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Salary Planner Set Up Checklist

I. Establish Security for Salary Planner

[  ]
NTRINST

· Electronic Approvals ‘On’

· Establish Salary Planner Rules
[  ]
PTRINST

· HR Security

· Employer, also set up PSAEMPR

· Salary 

· Organization (Not actually used by Salary Planner)

· Employee Class, also set up PSAECLS

[  ]
PTRUSER

· Indicate Master Salary Planner Status
[  ]
GOAEACC

[  ]
NSASPSC

· Establish Salary Planner Organization Security if not ‘Master’ on PTRUSER
[  ]
NTRALVL

· Build Approval Levels for Salary Planner
[  ]
NTRACAT

· Assign Mandatory Approval Levels to Approval Categories for Salary Planner
[  ]
NTRROUT (User Specific)
· User can tie default approvers to the mandatory approval levels for each Salary Planner Approval Category
[  ]
Employee Self Service Assign User Role

· Needs to be assigned through Web Tailor using User Role Set Up

· Master Salary Planner should be assigned to main Budget Office

· HR Manager should be assigned to department Budget Officers
II. Forms Set Up for Salary Planner
[  ]
PTRJCRE

· Specify usage of and prioritize job change reasons for Salary Planner
[  ]
NTVBPRO (Optional)

· Create Budget Profiles to be used with Salary Planner
[  ]
NBAPBUD (Update Budget Profile Optional)

[  ]
NTRSPEX

· Enter criteria for Salary Planner Extract Process
III. Processes

[  ]
NBPSPEX

· Run to create extracts of Position Control data to be viewed through Self Service using Salary Planner



[  ]
NBPSPUP

· Run to download information from Salary Planner in Self Service to Position Control
Banner Human Resource Module
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