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                  Student Status Checking for FICA Updates

Students are exempt from FICA if:

a) Meet minimum credit hour requirement (as defined by the institution within the federal guidelines)

b) Are NOT in a career-oriented job

System Requirements

Student Module with query access to:

· STVTERM – Term Code Validation Form
· STVLEVL – Level Code Validation Form
· STVVTYP – Visa Type Code Validation Form
· Registered Students (SHAREGQ)

HR/Payroll Module with modify access to:

· Student Employee Set up (PEAEMPL, NBAJOBS, PDADEDN, PDABDSU)

· Rule and Validation Form Set up (see below)

· Processing (GJAPCTL, GJIREVO)

	Rule and Validation Forms – Update each Term, as needed
	Complete

	
	

	PTVATRM – Associated Term Validation Form – Allows institution to define time periods to which Banner Student Term codes (STVTERM) will be mapped for use in the enrollment verification process.  This allows for a site to associate enrolled courses that might be included in an umber of mini-terms with one term.
	□

	PTRATRM – Associated Term Rule Form – All of the terms will be associated under a new code on this form.  The user associates Banner Student Term codes (STVTERM) with the new codes created on PTVATRM.
	□

	PTRSCRD – Student Employee Credits Rule Form – Allows the institution to define by term and student level (undergraduate, graduate, etc) the minimum number of credit hours a student employee must be enrolled in to be considered a full time student
	□

	PTRSTDE – Student Deductions Rule Form – Allows the institution to enter the deduction rules to be applied to full-time and part-time student workers.  Deduction rules are established by employee class and deduction code with separate statuses established for full-time and part-time students.
	□

	PTRBCAT – Benefit Category Rule Form (Optional) If desired: Set up a separate benefit category for student employees (and assign to appropriate employee classes on PTRECLS).  Set the Quick Setup to “Auto”.  Set Status to “Exempt” from Default Values option menu.
	□


	Student Employee  - Set up and maintain, as needed
	Complete

	
	

	PEAEMPL – Employee Form
	□

	NBAJOBS – Employee Job Form
	□

	PDADEDN/PDABDSU – Employee Benefit/Deduction established for FICA and Medicare.  Recommended initial Status for student employees is “Exempt”.  Reminder:  “Exempt” status does NOT maintain applicable gross for W2 purposes.
	□


	Processing – 

Minimum requirement = 1x per term, may be performed as often as desired. 
	Complete

	
	

	PHPSHRS​ – Verification of Student Hours Process – This process uses PTRCALN to identify the begin and end dates of the pay period and PTRATRM to identify the term.  The process then calculates the number of Credit Hours for each Student Employee for the appropriate term and compares them to the values established on PTRSCRD and updates the Student Employees’ deduction records, when necessary, according to the rules established on PTRSTDE.  The updated record effective date is the end of the pay period.

The process can be run at the institution’s discretion:
· At the beginning of the semester, term, quarter

· Before each pay period

· Once after Add/Drop period

However, PHPSHRS must be completed before PHPTIME for applicable payrolls.  Recommend adding this step to the institution’s Payroll Processing Checklist, if necessary.

Parameter

Name

Description/ Values

Required?

Default

Validation

01

Payroll Year

Enter the payroll year for running the verification process

Yes

None

None

02

Payroll ID

Enter a Pay ID

Yes

None

PTRPICT

03

Payroll Number

Enter a Payroll Number

Yes

None

PTRCALN

04

Visa Type

Specify the visa types that are to be excluded by this process

No

None

STVVTYP
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