SENIOR ADMINISTRATORS &
MANAGMENT BANNER FORMS

Department of Human Resources
Banner 9



Contents

NBAJOBS — The EMPIOYEE JODS.....oeiiiieee ettt ettt e e st ee e e s rate e e e sntaeeesntaeeesntaeeeeans 3
Base JOD INFOIrMIAtioN . ...ii it et et s e st sb e s re e e st e e sneeesareenas 3
JOD Detail INFOrMIAtioN ..ei ittt et e s e s ar e s b e e re e e s e e e anaeesareeeas 4
Payroll Default INfOrMatioNn . it e e e e et e e e e e e e st b re e e e e eesesanstaseeeeeeeessansrraneaaanas 6
Deferred Pay INfOrmMatioN. ... ettt e et e e et ae e e et ae e e ssabae e e e abeaeeeansteeeeensteeesannees 8
Y T o=] | TaT=To LU PP PP PR PPROPRRRPR 8
EXCIUET DEAUCTIONS/BENEIITS.cceiiveeteriiieeeeiiseeiereeteeeeeeseireereeeeessesssrereeeessssessssseeeeeessssasssasseeeesssssssrrrsneeeess 8
Default Earnings INfOrmMation .uuui ettt e e e s sbae e e e s bae e e s s nreeeesnreeessanees 8
WOTK SCNEAUIES ...t ettt e st s bt e e st e sbeeesabeesabeeebeeesabeesneeesareas 9
JOD LabOr DiStrIDUTION weeiiiiieeiieeiie ettt ettt ettt ettt s b e e st e e bt e e sabeesbeeesabeesbee e seeesabeeesnseesaneenas 9
ENCUMDBrance INFOrMAtioN ...ooieerieieeeee ettt sttt et s b s s e eareere e 9

NBAPBUD —POSItION BUAZET....cccciiiieeciiiieectieeeettee ettt e et e e e stte e e e et e e e e ata e e e eaaaeeeessaeeesnsaeeesssaeesennaeeas 10
oo Ty u Lo g TN 21U =] USRS 10
1T A T T =L PP 11
L=l 2 =Y o T 1 PSPPSR 11
Premium Earnings TOTalS .o ieiee ettt et et e e et e e e et ee e e et e e e e e eabeeeeeataeeeentaeeeenseeesennsaeeeennens 11
POSITION LabOr DISTIHDULION c..eitieiieeite ettt sttt sb e st st e st e e be e b e saeesaeeeaees 11

NBAPOSN — POSition definition .....cc..ooiieiieieeeeeee ettt e 11

NBIJLST — EMPIOYEE JOD INQUITY ..vveieiiiiie ettt e e st e e e s aan e e e sntaeeesnsaeessnnneeas 12

NBIPINC — POSition INCUMBENT LIST ....eeeuiiiiiiiiiiiesiie ettt ettt ettt ettt s e s b e e s e sabaeenee 12

NBIPLST — Position List by POSItION Class .......uiiiicuiiiiiiiiiieiciiiie ettt sceee st e e aae e e ssra e e s s savaeessannee s 13

NBIPORG — Position List by Organization..........cccuiiiiiciiie ittt e et e e aee e e e ara e e e e sarae e e eanaee s 13

2T @] o Il oo Y e T 1) o Y PP 14

NHIDIST - Labor Distribution Data INQUITY .......ccccuuiieieciiie e eeceeeeectee e et e e e et e e e eaaee e s ensaeesensaeeeennaeeas 14

NTRSALA — Salary/Rate StrUCLUIE RUIES ......eecviiiiiiiiiicie ettt ettt ettt eteeteesreestee s abeeabeebeesbaesaaesanesanes 16

NTRSGRP — Salary GroUP RUIES ........uiiiiiiee ettt ettt eerte e e e e e e e et tr e e e e e e e eesanareaeeeeaesennsntaaneaaeens 16

PEAEMPL — EMPIOYEE FOIMM .ciiiiiiiiiiiieie ettt e ettt et e e e e e et te e e e e e e e e anbtaaeeeeaeeesannsreaseaaessenssnteneeaaaens 17

PEALEAV — EMPIOYEE LEAVE BAlANCES....cciiiiiiiieiieee ettt sttt e et e e s saae e e s aae e e e s aba e e e s araeessannnee s 18

PEASNBL — Employee SenIiority BAlaNCe .........ccocuiiiiiiiiiiecciiee ettt ettt e et e e e e e e saae e e e e naa e e s earnee s 19

PEIATND — Employee AtteNdance INQUITY ......ococuiiie i ccieee ettt e e et e e e eaae e e s eaae e e s saaaeeessaaeesennnnees 21

PEIELFA — Employee List by FACUlty ACTION ....cciiiiiiiiiiiie et aree s 21



PEIESUM - EMPIOYEE SUMMAIY VIBW .eeiiiiiiiiiieiie e ettt e e e e e eettte e e e e e e e s nataae e e e e e e e anssaaeeasassennsnnsaneeaanean 23

PEIFACT — Faculty Information INQUITY ......coiiiiieeee ettt e e e e e nrrree e e e e e e e nnaraeeeaaeean 25
PEUTOT - JOb Year t0 Date TOLalS ....cciuiriiiiieieeiiesiee ettt sttt et s s s 28
PEILHIS - EMPIOYEE LEAVE HIiSTOIY..oiiiuiiiieiiiiee ettt sttt sttt e et e e e st e e seaae e e e enaae e e esnaaeeesenssaeeennnraeen 28
o 1 Tl o g o] (o)l o 1 o o S 29
PEISALH- Employee Salary HiStOry INQUITY.....coooiiieie ittt ettt e ssae e e sssae e e s e e e e ssnnneee s 29
PHIACCR - Pay HiStOry LEAVE ACCIUAIS ...cccccuviiiieiieie ettt e ettt erite e e sttt e e st e s sstae e e ssntae e e ssntaeeessnsseeesnnsneaen 30
POIIDEN - EMPIOYEE SEAICH ..ceiiiiiee ettt ettt et st e e st e e s s sabae e e ssntaeeesansaeaesnnsseeesansneeean 31
PPAIDEN - 1d@NEIfiCatiON ......oiiieiieieeeeteeee ettt ettt e st s st s e b e b srees 31
Alternate Identification Tab: .........co i 31
ADArESS Tab: ..ttt st sttt et b e b bt ettt reenre e 31
TEIEPNONE Tab: ..ttt ettt be e sbe e she e st e e abe s be e be e bt e aeesaeas 32
BiographiCal Tab: ...ttt st st sttt 32
BT TAD et h e e st sar e s b e bt e b neenaees 32
[ 00121 =(=T ool ] o1 - Lot A - o LSRR 32
Additional Identification Tab:........cooi i 32

2|Page



NBAJOBS - The Employee Jobs

The Employee Jobs Form (NBAJOBS) maintains information about an employee's assignments within the institution.
This information defines when and how an employee is to be paid and the amounts and labor distributions account
numbers to use when encumbering and expending with the Banner Finance system.

Key Block
Enter a valid ID and Position in the Key block. This information has to be entered before you navigate to other blocks

of the page.

ID Enter the ID of the employee. If you have to search for the ID, click on the Search
button in the ID field.

Position Enter or select a position number for the job assignment. Select a position number
by clicking on the Search button in the Position Field.

Suffix  Enter a suffix number to further define a Position.

Query Date Enter the date that you want to search
Click the Go Button
After you click the Go Button, the last paid date will be populated. This date displays the last pay date for the employee.

Base Job Information
The Base Job Information window contains several job-related fields that are fixed, such as the original Job Begin Date.
Each employee can be associated with only one primary job.

393 SuMc 00 Query Date: 11-0CT-2015 Last Paid Date; 12.0CT-2018

~ BASE JOB 2 imen B Delele Wy Copy Y, File

Job Detall

Bogn taie* (320

End Date
aa M 15
||
Future Year
Total Encumbrance 55 06168
Probatlonary Dats
Probationasy Perica Prabascnary End [m
ale
Probasonary Begin u
Date
Contract information
s n 1 H
End Dane |
Frings Encumbrance
Curren Fistal Yaar 0.00 Total Encurmibrance 0.00
B
wcerd 11} NORDIOR NORAIOR_DECGH_DATE [1] Memorial



Job Detail Information

The Job Detail Information window displays the most recent job information whose effective date is less than or equal
to the query date specified in the Key block of the Employee Jobs Form (NBAJOBS). This window collects
compensation, pay plan, and encumbrance information.

15 NBASDBS 936

8 10008
[= o]

E3vmen @ Oelele MaCopy Y Fiter

i RELATED

Position: S03303  SuMx: 00 Query Date: 11.0CT.201 Last Pald Date: 12.0CT.2018

Fayroll Default  Dwlerred Pay Work Schedules  Job Labor Distribetion

- | Wisga Loss Plan 1

H A Torizpe N Record 1 of 12

Memorial

Effective Date  The date that the job assignment becomes effective.
This field is system-populated when a job detail record is saved.(The
effective date can only be entered when a new record is created. It cannot
be changed once the record exists in the database.)

Personnel Date The date when a change was actually made as opposed to the effective
date which is for payroll purposes.
Status Active
Leave without pay, with benefits,
Leave without pay, without benefits,
Leave with full pay and benefits,
Leave with partial pay and benefits, and

Terminated.
Title Displays the title of the employee’s job assignment.
Job FTE Job FTE should sum up to 1.0 for a full-time employee. The value of this

field defaults as the lesser of 1 or the FTE value for the position on the
Position Definition Form (NBAPOSN).

Appointment  This is the percentage of pay that is accountable with the job.
Percent

Encumbrance Displays the encumbrance hours entered for the year if your institution
Hours uses the encumbrance hours method to encumber salaries. This can be
changed manually if the employee’s status changes.

Hours per Day Displays the hours per day associated with the job.
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Employee Class Displays the employee class associated with the job based on the employee
class associated with the position on the Position Definition Form
(NBAPOSN).

Change Reason Displays the reason for change with every job action. This provides a history
of all job changes.

Employer Code Displays the employer code associated with the job.

The Pay Plan block displays the Group, Grade, Step, and Table

Group The Salary Group code specifies the current salary table being used.
Table Displays the salary group of the employee.

Grade Displays the band level

Step Displays the step the employee is currently on

Rate Displays the regular rate per hour associated with the job.

Hours per Pay  Displays the hours the employee works

Assign Salary  This is the amount of pay per pay period.

Factor This is the number of pays per calendar year for which the compensation
is earned.
Pays This is the number of pays an employee will be paid.

Annual Salary  This field displays the annual gross salary associated with the job, based on
a calendar year.
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Payroll Default Information

The Payroll Default Information window collects time sheet and premium pay data.

Suffic 00 Query Date: 11

Last Paid Date:

PR T Payroil Detaun es . g Work Schedules  Job Labor Distriotion
* PAYROLL DEFAULT Dimer [@0ewte Mylopy Y, Fiker

Timeshest Defauits

Elecive Date Dépt Time Entry with Appeovats

Timesheet COA | M e Pay Penod Exceplion Time Only
Timesheet* |56002 s | Department of H Resourrs Time in and O
Crgamuaion

Payrcdl ID* |51 Depastmental Leave Repor

Detalt Sttt * [ 1 * B = | Biaweekly Payroll (Salaned)

Premium Pay Methods

Langevity ans Premium Fay

Memorial

Timesheet COA Will always be M for Memorial

Timesheet This displays the organization where the employee is located for leave
Organization entry.

Payroll ID B1 — Bi weekly salaried employees

B2 — Hourly employees
M1 - Pensioners

Time Entry Method  Displays the Time Entry Method to be associated with the job.

Time Entry Type Indicates whether employees who enter their time for approval
report both regular and exception time or report exception time only

Time In and Out Select this indicator to specify that an employee must enter time in
and out information on the Web or have it entered by a department
administrator on the Electronic Approvals of Time Entry Form
(PHATIME).
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Leave Report Method Displays the method by which leave reports will be entered by the
employee from the pull-down list. Choices include:

None (Payroll)

Leave Report on the Web

Departmental Leave Report

Third Party Report

Leave Report Payroll Displays the employee’s payroll frequency (from the
ID Identification Code Rule Form (PTRPICT).)
Premium Pay Displays a premium pay code.

Valid Values are:

Payroll

BEN

Pay in Lieu of Benefits

PEB

Pay in Lieu of Benefits

PLP

Pay in Lieu of Pension

PLP6

Pay in Lieu of Pension 6 Percent

PLP8

Pay in Lieu of Pension 8 Percent

VAC4

Vacation at 4%

VAC6

Vacation at 6%

VAC8

Vacation at 8% - WORKS

VAC9

Vacation at 9%

VAC10

Vacation at 10%

VAC19

Vacation at 19.23%

VP8

Vacation Pay at 8%
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Deferred Pay Information

Enables you to set up deferred pay. It displays the per pay salary, factor, number of pays, and amount deferred per
pay.

Miscellaneous

The Miscellaneous section contains Base Job window data, including U.S. Federal EEO information and supervisory,
location, and Workers' Compensation identifiers.

Excluded Deductions/Benefits

The Excluded Deductions/Benefits allows you to exclude benefits and deductions from this job definition.

Default Earnings Information

The Default Earnings window maintains the earnings codes and hours that will be automatically generated when an
employee’s time sheet is created.

X Employee Jobs NBAJOBS 936 Y0 EAEREE  RREATED  $FTo0S

ID:_Past- SOAM3  Suffe O Query Date: 12.0CT-2018  LastPaid Date: 12-00T-J01A

Biadb  JobDel 0 oot Lo Excluded DeducionsBeneits Work Schedules  Job Labor Distibution

™ DEFAULTEARNINGS Qmen Qoeee Foopy 7. Fo
Query Date  0G-DEC-2012

Effectve Date* Eamings Code * Eamings Coda Description Hours or Units Desmed Special Rate shit Ended 35 of Date

[8-DEC-2012 REG Roquiar Pay 000

Recoed 1011

Effective  Date on which the earnings code becomes effective.
Date

Earnings  The default earnings code associated with a job and used on the time sheet.
Code

Hours or The number of hours or units that default onto the time sheets for an earn code.
Units

Deemed Reportable hours for Employment Insurance. Deemed hours are used when the
amount of hours required to be reported for Employment Insurance differs
from the actual hours worked.

Special Rate The special rate used for an earn code, if available.

Shift The shift code that defaults onto time sheets for each earn code. Note:
Memorial does not use this field.

Ended as of Inactivate an earnings code by entering an end date.
Date
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Work Schedules
The Work Schedules window maintains work schedule information such as the Effective Date of the
schedule, the Schedule Begin Day, and the Schedule End Date.

Currently, not used by Memorial.

Job Labor Distribution
Displays the Fund, Organization, Account, Program, Activity and Location of an employee’s position

Last Paid Date: 12.0CT-2018

LELEETETT PR Job Labor Distribusion

* EMPLOYEE JOBS et [ Dee WaCopy  WoFiner
Effective Date
GOA " Index Fund omgn Account Program Activity Location Project Gost Percent
M |-~} 100001 68003 2002 4104 100.00
Total Percent 100.00
Record 1ol 1

o

T ENCUMBRANGE INFORMATION s T,

Encombrance  PRIBOOO Budget Stan D

Encumber Mull Year Labor

Latest Recast Date 13.00T-2048 Budget End Dane
Last Calcuized Date  04-OCT-2016 03.03:24 PM Encumbeance ||
Overnde End Date

Fund 100001 Memonal Universdy Operating (01

Encumbrance Information

The Encumbrance Information block displays associated encumbrance information for selected labor distribution
records, and grant related dates and information from Banner Finance, as shown above. This is one instance where
information is referenced and coordinated between Banner Finance and Banner Human Resources.
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NBAPBUD -Position Budget

The Position Budget Form (NBAPBUD) authorizes all positions. It enables you to define position budgets by
fiscal year, regular earnings totals (budgeted, encumbered, expended, and remaining), premium earnings
totals, fringe benefits, and position labor distributions.

Position Budget

Status: Status of the defined position. Select one of the following from a pull
down list:

e Active = When salary budget information is entered for a position,
the position automatically becomes active. A job can be assigned
(via NBAJOBS) only to a position whose status is active. The budget
for an active position will be rolled based on the budget roll rules
defined.

e Cancelled = A Cancelled position is one that will no longer be used,
for example, a discontinued department's staff position. The
position can be reactivated at a later time, if desired. The
cancelled status can be assigned to a position only if all employee
job records assigned against the position have been terminated.
No budget amounts will be rolled for cancelled positions

e Frozen = A Frozen position is one that has been budgeted for,
has not been filled for a period of time, and is to be re-activated
at some future time. This status is used, for example, if there is a
hiring freeze, or if a position is deliberately left vacant to use
salary savings. Budget dollars will be rolled for the position based
on the budget roll rules defined.

e Inactive = When a position is created on NBAPOSN, its status is
Inactive. This status may be used if the position is not intended to
be budgeted or filled for an indefinite period of time. It can,
however, be used in Applicant Processing or for other specialized
purposes. As soon as salary budget information is entered for a
position, its status changes to Active. After a position has a status
other than Inactive, its status cannot be changed back to Inactive.
No budget amounts will be rolled for Inactive positions.

Type Single or pooled
Single position is one position for one employee
Pooled position is one position for multiple employees. Example: Agencies,
students

COA  Chart of Accounts — M for Memorial
Begin The date the position was created

Date
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Salary Budgets

The Salary Budgets window displays the amounts budgeted, encumbered, and expended and the Budget
FTE in a given fiscal year, and provides budget modeling capabilities via the budget identification and phase
code. This window also specifies the code identifying the organization responsible for the position. To
access this window, select Salary Budget from the Options menu or select the Salary Budgets tab.

Fringe Benefit
Not used.

Premium Earnings Totals
Not used.

Position Labor Distribution

The Position Labor Distribution window defines the labor distributions that will be posted to the Banner
Finance System. It contains detailed information about the operating budget. It displays budgeted,
expended, and remaining totals. Labor distributions can be split for given positions, and splits can be
specified by amount or percentage.

NBAPOSN - Position definition

The Position Definition Form defines all positions. Positions are defined within a position classification by
fiscal year.

X Postion Definion NBAPOSN 9.3

Position Number: 513383

G OM Comments  Regulatory

* POSITION DEFINTION Qieer Qe By
Posiion Satus  Achive Type Singe Cos &

Position Begn Date  01-DEC-1994 Position End Date

" COMPENSATION AND CLASSIFICATION st @Dekle FgCopy TP

we | Syshems Analyst Barg

- | Support Staif Appoiniment Fercent ™ 100.00

Budget Iype™ | Parmanent

Satlary Group* | 214AM Nor-Barganing Statt __ Exempt indicalor
Salary Table* |NR _ Accrue Sensonty
Satary Grae* |05 - Reange | ow
| 1| e Range Mid
Reports To e Range High
Vork Scheduie Step Value
]

Frobabonary Fenod
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NBIJLST - Employee Job Inquiry
The Employee Job Inquiry Form lists the primary, secondary, and overload positions occupied by a specified

employee.

X Employee Job Inquiry NB! 33

o S oo 00T 20 sar

™ EMPLOYEE J0B INQUIRY Qs Qosee Fylopy ¥ Fmer
Postion * sumy* Begin Date* End Date Job Type
S3303 1] 0B-DEC-2012 Primary

Record 1 of 1
™ DETALLS Drsst @ooe Mowy |
Efectie Date Job Stus Desenphion Empioyes Class Py ID COA Onganization Joh Change Reason Employer
H-APR-201B Actve System Analyst ES Bl M 6002 NEWFY i}

Record 1 of 4

NBIPINC - Position Incumbent List

The Position Incumbent List Form lists position incumbents by fiscal year as of a user-specified date. It
provides data on past and present incumbents of each position, future incumbents by the effective job
date, and total occupied FTEs for each position. Data provided for each incumbent includes identification
number, name, job begin/end dates, and employee status.

SreaEn  Foos

Pasition Number: 503253

¥ FOSTION INCUMBENT LIST Qs Bueer 7 ¥ Fiter
D Nams sut status FIE Begin Date EndDate
e 0 A 100 OBFC-917
FTE Total 100
Record 1071
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NBIPLST - Position List by Position Class

Displays all the positions assigned to a position classification. Fields displayed include position number,
position title, status, begin/end dates, type of position, and number of budgeted and filled FTEs.

0 Query Date: 12-0CT-3
= 18T BY POSITION = =
Pasition Description status Begin Dats End Dase Type Budget FTE Job FTE Annualized FTE
Inteemnediale Clerk Slenc A 1EJUN-1874 5 1 1
e rk Steno A 14-FEB-1974 5 1 a
L Clerk Sleng A 12-SEP-1074 8 1 2 2
Senmy Clerk F 14.8EP.1972 S 1 a
nfermadia A FLAPR-7005 S 1 o
e ik Slena A 06.5EP-1977 5 1 1 1
ik Seno A 11-JAN-1673 5 1 1
e Clerk Steno A O1-JUL-1988 5 1 1
s00107 nermediate Clerk Steng A 13-DEC-1873 5 1 2 1
500108 ntesmediate Clerk Sieno A 14-DEC-1812 5 1 2
S00113 ate Cluk Stena A 09-JAN-1975 5 1 1 1
500120 A 12NOV-1985 5 1 1
s00122 A 01-AFR-1871 5 1 2 1
S00138 F 25.8EP.1873 5 1 o
S00144 A 28-NOV-1388 5 1 1 1
- B A 10-FEB-1972 s 1 1
So0 A 10-0CT-1974 5 1 2 2
S F 03-MAY.1971 =3 1 o
S00176 F 13-APR-1972 5 1 o
S00178 A s 1 1 1
'K ' ofdp W Record 1 0f 171

NBIPORG - Position List by Organization

The Position List by Organization Form provides a list of positions defined for a specified organization.
Positions appear in sequence according to defined Position Number. Position FTE totals appear for each
position.

Query Date: 12.0CT. 2010

COA: M Organization: 46313 T

.' POSIMNHSTEVMNH . (+] [ - a Cuyp T FﬂL‘!
.I‘usl'ﬂm‘ Title Statws Begin Date End Date Type Budget FTE Job FTE Annualized FTE
A 01:5EP-1083 3 10000 1.000 10000
| Fooste A 01-DEC- 1963 5 1.0000 1.000 1.0000
| Fooi A D1-APR-1971 5 1.0000 1,000 10000
| FD0 Y A 01-SEP-1958 5 1 0000 1 000 10000
FO1202 A 04.5EP-1061 5 10000 1,000
| o203 A 04.5FP-183 5 10000 2000
FO1295 A 01-SEP-1965 8 10000 1000
| Fot206 A 01-5EP-1063 s 10000 2000
| Fo12 A 01-5EP-1068 g 1.0000 1,000
| Foraos A D1-0CT-1912 5 1.0000 1,000
| Foang A 01-5EP-1968 5 1.0000 1000
FOT15 A 01.5EP-1875 5 10000 1,000
Fai770 A [1.5EP. 1868 5 10000 1,000
FOITTH A D1-5EP-1971 5 10000 1,000
|Foimm2 A 01-AUG-1936 5 1.0000 2,000
Fo1mma A (1-SEP-1068 5 10000 1,000
F2122 A 14JUN-1984 5 1.0000 1,000 10000
I A D1-SEP-1977 5 1.0000 1.000 10000
o412 A 01-APR- 1886 P 1 000G 3000
FOR2A0 A 01.5EP-2014 5 10000 1000 10000
| KA [{otap W [0 | PerPage Record 10f 45
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NBIPOSH - Position History

Displays a history of the changes made to a specified position via the Position Definition Form (NBAPOSN).
The changes are shown in descending order by date; that is, the most current change is shown first, and
the information originally entered for the position is shown last. When the probationary period and/or
bargaining unit information for a particular position is changed on NBAPOSN, a record recording that
change will be made to the fields, Probation Period, Bargaining Unit, and Job Location, in the associated
Position History Form (NBIPOSH).

The Probation Period, field specifies the number of probationary days or months at the position level, the
Bargaining Unit field specifies the bargaining unit for the position and the Job Location field specifies the
location of the position.

When seniority tracking for positions is considered, the Accrue Seniority check box appears marked on this
form based on the corresponding field on the Position Definition Form (NBAPOSN). Similarly, the Job
Progression code associated with the position is also recorded which defaults from the corresponding field
on the Position Class Rule Form (NTRPCLS).

X Py BPOSHG3) s

Potion e, 0010 Pstion St Ace - Poton gDt JLARDN o Dt 20T st Tye: Sl PosonEnd e

" TN TR Biot Qe oy e

Clgede  PoslinCas  FosionCissDesoion  Eonot  FosionTte sl EopoCisDmpin  AameSeioly  JbPogesin  JoPoyssin Dsipion

[ Iemedie et £ (LPE s 1
{ )

NHIDIST - Labor Distribution Data Inquiry

The Labor Distribution Data Inquiry Form provides query access to all payroll distribution data for the
Finance Document Number, Chart of Accounts, time frame and FOAPAL elements entered in the Key Block.
The displayed information specifies the dollar amount distributed to the FOAPAL, earning and/or benefit
by Employee ID. This form displays earnings and/or benefit data for the Chart of Accounts, FOAPAL
elements, category, and date range entered in the Key block. To view fields that are not currently visible
on the screen, move the horizontal scroll bar beneath ID or use the Next Field function.
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Finance Enter or select a finance document number from the Finance
Document  Transaction Input table (GURFEED) or the Finance Distribution table
Number (NHRDIST).
The Finance Document Number List of Values only provides a list of
documents that currently exist in the GURFEED table, not yet
interfaced to Banner Finance. Previously interfaced Finance
Document Numbers must be known and entered into the field for
use when querying records.

Hierarchy Roll Check the Hierarchy Roll Up check box to roll up earnings and benefit
Up data to the FOAPAL fields specified in the Key block.
Uncheck the Hierarchy Roll Up checkbox to view all earnings and
benefit values for the FOAPAL as they exist on the database.

Category Enter or select one of the following items to indicate the category of
data to be displayed:
Expenses
Liabilities
Encumbrances
Accruals (Defer Pay)
Payout (Defer Pay)
Clearing Acct
Fringe Actuals
Budget
Grant Enter, or search and select a grant code. When a Grant value is
entered, only records associated with the Fund connected to that
Grant on the Fund Code Validation Form (FTVFUND) will be
displayed.
The system displays a description of the selected grant code.
The following message is displayed if Banner does not find a match
for the entered Key block information:
Query caused no records to be retrieved. Re-enter.
Total hours and amount values are accumulated as more records are queried. To access the full totals for
all hours and amounts, select View Full Totals from the Options menu. This takes you to the last record of
the query and displays the full totals.
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NTRSALA - Salary/Rate Structure Rules

Displays the annual salary or hourly rate of salary groups

Salary Group: 201804  Salary Table: NN Salary Grade: 01
 SALARY OR WAGE STRUCTURE RANGES

Schedule Type [ )'Sstary (@) Hourty

Lo
Midpaint
Hagh
* STEP STRUCTURE
Step Arnual Salacy or Base Wage Rate
1

NTRSGRP - Salary Group Rules

Displays active and inactive salary groups for each table.

Annual Salary or Base Wage Rate

E3inset [ Delets By Copy ¥, Feer

Marithily Armaunt

Manthty Sakary
16 7600

Rocord 10l 36

WA [Tlot1sk W [20°~] Per Page

Dwscripbon
Agency Stalf

Bwnset EDeels MwCopy T Fier
Tabie *
AG
AG

A
AG
AG

Ad
Ad
Al
Ad
Ad
A
A
Ad
ad
A5
AS
AS
Record 1ol 256
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PEAEMPL - Employee Form

The Employee Form establishes information about an employee's terms of employment.

The Main window collects general data, including current status, employee class, leave category, benefit
category, home and distribution organizations, service dates, termination data, leave of absence

information and hiring location data.

P00

o RELATED

~ EMPLOYEE Binen [ 0eiete FyCopy [ Mo informaticn 'Y, Fiiter

General Empleyes

Ratus ® | Ackve

Benefit Category * |P1 [-=] Benefits and Pension

| GUPE Emgloyte Pat or Full Tam

Employee Chxss " |EC

Status
CONT |~ | Contrach | Alkow Mew Hire Benefits Envoliment
Leave Category ™ |53 « | Thee Week Accrual (Salaried )
Home Department
CoAr M Crganuabon™ | 70021 |- | Student Residences
Check Distribution
coar M Orpancabon * 10K Student Residences

] Emiployes District
Drstrict o Dinvisaan -

Service Dates

= m

C =

Adpush .,. '-'

| Termination
Reason L)
Leave of Absance
Reasan " End Nate l
Begin Dae :.

" Hir ing Location

Canadian Regulatory tab:

Displays if an employee will receive an electronic Tax form consent. This is the only field used by HR on this
page.

o i s gy [
* CAMADIAN REGULATORY Einsen @ Detste Wy Copy | D) More information ¥, Fier

Ner-Residert Data Reported on T4A-MR

w
5

Days in Canada

Statistics Canada Payroll

ng
Electronic Tax Form Consent
| Emgloyes Consent Updated By WEBMUN

Capture Date  19-DEC-2013
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PEALEAV - Employee Leave Balances

This block sums up and displays the leave totals accrued across multiple leave categories by each distinct
leave code for an employee engaged in one or more job assignments (Position and Suffix), wherein each
job assignment can be associated with a different leave category.

Leave usage for each leave code is maintained and expressed in terms of the following leave totals:

¢ Total Begin Balance
e Total Accrued
 Total Taken

* Total Banked

The above leave totals are used to derive the Current Available balance for each leave code. It represents
the Leave balance for a specific leave code.

Recoed 1of 10

Total Begin Displays the employee’s total begin balance for the leave code.
Balance

Total Accrued Displays the employee’s total leave accrued for the leave code.
Total Taken Displays the total amount of leave taken by the employee.

Current Available Displays the amount of leave currently available in each leave
code.

Total Banked Displays the amount of leave banked for a particular leave code
by the employee.

Note: the negative balance for Family Leave and compassionate leave refers to the number of hours that
the employee has taken.
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PEASNBL - Employee Seniority Balance

This application form allows you to track and view seniority hours and balances by Position Class accrued
on one or more positions by the employee.

Employee Seniority Balance PEASNBL .33 1 Ao $eroos
U I ™ ENPLOYEE SENIORITY BALANCE 1+ -] Ts Y, Filler
Job Progression * Job Progressicn Descripbon
HY Degaa Custodian
Racord 1 of 1
Q " SEMIORITY ACCRUAL BALANCE -] L]
Fosition Class Position Class Description Sequince Class Bagin Date Earmid Hours Sanjonty Hours * Commsets Indicator Detals Agpustmnt Indicator Reason Reason Duscrpte
p (R Cirslodian 1 020EC-2014 158450 1.584.50 o] 0
-
Totals 156450
{ i L5 >
? Record 10f1

Position Class Displays the Position Class code and description to which the employee
belongs.

Note: Based on the sequence number of the Position Class, the system may
display a list of Position Classes that are lower in sequence.

Sequence Displays the sequence number associated with the employee’s Position Class
in the selected Job Progression family.

Note: If the sequence number of the employee’s position class is 1, the
system does not list any other Position Class.

Class Begin Date on which the employee was included in the Position Class. This field
Date may be modified.

Earned Hours Displays the amount of hours earned by the employee as of the last payroll
processed.

If applicable, the system, by default, adds the corresponding amount of
hours to position classes that are in a lower sequence within the job
progression family.

Totals Displays the grand total of the earned hours displayed.
Seniority The amount of seniority hours earned by the employee as of the last payroll
Hours processed. To add or update seniority hours, enter a new value in this field.

This field, if modified, requires you to specify an Adjustment Reason.
Note: Only those earn codes whose Accrue Seniority Indicator is checked in

the Employee Class Rule Form (PTRECLS) are used in calculating the seniority
hours each pay period.
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Comments
Indicator

Adjustment
Indicator

Reason

Activity Date
User ID

Select the Detail icon to either enter a new comment or view comments
previously entered on this form.

By default, the system marks the check box to indicate a comment has been
entered.

This check box is marked if the seniority hours earned by the employee have
been manually entered or adjusted.

Displays the Adjustment Reason code entered on the Add Position Class
Seniority Hours window. Required field when making an adjustment.
The system also displays a description of the displayed Reason code.

Displays the date on which this record was last updated.
Displays the Banner ID of the user who last updated the record.
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PEIATND - Employee Attendance Inquiry
The Employee Attendance Inquiry Form displays daily time and attendance data for a specified employee.
This form is display only.

X Employee Altendance Inguiry PEIATND 936

0 _ginl:laln: D1-APR-2018 End Date; J1-MAR-2019 Eam Cods:

 EMPLOYEE ATTENDANCE INGUIRY Bimet @ FaCopy | . Filler

Day Eamings Code Eamings Code Dessripsan Hours Reason
| Monday ANN T.00 Aftendance interface
Tuesday SKW 700 Attendan
Thurstay ANN 700 Aftendan C
Fridey ANN 700 Afterdance Inferface
Thurstay Skw 700 Aftendance inferface
Tuesday ANN
Wodnes ML
Thursday SKN
Frcay SKN
Manday SKW
Tussday M
Tuasday ANN (10 Aftandance
Pl 18 Wednasday ANN 700 Attendance intarfac
Tatal Hours By Day
@ Monday 14.00 Tuesday 45 Wednesday
Thursday 46.50 Friday 46.00 Saturday
Surday Tatal
Mo [Dotsh M| [139] Perpage Record 1 0f 28

PEIELFA - Employee List by Faculty Action

The Employee List by Faculty Action Form enables you to query faculty members due for a tenure,
promotion, reappointment, and/or sabbatical leave decision based on faculty action and query date.

X Employes List by Faculty Action PEIELFAS3 3

Action Type: (8] Appointment or Tenure. () Rank () SabbaticallOther Leaves Query From: m [ o ]
4 o D
Faculty Actlan: .n\ I Query By: | Effectve Dale |
HH Status.
Gel Stasted: Complete the helds above and chck Go. To search by name, press TAB kom an 10 Beld. enber your search crlena, and then prass ENTER
Q

Action Type: Select one of the three actions.
Query Form: Optional field. Enter the range to search for candidates having the selected faculty action.
Faculty Action Status: Display faculty actions with any of the following statuses:

e AllSelects all statuses
e None Selects status of none
e Approved Selects all approved statuses
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e Disapproved Selects all disapproved statuses
e Pending Selects all pending statuses
e Deferred Selects all deferred statuses

Query By: Select the records to be included in the query according to action date or according to effective
date. As each faculty action is created on PEAFACT, they have both an action and effective date. Required
field.

Action Type: Appointmen: Rank SabbaticalOther Loaves Query From:  To: Faculty Action Status: All Query By: Effective Datle
PN+ cemeRaL FacuLTY [ [ FaCopy | ¥, Fiet
| [Dtail
Suffix _mﬁilﬂ End Type Ry
00 O
]
00
= L
00
00
?
0a
00
a 0
00
00
00
@ -
00
00
00
00
00
00
00
< S >

| M- Tof20ie W |20 Recoed 1 of 4057

Note: The remaining fields appearing to the right of the name and ID vary based upon the action type
defined in the Faculty Action Tracking Form (PEAFACT) for each action type.
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PEIESUM - Employee Summary View

Shows all current jobs, job labor distribution, employee history, faculty information if applicable and
position budget

X Employee Summery View Fom PEIESUM 0.35

e fous

ID_ Query Date: 01-APR-2013 Employee Class: ES St Home Department COA: M Organization: 65002 Show Future Jobs: m

Kbtk Endope sty ki Pston gt

" EMPLOYEE SUMMARY VIEW fnsert [ Delete Ty Copy | ¥, Fiter
Poson  Sufix  COA  Organizafion Tile Job Status PersomnelDate  |ChangeReason  EffectiveDate  NextEffctiveDate  Job Type JobFTE  AppointmentPercent  Em
SUEE (00 M 66002 Comp Systems Assist-Hr Leave withoutPa... 080EC-012 | TEWP 0BDEC-2012  15-FEB-204 Primary 1000 10000
SI0OT 00 M 66002 Asst Compter Sys Offcer ~ Actve O1APR2013 | NEWFY O1APR-2013  15-FEB-20M Overioad 1000 10000
Totals 2000
{ Y[« )
Record 10f2

Job and Labor Distribution Tab

Title

x Employes Summary View Form PEIESUM 9.3.5
(3 _ Query Date: 01-APR-2013 Employes Class: ES Slall Heme Department COA: M Organizasion: 65002 Show Future Jobs: m
L e IETIETEEEEN Facury
~ EMPLOYEE SUMMARY VIEW -] " Y
i Position & End Date
Sutfe Jebi Type  Primary
Q Begn Date
| . v
5
= Change Reason  TEMF
Group  ZOTHM
T Table
Neat Change Date  15.FEE-2014 Grade
a T

Saep
Empicyes Class

. Slpport St fiok
Leave Categary Assign Salary

Jos Location MEAT
@ Jib FTE
Pay 1D :

Appointmant Percent

Timesheet COA M

Timesheet  GHO0K

Organization

Occupatianal

Caegory
H « tol12 e W Record 1 of 12
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Employee History Tab

Capture Date

17.0EC-2013

P
ES P1
ES P

~ DETARLS
Emgpilayee Data s of

Creck

nbution  |M

ca

Creck Distnbution

Ouganization

~ EMPLOYEE SUMMARY VIEW
Appaintmant

01-SEP-2013

Appo

Appointment End 03 MAR-20

Dane
Tenure
Terure Effective 2
Dane
Tenure Code T

IPEDS Cont

et Type

* FACULTY LEAVE
Leave Begin Date
Leave End Date

Leave Type

batcal

nctive Date

Emeilzs.

* CURRENT JOB LABOR DISTRIBUTION
| Effective Date coa+ indes Fumd Orge *
100001

01-APR-2018 M BEOO3

Home Department COA: M

Home Department COA: M

Home Depanmant COA:

4104

Acet*

62002

Organization:

Current Hire

15-FEB-1000

Cnginal Hre

First Work Date

Last Day Worked

Tithe

Review Date

Riviiews Type

Resnew Type

Tenure Review Date

Sabbatical Type

Mt Eliginity Type

Mexd Elgis

Rank

Neat Renew Date:

Currerd Pg

Budget

Current Job Arewal

Salary

Acty

Prog *
4104

Adjusted Service

‘Organization:

Organization: £40

Temamation Date Code. Termination Reazan

15-FEB-1990

15-FEB- 1990

Record 1.0f 4

-} T Y.

Show Future Jobs:

i~
& 2 ] ¥
Terminal Appointment
[+ 2 s ¥
L ] L Y.
v

[+ - L ¥
FTE
;. FTE L
[t [} L ¥
Locn Position Budgst Percent

ano 100 00
Rocord 108 1

[+ -] L : -

Acte Loen Satary “Parcant

100 00
fRecord 1o 1
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PEIFACT - Faculty Information Inquiry

Information that appears on this form defaults from the Faculty Action Tracking Form (PEAFACT). PEIFACT only queries
information. Records that appear here are retrieved from the current values on the Action Window of the PEAFACT
form based on the query date.

Note: Only Approved faculty actions are displayed on this form. Faculty actions with any other approval decision do
not appear here.

X Faculty Infoemation Inquiry PEIFACT 8.3 3

* ¥ FACULTY IMFORMATION INQUIRY -+ -] Ty B moee Information. W FIn

Primary Actnety  [EErETT Cingyrial Appesntment

Pramary Disciptne

Q Acadern Titke
™ AFPONTMENT AND TENURE Bwen @ L Y
I
- Guement Appomament Tenure Status

? IPEDS Conract Type
Terminal Appointment Tenue Effective
] Date
Review Type Tenure Review Type
Niexd Rpvoiew Dt Tenure Fiview Uit
Tenee Code
@ * FACULTY LEAVE 4] -] L
Leave Type
Type
Sabbatical
Begin Date Multiple Leavess on ths Date
T RANK -] T T
Rank Mext Review Date

Faculty Information Block

Primary Activity Describes the primary activity of the faculty member. Can be either
Administrative, Instructional or Research.

Primary Discipline The academic discipline for this faculty member. Values come from
the Discipline Code Validation Form (PTVDISP).

Academic Title User-defined field that defaults from the PEAFACT form.

Original  Appointment The begin date of the original appointment for the employee.
Begin Date

End Date The end date of the original appointment for the employee
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Appointment and Tenure Information Block

Current Appointment Displays the begin date of the current appointment for the

Begin Date

End Date

Terminal
Appointment

Review Type
Next Review Date
Tenure Code

Tenure Status

employee.

Displays the end date of the current appointment for the
employee.

A check in the box indicates this is the last appointment and
tenure was denied.

The type of review that has taken place for the appointment.
The next review date for appointment or reappointment.

The type of tenure code as defined on Tenure Code Rule Form
(PTRTENR).

The Tenure Status varies based on the tenure code displayed.
May be a value such as On Track, Ineligible, Non-Tenured, or
Tenured.

Tenure Effective Date The date the tenure becomes effective for the faculty

member (employee).

Tenure Review Type The type of tenure review as defined on Review Type

Validation Form (PTVREVT).

Tenure Review Date The date the faculty member is up for review for a tenure

decision.

Faculty Leave Information Block

Leave Type Adescription of the leave of absence. Values are listed from the Leave
Reason Rule Form (PTRLREA).

Sabbatical A check in this box identifies the leave of absence as a sabbatical.

Type If the Sabbatical indicator is checked, the type of sabbatical leave
appears in this field. Values for this field come from the Sabbatical
Leave Type Validation Form (PTVSBTY).

Begin Date  The Start date of an approved leave of absence.

End Date The End date of an approved leave of absence
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Next The type of leave the faculty member is eligible to take. Values for
Eligibility this field come from the Leave Reason Rule Form (PTRLREA).

Type

Next The next date that this faculty member is eligible to take a leave.
Eligibility

Date

Rank Information Block

Rank Proposed institutional rank. The faculty rank within the institution which
is linked to an IPEDS rank (for U.S. installations) or a Statistics Canada
Rank (for Canadian installations) on PTRRANK.

Rank Date User-defined date when proposed rank takes effect

Next User-defined date specifying when the employee will be next eligible for
Review  arankreview.
Date

Other Information Window
Use this window to view additional information not found on the Main window such as faculty type or prior institution
credit. To access this window, select Other Information from the Options menu of PEIFACT.

Faculty Type  Another way to describe the position held by the faculty member.

Prior Credit towards the number of years of service the employee may
Institution have from prior institutions that has some bearing on current
Credit faculty action eligibility.

Birth State orldentifies the birth place of the faculty member.

Province
Emeritus A check in this box indicates if the faculty member has achieved an
Status emeritus status.

AAUP Member A check in this box indicates if the faculty member has membership
to the American Association of University Professors.
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PEIJTOT - Job Year to Date Totals

The Job Year to Date Totals Form provides monthly, quarterly, and year-to-date job totals by either fiscal
or calendar year. It displays data on hours and gross amounts accumulated for the requested earnings
code and all earnings in a specific assignment. This form is display only.

4] =] as 1o
Year: 2014 11-JAN-2014 toc  31-DEG-2014  include Non Gash: [ sanowe ]

1 Eamings:

Calendar Fiseal

Yaar Type:
~ EARNINGS TOTALS &2 -]

Month Hours Gross

[AN
freo

MAR 140.00

APR

MAY

JUN

UL

AUG

Yearly Totals 1,820.00
20 | Per Page Record 10l 12

Cusarter 1
Quarter 2
Quartar 3
Cuarter 4

T ASSIGNMENT TOTALS & a

5 Gross
Quarter 1 -
Cuarter 2 150
Cuartir 1 -

PEILHIS - Employee Leave History

This form can be accessed 2 ways:

1. From the Go To Box on the main menu; Type PEILHIS and enter or
2. From the PEALEAV form — Options click on employee leave history

The Employee Leave History Form displays the leave history of a specified employee. It includes changes
made to an employee's leave records on the Employee Leave Balances Form (PEALEAV) and during payroll
runs. Data displayed includes leave code, effective date, hours banked, hours accrued, hours taken, date
available, change reason, and ID of the user who made the change.
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Empagyee Loave History PEILHES 835

| - P d TOOLS
C, Nl " EMPLOYEE LEAVE HISTORY 3] Qo T ¥ Finer

Leave Code | B8

Efs

e Date
Haoiirs Banked ] Hours Taken

Avalable On | 15FEEIR08

Current Awailable

Change Reason  Leave Report process updalsd hours Take

M4 [ Tlotmssp M 12 | Par Page Record 1 of 1526

NOTE: You can use the scroll bar to scroll down through the employee’s records or you can do a search on
the leave code.

Searching for a leave code:

e Click on Query

e Click Enter

e You will notice in the Employee Leave History window that all records have been cleared

e |nthe Leave Code field; enter the leave code you are looking for

e Click on Query, execute

e The leave code that you were searching for will now be displayed in the Employee Leave History
Window.

PEIEHIS - Employee History

Capture Date and Time status Empioyes Class Leave Category Benefht Category L Leave .ﬂﬂl:
[17.06C-2013 1150 15T £5 53 Pl
i, Y, 08 47 57 A S 53 1
A 53 1
A 53 p
> £ >

Record 1of4

PEISALH- Employee Salary History Inquiry
Lists the primary, secondary, and overload positions occupied by a specified employee. Related job
information from the Employee Jobs Form (NBAJOBS) defaults here for each position.
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X Employee Selay itry houiy PEISALH 933

ID:_ Date: 18-0CT-2018  Display Job Detal: v m

" EVPLOYEE SALARY HITORY INQURY \'S&\‘i ﬂlee‘.e Ty Cop ?,FHler
Postion~ Sufx Effctve Date b Sttus Begin Dite End e Annial Slary AppoitmertPecent — JobEmployeeClass  PaynllD Job
o330 (1-APR-2018 A (8DEC-012 536200 10000 ES B P
( )

Record fof 1

PHIACCR - Pay History Leave Accruals

The Pay History Leave Accruals Form displays an employee's leave accrual history as of a specified payroll.
Data displayed includes each leave code, hours accrued, hours taken, and a banked hours indicator. If the
Bank Indicator field is checked, the current accrued hours are banked hours. This form is display only.

When using the Leave by Employee method of leave processing, data displayed includes leave code, hours
accrued, hours taken, and whether any hours were banked for a particular pay event.

When using the Leave by Jobmethod, the Position, Suffix, Leave Accrual Effective Date, and Maximum Hours
are displayed in addition to the above fields to allow you to track leave accrued, taken and hours banked
for eachjob assignment. This is a display-only form.

Pay Hislory Lesve Accrusls PHIACCR 9.3.3 B & g LA £ o0

Year: 2014 PayeollID: B1 i waekly Payiol (Sekned] Payroll Number: 18 Bagin Data: 73AUG 2014 EndDate: 05.SEP.2014  Check Date: 04.5EP.2014 [ sowr |
] -] ] ¥
Description Current Accrued Current Taken Bank Indicator

| Accrued Overtime 00 000

Cis sionale Laave

Linon Businass oon oon

Record 10l 7

30| Page



POIIDEN - Employee Search

Access the Employee Search Form (POIIDEN) to search the database for employees. You can narrow your
search by entering a name or ID, or you can view all currently defined names by executing a query without
entering data. You can use the % wildcard if you are unsure of the spelling of the employee’s name or don’t
know the employee’s first name. Example: % Doe will return the results of all employees with the last name
Doe.

arch Form (Employee, Appicant, COBRA) POHDEN 935

~ EMPLOYEE SEARCH FORM (EMPLOYEE, APFLICANT, COBRA) 5] =
-Basic Filter  Advanced Filles o
] © | LastName © | FirstHame ©  Middie Name © | Changs indicator [-)
B Add Ancther Field .. v

o Last Name First Name Middle Name Change indicater Type Birth Date

PPAIDEN - Identification

Use this form to identify a person or non-person to the Banner Human Resources System.
X ¥ =

S incert @ Delete Wy Copy W, Fiter

Preterred First Name
Full Legal Name

Marital Siahss | i - | Masrind

™ 1D AND NAME SOURCE
Last Updata
g
Original Creation

Usar Craste Date

Alternate Identification Tab:
Displays alternate names or IDs by which a person or non-person can be identified, or view previous or
alternate names or IDs assigned to the person or non-person.

Address Tab:
Displays the address and telephone information for the person on non-person being identified
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Telephone Tab:

Displays the employee’s telephone information

Biographical Tab:

Displays employee’s birth date gender, marital status, ethnic classification and citzenship status

Email Tab:
Displays the employee’s email address

Emergency Contact Tab:
Displays the emergency information of the employee

Additional Identification Tab:
Displays the employee’s additional identification numbers
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