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	Objectives


The objectives for this week were earnings codes, leave accruals, and leave of absence administration.
	Progress Report

	Accomplishments


Tuesday 

6-Jan-2009
A correction should be made to my trip report for the visit of December 9-11th.  I stated that FHDA has 1 pay id.  They currently have 5 but have the system set to have the same pay date and also just one check.  

We started off the session by going over earning code set up.  The rule form that controls how the earning codes are set up is PTREARN.  I went through the fields on the form to explain what they represent.  
· Earn codes are 3 characters long

· The short description is what will show up on the employee’s pay advices

· The long description will show up on reports

· Source or rate:

· Job rate will reference the rate set up on NBAJOBS.  This is used in conjunction with the multiplication factor.  100% will calculate straight time.  150% will calculate time and a half.  0% will do nothing and the earn code will be ignored.
· Special rate will require a rate to be placed in at time entry.  This is generally a unit and can be variable by employee.  An example is an adjustment to an employee’s paycheck to pay for retro active hours.

· Table rate will use the rate listed on PTREARN in the table rate field for all employees who receive this earn code.  Mileage reimbursement is an example of using the table rate.  

· Checking the allow for labor distribution overrides box will let payroll change the FOAP for this earn code on PHAHOUR.  Unchecked will not allow FOAP changes.

· Checking the expend budget with earning value will use the value of this earn code and add to the expended field on NBAPBUD.
· Checking the applicable to fringe expense will use this earn code in the calculation of fringe chargeback.  

· Rule class overrides:

· In the rule class field, is this earn code should not liquidate encumbrances, enter HGNL.  
· In the fringe field, enter HFNL is this earning code should not liquidate fringe encumbrances.

· Attributes/Types.  These help with the calculation of gross earnings by telling the system how they should be used in the calc process.  Not all attributes will be used.

· AP Advance pay attributed is used when the earn code is being given to the employee for an advance on a future paycheck.  FHDA at first said they would not need this.  However, after discussing some other areas of use, they may be able to use it for their PT Faculty in the fall.
· AR Advance recovery is used to recover money used by the AP attribute earn code.
· DA Deferred amount is use by schools who allow faculty members to work less than 12 months, but be paid over 12.  FHDA does not use deferred pay nor do they want to use it in Banner.
· DK Dock pay is a system generated earn code that is commonly used when an employee exceeds his/her leave balance and needs to be docked to cover the time off.  
· DO Deferred pay out is used to pay employees who are not currently working but had money set aside during the work year.  This works with the DA attribute.  But again, FHDA said they will not be using this.  
· FA FLSA accrual non-cash earnings is used to calculated comp time.  The employee enters work hours and Banner will then figure out how much comp time will be earned based on rules set up.  FHDA said they will not be using this.  The employees enter their work hours and their overtime hours and it is up to the manager to verify the hours.  
· FC FLSA cash earnings is used to have banner automatically calculate overtime.  The employee enters work hours and Banner will then figure out how much overtime will be earned based on rules set up.  FHDA said they will not be using this.  The employees enter their work hours and their overtime hours and it is up to the manager to verify the hours.  
· FP Leave with full pay and full benefits.  This attribute will be triggered when the employee’s status on NBAJOBS is set to leave with pay with benefits.  It will override the regular earnings for the employee and use this earn code instead.
· HP Holiday pay will reference the holiday calendar on PTREHOL and pay the employee holiday time.  The hours used in the pay event are based on the hours per day field in NBAJOBS. 
· LB Leave with benefits and without pay.  This attribute will be triggered when the employee’s status on NBAJOBS is set to leave without pay with benefits.  It will override the regular earnings for the employee and use this earn code instead
· LO Leave without benefits and without pay.  This attribute will be triggered when the employee’s status on NBAJOBS is set to leave without pay without benefits.  It will override the regular earnings for the employee and use this earn code instead
· OV Pay at FLSA specified overtime rate.  This earn code can be used when overtime hours are entered by the employee.
· PP Leave with partial pay and full benefits.  This attribute will be triggered when the employee’s status on NBAJOBS is set to leave with partial pay with benefits.  It will pay the employee according to the multiplication factor on PTREARN.
· PR Premium pay.  This attribute will be used when an employee should receive extra compensation for doing a particular job.  Rules are set up on PTRPCAT.
· RO Retroactive pay for previous fiscal year.  This attribute is used when a retroactive pay should be paid to a group of employees for a prior fiscal year.
· RP Regular pay.  This attribute indicates that this earn code represents the employee’s regular pay.  This will be the primary earn code this employee receives.  
· RT Retroactive pay for current fiscal year.  This attribute will be used when a group of employees receive retro pay for a period within the current fiscal year.  
· (None) No earn type.  This attribute can be used for all other earn codes that do not meet the earlier classifications for attributes.  Vacation, sick, personal time, adjustments, all will have no attributes.  
· Tax methods will determine how the employee is taxed during a pay period.

· Annualize Method.  The system uses the straight annualizing method. This method annualizes only the current period's earnings (that is, it multiplies the current pay amount by the number of pays per year). It does not consider year-to-date gross
· Supplemental earnings are taxed at the rate specified in the Supplemental Percent field on PXATXCD. If you use the cumulative annualization method (that is, if you enter Cumulative at the Annualization Method prompt), these earnings are considered when subsequent payrolls are processed. This increases the accuracy of the annual withholding. If you use the straight annualization method (that is, if you enter Annualize at Annualization Method), these earnings are not considered when subsequent payrolls are processed.
· One-time earnings are taxed as one-time payments and added to the annualized gross. As with supplemental earnings, they are considered when subsequent payrolls are processed only if you entered Cumulative at the Annualization Method prompt. If you entered Annualize, the one-time earnings will correctly be included in the pay period in which they occur, but will not be considered in subsequent payrolls. Therefore, combining the straight annualizing method with one-time earnings may result in under withholding.  Because the average pay (and therefore the projected yearly earnings) changes with each pay event following a rate change, the cumulative method adjusts the tax calculation rate with each subsequent pay.  Although this results in withholding amounts that vary from one pay to the next, it also produces a more accurate yearly withholding amount.  An earn code with one time as the tax method needs to be paid in a pay period that has an earn code with an annualized method.  If a one time tax method earn code is paid by itself, no taxes will be withheld.  
· Base Salary.  Check this box if this earnings code is the employee’s base salary.  This will be the earnings code that is reduced when an earnings code with reduce base salary is used.
· Longevity Pay.  This should be checked if the earn code should be used in the calculation of longevity pay.

· Reduce Base Salary.  This value of this earn code will reduce the base salary.
· Shift Differential.  By checking this on, the system will use this earn code in determining shift pay for employees.

· Stipend.  This is for reporting purposes only.  If the school wants to track stipends, check this on.

· Cash.  Check this on if money is to be paid to the employee.  Uncheck it if the earn code is being used to adjust applicable gross amounts.  **Evaluate all noncash earn codes and if they should not be taxed or go towards percentage based deductions, then they need to be excluded from those deductions.  Otherwise, Banner will take the value of the earn code and add it to the applicable/taxable gross.  

· Display on Web.  Check this on if the school wants the employee to query on the history of this earn code on self service.

· Applicable to Leave Proration.  This should be checked on if this earn code is used in the calculation of leave accruals.  
· Applicable to Leave Minimum.  This should be checked on if this earn code is used in the calculation of number of minimum hours.

· Leave Taken Code Box.  Enter the leave code this earn code should debit when used.  I.e. the vacation earn code should reduce the balance of the vacation leave code.

· Leave Earned Code Box.  Enter the leave code this earn code should credit when used.  Most commonly used is comp time.  When the comp time earn code is used, it should credit the comp time balance.

· FLSA
· FLSA Eligible Hours.  Use ADD if this earn code should be used in the calculation of comp time hours.  FHDA will not be using this.

· FLSA Eligible Dollars.  Use ADD if this earn code should be used in the calculation of overtime hours.  FHDA will not be using this.

· 1099-R.  This is used if the school disperses 1099 funds to an employee.  FHDA will not be using this.

· Other Regulatory

· OSHA Reportable hours.  This should be checked on if this earn code should be used in the OSHA 300/300A reports for total hours worked.
· Pensionable Hours.  Check this on if this earn code should be used to track pensionable hours.

· California Special Comp.  Check this on if the value of this earn code should be included for the calculation for STRS/PERS.
· California MIS Additional Earnings.  Check this on if the value of this earn code should be included in the calculation of MIS additional earnings.  

· Earnings Code Labor Distribution Overrides

· This area can be used to override certain FOAP elements.  Overtime can be sent to one account if the school elects.  If the field is null, then the FOAP element from NBAJOBS will be used.

After going through all of the fields, I had the team enter is some earn codes of their own in TEST.  

We then looked at PTRSHFT.  This rule form is used to establish shift premium rules.  Once this is set up, it needs to be assigned to an employee class.  All members in that employee class will then be eligible for shift.  

We looked at PTRLGTY and PTRLGCD for longevity pay.  FHDA uses longevity pay, but they pay it monthly in a lump sum and it varies by employee.  Banner’s longevity is based on hours worked in the pay period.  They could probably create an earn code with a special rate and upload it to the employee’s job record.  IT can create a script that will populate the information.  
We looked at using premium pay.  Premium pay can be used to pay extra compensation to an employee for working a particular job or shift.  It is driven by earn codes and shift and is set up on the employee’s job record.  I see some schools using premium pay to handle their shift differential.  Some schools have also used this for hazard pay situations.  

In the afternoon we had hands-on practice with job administration.  In NBAJOBS we looked at each of the tabs.  
· General Job info will show probation period, step increase dates, type of job, primary, secondary, or overload, and encumbrance info.

· Job detail tab will show job status, FTE, job appt percent, hours per day, leave category, job change reason, and salary information.

· Payroll Information will show the timesheet org assigned to this job, type of time entry, longevity pay code and premium pay code.

· Miscellaneous tab will have supervisor information and STRS/PERS assignment.

· Default hours will list regular hours if set to be defaulted by the employee class.  Any other default hours will need to be entered.

· Labor distribution tab will have the FOAP where the job expense will feed to finance.  The default FOAP comes in from NBAPBUD for the position but can be overridden.  

We looked at using PEAHIRE for hiring new employees.  This form takes the bare minimum information from PPAIDEN, PEAEMPL, and NBAJOBS and sets up the employee.  The downside of using PEAHIRE is that it does not capture STRS/PERS information that is stored on PEAEMPL.  

In addition to a form to hire someone quickly, we have a form that can terminate an employee quickly.  PEAESCH is the form that can be used to terminate an employee’s job, employment status, and all deductions.  
After we finished with PEAESCH, I did a refresher course on navigation, quickflows, personal menus, forms, etc.  

Wednesday

7-Jan -2009
The agenda for Wednesday morning was to discuss FLSA overtime processing and deferred pay.  FHDA said they will not be using deferred pay and after our discussion of earn codes on Tuesday; they will not be using the automatic FLSA calculation.  For the morning, the team worked on creating their earn codes in the TEST instance.  
Wednesday afternoon we had a joint meeting with budget, Bernata Slater, Margaret Michaels, and Teri Gerard, to go over how Banner calculates encumbrances.  

We discussed the two types of encumbrance liquidation:  Recast and payroll.

Recast liquidates encumbrances based on periods of time.  It does not rely on payroll being processed.  

Payroll liquidates encumbrances based on earnings paid.  Payrolls will have to be run and then encumbrances can be liquidated.

Banner has four methods of calculating encumbrances
Annual Salary:  This will encumber the annual salary on NBAJOBS.  The entire salary will be encumbered regardless of the fiscal year.

Value Input:  The amount to be encumbered is manually entered.  Schools who do not want to encumber usually enter a 0.

Hours Input:  The amount of hours the school wants to encumber will be entered and then Banner calculates the amount to encumber by multiplying the hours by t he hourly rate.

System Calculated:  This uses the annual salary from NBAJOBS, but Banner takes the fiscal year into consideration and prorates the amount to be encumbered based on where in the fiscal year the school is.

After we talked about encumbrances, there were some questions.  One question was if Banner lapses.  There is a report to run in Banner, NBRPSTA, to see how much budget is available and how much is encumbered.  This report can help with seeing what is available to lapse.  Another option is to create a process that will pull the information from NBAPBUD to see what is encumbered and expense.  The difference can be then places into a holding place.  
For budgeting, FHDA starts with a zero budget for positions.  They then have a process that determines what step the employee is currently at, when the new step will be active in the new fiscal year, and shift differential to build the position budget for the new fiscal year.  In Banner they are able to roll position budgets with a zero amount and then use salary planner to update the information.  This would be manually entered though.  In order to mirror their current budgeting process, another process will need to be created to capture this information and then upload it to Banner similarly to how they are doing it today.  

We looked out how to do a labor reallocation in Banner.  PHAREDS is the form that process labor redistributions.  We walked through an example of a redistribution.  FHDA would like to have a process that uploads the information and processing it automatically.  This would be another process that would have to be written to have this happen.  Baseline Banner currently only supports manual entry into this form.  

Thursday

8-Jan-2009
Today we spent time on creating leave accrual codes and leave administration.  

FHDA will be using leave by job as their accrual for leave.  The FTE from NBAJOBS will prorate accruals and maximums.  
We first looked at PTRLEAV.  This form is used to create the leave codes.  These are the “buckets” to be tracked.  Some examples are vacation, sick, personal, and comp time.  

After that we looked at PTVLCAT.  This form is used to create leave categories.  The leave category will be assigned to each job.  When creating leave categories, leaves that have the same accrual rules should be in the same category.  When a rule differs, it should be made into a different leave category.  PTVLCAT also determines if the employee will be recording their time on a timesheet or a leave report.  Generally salaried exempt employees complete leave reports.  A leave report captures time away from work but does not get processed through the pay process.  

The last rule form we looked at was PTRLCAT.  This rule form sets up leave accruals for each leave code and leave category.

· Accrue frequency determines how often this leave code should be accrued.  Pay period is most commonly used.  

· Print sequence number can be populated to display the order of leave balances on a pay stub.

· Cut Off Day is used to keep an employee from accruing leave if they start before a certain point.  FHDA uses the 10th day as their cut off.  

· Base date is used to move the employee to the next accrual tier.  Current hire date was decided to be used.  

· Allow negative balance check box.  If this is checked on then the employee can use more time than they have accrued.  This would need to be monitored to make sure the employee does not use more than he/she would accrue for that year.  

· Roll MM/DD is used to set when balances should be rolled to the next year.  To roll balances for a fiscal year, enter 7 in the MM field and 1 in the DD field.  To roll on a calendar year, enter a 1 in the MM field and a 1 in the DD field.  To roll on the employee’s anniversary date, leave blank.  

· Banking rules allow the employee to accrue leave but not access it until a future date.  Some leaves cannot be touched by new employees for 6 months.  In this situation a 6 should be entered in the available months field.  

· Accrual method

· In minimum hours, enter in the least amount of hours an employee has to work in order to receive the full accrual.  FHDA does not use this.

· Proration hours, enter in the full time equivalent hours in this field.  When an employee works those hours, he/she will receive the full accrual.  If the employee works less than the number here, the accrual will be prorated.  

· Accrue in pays should be used to tell Banner which payrolls this leave should be accrued.  Since the employees are paid monthly, the 1st check can just be checked on.  

· Leave Accrual Schedule Window is used to control what the employee accrues per pay.  This can also be set up to allow for the employee to earn more accruals based on years of service.

· Service Years:  Enter the minimum years the employee has to work to accrue the leave.

· Service Months:  Enter the minimum months the employee has to work to accrue the leave.  

· Years and months both do not need to be used.  FHDA is using years when the accruals should be increased.

· Accrual Hours:  Enter the hours the employee should accrue for this leave.

· Maximum Limit:  This is the ceiling for the leave accrual.  Once the employee hits this level, the accruals will stop until the balance is reduced.

· Maximum Roll Hours:  This limits how many hours can be rolled to the next year.  For unlimited, enter a 9999.  

· Leave code priorities window can be used to define what should happen if the employee overuses a leave code.  This only works when the leave is not set to allow a negative balance.  If this is not set up, the employee will be docked if leave is overused.  

Once the leave codes are created, they should be tied to the earn codes on PTREARN so the leave balances are deducted.

We had to create several SEIU categories because the limits are different for employees who work less than 12 months.  The default leave category can be the 12 month category on PTRECLS.  The less than 12 month ones can be listed in the other eligible leave categories on PTRECLS.  When someone is hired into a less than 12 month job, they can override the 12 month category with the appropriate one.  

I talked about how an employee can be placed on a leave of absence.  The status on NBAJOBS can be changed to the type of leave the employee is on.  This will then trigger the corresponding earn code to populate when PHPTIME is run.  To end the leave, a new effective date on NBAJOBS will need to be entered and the status set back to active.  

FHDA can also control leaves by using the default earnings tab on NBAJOBS.  They can do a start and end date of a particular earn code.  This can allow for multiple earn codes to be active at the same time.  

We also looked at PEAFMLA.  This form is designed to track FMLA usage.  It is a manual form for now that can track dates of FMLA correspondence and earn codes used for leave.  It can be used to track other leaves, but the main intent is for FMLA.  

We looked at the agenda for Jean’s visit on benefits and Deductions.  FHDA does not do Savings Bonds so that can be skipped during the visit.  They requested the time for life insurance and employee self service be switched.  FHDA says they have a simple life insurance plan and does not have to do imputed income tax.  It will be beneficial to still cover the life insurance process because it may apply to their supplemental life coverage and may also be used for short term disability and/or long term disability coverages.  

Kim started talking about some of the outstanding issues from last visit.  The pay id was discussed and it seems that they may have found solutions to make it work for them.  They can use a cumulative tax for employees that work less than 12 months.  This would use year to date gross for taxing.  The part time faculty pay dates may be able to be moved around and be paid on the same pay id.  They could use the pay advance feature in Banner to help them with their first pay.  
The team’s knowledge is growing.  They are more open to exploring solutions that require creating scripts or processes.  
I left the team homework to work on finishing their earn codes and work on their leave accruals.  This will occupy most of their time between this visit and the next.  

	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan

	Several tasks still need to be accommodated in the training schedule (examples: faculty load, web time entry, etc.)
	Kim Chief Elk and SGHE HR Functional Consultants
	
	We discussed the need to add specific training to the overall schedule.  These training sessions will not be additional sessions, but will most likely utilize the currently scheduled consulting session weeks.  Some of these items can not be accommodated until FHDA CCD has installed the CALB 8.0 release due out in Spring 2009.


	Interfaces with existing systems (examples: Liquid Office, SIS, Hershey, etc.)
	ETS
	
	The SGHE integration team indicated in prior training that HR functional consultants would be providing information regarding these interfaces.  To my knowledge, the integration team should be working with the HR technical consultants to complete these tasks.  I have contacted the integration team to determine what information they are expecting the functional consultants to provide.  As of this writing, I have not yet obtained an answer.  This will be a homework action item for SGHE.

	2 pay ids for employees
	FHDA functional team
	1/31/09
	FHDA currently has 5 pay ids that are paid in the same check.and one for students and temps that are paid on a lag.  They want to keep this in Banner.  They can do this in Banner, but the taxes will not be the same as they are in Plus.  When we first started discussing pay ids, we came up with about 6.  With the exception of PT faculty and temp staff and students, the rest follow the same pay schedule.  If FHDA decides to continue with 1 pay id for their regular employees, they will need to decide on how to handle the PT faculty.  Their concerns of having multiple pay ids are related to deductions, garnishments, and direct deposits.  

	Budget lapsing
	FHDA functional Team/IT
	2/29/09
	FHDA currently has an automated process that moves unused budget dollars to a lapsing account.  Banner has the ability to track unused budget dollars, but it does not move the funds automatically to another account.  If FHDA wants to continue this practice, they will need to work on developing a tool that can move the information.

	All history is to be brought over for HR/Payroll
	FHDA
	2/1/09
	A decision needs to be made on what history is to be brought over into Banner.  If all history, which was said in my training, is to be brought over, the rule and validation tables will require more work and information.  

	Who will be owners of NBAFISC, NTRFINI,
	FHDA
	1/9/09
	We can discuss this with the finance members but since this is a gray area in position control that affects both areas, we need to determine who will be responsible for theses forms.

	Salary schedules
	FHDA
	2/29/09
	The current salary structures as FHDA are monthly.  For their employees that are 10 month or 11 month, the calculations on NTRSALA are creating the annual amount based on 12 months.  We will be able to pay the employees correctly, but the amounts on the schedules will look different than what they are used to seeing today.  

	GOAMTCH
	FHDA
	2/29/09
	FHDA wants to have GOAMTCH disable the create new id icon if a match on SSN is found.  Currently, this is not part of baseline Banner.  If this is to occur, it would have to be a mod to Banner.  

	Want one place to see all assignments and pay.
	FHDA
	Open
	I showed the job listing NBILIST and also PEISALH but they want a breakdown of assignments.  The information on the student side may take care of this for them.  We will look at the student side during my next visit.  

	FHDA wants their processing automated.  Some instances are: populating all occurrences of the supervisor, populating reviews, populating the MM/DD fields on NBAJOBS for step increases.  
	FHDA
	Open
	The automation that FHDA wants can probably be accomplished programmatically by with FHDA IT staff or SGHE technical.  Another avenue to explore would be workflow.  

	Longevity pay and recognition awards will need to be uploaded into Banner.  Will need a process to do this automatically.  Amounts vary by employee
	FHDA
	New
	Will need an earn code with a special rate and have a script that will load the information into the default earnings on NBAJOBS


	Training Attendance

	Name
	Area
	Day 1
	Day 2
	Day 3

	Henry Ly
	ETS
	X
	X
	X

	Rhoda Wang
	Payroll
	X
	X
	X

	Kim Chief Elk
	HR
	X
	X
	X

	Scottie McDaniel
	District Payroll
	X
	X
	X

	Erwin Widiarta
	ETS/HR & Luminis
	X
	X
	X

	Beijing Li
	District Payroll
	
	
	X

	Kristine Lestini
	HR
	X
	X
	X

	Anna Luna
	HR
	
	½
	

	Irma Rodarte
	ETS
	X
	X
	X

	Patti Conens
	HR
	X
	X
	X

	Ly Luu
	District Payroll
	X
	X
	X

	Gigi Gallagher
	HR-FH
	X
	X
	X

	Cynthia Smith
	HR-DA
	X
	X
	X

	Debbie Haynes
	Campus Payroll
	X
	X
	X

	Patti Jobs
	Payroll
	½
	
	

	Teri Gerad
	Budget
	
	½
	

	Bernata Slater
	Budget
	
	½
	

	Margaret Michaels
	Budget
	
	½
	

	Christine Vo
	Benefits
	½
	
	½

	
	
	
	
	


	Action Items and/or Assignments for SunGard Higher Education

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	11/12/08
	Contact integration team regarding needs from HR functional consultants
	Jean Summers
	ASAP
	In Progress

	11/13/08
	Complete trip report
	Jean Summers
	11/27/08
	Complete

	1/8/09
	Check around and see if other schools have a process for checking student work hours against course schedule.  Jeff forwarded this to the SGHE PM.  They can be in touch with FHDA.
	Jeff Greer
	
	New/Closed


	Action Items and/or Assignments for Foothill-DeAnza CCD

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	11/13/08
	Work with data standards group to ensure standards are developed prior to converting and/or entering data to the system
	Kim Chief Elk
	ASAP
	In progress

	11/13/08
	Begin documenting how FHDA CCD will utilize the Banner forms and processes as they are determined.  Start with PPAIDEN.
	Kim Chief Elk
	On-going
	In progress

	11/13/08
	Identify who will monitor SunGard listservs for BHUMRES and BPOST and get them signed up as soon as possible
	Kim Chief Elk
	Immediately
	In progress

	11/13/08
	Begin to identify current reports that will be needed from Banner and whether Banner standard reports exist or whether custom reports will be needed
	All
	On-going
	In progress

	11/13/08
	Review User’s Guide information for rule/validation forms to be developed during next training session
	As assigned
	12/8/08
	In progress

	11/13/08
	Begin to define employee classes utilizing the worksheet provided.
	Kim Chief Elk
	12/8/08
	In progress

	11/13/08
	Identify and discuss any policy and/or procedure issues that may have arisen as a result of this training session
	Kim Chief Elk 
	On-going
	In progress

	11/13/08
	Develop a schedule for practicing newly developed navigation and data entry skills for all training participants as soon as the training database is available
	Kim Chief Elk 
	On-going
	In progress

	11/13/08
	Complete the evaluation form embedded below and send to the emails listed at the bottom of the form.
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	All training participants
	12/5/08
	Complete

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Other


.
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Consulting Evaluation Form




Banner Human Resources Training                                                        November 11-13, 2008


Consultant:
Jean Summers, jean.summers@sungardhecom, 360-584-6406


Topics Covered:
HR Project Kickoff and Overview

Consulting Engagement
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		



		Expectations for engagement were met

		

		

		

		

		

		





Instruction


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Provided instructional activities that were consistent with goals and objectives

		

		

		

		

		

		



		Demonstrated organization and preparedness

		

		

		

		

		

		



		Communicated clearly and effectively

		

		

		

		

		

		



		Responded appropriately to questions and comments

		

		

		

		

		

		



		Designed instructional activities that encouraged discussion and resolved issues

		

		

		

		

		

		



		Effectively utilized training materials (ex. Workbook)

		

		

		

		

		

		



		Maintained a positive learning environment

		

		

		

		

		

		





Product/Industry Knowledge


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Demonstrated strong product knowledge

		

		

		

		

		

		



		Applied product knowledge to business requirements 

		

		

		

		

		

		



		Demonstrated strong grasp of unique business requirements

		

		

		

		

		

		



		Suggested alternative and logical solutions to unique business requirements

		

		

		

		

		

		



		Used prior industry experiences to add perspective and value

		

		

		

		

		

		





Client Focus


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Established productive working relationship

		

		

		

		

		

		



		Communicated and reviewed business issues on a regular basis

		

		

		

		

		

		



		Promoted a cooperative environment by exhibiting an enthusiastic attitude

		

		

		

		

		

		



		Followed through on commitments

		

		

		

		

		

		





Professionalism


		

		Strongly


Agree

		Agree

		Neither


Agree or


Disagree

		Disagree

		Strongly


Disagree

		Not


Applicable



		Consistently prepared and timely

		

		

		

		

		

		



		Presented self appropriately in business environment

		

		

		

		

		

		



		Utilized client time efficiently

		

		

		

		

		

		



		Presented directions in an articulate and understandable manner

		

		

		

		

		

		





Please indicate what you found most useful about this consulting engagement:


		





In what ways did the consultant contribute to the success of the consulting engagement?


		





What could the consultant have changed to make the consulting engagement more beneficial?


		





General comments and suggestions:

		





Name of Institution:




Your Name (optional)


Please email this evaluation to: 

rob.bailey@sungardhe.com and julie.monfette@sungardhe.com 
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