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Foothill DeAnza
Community College District
Banner Human Resources

Foundation Training IV

January 27-29, 2009

	HR Consultant
	Jean Summers
jean.summers@sungardhe.com
(360) 584-6406 mobile

	Recommended

Participants
	· Human Resources implementation team 

· Key personnel that deal with benefit/deduction processing, payroll processing, COBRA administration and tax reporting
· Technical staff responsible for support of Banner HR


	Prerequisites
	· 


Meeting Logistics

	Item
	Description

	Date
	Tuesday, January 27 – Thursday, January 29, 2009

	Time
	8:30am-11:30am and 12:30pm-4:30pm

	Location
	D260

	Equipment Needed
	Room with PC projector and screen, white board, flip charts and markers for both, PCs with access to the Training database.


Day #1   
8:30-11:30 – Benefit/Deduction, Payroll, Tax Reporting, IT
Introduction

                        
Welcome

Announcements

Review of Prior Trip Report and Assignments/Issues

                        
Review current agenda
Introduction to Benefit and Deduction Administration

Establishing Benefit and Deduction Rules

Benefits and Deductions Rules Form PTRBDCA



Calculation Rule Matrix



Defining Rules



Deduction Types




Benefit/Deduction Type Validation Form PTVBDTY



Tax Codes




Tax Code Rules Form PXATXCD



Defining Options and Amounts



Defining Plans




Naming Convention for Plan Options




Future Effective Dating Plan Options



Precluded Benefits and Deductions



Associated Benefits and Deductions



Core and Contingent Benefits and Deductions



Included Benefits and Deductions



Excluded Benefits and Deductions




Labor Distribution Overrides



Benefit/Deduction Chaining Rules Form PTRDCHN

Day #1 cont

12:30-4:30 – Benefit/Deduction, Payroll, IT
Introduction to Benefit and Deduction Administration continued
Establishing and Maintaining Benefit Categories


Benefit Category Rule Form PTRBCAT




Assigning Benefits and Deductions to a Benefit Category




Quick Set Up




Default Values




Associating with an Employee Class





Employee Class Rule Form PTRECLS
Day #2  
8:30-11:30 – Benefit/Deduction, Payroll, IT
Introduction to Benefit and Deduction Administration continued

Establishing and Maintaining Employee Benefit and Deduction Records


Employee Benefit/Deduction Form PDADEDN



Adding new benefit or deduction



Effective dating changes



One Time Add/Replace



Arrears



Terminating benefit or deduction


Employee Benefit/Deduction Set Up PDABDSU



Quick set up for new hires



Show how defaults work

Establishing and Maintaining Beneficiaries and Dependents


Beneficiary Relationship Rules PTRBREL



Set up Relationship Rules


Beneficiary Form PDABENE



List Beneficiaries and Dependents


Beneficiary Coverage Form PDABCOV



Establish Beneficiary and Dependent Coverage

Benefit and Deduction Administration Inquiry Forms


Employee Deduction Query Form PDIDLST

Employee Deduction History Form PEIDHIS

Deduction Year to Date Totals Form PEIDTOT


Aggregated Benefit/Deduction Totals Form PEIATOT


Benefit and Deduction Administration Reports
Benefit Enrollment Report PDRBFDN
Beneficiary Coverage Report PDRBCOV

Beneficiaries of Employees Report PDRBLST

Day #2 cont
12:30-4:30 – Benefit/Deduction, Payroll, IT
Introduction to Benefit and Deduction Administration continued


Savings Bond Processing


Benefits and Deductions Rules Form PTRBDCA 

Employee Deduction Form PDADEDN

U.S. Savings Bond Process PHPBOND 
Mass Benefit and Deduction Change Processing

Benefit/Deduction Mass Change Rules Form PTRBDMC

Benefit/Deduction Mass Change Process PDPBDMC

Self Service Features for Benefits and Deductions


Establishing Employee Self Service Rules for Benefits and Deductions


Benefit/Deduction Group Code Validation Form PTVBDPG



Benefit/Deduction Grouping Rule Form PTRBDPG



Benefit Category Rule Form PTRBCAT



Benefit and Deduction Information in Employee Self Service
Viewing Benefits and Deductions

Viewing Beneficiaries and Dependents



Updating Benefits and Deductions



Benefit Statement



Open Enrollment

Day #3

8:30-11:30 – Benefit/Deduction, Payroll, Tax Reporting, IT
Introduction to Tax Administration including Non Resident Alien Tax Administration



Viewing and Updating Tax Tables



Tax Code Rules Form PXATXCD 
Tax Filing Status Rules Form PXAFSTA


Tax Set Up Form PXATAXS



Tax Calculation Rules Form PXACALC



Tax Table Report PXRLIST



Establishing and Maintaining 1042 (NRA) Taxes



Tax Code Rules PXATXCD


Tax Filing Status Rules PXAFSTA



Tax Set Up Form PXATAXS


Employee Information Form PEAEMPL




Regulatory Information

Day #3 cont
12:30-4:00 – Benefit/Deduction, Payroll, IT
Introduction to Benefit and Deduction Administration continued


Establishing  and Maintaining Life Insurance Rules



Benefits and Deductions Rules Form PTRBDCA




Specific Calculation Rules for Life Insurance



Life Insurance Rule Form PTRLIFI



Life Insurance Calc Process Parameter Rule Form PTRLIFE



Life Insurance Premium Rule Form PTRPREM



Benefit Payroll Frequency Rule Form PTRBDFQ



Life Insurance Coverage Rule Form PTRCOVR



Taxable Life Insurance Premium Rule Form PTRGTAX



Calculating Life Insurance



Life Insurance Calc Process PDPLIFE




Running Process and Parameter Date Recommendation



Life Insurance Reports


Life Insurance Coverage Report PDRLIFE

Introduction to COBRA Administration
Establishing COBRA Administration Rules
Payroll Installation Rule Form PTRINST

COBRA Benefit Coverage Rules PTRCBEN

COBRA Reason Rule Form PTRCOBR

Beneficiary Relationship Rule Form PTRBREL

Establishing and Maintaining Employee COBRA Benefit and Deduction Records
COBRA Person Form PCAPERS

COBRA Dependent and Beneficiaries Form PCABENE

COBRA Dependent and Beneficiaries Coverage Form PCABCOV

COBRA Payment Administration PCACPAY

Setting Up COBRA Letters
Paragraph Process Form GUAPARA

Letter Process Form GUALETR

Crosswalk Validation Form GTVSDAX


COBRA Address Hierarchy
COBRA Administration Processes
Batch Processes for COBRA PCRLTRS

COBRA Notification Process PCRNOTF

COBRA Reports
Rate Increase Report PCRRATE

COBRA Persons Report PCRCORT

Payroll Demonstration to show concepts discussed during training


Benefit/Deduction Calculation



Benefit/Deduction Labor Distribution Overrides

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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