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Student Employment Interface 


This document identifies and explains the application forms, reports, and processes used in the interface between the Financial Aid and Human Resources Systems. It includes instructions for performing interfaced student employment and payroll transactions. All forms associated with creating and maintaining employees in Human Resources must be set up to the point where a student employee can be paid.  It is recommended that students and their positions be created in such a way as to differentiate them from the non-student employees of the school.  

Student Employment Forms Set-Up

All forms listed below should be created in the order in which they are listed.  

1. Employment Authorization Status Form (RTVAUST) - Create and maintain status codes, which identify whether a student is permitted or not permitted to work.

2. Referral Status Validation Form (RTVRFST) - Create and maintains codes that define the origins of a student employment referral (optional form)

3. Job Title Base Data Form (RJRJOBT) - Associates job titles with ranges of valid pay.  The school needs to determine if they will have a few global job titles or if they wish to have a very defined list of job titles in which students are employed.
 

4. Job Title Requirements Form (RJRJREQ) - Maintains requirements and/or position descriptions (optional form).

5. Placement Base Data Form (RJAPLBD) - Stores name and address information for all locations, which employ students. With this form, the school must once again determine if they wish to have a few global placements or if they wish to have a defined list of job placements in which students are placed.


6. Placement Rules Form (RJRPLRL) - Associates a position code (from HR NBAPOSN) with the placement code built on RJAPLBD.   Class code, chart of accounts code and organization code will default if the positions are completely built in the HR module.  

NOTE: If the student employment office is assigning the amount of the fund the department is able to utilize for its student work-study employees, the amount is defined on this form.  When the Student Employment Departmental Pay Period Report (RJRDPPR) is run, it will show the amount the department has been allocated.  If the student employment office is not assigning allocations to departments an amount of $99,999.00 may be used.

7. Payroll Load Control Form (RJRPAYL) - Associates predefined payroll periods from HR (Payroll Calendar Rule Form -PTRCALN) with a specific aid year.  

8. Student Employment Default Rules Form (RJRSEDR) - Maintains default authorization and pay start and end dates, which will default onto the RJASEAR applicant form.

Applicant Forms

1. Student Employment Referral Form (RJASERF) – this form is used to refer a student to a job location for possible employment.  If the student is authorized to work in the position, once the ‘Authorized’ field is changed from an ‘N’ to a ‘Y’, the information will default to the RJASEAR form.  This is an optional form.

2. Student Employment Authorization Form (RJASEAR) – this form enables the user to assign employment authorizations to a specific student for a specific aid year.

3. Student Employment Mass Entry Form (RJASEME) – this form is used to mass enter student work earnings if the RJRLOAD process is not used.  This form is also used to make adjustments to the student earnings after the RJRLOAD is run.

4. Student Employment Work History Form (RJISEWH) – this form displays a student’s employment history by pay period for a particular aid year.

Awarded Work Study Funds

1. Define all work-study funds in the Funds Management Module.  

Note: refer to the procedures and form documentation in the Funds Management and Packaging and Disbursements Chapters for form-specific information.

· Fund Type Validation Form (RTVFTYP) - must have at least one fund associated with the aid type of ‘W’.

· Fund Base Data Form (RFRBASE) - create an entry for each work fund to be awarded.  No A/R detail code will be associated as work is a nondisbursable fund.

· Fund Management Form (RFRMGMT) - establish the rules for awarding work funds.  Indicate that funds are nondisbursable.

2. Ensure that these work-study funds are added to each applicable student's financial aid package during the packaging process. 

3. The Student Employment Module only processes work study awards with an ‘Accept’ status in the student's package. The fund can either be automatically accepted when packaged if the radio button ‘auto accept’ is set on RFRMGMT.  Or, the user may choose to have the student notify the Financial Aid Office via their award letter and the user will use either RPAAWRD or RPAMASS to accept the award.  

Non-Work Study Awards Tracking 

If your financial aid office tracks earnings of non-awarded work-study funds, identify all other students with institutional employment.  These students are considered student employees, but have no impact on fund related activity (institutional employment not awarded from a fund and graduate assistantships paid on a stipend basis). All steps for non-work study students are the same except when creating a referral and/or authorization record, no fund is attached to the student.

Refer Student to Positions

If the student has not already been placed into a job position, you can optionally use the Student Employment Module to refer a student to a job location for possible employment on the Student Employment Referral Form

(RJASERF). When you authorize earnings on the RJASERF Form, you will not need to enter this information again when you decide in the future to authorize the student for employment. Data from the Position Referral section on the RJASERF Form defaults to the Authorizations section of the Student Employment Authorization Form (RJASEAR).  

A ‘print screen’ of this form can be used by the student to obtain signature information from the employer to notify the Student Employment Office that the student has been accepted for employment by a particular employer. 

Authorize Student to Work

Once you place a student in a position, assign employment authorizations to students for a specific aid year on the Student Employment Authorization Form (RJASEAR).  This form will be automatically populated with information from RJASERF (If RJASERF is used.  Otherwise, the form will not be populated).  This form enables you to enter and maintain fund award, job placement, job title, authorization start/end date, start/end pay date, pay rate, authorized hours, and authorized earnings information. The pay rate is defaulted from the Job Title Base Data Form (RJRJOBT) and will need to be changed if the student is paid more or less than the defaulted amount. The Awards section also allows you to view the current status of awards for the student. The only awards that display in this section are those with an aid type of ‘W‘(Work).

The user assigns the position number to the student.  The suffix number, which follows the position number, is automatically assigned by the system at the time the record is saved.  The suffix number is a ‘one-up’ number, starting at ‘00’.  Anytime a student is employed in more than one job in the same financial aid year, with the same position number, the suffix number will increase by one. 

EXAMPLE #1 – One position for all departments

The Student Employment Office has chosen to pool all work-study positions in one position number.  The student is employed by the athletic department, position number (ST0001).  The user completes RJASEAR and the system will assign the suffix of ‘00’ to that placement.  The student then receives a second work-study job in the Art Department, also position number ST0001.  The user again completes RJASEAR.  The system will automatically update the record with the suffix number ‘01’ because the student is assigned the same position number.  The student then turns in two separate timesheets, one for each position.  

EXAMPLE #2: - One position for each department

The Student Employment Office has chosen to give each department a work-study position.  The student is employed by the athletic department, position number (ST0001).  The user completes RJASEAR and the system will assign the suffix of ‘00’ to that placement.  The student then receives a second work-study job in the Art Department and is assigned position number ST0002.  The user again completes RJASEAR.  The system will automatically update the record with the suffix number ‘00’ because the student is assigned to two different positions.  The student then turns in two separate timesheets, one for each position.  

The suffix number is an integral part of the Financial Aid to HR interface because it is how the system differentiates the amount paid to the student and feeds that amount to the correct authorized position.  The payroll feed process (RJRLOAD) feeds payroll information to Financial Aid through matching up the student ID, the position number and the suffix.  If HR is not notified of the correct position number and suffix to assign to a student employee, the load process will not work.

It is important when the positions are built within the Human Resource module, that both the Student Employment Office and the Human Resource Office discuss how defined they wish student employment positions to be.  Whether they wish to have one position for all work-study students, one position per department, or to further break down the positions within departments.  The determination from this discussion will have an impact on how important the suffix number will be when it is assigned to the student and the position they are placed in.

Print the Student Employment Authorization Report (RJRAUTH) to serve as an audit trail for the financial aid department. Only select authorizations as of the last period in which you ran this report. (At the Activity Date prompt, enter the last date that you ran the report.) This provides you with the new or changed authorizations since the last date you ran the report.  

More importantly, you must forward this report to the Human Resources Department so that the H/R staff can perform the necessary steps to enter the student employment information into the Banner Human Resources System. These steps create the student employee positions, establish the student as an employee of your institution, establish student benefit/ deduction information for payroll processing, link student employees to associated positions with job titles, and maintain the student employee's pay rate. 

You must also ensure that your database administrator provides you with certain selection and access privileges to specific Banner Human Resources tables and forms that are required by the Banner Financial Aid Student Employment Module. Refer to the Banner Human Resources Requirements information immediately following this section for more detail.

Payroll Feed

Once the Human Resources Department completes the student employee payroll run, you must decide whether or not you want to use the automatic Payroll Load Process (RJRLOAD). This process serves as an interface between Banner Human Resources and Financial Aid. The Payroll Load Process: 

· Automatically updates the Financial Aid work history records with actual earnings on the Student Employment Work History Form (RJISEWH),

· Automatically updates the fund balances with actual earnings on the Fund Budget Inquiry Form (RFIBUDG), and

· Automatically updates the award paid amounts and the term paid amounts on the student award record as represented on the Award Form (RPAAWRD) and Package Maintenance Form (RPAAPMT).

· This process also produces the Payroll Load Result Report (RJRLOAD), which lists the payroll information for each student that was entered into the Student Employment Module.

The Payroll Load Process is run after each payroll has reached a status of 50 or higher.  This status can be reviewed on the Payroll Load Control Form (RJRPAYL).  This process can only be run once per payroll.  The ‘process indicator’ on RJRPAYL will become populated.  
Entering Earnings without Payroll Feed

If the Human Resource Module is not in production, the user will manually enter the student earnings on RJASEME.  Entering the earnings on this form performs the same task that the Payroll Load process performs in that it will:

· Automatically updates the Financial Aid work history records with actual earnings on the Student Employment Work History Form (RJISEWH),

· Automatically updates the fund balances with actual earnings on the Fund Budget Inquiry Form (RFIBUDG), and

· Automatically updates the award paid amounts and the term paid amounts on the student award record as represented on the Award Form (RPAAWRD) and Package Maintenance Form (RPAAPMT).

To manually enter earnings into RJASEME, adhere to the following guidelines:

· Access the RJASEME form and input the Aid Year

· Enter a pay period ending date.  This pay period ending date is information you may need to receive from Payroll

· Enter a term code.  The term code is necessary so that the system knows which term to apply to student earnings to for that specific pay period.

· Select a placement code.  If necessary, you can select the Position button or List to access the RJAPLBD form to select the correct placement code.  

· Note:  by choosing a placement code, you will access a list of only those students whom have been placed in that specific position.  The user can choose to omit the placement code.  When they move to the next block, the list will include all students who have an authorization for that specific aid year.

· Access the mass entry window and note the data for the student’s listed.  As you scroll down the list, the Authorization block will tell you what status the student is currently in as listed on the RJASEAR form.

· Enter either the number of hours worked or the gross wages earned for the payroll period.  The

· Other amount will default.

· Save the data.

Payroll Corrections

RJASEME is also used to make adjustment and corrections to the student earnings history.  Because the user cannot run the RJRLOAD process more than once per payroll, this form is necessary to make changes.  If HR is not live, this form is also used to manually enter the student earnings.  To make adjustments to the student’s earnings, adhere to the following guidelines:
· Access the RJASEME form and input the aid year.

· Enter the pay period ending date.

· In the Adjustment column, enter a positive dollar or negative dollar amount.  

Note: The user can also change the number of hours the student worked to make adjustments to the gross pay column.

· Save the data and notice the changes in the Hours/Gross Pay columns.

Terminating a Student From a Position 

When the student has earnings from a work study position adhere to the following guidelines:

· Access the RJASEAR form.

· Input the year and student ID in the key block

· Change the status to a non-active code

· Change the authorized end date and the payroll end date

· Adjust the authorized earnings to the actual earned amount

· Save and exit

When the student does not have earnings from a work-study position, the authorization can be deleted by performing selecting ‘record remove’ from the pull down menu.

Reports

Use the following reports to aid you in the coordination of the Student Employment/Human Resources Interface.

1. Student Employment Authorization Report (RJRAUTH) - This report displays a listing of current work authorizations for each employee based on activity date.

2. Pay Period Report (RJRDPPR) - This report displays information for the monitoring of student earnings by department.

3. Payroll Load Process (RJRLOAD) - This report updates student employment records with actual payroll earnings from Banner Human Resources and prints the payroll load report.

4. Payroll Exception Report (RJRPAYE) - This report lists those work-study employees who have been paid, but not authorized within the Financial Aid Student Employment module.

5. Student Employment Earnings Control Report (RJRSEEC) - This report provides a listing of hours worked by pay period.

6. Payroll/Financial Aid Interface Report (PHRFACE) - This Banner Human Resources System Report provides information on the payroll interface to the Financial Aid System.

Banner Human Resources Requirements

Ensure that each Student Employee Position Exists on the Position Form (NBAPOSN) The Position Form defines and maintains all positions, regular earnings totals, premium earnings totals, fringe totals, and position labor distributions. It enables you to accurately monitor position expenditures versus their budget amounts. Positions are defined within a position classification by fiscal year.  The Financial Aid application requires position numbers and job titles, budgeted amounts for the fiscal year, and a budgeted labor distribution, which defaults to the Jobs Form (NBAJOBS).

Establish the Student as an Employee on the Identification Form (PPAIDEN) The Identification Form (PPAIDEN) provides a person's initial point of entry into the Human Resources System. It enables you to enter basic biographic/ demographic data about anyone associated with the institution. Additional required fields on this form are used for EEO reporting and a payroll check address. Often RPAIDEN does not define the student’s ethnicity, gender or citizenship.  These portions must be completed prior to exiting the form.

Note: This step is not usually done because the student must already exist on the system (Person Maintenance Form (RPAIDEN) and the Financial Aid General Person Form (ROAPERS) in order to be awarded a work-study award.  However, it is an important step to ensure the person exists. 

Identify the Individual as a Student on the Employee Form (PEAEMPL) The Employee Form establishes employee information, including data on status, reviews, service dates, leave and benefit categories, leaves, and terminations. It must be completed before a position can be assigned to the employee. The data that you enter here identifies the person as a student employee to the Human Resources System, establishes eligibility benefit categories, and maintains I-9 data (displayed in Financial Aid on the Student Employment Referral Form (RJASERF)).

Establish Student Deductions for Payroll Processing on the Employee Benefit/Deduction Setup Form (PDABDSU) The Employee Benefit/Deduction Setup Form displays all benefits defined as setup on the Benefit Category Rule Form (PTRBCAT) for a specified employee group. It enables an experienced user to quickly perform an employee's initial deduction setup.

Define Student Job Information on the Employee Job Form (NBAJOBS) The Employee Job 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.  The suffix number is not a one-up number in the Human Resource module, as it is in the Financial Aid module.  The HR office can use the RJRAUTH report to identify the position and suffix number assigned to the student.  Again, it is imperative that the FA module and the HR module have the same position and suffix number for the student so that the Payroll Feed Process (RJRLOAD) correctly feeds payroll information from HR to Financial Aid.

Testing of Student Employment Payroll Feed

The following questions must be answered prior to testing:

· Is pre-production database a clone of production?  Including payroll data?  If not, pre-production must be cloned for both Financial Aid and Human Resources.

· Have students been paid by Human Resources?  Students must be carried through the entire HR process, from hire to pay in order to test RJRLOAD.

1. Select a payroll period that has a small number of student timesheets processed.

2. Payrolls are associated with terms in RJRPAYL.  This will contain the year, the payroll ID and the payroll number.

3. Ensure positions are set up for students in NBAPOSN, position classes are set up for students in NTRPCLS, employee class is set up for students in PTRECLS, and position group is set up in PTRPGRP.

4. The following forms need to be set up: RTVAUST, RTVRFST, RJRJREQ, RJRJOBT, RJAPLBD, RJRPLRL, RJRPAYL, RJRSEDR

5. Build authorization statuses RTVAUST, placement codes are built in RJAPLBD, job titles are built in RJRJOBT, and placement rules are built in RJRPLRL

6. Set up Payroll Load Control Form -- make sure that a C appears in the payroll disb. column.  If a C doesn't appear for the payroll you selected, then there are timesheets for the pay period that are still at a disposition less than 50 

7. Ensure students have been awarded work-study and have accepted their award on RPAAWRD.

8. Authorize the students from the payroll that you selected on RJASEAR

9. Hire the students through payroll and ensure they have the same position number and suffix in the HR module as they do in the Student Employment Module

10. Run RJRLOAD for just the Payroll ID that you selected and information should load.  The processed indicator on the Payroll load control form should have changed to a ‘Y’
11. Run all applicable Student Employment Reports to ensure the module is set up to correctly feed student employment earnings.
Student Employment Process Flow
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