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Pay ID:
Control When Employees are Paid, Sets Defaults for Web & Department Time Entry dates.  
Employee Class:
Groups of Employees who share Similar Leave & Benefits. Sets defaults for Salaried/Hourly Pay, FLSA Calculation, Time Entry Method, Budgeting and Encumbrance Methods.

Position Class:
Groups of Employees with similar Compensation Structure and EEO Skill Codes.  Place to maintain information for generic job title.

Positions:
A Budgeted Entity.  Positions control Human Resource Information as well as Position Budget Information and Distribution.

Jobs:



A job is created when an Employee is linked to a Position.

Labor Distributions:

Default from the Position Budget Record, but can be overridden.
PAY ID: 
The Pay ID controls when employees with NBAJOBS records associated with it will be paid.  It is recommended that users NOT override the PAY ID on the NBAJOBS since other attributes typically associated with the frequency of pay will need to be changed also (hours per pay, default hours). 

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

Examples:  MO (monthly), SM (semimonthly), BW (bi weekly)
EMPLOYEE CLASS: 
The Employee Class is the most powerful rule form within BANNER HR, and its attributes "trickle down" to many other areas of the system.  The EE Class is assigned to the Position Class (NTRPCLS), which is then assigned to the Position (NBAPOSN/NBAPBUD), which is then assigned to the Job (NBAJOBS).  
For most higher education clients 18 to 25 Employee Classes are sufficient.  Many other rule forms are established "by" Employee Class, so, the fewer Employee Classes, the less data entry needed on these other forms (PTRBDCA, NTRFRNG/NTRFBLD, PTREHOL, NTRBROL to name a few)

Fixed Attributes:

Fixed attributes cannot, or should not, be overridden anywhere else in the system.  
Flexible Attributes:

Flexible attributes may be overridden.  Sometimes, a client will not want to override a flexible attribute, making it fixed for that client. 
Canadian clients:  The Employer Code defaults from Employee Class to NBAJOBS. There are multiple Employer Codes within one employee class, and don't override this code on NBAJOBS, then regulatory reporting will be impacted.  There is not an easy way to fix this if the Employer Code is not overridden on NBAJOBS.

Examples: Administrative Full Time, Administrative Part Time, Academic Faculty, Fiscal Faculty, Support Staff Full Time, etc..

POSITION CLASS: 
Position Classes are a significant tool for tracking and reporting Human Resource/Institutional Research/Compensation information.  Some payroll departments may not care about this for their needs.  Be wary if implementing only Payroll to start.  If Position Class is not done correctly with Payroll, it is hard to fix later when HR wants to begin using the system.  This 5 digit code should not be generic.  Use logic in the naming convention for sorting and organizing position classes on Banner's many reports.  
CUPA survey must be completed by HR department.  Compare CUPA job descriptions to the institutions.  If you don't set up Position Class correctly, you may have to manually do the CUPA survey.  Position Class is the official title (although somewhat generic).  You can override the title at the position and job level.  Salary tables are defined and linked to the Position Class.  Don't always define the step on the Position Class.  You can override the salary table information on the position, but leaving the default is easier and faster.

The salary group is the period for the pay plan and important for rolling from one pay plan to another.  To roll successfully there cannot be multiple salary group names. Salary tables are groups of pay plans.  Examples are: Executives, Professional, Clerical, Faculty, Maintenance, Nurses, Admin, etc.  The BANNER term "salary table" may not be used at all institutions. The term "pay plan" may also be used.

Examples: Director, Manager, Secretary I, Secretary II, Clerk I, Clerk II, Professor, Assistant Professor
POSITION: 
The position is the budgeted entity assigned to a particular department.  A position has a classification budget, FTE, and department.  Use single positions for "regularly budgeted positions", use pooled positions for students, temporary help, etc.   A position can be shared even if it is a single position -two half time employees, for example.
Example:  Director of Human Resources, Payroll Manager, Office Clerk Finance, Professor History
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