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Session Rules of Etiquette

• Please turn off your cell phone/pager

• If you must leave the session early, please do so as 
discreetly as possible

• Please avoid side conversation during the session

Thank you for your cooperation!
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Introduction

• Purpose of this presentation:
Features of Banner HR 
How to implement  and/or utilize these features

• Benefits of attending this class:
Learn some of the cool features of Banner HR
Implement them at your school
Increase productivity & efficiency
Provide support 
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Agenda

• Introduction
• Search for Forms/Jobs/Reports
• Download Data from Banner Forms into Excel
• Web Time Entry (Notification)
• Electronic W2’s
• Ethnicity Self-Service Survey
• Mass Salary Increases

1. Salary Planner
2. NTRJINC/NBPMASS

• Summary
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Introduction – About UWF

• University of West Florida founded in 1963
• First classes started in 1967
• Just over 11K Students
• 400 Faculty
• 800 Staff
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Introduction – Continued

• With UWF Over 15 Years
• Support HR/Payroll/Budget Office
• Part of Implementation Team for Banner HR/Payroll
• Banner Since 2004

Search for Forms/Jobs/Reports
How to find that form or process?
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Banner Objects Naming Convention

• Banner Objects 
Forms, Jobs, Reports, Tables
Unique 7 Character Name
First  3 Characters
Last 4 Characters

• First Character Description 
F Finance
G General
N Position Control
P Payroll
R Financial Aid
S Student (shared)

• Example: PEAEMPL
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Banner Objects Naming convention 

• Second Character 
Module within a Banner System
Some Examples for HR and Position Control:
1. A – Applicant Module
2. B – Budget Module
3. C – Cobra 
4. D – Benefits and Deductions 
5. E – Employee
6. T – Validation 
7. S – Security

Examples: PEAEMPL, NSASPSC
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Banner Objects Naming convention 

• Third Character 
What Type of Object 
Some Examples for HR and Position Control:
1. A – Application Form
2. B – Base Table or a Process
3. I – Inquiry Form
4. P – Process  
5. R – Rule Table, Repeating Table, Report
6. V – Validation Form

Examples: PEAEMPL, NBPMASS
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Banner Objects Naming convention 

• Last 4 Characters
Describes the Object
Some Examples for HR and Position Control:
1. IDEN – Identification  
2. EMPL – Employee
3. DEDN – Deductions / Benefits
4. POSN – Position
5. PBUD – Position Budget
6. JLBD – Job Labor Distribution
7. And Many More

Examples: PEAEMPL , NBAPBUD
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How to Find Forms/Jobs/Reports?

• There are 2 Search Methods:
1. “Object Search” Option

2. “Go To” Input Box
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How to Find Forms/Jobs/Reports?

From the 
Main 

Menu, 
Select File

Then Select 
“Object 
Search”
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How to Find Forms/Jobs/Reports?

7 Character 
Object name 

Description is 
case sensitive!

Use object type 
to narrow your 

search
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How to Find Forms/Jobs/Reports?
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How to Find Forms/Jobs/Reports?

• There are 2 Search Methods:
1. “Object Search Option”

2. “Go To” Input Box 



• You have search options here too!
• Examples: PEA% ,  DIRECT DEP%
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How to Find Forms/Jobs/Reports?

Use % as 
wild card
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How to Find Forms/Jobs/Reports?

Use code or 
description
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How to Find Forms/Jobs/Reports?

Use % as 
wild card



Data from Banner Forms into Excel

Data from Banner Forms into Excel
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• Many forms have this option
• Controlled on GUAOBJS
• Best suited for inquiry forms 
• Watch your browser settings
• How do I use it?

Data from Banner Forms into Excel

• GUAOBJS
• Key and Data Block
• Data Block Only
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List of Positions from NBAPOSN to Excel!
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You may use 
multiple 

wildcards to 
narrow your 

selection.

Data from Banner Forms into Excel
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Web Time Entry Notifications
How to get employees and approvers to complete 

their responsibilities for Web Time Entry?

Web Time Entry – Employees and Approvers 
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• Employees complete and submit time sheets
• Approvers approve 
• Email notifications
• Pending status
• Last minute phone calls 
• Returned for corrections - Trigger

Web Time Entry – Employees and Approvers 
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• Responsibilities of the position
• Accountability for managers/approvers
• Culture change
• Training
• Targeted emails
• Triggers on the Banner tables are NOT mods!
• Sample trigger to send an email



Trigger for Returned Time Sheets on PERJOBS table

CREATE OR REPLACE TRIGGER PAYROLL."PZPTLRN" 
AFTER UPDATE ON PAYROLL.PERJOBS
FOR EACH ROW
WHEN (
NEW.PERJOBS_STATUS_IND = 'R'

)
CALL BANINST1.Pzptlrn (:NEW.PERJOBS_PIDM, 

:NEW.PERJOBS_STATUS_IND, 
:OLD.PERJOBS_STATUS_IND)

;
/
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How to Set Up Electronic W2's
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How to Set Up Electronic W2's

“Hi Ali, I saw your response from the list 
serve. I have a few questions if you have 
time. We currently print all our w2's but 
would like to go to electronic. Is it all 
trigered by the peaempl reg tab? Does the 
employee have to be terminated in peaempl 
or just their nbajob record? Also is there a 
report that would tell you how many paper 
w2's you will actually need. Thanks for any 
help.”



Electronic W2's in Banner
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• How does it work?   FAQ#: 1-7Y3NV8
• What do I need to do in ESS?
• What do I need to do in Banner?
• What does “Electronic W-2 Consent” mean?
• How about terminated employees?
• Is it acceptable by IRS?

What do I need to do in ESS?
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1. Log into ESS as WebTailor Administrator
2. Go to Tax Menu
3. Add Menu Item
4. Select Electronic W-2 Consent bwpkxtxs.P_W2Consent
5. “Tailor” the page, if needed

What do I need to do in ESS?
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What do I need to do in ESS?
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What do I need to do in Banner?
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Consent indicator is on PEAEMPL
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Send Email to Employee to Confirm

CREATE OR REPLACE TRIGGER PAYROLL."PZW2CONT" 
AFTER UPDATE ON PEBEMPL FOR EACH ROW
WHEN (
(NEW.PEBEMPL_EW2_CONSENT_IND = 'Y' OR 

NEW.PEBEMPL_EW2_CONSENT_IND = 'N') 
AND NEW.PEBEMPL_EW2_CONSENT_USER_ID = 'WWW_USER' 
AND NEW.PEBEMPL_EW2_CONSENT_DATE = SYSDATE

)
CALL BANINST1.Pzw2cont (:NEW.PEBEMPL_PIDM, 

:NEW.PEBEMPL_EW2_CONSENT_IND)
;
/
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Report to Keep Track of Who has Consented:

SELECT DISTINCT SPRIDEN_LAST_NAME, SPRIDEN_FIRST_NAME, 
PEBEMPL_ECLS_CODE,SPRIDEN_id,
PEBEMPL_EMPL_STATUS,GOREMAL_EMAIL_ADDRESS,
TO_CHAR(PEBEMPL_FIRST_HIRE_DATE,'MM-DD-YYYY') 

HIRED_DATE,
TO_CHAR(PEBEMPL_TERM_DATE,'MM-DD-YYYY') TERM_DATE, 
PEBEMPL_EW2_CONSENT_DATE,PEBEMPL_EW2_CONSENT_IND, 
PEBEMPL_EW2_CONSENT_USER_ID

FROM PEBEMPL, SPRIDEN,   GOREMAL 
WHERE SPRIDEN_CHANGE_IND IS NULL
AND SPRIDEN_PIDM = PEBEMPL_PIDM
AND GOREMAL_PIDM = PEBEMPL_PIDM
AND SPRIDEN_PIDM IN (SELECT PHRHIST_PIDM FROM PHRHIST 

WHERE PHRHIST_YEAR = '2009')
ORDER BY SPRIDEN_LAST_NAME, SPRIDEN_FIRST_NAME, 

PEBEMPL_ECLS_CODE
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Race and Ethnicity Survey in ESS
How to set it up and use it?
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Race and Ethnicity Survey

• Why?  - FAQ #1-LVVYR 
• How does it work?
• How do I set it up? ESS and INB
• Does it work with Luminis Portal?
• Do I have to resurvey?
• Conversion routine?
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Forms to Set up in INB

• GTVRRAC – Race Code Validation

• GORRACE – Race Code Rules

• STVETHN – Ethnicity Code Validation

• Run the conversion script: gurethnicity.sql

GTVRRAC – Race Code Validation
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GORRACE – Race Code Rules

April 26, 2010    |    Course ID 0188 46

STVETHN – Ethnicity Code Validation and Mapping
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How to Set Up in ESS?

• No Luminis - GTVSDAX
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How to Set Up in ESS?

• Luminis – Add Menu Item
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Survey Page in ESS
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Update Ethnicity and Race
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New Ethnicity and Race – Updated via PPAIDEN  

April 26, 2010    |    Course ID 0188 53

New Ethnicity and Race – Updated by Survey  
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New Ethnicity and Race – Updated via Self Service  



Mass Salary Increases
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Mass Salary Increases – Two Options

1. Salary Planner
Budget Planning Tool
ESS
Reporting Tool
EPAF

2. NTRJINC/NBPMASS
Increase Job Salary Only
INB
Limited 
Quick
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Using NTRJINC and NBPMASS

1. Set Up Rules on NTRJINC
2. Run NBPMASS
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Job Increase Rules
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Run NBPMASS
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Salary Planner

1. Set Up Rule Forms in INB
2. Define Population on NTRSPEX – Salary Planner 

Extract Rules
3. Populate Salary Planner - NBPSPEX – Salary Planner 

Extract Process
4. Apply the Mass Increase in ESS
5. Upload to Banner – NBPSPUP – Salary Planner 

Upload Process
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NTRSPEX

Description will 
appear on Web

Code will be used 
on NBPSPEX
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NBPSPEX – Salary Planner Extract Process
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Using Salary Planner in ESS
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NBPSPUP – Salary Planner Upload Process

Who Updated That Job Record?
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Who Updated NBAJOBS?
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Use Shift + F3 at the Same Time
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Who Updated NBAJOBS?
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Summary

• Search for Banner Objects
• Download Data from Banner Forms into Excel
• Web Time Entry
• Electronic W2’s
• Ethnicity Self-Service Survey
• Mass Salary Increases

1. Salary Planner
2. NTRJINC/NBPMASS
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Questions
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Thank You!

Ali Penton
AliPenton@uwf.edu

Please complete the online class evaluation form
Course ID 0188
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