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Foothill-De Anza

Community College District

Banner Human Resources

Foundation Training III

6-8 January 2009

	HR Consultant
	Jeff Greer
Jeff.greer@sungardhe.com
619.788.7280

	Recommended

Participants
	· Human Resources implementation team 

· Key personnel that deal with employment, compensation management, institutional research, academic affairs and/or position control and position budgeting processes 
· Technical staff responsible for support of Banner HR


	Prerequisites
	· 


Tuesday 6 January 2009
8:30-12:00
Introduction
                        
Welcome
Announcements
Review of Prior Trip Report and Assignments/Issues

                        
Review current agenda
Introduction to Compensation Administration

Establishing and Maintaining Earnings Codes
Earnings Code Rule Form PTREARN


Interface Rules


Rule Class Overrides


Attributes


Leave


Regulatory Information


Labor Distribution Overrides by Employee Class

Establishing and Maintaining Shift Pay


Shift Code Validation Form PTVSHCD



Shift Premium Rule Form PTRSHFT




Relationship to Earnings Codes



Establishing and Maintaining Longevity Pay


Longevity Code Validation Form PTRLGTY



Longevity Code Rule Form PTRLGCD



Relationship to Earnings Codes



Establishing and Maintaining Premium Pay


Premium Pay Category Code Validation Form PTVPCAT



Premium Pay Code Rule Form PTRPPAY



Premium Pay Category Rule Form PTRPCAT

6-January-2009
1:00-4:30
 Introduction to Compensation Administration continued

Establishing and Maintaining Employee Job Information
  

Employee Job Form NBAJOBS



Job Types (Primary, Secondary and Overload)




Job Detail and Effective Dated Records





Job Change Reason Rule Form PTRJCRE




Payroll Default Information




Deferred Pay




Miscellaneous Job Information




Excluded Benefits and Deductions at the Job Level




Default Earnings




Work Schedules




Job Labor Distribution



Employee Job Information Inquiry Form


Employee Job Inquiry NBIJLST


Compensation Administration Quickflows


New Hire Quick Flow PEAHIRE

Employee Status Change Form PEAESCH
7-January-2009
8:30-12:00
Introduction to Compensation Administration continued
Establishing and Maintaining Deferred Pay Information
Deferred Pay Period Rules Form PTRDFPR 

Defer Pay Period Definition


Defer Pay Accrual or Payout Rules

Relationship to PTRECLS and NBAJOBS


Deferred Pay Adjustments List Form PEADADJ



Establishing and Maintaining FLSA Calculations


FLSA Methods



Banner Auto FLSA Calculation





Work Period Rule Form PTRWKPR





Earnings Code Rule Form PTREARN





Employee Class Rule Form PTRECLS






FLSA Method







Accrual







Cash






FLSA Period






Time Entry Breakdown





Employee Information Form PEAEMPL





FLSA Indicator





Work Period






FLSA using manual calculation to determine Regular Rate of Pay

Earnings Code Rule Form PTREARN

7-January-2009
1:00-4:30

Introduction to Salary Encumbrances

Establishing Salary Encumbrance Methods


Employee Class Rule Form PTRECLS

Encumbrance Methods using actual Payroll Liquidation



Annual Salary



Hours Input




Value Input




System Calculated without Recasting



Encumbrance Methods using Recasting Liquidation




System Calculated with Recasting
Creating Encumbrance Amounts


Employee Jobs Form NBAJOBS
Encumbrance method established on Employee Class

Encumbrance Number




Encumbrance Sequence Number



Budget Maintenance Process NBPBUDM

Viewing Encumbrances and Encumbrance History



Labor Distribution Change History Form NBIJLHS



Feeding Encumbrance Information to Finance
Finance Interface Extract Process NHPFIN1


Finance Interface Process NHPFIN2

8-January-2009
8:30-12:00


Introduction to Leave Accrual Administration
Establishing Leave Accrual Methods

Payroll Installation Rule Form PTRINST

Leave Rules

Accrual Methods





Leave by Job






Leave by Employee





Processing Order





Leave Proration Methods






Appointment Percent






FTE






Hours Worked




Leave Balance Roll Order



Establishing Leave Accrual Rules
Leave Category Validation Form PTVLCAT

Leave Code Rules Form PTRLEAV

Leave Category Rule Form PTRLCAT


Associating Leave with Earnings Codes 


Earnings Code Rule Form PTREARN


Associating Leave with Employee Classes



Employee Class Rule Form PTRECLS

8-January-2009
8:30-12:00 cont


Introduction to Leave Accrual Administration continued
Establishing and Maintaining Employee Leave Balances


Employee Information Form PEAEMPL



Employee Leave Balances PEALEAV




Manual Corrections



Leave Administration Inquiry Forms


Employee Leave History PEILHIS



Pay History Leave Accruals PHIACCR



Leave Administration Reports
Leave Liability Report PERLEAV

Leave Administration Information in Employee Self Service

Viewing Balances and History

 
1:00-4:00
Introduction to Leave of Absence Administration


Managing Employee Leaves of Absence


Employee Jobs Form NBAJOBS



Employee Information Form PEAEMPL



Family Medical Leave PEAFMLA
Payroll Demonstration to discuss Foundation Concepts for Training III
Test 100 Population Update
4:00-4:30
Trip Summary

Wrap up

· Response to specific requests or identification of needs

· Questions - open forum on all topics

· Post Training Client Assignments
· Planning for next visit

· Pre-Requisites

· Tasks

· Attendees
Banner Human Resource Module

Training Agenda 

Banner Human Resources Version 7.X
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