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      Web/Department Time Entry Set Up Handout

Complete Rule and Validation Forms for Web and Department Time Entry

1. PTRECLS – Employee Class Rule Form  

[  ]

Base Form Fields:

· Employee Class Time Entry Method

· Time Entry Type

· Approval Required for Exception Time

· Time In and Out Required

· Can Request Leave in Advance

· Override Labor Distribution for Department

Eligible Earnings Block:

· Attendance Indicator

· Time Sheet Sequence Number (TS Seq)

· Approvers (Yes or No)

2. NBAJOBS – Employee Jobs Form (Only need to complete if overriding information set up on PTRECLS  


[  ]

Payroll Default Information Block

· Time Entry Method

· Time Entry Type

· Time In and Out Required

Can override PTRECLS default information at this level.

3. PTRPICT – Payroll Identification Rule Form  
[  ]

Base Form:

· Cut Off Date for Pay Period Reports

· Cut Off Time of Day

· Can Request Leave In Advance

4. PTRCALN – Payroll Calendar Rule Form  

[  ]

Base Form:

· Web/Dept. Pay Period Time Entry Dates From and To

· Time of Day to Stop Time Entry

· View on Web Until

5. NTVACAT – Approvals Category Rule Form  
[  ]

Base Form:

· Set Up a Routing Category

· This category is usually just called “TIME”

6. NTRINST – Position Control Rule Form  

[  ]

Base Form:

· Enter the Time Entry Approval Category ‘TIME’

7. PTRINST – Installation Rule Form  


[  ]

Base Form:

· Certification Required on the Web

Set Up Originators, Approvers and/or Acknowledgers

1. Oracle ID – Form Security (DBA)



[  ]

2. Banner ID – SPRIDEN Record (Data Entry Person)

[  ]

3. GOAEACC – Enterprise Access Control Form (DBA) 
[  ]

Tie Oracle ID to Banner ID

4. NBAPOSN, NTRRQUE, and/or NBAJQUE  


[  ]

Set Up Routing Queue


NBAPOSN:  Lowest level of maintenance.  Uses Reports to field.

NTRRQUE:  Mid level maintenance.  Can establish routing by position number or organization code.

NBAJQUE:  Highest level of maintenance.  HR can override routing as set up on NTRRQUE for a specific individual.

Can establish approver proxies on NTRPROX

Set Up HR Security for Originators, Approvers and/or Acknowledgers

1. PTRUSER – User Code Rule Form  

[  ]

2. PSAORGN – Org Level Security  

[  ]

3. PSAECLS – Employee Class Level Security
[  ]

4. PSAEMPR – Employer Level Security  
[  ]

Banner Human Resource Module
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