (although the Labor Redistribution Form [PHAREDS] is a better form for this process). You can also use this form to duplicate or reissue pay events (such as reissue a direct deposit portion of a payroll transaction comprised of a reconciled check or reissue the check, any portion of a direct deposit or the entire payroll transaction) and to adjust split time sheets. For some adjustment types, you have the option of processing adjustments using manual or computer-calculated values and manual or computer-printed checks.  Any number of checks can be generated for a single employee for any given pay period.  A comment screen allows for documentation of the circumstances of the adjustment.

Any pay check generated for an employee either through the normal payroll process or through payroll adjustments is listed on the Pay Event List Form (PHILIST).  This form provides a record of all payroll transactions and adjustments for a specified employee.  Transactions are displayed in chronological order, with the most recent transactions appearing first.

As previously indicated, the Payroll Calendar Rule Form (PTRCALN) has fields for including additional information on a check stub (such as the exception reporting dates when they do not correspond with the pay period dates).  However, until the PayBase interface is developed it is unclear whether this feature will be able to be utilized.

During the payroll processing there will be several opportunities to view records for which timesheets have not been received and default earnings do not exist (see Section 6 for additional information).  There is also the capability to assign “superuser” status to select employees to determine if Web Time Entry timesheets remain in either a “not started” status (indicating that neither the employee or supervisor have completed a timesheet or remain pending approval (indicating that a necessary approver has not yet approved a submitted timesheet.  A policy will need to be developed for handling of either of these circumstances and what authority the “superuser” will have with regard to moving time through the system.  

Web Time Entry and the download to Liquid Office should also catch any employees who are still working but do not have an active job assignment.  However, this will only be caught if the employee attempts to enter time in either system and does not have a timesheet.

FHDA staff indicates that substitute faculty does not get paid until the “regular” instructor has turned in their leave report.  If, the substitute is assigned the same position number as the “regular” instructor, it should be possible to develop a custom report to identify when a leave report is required.

A possible method of addressing some of the payroll questions that arise from employees not understanding either their paycheck or FHDA pay practices may be able to be mitigated by a “Frequently Asked Questions” (FAQ) document attached to the Earnings History and/or Paycheck History screens in Employee Self Service.  It is also possible to add specific contract language through the Faculty Load and Compensation module that could give faculty additional information about their payroll processing.

While I’d like to say I have a solution for employees who do not read their pay stubs, this issue has yet to be resolved by any institution (to my knowledge).  The best way to mitigate this issue is to educate the employees on the use of Employee Self Service so they can view their pay stubs online 24x7.

Whether to manually adjust taxes on retro when multiple timesheets are submitted in one pay period is an institutional decision.  If the decision is made to do so, the Add/Replace capabilities in the PDADEDN record should easily accommodate the payroll change, but it will require manual adjustment.

Typically, processing additional payroll in the same process or adjustments to final pay checks for separated employees should be easily accommodated in the normal payroll process.  

Recording exception time in PHAHOUR can include specific date and reason information (such as FMLA, worker’s compensation, etc.) depending on the set up of the eligible earning codes in the Employee Class Form (PTRECLS).  The information is recorded the Attendance Validation Form (PHCATND) which is linked to PHAHOUR and matches the total hours entered on PHAHOUR with the hours entered on PHCATND.

Validation of data entry for payroll can be done using a variety of reports.  The Report of Hours (PHRHOUR) reports total employee hours for a particular payroll ID. Prints a listing of default or entered hours for the employees being paid in the payroll.  This information can also be reviewed along with gross and net pay on the Payroll Register (PHRPREG).

Custom reports will need to be developed to track overlapping hours, employees reporting the same time in different job assignments, comparative reports to check for anomalies in the payroll process (i.e. checks over or under the previous payroll by a certain percentage, etc.) and generating specific payroll reports (such as overtime) to departments.

Leave Accrual and Reporting:

There are a couple of possibilities for allowing Finance the ability to determine whether someone submitting a contractor reimbursement request prior to paying the individual.  The most accurate would be to give select individuals in the Finance department query access to view the Employee Form (PEAEMPL) where they could see 1) if the person is (or was) an employee, and 2) if they are still an active employee.  No salary data or personal identifying information is contained in this form, so granting this access is typically not an issue for most institutions.  Another alternative is viewing the System Identification Form (GUASYST).  This form provides a quick overview of information about an ID as it exists in the Banner database, enabling you to see, for example, certain correlations of an individual's activity. However, the information displayed here is not distinguishable by date, term, or other time frame. The form is simply a quick-reference to systems where further information about an ID may be stored.

The interface to download data to Liquid Office should take into consideration banked hours for employees transitioning from not yet eligible to take the leave they have accrued to having that leave bank available.

See the previous discussion in Section 4 regarding tracking leave by job to address the issues of differing leave rules and multiple leaves.

To verify whether an employee has already reported leave for a given period, the Employee Attendance Inquiry Form (PHIATND) displays consolidated daily time and attendance data for a specified employee based on data entered either through Web Time Entry or PHCATND.

See Section 4 for addition discussion of this topic.

Client Notes

	Enter Banner training notes for this topic here:



	Process Name:
	6.  Processing Payroll

	
	

	Interview Date:
	October 23, 2008

	
	

	Institution:
	Foothill-De Anza Community College District

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Irma Rodarte
	Senior Programmer/Analyst
	ETS

	
	Kim Chief Elk
	HR Director
	Human Resources

	
	Henry Ly
	Computer Project Coordinator
	ETS

	
	Ly Luu
	Payroll Technician
	Payroll

	
	Rhoda Wang
	Assistant Controller
	Payroll

	
	Beijing Li
	Payroll Technician
	Payroll

	
	Scottie McDaniel
	Senior Payroll Technician
	Payroll

	
	Hong Nguyen
	Payroll Technician
	District Payroll

	
	

	Notes on Current Process:
	· Calculating Pay:

· Two rates: base rate and leave time rate.  

· Base pay separate from anything other than base pay.

· Leave time includes base pay plus any other “goodies”.

· OT rate can be time and a half or double the leave time rate.

· Using 174 hours per month average for classified and administrators.

· Using 140/mo. for 10 month faculty pay.

· Using 141.81/mo for 11 month faculty pay.

· Using 143.33/mo for 12 month faculty pay.

· F1 student/resident is only 20 hours/wk.  May work 40 hours during breaks and summer.

· Work study or non w-s resident is 25 hours/wk.  .  May work 40 hours during breaks and summer.

· Work study is not allowed OT.

· Holiday pay is for contracted employees but not students, shift differential, faculty or temporary employees.

· Fall quarter pay starts on the first day of class.  Other quarters follow the calendar.

· Part time faculty:  Issue advance pay on the 2nd week of October and then take it back in a payroll check at the end of the month.  The advance check is issued through AP (then recovered via payroll).

· HR has a certain way to calculate extended sick leave pay (certain formula).  Faculty only.

· System can calculate lower than 80%. Above is manual.

· HR recalcs leave balances after pay.

· Leave adjustments are manually calculated and reported to the employee via their pay stubs.

· Payroll Processing:

· Processed twice a month.  Middle of the month is temporary and student employees.  All others are at the end of the month.  Adjustments are worked weekly.  Pay occurs on the 15th and the end of the month.

· If paid on the 15th, this covers the previous month 1st to the end of the month.  

· If paid at the end of the month it covers that month.  But the time report is for the 15th through the 14th. (Paying 15 days ahead of the reporting.)

· FT faculty is beginning of the month, end of the month – default earnings. Fall is the exception for PT faculty.

· Payroll cycle is two weeks long (to account for missing time cards).

· 4 trials for mid-month 

· 5 trials for end of the month

· Direct deposits must be to the bank 3 days before the pay date.

· Warrants must be mailed to the employee 3 days before the pay date.

· Payroll on the 15th = 1200 employees

· Payroll at the end of the month = 2200+.

· After payroll runs all wire transfers are sent.

· Benefit reconciliation to vendors performed by payroll.

· Prior to payroll processing staff receives a payroll summary from IT for review for verification.

· Currently may run a small trial on an individual or small group of people.

· Tax Reporting:

· Lots of reporting for state, unemployment, federal and out-of-state taxes etc.

· Quarterly reports to the state for those who are exempt or have 10 or more exemptions.

· Every year (February) exemptions are reviewed manually, then create and send a letter, then make adjustments.

· Big penalty for being late.

· Flat file is sent to a 3rd party for W2s (print and mail).  

· 941s are done in-house.



	
	

	Employee Concerns / Hindrances:
	· Calculating Pay:

· None indicated.

· Payroll Processing:

· Differences between the pay period and the reporting period.

· Don’t understand their paychecks.

· Tax Reporting:

· W2s – when issued not everyone gets them right away.  Disk to print doesn’t come for another two or three weeks.

· 3rd party printing for W2s can cause them to arrive at the very end of the month.

	
	

	Staff Concerns / Hindrances:
	· Calculating Pay:

· Apprenticeship instructors are considered part time faculty but work off campus during the semester and are handled differently.

· Retro pay, back pay are hand calculated, if it goes back past the current pay cycle.

· Any full time faculty who has a broken assignment the pay must be calculated manually, then compared to the system and possibly paid manually.

· For PT faculty assignments are short and cause manual work when entering leave from a previous time period.

· FT faculty leave – if someone starts an extended leave mid-month, system will accrue normal sick leave 8 hours per month for the following months.  HR needs to manually add 8 hours.  Doesn’t prorate the amount of leave.

· Payroll Processing:

· Penalties for late payments (fed and state)

· Late time sheets

· Late deduction requests

· Late W4

· Late paperwork from other campus areas.

· Cycle time

· Students look for their pay then staff finds out there’s no time sheet much less an assignment.

· Information is missing on the request.

· Tax Reporting:

· Late W2s

· Late disk (but will be improved).

· Recalculation of tax reporting (correct W2Cs).  They are manual.

· 941Cs are manual

· 3rd party unemployment taxes are received very late, causing payroll to estimate.  Then the next quarter adjustments must be made.

· PERS reporting 

· 

	
	

	Improvements/Functionality to Retain:
	· Calculating Pay:

· Have the system do everything.

· Limited manual calculations.

· Payroll Processing:

· Ability to track 1000 hours (tracking – payroll)

· Ability to see prior system history

· Have pay periods clearly defined on the pay checks to eliminate employee confusion.

· Improve the cycle time and its efficiency.

· Ability to upload/download Excel worksheets to eliminate duplicate data entry.  Or eliminate the Excel spreadsheet.

· Eliminate manual data entry for taxed portion of domestic partner benefits.

· Tax Reporting:

· Explore the possibility for electronic W2s.

· Eliminate manual program changes when new laws are passed.

	
	

	Interfaces:
	· W2s are submitted online to Social Security

· TSAs deductions sent to institutions

· PERS files uploaded via the PERS website

· CB and DB buy back through SEW (STRS website)

· Jan 2009 STRS DB will be uploaded the SEW (FTP).

· Direct deposit through bank

· Flat file for printing W2s

· State disbursement unit – upload on their website for child support.

· FTP the STRS/PERS file to the county office of education.

· FTP file to PARS

· Interface from Banner to Paybase Software by Bottom Line Technology.

	
	

	Stand-alone databases:
	· Excel:  Open Enrollment (loading benefits into the system – by IT), part time faculty office hours, reconciliation for PARS STRS, PERS, et. al.

	
	

	Potential Policy Changes:
	· None indicated


Future State Model
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Description of tasks and decisions associated with the process

(Note: The task numbers are labels which key to the task boxes in the process model. They do not necessarily denote the exact sequence of the tasks.)

1. See Collecting Time

2. Sweeps time into payroll

Payroll Services sweeps time into payroll using Banner form PHPTIME.  PHPTIME is the time extraction process. It reads the database and creates time documents for employees who are to be paid for a specified payroll ID code and payroll number. These time documents appear on PHAHOUR, where an employee’s pay period hours can be added or changed. Time documents are created with a disposition of 05 (Awaiting Re-Extract), 10 (Awaiting Hours Entry), or 20 (Awaiting Proof).
3. Runs all payroll process for calc, leaves, etc.

Payroll Services runs all payroll processes for calc, leaves, etc., using Banner forms PHPPROF, PHPLEAV and PHPCALC.  

· PHPPROF – The Pay Period Proof Batch Module selects employees in the payroll with a disposition of 20 (Awaiting Proof) and validates their entered or defaulted hours.  It updates time records to a disposition of either 15 (Awaiting Error Correction) or 30 (Awaiting Leave Calculation). Performs miscellaneous validation checks.

· PHPLEAV – The Leave Accrual/Taken Process maintains the leave usage and accrual of each leave code for each employee.  It updates time records to a disposition of 40 (Awaiting Payroll Calculation)
· PHPCALC – Calculates payroll net from gross. Selects employees in the payroll with a disposition of 30 (Awaiting Payroll Calculation) and calculates their earnings and deductions. Calls the Tax module to calculate federal, state, and local taxes. It updates time records to a disposition of either 15 (Awaiting Error Correction) or 40 (Awaiting Document).

4. Runs process to create checks & direct deposits

Payroll Services runs the process to create checks and direct deposits using Banner forms PHPDOCM and PHPCHKL.

· PHPDOCM – The Calculate Check/Direct Deposit Amounts  process calculates check and Direct Deposit amounts. Selects employees in the payroll with a disposition of 40 (Awaiting Document) and calculates their check or Direct Deposit amounts. It updates time records to a disposition of 42 (Awaiting Check/Direct Deposit Process).

· PHPCHKL – It updates check numbers and generates checks and Direct Deposit notices. Selects employees in the payroll with a disposition of 42 (Awaiting Check Process) and prints their paychecks or Direct Deposit notices in a combined size of 8 1/2" x 11" . This process is run twice – once to create the checks, once for the direct deposits.  The disposition will change to either 43 or 44 depending on whether checks or direct deposits are run first.  Once the process has been run twice it updates time records to a disposition of 50 (Awaiting Update).
5. Creates & sends direct deposit file to bank

Payroll Services creates and sends the direct deposit file to the bank using Banner form PHPDIRD.  PHPDIRD creates direct deposit electronic file to send to clearing house bank.
6. It updates employee records

Payroll Services updates employee records using Banner form PHPUPDT.  PHPUPDT is the Pay Period Update Batch Module which updates permanent pay history records. Selects employees with a disposition of 50 (Awaiting Update) and updates their year-to-date amounts and leave-taken balances. It updates employees to a disposition of 60 (Awaiting Finance Extract).
7. Runs feed to Finance process

Payroll Services runs the feed to finance process using Banner forms PHPFEXP and NHPFIN2.

· PHPFEXP – The Expenditure Finance Extract process extracts payroll data for interface to the Finance System and updates the expended amounts on Position Form (NBAPOSN).
· NHPFIN2 – The Finance Interface Report passes NHPFIN1 and PHPFEXP transactions to the Finance System. Provides an optional report detailing the data extracted and passed to Finance.
8. Runs final payroll reports

Payroll Services runs the final payroll reports using Banner forms PHRPREG, PHPDREG, PXRTDEP, PHRCISS and PHRDIRD. 

· PHRPREG – The Payroll Register details the gross pay, benefits and deductions (including taxes) and net pay for each employee and the totals for the entire payroll.

· PHRDREG – The Deduction Register Report lists all deductions for a specified payroll

· PXRTDEP – The Tax Depository report lists a site's tax liabilities. Provides data for use in determining tax liability to be reported on the Form 8109 (Federal Tax Deposit Coupon) for the tax liability period. Lists all employee tax deductions, employer liability, subject and non-subject income, and total income. Supports Form 941 reconciliation, including the 941 Schedule A breakdown of tax liability. You can also use this data in reconciling the quarterly Form 941 by comparing the actual deposits made throughout the reporting quarter to the information generated by the current Form 941 Detail Report (PXRP941).

· PHRCISS – The Check Issue Report lists issued checks for the specified payroll

· PHRDIRD – The Direct Deposit Distribution Report lists direct deposits issued for the specified payroll.
9. Sweeps feeds into Finance

Finance sweeps payroll feeds into Finance. Tasks 9 and 10 pertain to Banner forms FBRFEED, FURFEED, FGRTRNI, FGRTRNR and FCGACTG.

· FBRFEED – Selects payroll transactions from GURFEED.  

· FURFEED – This process produces hard copy output of the Finance Feed Sweep Process. FURFEED gathers financial transaction information from the General System's Finance Transaction Input Table (GURFEED) and inserts it into the Finance System's Transaction Input Table (FGBTRNI).

· FGBTRNI – Edits the documents (journal vouchers) and inserts the approved documents into the Approved Documents Table (FOBAPPD).

· FGRTRNR – Produces an error report that displays the system edits of suspended documents from the FGRTRNI process.

· FGRACTG – Selects approved documents from the FGRTRNI process and posts the transactions to the ledgers in the Finance System.

10. Accepts payroll transactions to ledgers

Finance accepts payroll transactions to ledgers.  Process ends.
Recommended Practices

Calculating Pay:

As defined in Section 4, most pay calculations are driven by the salary table information as assigned on NBAJOBS, earnings codes as defined on PTREARN and premium pay rules as established on PTRPPAY.  Default earnings may or may not be established for an individual depending on their job assignment(s).  Default hours (or lack thereof) and eligible earning codes are established by Employee Class on PTRECLS.   Certain employee classes may not be eligible for certain types of earnings such as holiday pay, bereavement leave, etc. Consequently, these earning codes would not be allowed as eligible earnings for that employee class.

In addition to the information already provided about earning codes, the rules on PTREARN also include the ability define what rate is used to pay that particular earning (the job regular rate, a special rate that is assigned on default earnings in NBAJOBS or during data entry for payroll), or a flat rate that defaults from the earning code itself.  Additionally, a multiplier can be can be assigned to any of these rates to account for specific circumstances (such as overtime at time and a half or double time or sabbatical at 75% of the regular rate).  Along with the other rules established for earning codes, these options allow for accommodating virtually any necessary pay calculation.  If for some reason there is a calculation that simply cannot be done by the system due to its complexity (extended sick leave may end up in this category), the special rate option allows for manual entry of the appropriate rate.  Earnings can also be assigned to calculate based on hours or units and a determination can be made as to whether or not the budget for the position is expended by each individual earn code.  It should be noted, that if an employee changes pay rates on any job assignment during the middle of a pay period, multiple payroll processing records will be created in PHAHOUR that allow for each individual rate to have hours recorded as appropriate.  If the employee hours default, they will be prorated accordingly.

As previously indicated, custom reports will need to be developed to track overlapping hours, employees reporting the same time in different job assignments, comparative reports to check for anomalies in the payroll process, i.e., checks over or under the previous payroll by a certain percentage, employee’s within certain employee classes exceeding hour limits for a pay period, etc., and generating specific payroll reports (such as overtime) to departments.

Currently, select faculty members receive an advance paycheck in mid-October.  This payment is issued through accounts payable and recovered through payroll.  This process may actually be easier to accomplish entirely through payroll in Banner.  If the advance is paid out through payroll, the PEAPADV record will be automatically created for recovery on the subsequent pay check.  If advances continue to be issued from Accounts Payable, this entry will need to be manually created and opens up the possibility of data entry errors.

Most leave adjustments will take place using earning codes during the payroll processing.  However, should it be necessary to make a manual adjustment to a leave balance outside the payroll process, this can be done using the Employee Leave Balances Form (PEALEAV).

All the staff concerns identified for pay calculations have had ramifications in other areas of the BPA and have been previously addressed in other sections of this report, so they have not been reiterated in this one.

With the proper setup in PTRBDCA, it should be possible to automatically record the taxable portion of domestic partner benefits, thus eliminating the current manual process.

Payroll Processing:

Payroll processing will be done based on the calendar established for each of the two payrolls in PTRCALN.  Payroll processing is a very structure series of processes that are govern each payroll record through the use of disposition codes.  The disposition code is assigned to each payroll record and will change as that record moves through the process.  Thus it is possible to determine where every record is in the payroll process at any given time.  Up to disposition 40, any payroll record can be modified and recalculated as often as necessary. After disposition 40, the payroll record must be taken to disposition 60 before it can be voided and corrected.  At disposition 60, the record is complete for purposes of the HR/Payroll module.  Additional disposition codes up to 70 (complete) indicate where the payroll is in relation to feeding the data to the Finance module. The payroll processing model and narrative included in this section give a detailed list of each step of the payroll process. 

After payroll processing is complete, a variety of reports are typically run to document the payroll (PHRPREG), reconcile vendor bills and generate payments of benefits/deductions (PHRDREG), and facilitate timely filing of tax withholdings (PXRTDEP).  Banner also has processes to accommodate the reporting of payroll salary information to the various California retirement systems.

Also after payroll is complete, a large variety of payroll history inquiry forms are updated and available for online viewing on demand.  These forms will be reviewed in detail during the payroll training session.

Employee concerns about differences between the pay period and the reporting period and lack of understanding of paychecks have been covered in previous sections of this report as have staff concerns about late benefit/deduction paperwork and missing timesheets.

At this time there is no recommendation to change the cycle time for payroll processing, but it may be possible to reduce this time once all Banner functionality and interfaces are in place and functioning as desired.

Banner currently supports the electronic transfer of data to the federal government for W-2 reporting, California retirement system reports for STRS and PERS, California MIS reporting, and direct deposit files.

Electronic transfer files will need to be developed for reporting to the state disbursement unit, PARS, STRS/PERS reporting to the county Office of Education (if different than the file generated for the state) and to feed payroll check data to PayBase for printing pay checks.

Tax Reporting:

The Tax Reporting Rule Form (PXAREPT) enables an institution to define and maintain rules for the data supplied in tax reports (for example, 941, W-2, T4, 1099-R). It identifies the boxes associated with the report and the benefit or deduction codes associated with specified boxes. You can also associate earnings codes with a tax form box. A box can contain only deduction codes, only earning codes, both, or neither.  This will not necessarily support all government reports (example: reporting employees claiming 10 or more exemptions) so some custom reporting may need to be developed.

Currently, FHDA uses a third party to print their W-2s from a flat file.  If this file is different than the file generated by Banner for reporting W-2 information to the federal government, an interface may need to be developed to extract this data for processing by the third party.

One way to mitigate the time lag created by sending this data to a third party and possibly eliminate the need to outsource this process at all is to take advantage of Banner’s capability to issue W-2s electronically.  If this is to be allowed, employee’s can log on to Employee Self Service and authorize the electronic receipt of their W-2.  If this is done, the Employee Form (PEAEMPL) is immediately updated to indicate that this election has been made.  Once W-2s are complete, they are immediately available to the employee to download and begin their tax return.  In addition, W-2Cs can be generated through Banner, if necessary.  However, payroll reconciliation processes will be outlined during payroll training that should drastically mitigate the need for W-2Cs to be required.

Late reporting by third parties, i.e., unemployment taxes, will not be mitigated by the implementation of Banner and may still require estimation and adjustments on subsequent quarters.  

It should be noted that SGHE supports the tables that supply data for calculating all state and federal taxes and annually updates this data for the coming year as well as any mid-year updates as required.  SGHE does not support the local or city taxes due to the volume and variety of these taxes.  However, the system allows the capability to update the tax calculation forms and tables as needed to accommodate these deductions.

Client Notes:

	Enter Banner training notes for this topic here:




7.  Workflow Opportunities
	Administering Benefits:

1. The ability to communicate pay, leave, and claim information in a timely manner with employees may be aided by the use of Workflow.  Setting up various notices that would be sent to employees via email based on status changes within the Banner system are some of the possibilities.

2. Advance COBRA eligibility notification could be established by setting up a Workflow trigger when specific dates are approaching.

Hiring

1. Explore Workflow for extracting purchase requisition information, routing it to approvers and tracking where it is in the process.

2. Explore Workflow to notify new hires they must access Luminis to complete additional data entry.

3. Once information is entered, there should be a check and balance – something in email that tells them to turn in additional information

4. Want the EPAFs from PeopleAdmin to establish the new hire’s log in and send it to them electronically so they can log into Banner.

5. Explore the possibility of Banner Workflow to handle and manage many of the approvals and notifications to new hires and employees

6. Possible use of Workflow to trigger a script to populate evaluation dates as new hire EPAFs are applied to the system.

7. Would like Workflow to trigger an automatic Board submittal for new hires requiring Board approval.

8. Desire a Workflow to notify appropriate responsible budget staff when specific labor distributions are identified for a position, i.e., Measure C, Measure E and/or grant accounts.

9. Notifications to applicants and/or new hire when documents are missing from their application or new hire paperwork.

Managing Compensation

1.  Possible trigger to notify appropriate staff when a faculty member is under-loaded.

Personnel Transactions

1. Automate:  For faculty and classified evaluations: process to issue the evaluations and a screen used to update information for next advancement/review date.

2. Entering a termination record triggers either: a) an email notification to the employee of the items which must be returned to the HR department on their last day; b) an email to all appropriate departments that employee will be terminating and they need to notify HR what needs to be returned; c) a checklist for the employee to take to various campus departments; or, d) a combination of the above.

3. Notification to employee when they are approaching the cap on a select leave balance.

4. Possible trigger to identify active employee’s who have not received a paycheck for a specified period of time so they can be evaluated for possible termination within Banner.

5. Trigger to identify temporary employees at or near their limit of days.

Processing Time and Deductions

1. Vacation maximum – approaching and/or exceeded isn’t obvious on the pay stubs.

2. Automated notification if a person has not entered a time sheet or if a time sheet is not approved

3. Notification to a “regular” instructor that their leave report is needed before a substitute can receive their pay.

4. Automatic notification when an employee is approaching their 65th birthday for modification of their FICA deduction.

5. Alert employees who have not yet started timesheets in Web Time Entry.

6. Alert approvers of upcoming deadlines for timesheet approval in Web Time Entry.

7. Alert approvers of unapproved timesheets in Web Time Entry.

Processing Payroll

1. Notification to an employee if a manual adjustment is made to PEALEAV outside the payroll process.

2. Annual process to notify employees claiming exempt federal withholding status that a new W-4 is required for the current year.

3. Annual notification to employees to verify and update their W-2 mailing address if they are not receiving their W-2 electronically.




Client Notes

	Enter Banner training notes for this topic here:




8.  Glossary of Banner Form Names for this Document
	FBRFEED – Selects budget transactions from GURFEED (with a system ID of POSNBUD) and creates and/or updates records to insert into the Budget Development area of Finance. The program actually creates/updates FBBBLIN records, which is the Budgeted Line Item Table in Finance. This table contains annualized amounts. It will also update only the Finance-distributed budget table FBRDIST. This process is also used to feed payroll transactions from GURFEED to Finance

	FGBTRNI – Edits the documents (journal vouchers) and inserts the approved documents into the Approved Documents Table (FOBAPPD).

	FGRACTG – Selects approved documents from the FGRTRNI process and posts the transactions to the ledgers in the Finance System.

	FGRTRNR – Produces an error report that displays the system edits of suspended documents from the FGRTRNI process.

	FURFEED – This process produces hard copy output of the Finance Feed Sweep Process. FURFEED gathers financial transaction information from the General System's Finance Transaction Input Table (GURFEED) and inserts it into the Finance System's Transaction Input Table (FGBTRNI).

	GUASYST – The System Identification Form provides a quick overview of information about an ID as it exists in the Banner database, enabling you to see, for example, certain correlations of an individual's activity. However, the information displayed here is not distinguishable by date, term, or other time frame. The form is simply a quick-reference to systems where further information about an ID may be stored.

	GXADIRD – Use the Direct Deposit Recipient Form to identify the recipients that receive payments via direct deposit. This form specifies the bank and bank account where the recipient has requested that money be deposited. This information is sent to the clearing house in the direct deposit file.

	NBAJOBS – The Employee Jobs Form maintains information on a job as defined for a specified employee, including position, job description, start and end dates, status, hours, and salary information. It supports mass salary-step increases, allows for deferred salary payments, and enables you to specify a future effective date for salary changes. It also maintains the dollar amounts and labor distribution account numbers used for encumbering and expending.

	NBAPBUD – The Position Budget Form authorizes all positions. It enables you to define position budgets by fiscal year, regular earnings totals (budgeted, encumbered, expended, and remaining), premium earnings totals, fringe benefits, and position labor distributions. You can also use this form to monitor position expenditures and compare them to their budgeted amounts.  (Note that position expenditures and encumbrances are calculated outside of this form.)

	NBAPOSN – The Position Definition Form defines all positions. Positions are defined within a position classification by fiscal year.

	NBIPINC – The Position Incumbent List Form lists position incumbents by fiscal year as of a user-specified date. It provides data on past and present incumbents of each position, future incumbents by the effective job date, and total occupied FTEs for each position. Data provided for each incumbent includes identification number, name, job begin/end dates, and employee status.

	NBPBROL – Executes budget roll (including fringe benefits) from one fiscal year to another. Results are posted to the Position Totals Block and the Fringe Total Block of the Position Form (NBAPOSN).  Also allows the approval of budgets on NBAPBUD for new fiscal year. Parameter 07 (Approve a Budget) rolls new fiscal year positions to “active”, old year positions become “closed”

	NBPMASS – The Mass Salary Table Update process calculates contract value for fiscal year entered. Calculates automatic step increases. Updates groups of Table/Grade combinations by amount or percent, and updates job records with new table/grade combination.

	NBPSPEX – The Salary Planner Extract Process (NBPSPEX) extracts data from Banner to the Salary Planner application in Employee Self Service. The extracted data in the Salary Planner is transferred from Banner tables to a group of working budget tables in the Salary Planner. The extracted data is given the Scenario name as Initial, and can only be viewed or modified by a Master Salary Planner.

	NBRPSTA – The Position Status Exception Report lists exception status positions (that is, over budget, vacant, cancelled, frozen, under-encumbered, or over-filled) based on salary data only, fringe charge-back data only, or combined salary and fringe charge-back data.

	NHPFIN1 – The Finance Interface Extract extracts budget data for Finance System interface and updates the position totals with encumbered amounts.

	NHPFIN2 – The Finance Interface Report passes NHPFIN1 and PHPFEXP transactions to the Finance System. Provides an optional report detailing the data extracted and passed to Finance.

	NOPEAMA – The Electronic Approvals Mass Apply Process (NOPEAMA) edits and applies all electronic personnel transactions entered from the Electronic Personnel Action Form (NOAEPAF) with an Approved or Partially Completed transaction status 

	NPBSPUP – The Salary Planner Upload Process uploads position data from the Salary Planner application in Employee Self- Service to Banner Position Budgets (NBAPBUD).

	NTRBROL – The Budget Roll Process Parameter Rule Form enables you to establish parameters for rolling the current budget into the new fiscal year. It establishes, by employee class, the amount or percent by which a position’s salary budget should be increased or decreased during the budget roll process.

	NTRJINC – The Mass Job Salary Increase Rule Form establishes the parameters used on the Mass Salary Update Process (NBPMASS) to implement step increases and salary increases.

	NTRPCLS – The Position Class Rule Form enables you to create a position class and associate it with salary guidelines, employee class, and employee skill level. The salary guidelines you define on this form default to the Position Form (NBAPOSN) and the Employee Job Form (NBAJOBS).

	NTRSALA – The Salary/Rate Structure Rule Form enables the definition of rules for salaries or hourly rates. A salary/rate rule defines a salary table and includes salary grade and ranges, hourly or salaried status, and rate or salary steps with their associated amounts. The values defined on this form default onto the Position Class Rule Form (NTRPCLS).

	NTRSPEX – The Salary Planner Extract Rules Form is a rule form that allows you to identify the population that is to be extracted from Banner into the Salary Planner. The criteria you specify in this rule form is used as the input for the Salary Planner Extract Process (NBPSPEX). The extract population can be identified by specifying one or more of the following factors for inclusion in the extract process:  • Employee Classes  • Bargaining Units  • Budget Profiles

	NTRWKSH – The Work Schedule Rule Form establishes work schedule rules. Rules defined on this form are used on the Employee Class Rule Form (PTRECLS), the Position Form (NBAPOSN), and in the Work Schedule Block on the Employee Job Form (NBAJOBS). When a work schedule is tied to a job, daily time is generated for that job by the Payroll Time Extract (PHPTIME).

	PAAAPPL – The Applicant Information Form allows you to track an applicant through the requisition, a position, or a position class. The main window collects data on the posting of the vacancy and, if applicable, on the requisition. It includes a summary of the applicant's current status.

Applicant Status Log Window

The Status Log window displays a step-by-step history of this applicant's movement through the hiring process. To access this window, select Log of Applicant’s Status from the navigation frame or the Options Menu.

Applicant Interview Log Window

The Interview Log window collects detailed information about every interview conducted with this applicant. Data can be entered for an unlimited number of interviews. To access this window, select Log of Applicant’s Interview Status from the navigation frame or the Options Menu.

	PAAPDES – The Position Description Form maintains descriptions for the positions established on the Position Definition Form (NBAPOSN). Upon request, the descriptions defined for the position's position classification will default and become the position descriptions. Free-form comments can be entered for each position.

	PAAREQU – The Position Requisition Form captures requisition, approval, and recruiting data for vacant positions. You can specify requisition numbers or instruct the system to assign them in sequence.

	PDABCOV – The Beneficiary Coverage Form allows you to view, add, modify, or delete records describing benefit coverage for an employee’s dependents and beneficiaries. You can define coverage for each of the employee’s benefits.

	PDABDSU – The Employee Benefit or Deduction Set up Form (PDABDSU) enables you to quickly complete first time set up of benefits, deductions, and/or taxes for an employee. 

	PDADEDN – The Employee Benefit or Deduction Form allows you to complete first time set up and/or maintain information for previously set up employee benefits, deductions, and/or taxes.

	PDPLIFE – The Life Insurance Calculation Process performs life insurance calculations and updates PDADEDN as required.  This process must be run before payroll is extracted.

	PDRBFDN – The Benefit Enrollment Report lists employees enrolled in each benefit

	PEAEACC - The Employee Accommodation Tracking Form allows you to enter, query and track disability accommodations made for each employee for each job.

	PEAEMPL – The Employee Form establishes information about an employee's terms of employment. (It does not include biographic/demographic data, which is entered on PPAIDEN.) You must complete this form before assigning a position to the employee on NBAJOBS.

	PEAESCH – The Employee Status Change Form can be used to terminate an employee, place an employee on extended leave, or reactivate an employee who is currently on leave. The form enables you to change the status on all related records  for the employee or on only selected records.

	PEAFACT – The Faculty Action Tracking Form is provided to record four different types of faculty actions. A candidate can be eligible for a promotion, be working toward tenure and have reappointments, or may take a leave.

	PEAHSIN – The Health and Safety Incident Form maintains information on health and safety incidents. The data entered in this form is used to create the OSHA reports (PEROSHA).  The Incident window (default) collects descriptive data, such as the date and time of the incident, current status of the incident, incident location, total incident cost and incident type, and identifies the hazardous materials that contributed to the incident. You can also enter a free-format description of the incident and extensive comments.

	PEAPADV – The Payroll Advance Recovery Form collects data on payroll advances and their recovery. The user enters data on this form and the payroll process updates the employee’s record.

	PEAREVW – The Employee Review Form collects data about a specified employee's performance reviews. Information you can enter includes Review Type, Due Date, Completed Date, Rating, and Reviewer’s Comments. You can easily navigate from one review comment to another by selecting the relevant review in the Main block.

	PERHIRE – The New Hires and Rehires Report lists new hires and rehires within a specified date range.

	PERPTER – The Terminations by Position Group Analysis Report list of terminations by position group and by gender/minority classification.

	PERREVW – The Reviews Pending Report prints a list of incomplete reviews as of a specified date and can be run on demand.  It identifies all employees whose review is due to be completed or is overdue for completion and the person responsible for completing the review.

	PERTERM – The Termination Report lists details of employee terminations within a specified date range.

	PHAADJT – The Adjustment Processing Form enables you to complete manual checks and payroll adjustments, including adjustments, voids, and expense redistributions. You can also use this form to duplicate or reissue pay events (such as reissue a direct deposit portion of a payroll transaction comprised of a reconciled check or reissue the check, any portion of a direct deposit or the entire payroll transaction) and to adjust split time sheets. For some adjustment types, you have the option of processing adjustments using manual or computer-calculated values and manual or computer-printed checks.

	PHAHOUR – The On-line Time Entry Form enables you to enter an employee's hours for a specified pay period by day, week, payroll, or FLSA period. The earnings entry mode is determined by the value entered at the Payroll Time Entry Breakdown field of the Employee Class Rule Form (PTRECLS) for the employee class associated with this payroll. The Main window collects job and earnings history data. If Banner Finance is installed at your site, it enables you to charge a percentage of the employee's earnings by FOAPAL on a one-time basis.

	PHAREDS – The Labor Redistribution Form can process redistributions for a single pay event or for all pay events in a year/pay number to year/pay number span. In addition, this form enables you to change like items, such as FOAPAL fields, in multiple pay event records by using a search-and-replace or change-all facility. A special feature of the form permits you to review the “before” and “after” version of each redistributed record before you save the modified records.

	PHCATND – The Attendance Validation Form enables you to enter a detailed breakdown by day of the exception hours you entered on the On-Line Time Entry Form (PHAHOUR).

Note: This form does not appear on any Human Resources menu. It can be accessed only from the On-Line Time Entry Form (PHAHOUR), and it cannot be accessed unless hours exist for this earnings code in the History Earnings block.

	PHIATND – The Employee Attendance Inquiry Form displays consolidated daily time and attendance data for a specified employee based on data entered either through Web Time Entry or PHCATND.

	PHILIST – The Pay Event List Form provides a record of all payroll transactions and adjustments for a specified employee. Transactions are displayed in chronological order, with the most recent transactions appearing first.

	PHPCALC – Calculates payroll net from gross. Selects employees in the payroll with a disposition of 30 (Awaiting Payroll Calculation) and calculates their earnings and deductions. Calls the Tax module to calculate federal, state, and local taxes. Updates time records to a disposition of either 15 (Awaiting Error Correction) or 40 (Awaiting Document).

	PHPCHKL – Updates check numbers and generates checks and Direct Deposit notices. Selects employees in the payroll with a disposition of 42 (Awaiting Check Process) and prints their paychecks or Direct Deposit notices in a combined size of 8 1/2" x 11" . This process is run twice – once to create the checks, once for the direct deposits.  The disposition will change to either 43 or 44 depending on whether checks or direct deposits are run first.  Once the process has been run twice it updates time records to a disposition of 50 (Awaiting Update).

	PHPDIRD – Creates Direct Deposit electronic file to send to clearing house bank.

	PHPDOCM – The Calculate Check/Direct Deposit Amounts process calculates check and Direct Deposit amounts. Selects employees in the payroll with a disposition of 40 (Awaiting Document) and calculates their check or Direct Deposit amounts. Updates time records to a disposition of 42 (Awaiting Check/Direct Deposit Process).

	PHPFEXP – The Expenditure Finance Extract process extracts payroll data for interface to the Finance System and updates the expended amounts on Position Form (NBAPOSN)

	PHPLEAV – The Leave Accrual/Taken Process maintains the leave usage and accrual of each leave code for each employee.  Updates time records to a disposition of 40 (Awaiting Payroll Calculation

	PHPMTIM – The Mass Time Entry process performs mass time entry validation and edits for time entered via third party software and/or web time entry.

	PHPPROF – The Pay Period Proof Batch Module selects employees in the payroll with a disposition of 20 (Awaiting Proof) and validates their entered or defaulted hours.  Updates time records to a disposition of either 15 (Awaiting Error Correction) or 30 (Awaiting Leave Calculation). Performs miscellaneous validation checks.

	PHPRETO – The Retroactive Pay Calc Process used the rules established on the Retroactive Pay Earn Code Rule Form (PTRRERN) to create records in the On-Line Time Entry Form (PHAHOUR) for payroll processing.

	PHPTIME – Time extraction process. Reads the database and creates time documents for employees who are to be paid for a specified payroll ID code and payroll number. These time documents appear on PHAHOUR, where an employee’s pay period hours can be added or changed. Time documents are created with a disposition of 05 (Awaiting Re-Extract), 10 (Awaiting Hours Entry), or 20 (Awaiting Proof).

	PHPUPDT – The Pay Period Update Batch Module updates permanent pay history records. Selects employees with a disposition of 50 (Awaiting Update) and updates their year-to-date amounts and leave-taken balances. Updates employees to a disposition of 60 (Awaiting Finance Extract).

	PHRCISS – The Check Issue Report lists issued checks for the specified payroll

	PHRDIRD – The Direct Deposit Distribution Report lists direct deposits issued for the specified payroll.

	PHRDREG – The Deduction Register Report lists all deductions for a specified payroll

	PHRHOUR – The Report of Hours reports total employee hours for a particular payroll ID. Prints a listing of default or entered hours for the employees being paid in the payroll. 

	PHRPREG – The Payroll Register details the gross pay, benefits and deductions (including taxes) and net pay for each employee and the totals for the entire payroll.

	PORAUDT – The Audit Trail Report prints information from the history tables. An audit trail entry is created each time one of the following types of employee records is changed on the Web or during regular Banner operations:

• Address/Telephone record

• Benefit/Deduction record

• Dependent/Beneficiary record

• Beneficiary Coverage record

A separate report is printed for each type of change. Using the report parameters, you can determine the types of reports to be printed, the period to be covered, and the employees whose data is to be included in the reports.

	PPACERT - The Certification Information Form allows for collecting data on an applicant’s or employee’s certifications and endorsements. This form can be used to track both formal certifications and completion of internal education programs. For example, an electricians license and a Cardiopulmonary Resuscitation (CPR) certificate.

	PPACMNT – The Comment Form allows you to enter comments about a person or to track and comment upon specific situations involving the person. You can enter a coded comment predefined in the Comment Code Validation Form (PTVCMTY), a freeform comment, or both a coded comment and a freeform comment.

	PPAEXPR – The Person Experience Form maintains records on a person’s employment or work experience and professional or personal references. The form can be used to describe an applicant’s employment history or to define the jobs an employee holds outside of your institution.

	PPAGENL – The General Information Form tracks a person’s educational background, examination results, publications, and transcripts. Multiple institutions and multiple degrees can be entered for the applicant or employee.

	PPAIDEN – Use the Identification Form to identify a person or non-person to the Banner Human Resources System. Examples of non-persons are vendor companies and client companies.  You can identify any person or non-person associated with your institution. This association can be direct (for example, applicants and employees) or indirect (for example, COBRA dependents or beneficiaries).

	PPASKIL – The Person Skills Form allows you to maintain information about the skills of a specified applicant or employee. Skills are identified using unique codes predefined in the Skill Codes Rule Form (PTRSKIL). A level of expertise can be specified, and freeform comments can be included.

	PTRBCAT – The Benefit Category Rule Form enables you to use the benefit codes defined at the Benefits and Deductions Rule Form (PTRBDCA) to establish benefit packages and assign them to specific employee categories.

	PTRBDCA – The Benefits and Deductions Rule Form enables you to establish benefit or deduction codes and associate them with various rule combinations. It defines the code you enter at the Deduction field on the Employee Benefit or Deduction Form (PDADEDN) and the Employee Benefit or Deduction Set Up Form (PDABDSU). The Benefits and Deductions Rule Form is supported by predefined deduction calculation rules. Code definitions include data on precluded deductions, labor distributions, excluded earnings codes, and included and excluded deduction codes.

	PTRBDPG – The Benefit or Deduction Grouping Rule Form controls the self-service processing for a primary group, each secondary group under that primary group, and each associated benefit or deduction in each secondary group.

	PTRCALN – The Payroll Calendar Rule Form enables you to define the payroll calendar for use in the payroll process. Data you can build into the calendar includes pay period number, start and stop dates, date of paycheck (or Direct Deposit notice), fiscal year, and paycheck sequence within calendar month. Rules are displayed by year, with the most recent year appearing first.

	PTREARN – The Earnings Code Rule Form enables the creation of earnings codes and associates them with specific rules. The earnings code identifies the nature of the pay (for example, regular or holiday) and establishes the rules governing the time entry validation and processing of earnings represented by this code. This form can also be used to instruct the system to override labor distribution rules when it encounters this code.

	PTRECLS – 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).

	PTREHOL – The Employee Holidays Rule Form enables you to tell the system when to default holiday pay into the payroll. Holiday rules are established by employee class.

	PTRFBLD – The Fringe Charge Back Rules Form enables you to define rules for calculating fringe budgets, fringe encumbrances, and fringe expenses. This functionality is used when you choose to “charge back” accounts based on a percent versus the actual amount. It allows for the definition of installation fringe rates and external funding source fringe rates.

	PTRFRNG – The Fringe Budgeting Rule Form enables you to define rules for developing benefit and deduction budgets by employee class by benefit/deduction code. Budget parameters can be defined as either amounts or percentages.  

	PTRINST – The Installation Rules Form enables you to identify rules that apply throughout your installation and establish them in the database at an installation level.  Leave Processing Rules Window
To organize Leave Processing control in one location, all leave rules have been included in the Leave Rules window. Access this window from the Options menu of PTRINST.

	PTRJCRE – The Job Change Reason Code Rule Form enables you to define job change reason codes for use on the Employee Jobs Form (NBAJOBS) and the Salary Planner module in Employee Self Service.

	PTRLCAT – The Leave Category Rule Form enables you to define a set of leave types available to a specified group of employees.  When you define a leave category rule, you establish the:

• frequency of accrual

• lifetime limit of the available balance

• display sequence

• number of hours that accrue based on length of service

• maximum number of hours allowed to roll to the next year

• next leave from which leave time should be deducted when not enough hours

are available

	PTRPICT - The Payroll Identification Code Rule Form enables you to define a payroll ID code, describe the associated payroll, and specify its tax factor and number of pays per year. The codes you define on this form are assigned on the Employee Class Rule Form (PTRECLS) and default to the Employee Jobs Form (NBAJOBS).

	PTRPPAY – The Premium Pay Code Rule Form enables you to establish premium pay codes and associate them with base date indicators. The codes defined on this form are entered on the Premium Pay Category Rule Form (PTRPCAT).

	PTRRERN - The Retroactive Pay Earn Code Rule Form enables you to establish retro period information, retro pay earn codes, and earn codes for a specific employee class to be processed for retroactive pay.

	PXAREPT – The Tax Reporting Rules Form enables you to define and maintain rules for the data supplied in tax reports (for example, W-2, T4, 1099-R). It identifies the boxes associated with the report and the benefit or deduction codes associated with specified boxes. You can also associate earnings codes with a tax form box. A box can contain only deduction codes, only earning codes, both, or neither.

	PXRTDEP – The Tax Depository report lists a site's tax liabilities. Provides data for use in determining tax liability to be reported on the Form 8109 (Federal Tax Deposit Coupon) for the tax liability period. Lists all employee tax deductions, employer liability, subject and non-subject income, and total income. Supports Form 941 reconciliation, including the 941 Schedule A breakdown of tax liability. You can also use this data in reconciling the quarterly Form 941 by comparing the actual deposits made throughout the reporting quarter to the information generated by the current Form 941 Detail Report (PXRP941).

	QuickFlow – A QuickFlow is a technique that lets you access a set of forms in a specific sequence.

	SDE – The Supplemental Data Engine is included in the 8.0 Banner release.  It allows for the defining additional fields to be added to specific Banner tables as needed by the institution.  These additional fields are not affected by future releases and are not considered to be Banner modifications.
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