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Quick Overview of Logging Into Banner for Time Input 

(This page will serve as general overview After you have reviewed the manual for the details needed in order to input the correct information.)
· To locate SCT Banner on the FAU Homepage, go to Administration, Administrative and Financial Technical, Support Services and finally SCT Banner or type the following URL: https://banner.fau.edu:4444/faup
· You may be asked to download an “Oracle JInitiator.”  Follow the instructions on the screen to do this.  (once you have Oracle JInitiator downloaded, this will not come up again.)
After which, it should automatically proceed to the Banner Login screen
· Fill in the User name:  E-mail name
· Fill in the Password:  (either the password given GUAPSWD_E-mail name) password used the first time or if you already changed your password, enter your new password)

· Do not fill in Database

· Click on “Connect” or Enter

· The Banner main menu screen comes up.

· For Time Input: Type PHAHOUR in the Direct Access area and hit enter.
Complete the following Key Block fields:
Year
   Payroll ID
   Payroll Number

Year:
Enter the Active Calendar Year
Pay ID:  BW (bi-weekly) 
Pay No: Enter pay number

After you insert the payroll number, hit the enter key or tab key to continue.

Insert 1 in the COA (Chart of Accounts) field, insert the ORG#, you want to enter time for and hit the OK button.

You will see the following information: (the first person listed in that ORG will appear)

1. At the ID field, use the down arrow to select an employee by scrolling down (field will turn tan) and double click, or instead of scrolling down, just enter the employee’s Z# in the ID field.

2. This employee’s record is now ready for entering time.
3. You can click “Next Block,” and place cursor in the earnings code field, or use Ctrl–Page Down.  
The code field turns tan.

SAVE after each line entry.

Time Input Procedures
Logging Into Banner

· To locate SCT Banner on the FAU Homepage, go to Administration, Administrative and Financial Technical, Support Services and finally SCT Banner or type the following URL: https://banner.fau.edu:4444/faup
· You may be asked to download an “Oracle JInitiator.”  Follow the instructions on the screen to do this.

· After which, it should automatically proceed to the Banner Login screen:
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· Fill in the User name:  E-mail name

· Fill in the Password:  GUAPSWD_E-mail name (password used first time)

You will need to change this initial password

(Once you have established a password, it must be changed every 90 days.  You should be notified via email approximately 2 weeks prior to expiration-see example next page.)


You will be locked out after three unsuccessful tries and will need to have your password reset.

· Do not fill in Database

· Click on “Connect” or Enter
· DO NOT share your Banner Time Input sign-on and/or password.  If you need to train someone in your department that has not yet been through Time Input training, first have them complete the HRS Security Request Form (found on the Personnel web site) and obtain their own sign-on and password.  They should attend Time Input training as soon as possible. 
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To: DUVAL@fau.edu

Subj: Banner / e~Print Production User Account Password will expire in 9 days

Your Banner (and e~Print) Production password will expire in 9 days. If it expires you will

have to call to have it reset. In order to avoid expiration, please go to https://banner.fau.edu:4444/faup and

logon to Banner with your current password.

After logging on, type in GUAPSWD in the 'Go to' section of the first form and change your password
-OR- use the link on the right that says Change Banner Password.





Note:
For timekeepers who already use Banner Production for Finance, you can use the same user name and password for time input providing you were given access to HR screens.
· The Banner main menu screen comes up and you are successfully logged into Banner

· For Time Input:  Type PHAHOUR in the Direct Access area
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The work week is Friday Midnight to Friday Midnight.
The time sheet begins with Saturday and ends with Friday.
AMP and SP employees must all submit to the timekeeper an approved leave request form for any type of leave used.
Timekeepers need to make sure that once time entry is complete, they fill out the Time Input Verification Form (see example below).  THIS STEP IS EXTREMELY IMPORTANT.
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Time Increments
Time input is set to the nearest quarter.  

You may receive Time Sheets/Leave Request Forms that are not marked correctly for input into Banner.  They may be listed in hours and/or minutes, or fractions and you will need to convert to decimal.
If Leave Request says:
Input into Banner is:
(Means the same)


:15 



.25

(:15 minutes is a ¼ hour or .25)


¼



.25



:30



.50

(:30 minutes is a ½ hour or .50)


½



.50



:45



.75

(:45 minutes is ¾ of an hour or .75)


¾



.75

Examples:

An employee has 7.88 hours of sick and wants to use 8.00 hours.  They may only use 7.75 (7 hours + :45 minutes).  The other .25 will need to be made up from annual or comp leave or they will receive cut pay for .25 (which is :15 minutes).

An employee has 29.9 hours of sick.  They are able to use 29.75 (or 29 + :45 minutes of sick) 

An employee has 7.38 hours of sick.  They are able to use 7.25 (or 7 hours + :15 minutes of sick)

An employee has 10.64 hours of sick.  They are able to use 10.50 (or 10 hours + :30 minutes of sick)

On the leave balances available on line and on the employees check stub, to use :15 minutes requires at least .25; to use :30 minutes requires at least .50 and to use :45 minutes requires at least .75.

.0    –  .24   (no time available)

1.00 – 1.24 (one hour available)

.25  –  .49   (:15 minutes are available) 
1.25 – 1.49 (one hour and :15 minutes available)
.50  –  .74   (:30 minutes are available)
1.50 – 1.74 (one hour and :30 minutes available)

.75  –  .99   (:45 minutes are available)
1.75 – 1.99 (one hour and :45 minutes available)






2.00 – 2.24 (two hours available)

An employee may accrue odd amounts of leave as follows:

· An SP employee (and AMP employee) does not have enough leave hours to cover being absent so they receive cut pay for the missing hours and are paid for less than the normal 80 hours bi-weekly.  This will result in the leave hours accrued being prorated for the amount of hours worked.

· An AMP employee who starts work the second week of a pay period will accrue 3.38 hours of leave, he accrues 6.77 the next period, the employee now has 10.15 hours of leave and with one more pay period of 6.77 the total now is 16.92.
· A TEMP (HOURLY) employee may generate odd incremental amounts if they use other than .25,  .50,  .75  if completing their work hours using the web site timesheet that automatically calculates week one & week two for a final total.   If you receive timesheets written as in Example A, you need to convert the times (see Example B) so the total hours you input for the employee is correct.  (write in beside each weekly total and the overall total (total of week 1 & week 2) the correct figure to be input so the employee is paid correctly.

In Example A:  Employee used .15,  .30,  .45 and when added gave odd totals.

Week one: The employee entered and added 8.00 + 8.30 + 8.00 + 8.30 for a total of 32.60.  

Week two: The employee entered and added 7.30 + 7.30 + 7.45 + 7.15 for a total of 29.20 

Total hours automatically calculated to be paid for is listed as 61.80

EXAMPLE  A:
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In Example B:  Employee used .25,  .50,  .75  and under the automatic process it adds correctly.

Week one: The employee entered and added 8.00 + 8.50 + 8.00 + 8.50 for a total of 33 hours.

Week two: The employee entered and added 7.50 + 7.50 + 7.75 + 7.25 for a total of 30 hours.

Total hours automatically calculated to be paid for is listed as 63.00. (which is correct)

EXAMPLE B:
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Entering time for AMP, SP or Faculty Employees
1. Access PHAHOUR.

2. Complete the following Key Block fields:


Year
Payroll ID
Payroll Number

Year:
Enter the Active Calendar Year
Pay ID:  BW (bi-weekly) 
Pay No: Enter pay number

[image: image9.png]Oracle Developer, Forms Runtime - Web: Open > PHAHOUR =
Eile Edit Options Block Hem Record Query Tools Help ORACLE'

NDEREER 7 REE AIEE T 1@ 1 X

Ve [ paronn: [ [——

History Jobs

: I~ organicaton: [
: Status: Efoctv Date: Rate:

Method:

History Earnings

Total Units: Total Hours:

Hours or
Eamings Shift  Units ~ Generated Special Rate Amount Attendance

=

Time Distribution
Hours Percent  COA  Index Fund orgn Account  Program  Actiity  Location Project Cost

4] 4] 4] 4] 4] 4] 4] 4] 4]

I

Ll
Payroll Number; press LIST for valid options.
Record: 111 1 | | | <osc>

a @ = 0] i O]




After you insert the payroll number, hit the enter key or tab key to continue.

Insert 1 in the COA (Chart of Accounts) field, insert the ORG, you want to enter time for and hit the OK button.
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You will see the following information: (the first person listed in that ORG will appear)
3. At the ID field, use the down arrow to select an employee.  The ID field is where you see the Employee ID number which is their Z#.  If doing time input by Z#, you must enter the letter Z and the 8 numbers for the total of 9 characters.
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4. Select an employee by scrolling down and placing the curser in the ID field (Field will turn tan) and double click.
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5. This employee’s record is now ready for entering time.
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6. You can click “Next Block,” and place cursor in the earnings code field, or use Ctrl–Page Down.  
The code field turns tan.
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Blocks
Listed below shows 3 BLOCKS located within the PHAHOUR screen. (Thicker lines separate the blocks)  Each banner screen has different blocks.
Block 1 = History Jobs (Timekeepers enter employee ID (Z#) here)

Block 2 = History Earnings (Timekeepers enter earnings code and hours here)

Block 3 = Time Distribution.  (Timekeepers do not use this area)

When you want to move from block to block, you may use the Next Block button or the Previous Block button on the toolbar or you use the keyboard keys Ctrl + Page Down or Ctrl + Page Up.

Once in a block (i.e., History Earnings), you would use the mouse or keyboard arrow keys.

Previous Block and Next Block buttons on the toolbar.
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7. For AMP, SP and Faculty, the earnings code (009) is showing in the earnings field for the Pay Period.  The default hours (normally 80 hours) under this earnings code (009) should NEVER be changed.  (If the employee begins or ends in the middle of a pay period, the defaulted hours will be automatically adjusted.)  In addition, if an official holiday occurred in the pay period, the 150 code and hours will be automatically entered by the Banner system.
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8. You will then arrow down to the next line and insert the appropriate leave code and the hours required.  
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     You will see one of these notices.  If either of these two notices does not appear, the entry has not been saved.  
The leave hours entered will automatically change the 009 hours accordingly.
[image: image19.png]Eile Edit Options Block Hem Record Query Tools Help ORACLE'
NERABRE BT B G [l [8) T

vear: Payo: w7 Paynol Number:
History Jobs
P [2ouooss74_|[* o o ) oo | vgostion: o o |

Position: %1447 |00 Status:

Effective Date:

Rate: 12452125 Method:

History Earnings

Eamings St e Generated  Snel @ FRM-40400: Transaction complete: 2 records applied

: —
Time Distribution
HHH&ﬁﬁﬁHﬁHFﬁ
[ N [ ] o ] ] [ o |
C ) O | [ J ] ] J [ ] e

Ll
FRH-40400; Tramsacton cormplete: 2 records applied and savedt
Record: 111 1 | | | <osc>





[image: image20.png]Oracle Developer Forms Runtime - Web: Open > PHAHOUR =
Eile Edit Options Block Hem Record Query Tools Help ORACLE'
PEIEEETEIE R T FIEYETEEEE IR 1@ X

vear: [ paon: 7] P

History Jobs
0: Fcovozvees |[=)fcavn Rene Caere orgarization: 11z | Dispostion: o |proot
b0 oo | status: s Effectvo Date: [r20Ec.2008 Rate: s 000000 Wethod:

History Earnings

Total Units: 00 Total Hours: 7075

Hours or
Eamings Shift  Units ~ Generated Special Rate Amount Attendance

= oo [ [ [ [ [
|

ar2s

Time Distribution

Hours Percent  COA  Index Fund orgn Account  Program  Actiity  Location Project Cost
7075 1000 fi Frisa0 [eTams Frisa0 21023 fB10000 Frisa0 B

] z
FRU-40400: Transacton complete: 2 records applied and saved
Recora 11 [ 1 1 1 <osc-

a 0 0] O]




SAVING  EACH  INDIVIDUAL  LINE ENTRY  IS  EXTREMELY  IMPORTANT.

If an employee does not have sufficient leave hours to satisfy the request, you will see either of the following messages.  PLEASE PAY CLOSE ATTENTION to these boxes (they are very similar to the SAVE screen); however, insufficient leave balance will result in the employee receiving cut pay.
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When you click on OK on the WARNING message (above), you will get the Transaction complete message (below) as if the Warning message did not appear. 

It may then appear to you that the entry was accepted as input when it was not.  Therefore, if you get the WARNING message, stop right then and check employees leave balance.  DO NOT PROCEED.
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9. To see the current leave balance for an employee, click on the Options selection.
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Select the List Leave Balances
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This will allow you to view the current Leave Balances for an employee.  You may scroll down to view the various types of leaves or just enlarge the box.
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Entering Time for HOURLY Employees (TEMP, Students)
10. Before you enter hours worked for hourly employees, the disposition will be a 10.
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For hourly TEMP and Student employees, enter the code 005 and the number of hours worked.  Hours must be entered or they will not be paid.
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After you have entered hours and SAVED your entry, the disposition changes from a 10 to a 20.
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  (Key stroke method for Save is F-10 key).  You can use the SAVE button or the F-10 key.  Depending on where you are located within the History Earnings block, once saved, you will see one of these notices.  If either notice does not appear the entry has not been saved.
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For hourly employees, the notice on the right usually appears.

Dispositions

Dispositions are the indicators of the employee’s status in the payroll process.
· Disposition 05:  Time worked will not be able to be entered due to system problems.  If you see this disposition, put this employee aside and come back to them later.  If the 05 is still showing, you need to contact the University Timekeeper.
· Disposition 10:  (TEMP and Students):  This disposition indicates the employee is not set up with default hours and must have the hours worked entered into the system for them to be paid.  After you enter and save time for the employee, the disposition will change from a 10 to a 20.  This change indicates the record is ready for processing.
· Disposition 20: (SP, AMP and Faculty):  This designation indicates that the employee is automatically paid; however, any earning codes must be entered.
· Disposition 70:  (All employees): The pay processing period has been completed.
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Time Entry for Prior Pay Periods
12. To enter time from a previous pay period insert the appropriate Prior Pay Period leave code and the hours required.  Save  [image: image34.png]Oracle Developer, Forms Runtime - Web: Open > PHAHOUR =
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   this information.  

You will note that the total hours will increase.  This only occurs when you enter a code for previous pay periods.  

This will not affect pay.
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ENTRY FOR HOURS WORKED FOR PRIOR PAY PERIODS (For hourly employees)
If the employee needs to be paid for time worked, you need to use code 122.

For example, if a TEMP (700000, 500000 & 400000) hourly employee is late giving you the information that they worked 20 hours in the previous pay period, you would enter the 122 code (Pay for Prior Pay Period) and 20.00 for the number of hours worked.
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If you use this code (122) for a position numbers 900000, 600000, 300000 & 800000 (an employee receiving a bi-weekly automatic salary), you MUST inform the University Timekeeper.

You can now select the next employee for time entry by one of the following methods:

Place your cursor in the ID box.  You can then use the down arrow box to search for additional employees to enter time for or you can just down arrow on the keyboard for employees one at a time.
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If you need to select another ORG Number, use the rollback key to reach the following screen:
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Insert 1 in the COA block, insert the ORG you want to enter time for and hit the OK button.
You may also enter the employee’s ID number in the ID field.
You are now able to enter time for the employee in the new ORG.

Correcting the number of hours for an entry:
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To change the number of HOURS for an entry, highlight the record, tab to the hours/unit section and make the necessary correction.
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 .

Changing the earnings code.
To change an existing earnings code, you must remove the record and re-enter it again.

Highlight the record to be removed. 
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Use the Remove Record Icon or Select the Record, Remove feature from the menu.
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This action will remove the entire incorrect code record.
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You are now able to re-enter the correct Earnings Code and Hours for this employee.  Save this record  [image: image46.png]Oracle Developer, Forms Runtime - Web: Open > PHAHOUR =
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Overtime
Overtime earnings codes are: (code 030 is Overtime-Paid) and (code 036 is Overtime-Comp.)
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Enter the exact number of overtime hours worked.  The Banner system converts the hours at the appropriate 1.5 rate for both Comp and Pay.  (Overtime is based on the hours of work, excluding holidays and leave with pay, such as annual or sick leave, in excess of forty hours during the established work week of  Friday Midnight to Friday Midnight).  

For a more detailed explanation of overtime variances please refer to pages at the end of this manual.
Additional Screens

PEILHIS
The Employee Leave History Form (PEILHIS) provides you with an employee’s leave history.  From the PHAHOUR screen, you can view this screen by selecting Leave Balance History from the Options section or you can go directly to the PEILHIS screen by typing in the Go To:  box.
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You will then see the following screen—the Employee Leave History Form.
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, you will populate the form for this employee.
The leave codes are listed beginning with the lowest number leave code, usually (036).  For each pay period, all the codes will be listed.  
If you hit the F7 key (on the keyboard) it clears all the leave codes.  
If you enter a leave code in the first leave code field (ex: 170), and hit the F8 key on the keyboard, only the 170 codes will appear in pay period order and you don’t have to scan through the other codes to get to the one you want.
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PEAEMPL
The PEAEMPL screen provides you with General Employee Information.  This screen can be accessed by placing PEAEMPL in the [image: image53.png]Oracle Developer, Forms Runtime - Web
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If you click on the next block [image: image54.png]Oracle Developer, Forms Runtime - Web: Open > PHAHOUR =
Eile Edit Options Block Hem Record Query Tools Help ORACLE'

OE FHAEE Y9 REE QIE KE G ¢ 1@ 1 X

] insert Record|

Ve [ paronn: [ [

History Jobs

: I~ organicaton: [
: Status: Efoctv Date: Rate:

Method:

History Earnings

Total Units: Total Hours:

Hours or
Eamings Shift  Units ~ Generated Special Rate Amount Attendance

=

Time Distribution
Hours Percent  COA  Index Fund orgn Account  Program  Actiity  Location Project Cost

4] 4] 4] 4] 4] 4] 4] 4] 4]

I

Ll
Payroll Number; press LIST for valid options.
Record: 111 1 | | | <osc>

a @ = 0] i O]



, you will populate the form for this employee.
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The Current Hire Date




Original Hire Date
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You may not know the employees ID number; therefore, you will need to do a search by their last name (Smith).  Enter the last name (Smith) and hit tab or enter key.  
A box appears and you need to click on the down arrow and scroll to the employee name you need.
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Highlight the name you need and left double click.  (This list is displayed from the bottom to the top.)
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While in the PEAMPL screen, to view current leave balances for an employee, go to Options and click on Leave Balance.
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PEALEAV

You will then view this screen which you may also direct access through the “Go To” function.  You would then just type in PEALEAV.  Current Available leave for this pay period.
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NBAJOBS
To access NBAJOBS, follow these steps:  Type NBAJOBS at the GoTo box.
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Or from the PHAHOUR screen you can go to Options and select the Job/Assignment Detail.
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Type in the Employee’s ID number.  Click at the Down arrow for the employee’s position number.
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You will see this box—click on List of Employee’s Jobs (NBIJLST).
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Double click on the highlighted job number.
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 which highlights the tabs available for viewing.
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Click on the highlighted tab (Job Detail) for additional information.  You will see the Job Detail Information screen about the employee’s position.
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To see the effective dates for appointments, special pay increases: Click on Options for a drop down menu.
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Once the drop down menu appears, click on View Job Detail Effective Dates.  
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You can now verify the Effective Dates, Rate, Salary, and Job Changes Reason for the employee.
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For additional information on how an employee is paid, you would click on the Job Labor Distribution tab for this information.  
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In this instance, you can clearly see that this employee is paid from two different accounts.
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NOTE:  Many screens lead to more screens which are not all accessible to timekeepers.  Some of these various screens are used for budget purposes and or by Processing and Records.  Specifically, in the NBAJOBS screens above, all the pertinent information is generated from the employee’s PAF and is input by Processing and Records.  They would be the ones to contact should you need further explanation.  The Job Labor Distribution areas are intended for budgetary purposes.
Listed below is a review of the position number descriptors:

Non-exempt TEMP



700000
Hourly
Non-exempt TEMP-Additional Comp

770000
Hourly

Non-Exempt Student Assistant


500000
Hourly
Federal Work Study Student


400000
Hourly
Graduate Student Worker



800000
Hourly

Exempt TEMP/Adjunct



600000


Exempt TEMP/Adjunct-Additional Comp
660000

Lump Sum





200000

Lump Sum – Additional Comp


220000

Graduate Research Assistant


300000

Graduate Teaching Assistant


300000

Graduate Teaching Associate


300000

Graduate Research Associate


300000

Exempt Resident Assistant


300000
Line Positions




900000
PHICHEK

This screen provides you with information about the employee’s earnings for a payroll period.  You must be sure that the year, payroll ID, payroll number and the sequence number are all filled in.  The sequence number is always 0.
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Use the Next Block icon which will populate the fields.  You may then click on Options and choose whichever one you may need to see more information on.
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Earnings Information:
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Deductions Information:
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To view a list of paychecks the employee has received, at the initial screen click on the down arrow and the following list should appear.  To view years, just go to the year down arrow button.
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To move from one screen to another, you can go to File and select Direct Access.
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You will then see this screen.  Type in the form name you need.  In this case, we have entered the PEALEAV screen.  Click the start button or hit enter and you will be taken to that screen.
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PHCATND

Occasionally, it may become necessary to monitor an employees attendance patterns.

Once you have entered hours in PHAHOUR such as the personal holiday on the 

screen below, after saving, go to Options.
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Once you have clicked Options, scroll down to Record Attendance for Selected Earn Code.
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You can now enter the Begin Date, End Date (you can use the calendars to populate), Hours and reason.
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,   and it will populate the Attendance Data Entry block.  
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NOTE:  The above screen is just an example.  No reason is needed for an employee taking their personal holiday.  Just the date would suffice.  
However, the reason field is especially helpful for entering bereavement leave (could specify the relative’s death), abuse of sick leave (kept at supervisors request), or other questionable leave reasons that the supervisor wants recorded.
To view what was just entered on the previous screens in the Direct Access box, you will enter
PEIATND.
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Enter the code you wish to monitor, hit next bock and the information you just entered will appear.
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Frequently Used Banner Screens
Many of these screens lead to other screens which are not listed, but may be of use.
PHAHOUR – On-Line Time Entry Form
PEALEAV – Leave Balances
PHCATND – Attendance Validation Form (used with PHAHOUR screen)

(can list date Personal Holiday was used or other reasons for time off) 

PEAEMPL – Start Date – Home ORG, Check Dist. ORG  (General Employee Information)
NBAJOBS – Contract Information such as Position No., Index, Dept. No., Z # lookup by name
NBIJLST – Employee Job Inquiry (list effective dates, Dept. ORG #, etc.)

NBIPORG – Positions listed by organization

NBIJLSH – Labor Distribution Change History

NBIPINC – Position incumbent list

PHICHEK – Shows employee paycheck 
PHIACCR – Pay History Leave Accrual Form (By Pay Period)
PHILIST – Pay Event List (Pay #, Event Type, Disposition, History Date, Gross, Net)

PEILHIS - Leave Accrual History (View Only)

GUAPSWD – Direct Access to Oracle Password Change 
NBAPOSN – Class code screen
Earnings Codes – Pay - Earned
005
Regular Pay - TEMP and Students (600000 Position 119 to reduce hours)
009
Regular Pay (SP-AMP-FAC.) – 119 to reduce hours
010
Additional Regular Pay (SP and Exempt Student Employees)
030
Overtime - Paid









036
Overtime Comp.  Earned (SP)







(Enter exact overtime hours worked, system calculates at 1.5)

037
NO LONGER USED AS OF JULY 1, 2006
038
Special Comp Earned (SP) – Hour for Hour
039
Holiday Comp Earned
 (SP & AMP) 

(All Holiday Comp must be used by June 30 of each year or forfeited)
042
On Call Pay




044
Call Back Pay

083
TEMP Additional Comp – USED WHEN PROCESSING & RECORDS PROCESS PAF

If entered in error, process record remove to cut pay

095
Shore Leave Earned – HBOI ONLY
109
Start Pay Mid-Day

110
End Pay Mid-Day

111
TEMP Cut Pay
112
Reduce Pay Dollars – USED BY PAYROLL ONLY

119
Non payment of wages – (any 009 or OPS 600000 005 pay code to stop payment                      of wages, ie death, overpayment, etc.) 
120
Payroll Adjustment (AKA Back Pay) – USED BY PAYROLL ONLY 

122
Pay for Prior Pay Period (HOURLY POSITIONS)
123
Extended Leave W/O Pay – USED BY PAYROLL ONLY

Earnings Codes – Leave Time – Used 
150
Official Holiday




All (Automatically Entered)



151
Personal Holiday 




All Except Faculty
170
Annual Leave





All Except 9 & 10 Month Faculty

171
Annual Leave for Sick Leave



All Except 9 & 10 Month Faculty

180
Sick Leave





All

181
Regular Comp for Sick Leave



All

184
Overtime Comp for Sick Leave


SP 

185
Overtime Comp Used




SP 

187
NO LONGER USED AS OF JULY 1, 2006
188
Special Comp Used




SP

190
Special Comp Used for Sick Leave


SP

191
Compulsory Disability Leave-Unpaid

All

192
Worker’s Comp Leave 40 Hours Paid

All (Except OPS)
195
Shore Leave Used – HBOI ONLY
199
Holiday Comp Used




SP & AMP

(All Holiday Comp must be used by June 30 of each year or forfeited)

237
Military Leave – Unpaid



All

300
Administrative Leave Without Pay


All

311
Suspension Without Pay



All

420
Approved Leave Without Pay



All

422
Leave Without Pay for Sick



All

450
Unauthorized Leave Unpaid



All

Earnings Codes For Prior Pay Period (Earned & Used)
830
Overtime – Paid








836
Overtime Comp Earned



SP 

(Enter exact overtime hours worked, system calculates at 1.5)

837
NO LONGER USED AS OF JULY 1, 2006
838
Special Comp Earned




SP

839
Holiday Comp Earned




All

900
Administrative Leave Without Pay


All

911
Suspension Without Pay



All

920
Leave Without Pay




All

921
Workers Comp Unpaid



All

922
Leave Without Pay for Sick Leave


All

937
Military Leave Without Pay



All

950
Unauthorized Absence Unpaid


All

951
Personal Holiday 




All Except 9 & 10 Month Faculty
970
Annual Leave





All Except 9 & 10 Month Faculty

971
Annual Leave for Sick Leave



All Except 9 & 10Month Faculty

980
Sick Leave





All

981
NO LONGER USED AS OF JULY 1, 2006
984
Overtime Comp for Sick Leave


SP 

985
Overtime Comp Used




SP 
988
Special Comp Used




SP

990
Special Comp for Sick Leave



SP

991
Compulsory Disability Leave



All

992
Worker’s Comp Leave



All (Except OPS)
999
Holiday Comp Used




SP & AMP
Key Strokes for Banner HR

ACTION


Save


F10


Rollback

Shift & F7


List


F9


Exit/Prev Menu
Ctrl + q
BLOCK


Next


Ctrl + Page Down


Previous

Ctrl + Page Up

RECORD


Next


Down Arrow


Previous

Up Arrow


Insert


F6


Remove

Shift + F6  or  Alt +RR


Clear


Shift + F4


Duplicate

F4

FIELD


Next


Tab


Previous

Shift + Tab


Clear


Ctrl + U


Duplicate

F3


Next Primary Key
Shift + F3

QUERY


Enter


F7
(Clears)

Execute

F8
(Populates)
HELP


Help


F1


Keys


Ctrl + F1

Time Input Glossary
· Base Pay:  The regular rate of pay that the employee will be paid each biweekly period.
· Block:  A “Block” is a part of the screen demarcated by a line across the screen or around a particular part of the screen.  To move from one block to another on the screen, use must use the “previous block” or “next block” icons on the tool bar or Ctrl + Page Down or Ctrl + Page Up.
· Calendar Year:  The year that runs from January 1 through December 31. 
· COA:  This stands for Chart of Accounts and is always the number 1.

· Current Hire Date:  The date started in the employee’s current position.
· Department Timekeepers:  Exist throughout the University to input time for employees. 

· Disposition:  An indicator of the employee’s status in the payroll process.
· Disposition 5:  Time worked will not be able to be entered due to system problems.
· Disposition 10:  (TEMP and Students):  This disposition indicates the employee is not set up with default hours and must have the hours worked entered into the system for them to be paid.  After you enter and save time for the employee, the disposition will change from a 10 to a 20.  This change indicates the record is ready for processing.
· Disposition 20: (SP, AMP and Faculty):  This designation indicates that the employee is automatically paid; however, any earning codes must be entered.
· Disposition 70: (All employees):  This designates payroll is now closed.

· Earnings Code:  The type of code that defines the type of input (i.e., annual leave,  sick leave, personal holiday, overtime pay, special comp, leave without pay, etc.).

· Employee Class:  Type of employee, for example SP Staff Non-Exempt.

· Exempt Employee:  An employee in this class is exempt from the maximum hours and overtime requirements of the Fair Labor Standards Act (not eligible for Overtime).

· Fiscal Year:  The fiscal year runs July 1st through June 30th and is identified by the year that begins January 1st (i.e., Fiscal Year “06” is the period 7/1/06-6/30/07).

· Form:  A Banner “Form” is an online document where you enter and look up information.

· Go To Area:  An area on the Main Menu Screen that allows direct access to a specific Banner Form.

· Holiday Comp: “Other Holidays” may be designated by the University President.  Must be used by June 30th of fiscal year or it is forfeited.
· Hours:  You will see Total Units and Total Hours listed on the PHAHOUR screens but FAU uses the Total Hours field.
· ID:  The “Z” id number (employee number) assigned to the employee when hired by FAU.  Referred to as just “ID” on the Banner screens and in this manual.  It is 9 characters long.  The ID # begins with a Z and has an additional 8 numbers for the total of 9, i.e., Z00001234 or Z00012345.  In Banner, input of the ID # must include the Z.
· Leave Balance:  The amount of leave time the employee has accrued and used to date and has available to be used.
· Non-Exempt Employee:   An employee in this class is not exempt from the maximum hours and overtime requirements of the Fair Labor Standards Ac (eligible to earn Overtime).

· ORG:  The departmental group to which the employee belongs (may also be used as a financial term).  Three types exist.  Usually, the HOME department ORG and the CHECK DISTRIBUTION ORG are one and the same.  The TIMEKEEPING ORG; however, may be different.  If a timekeeper has several HOME ORGs, they may all be combined under one TIMKEEPING ORG.   
· Original Hire Date:  The date the employee started with the University.

· Overtime:  The hours of work, excluding holidays and leave with pay, in excess of forty hours during the established work week of Friday Midnight to Friday Midnight.
· Payroll ID:  The payroll ID for the PHAHOUR screen is always BW (Bi-Weekly).

· Payroll Number:  On the PHAHOUR screens, the payroll number is between 1-26. The pay number is the current pay period.  The Pay Period Time Input Calendar is located on the Personnel web site.

· Position Class:  The employee’s official classification or title of his job position.
· Query Date:  If your date is today, your information would be current.  To view information from weeks past, you will need to change the query date.

· Record:  A “Record” is a set of related fields.  To get from one record to another, use the “next record” and “previous record” from the drop down menu.
· Save:  You MUST save after each time input entry either using the SAVE button or the F10 key.  If you enter more than one entry and save once, only one entry will be saved.  SAVE EACH ENTRY SEPARATELY!

· Special Comp:  Special Comp is given when the employee did not actually physically work over 40 hours in one week because the employee used some type of leave (annual, sick).  Special comp is given hour for hour over the 40 hours. 
· University Timekeeper:  This timekeeper is located in the Personnel department and is there for the support (to make adjustments) of the Department timekeepers.
· Wildcard:  A symbol used to allow for multiple database searches.  In Banner, the wildcard symbol is “%.”

E-Print Reports
In addition to Time Input Training, you need to attend e-Print training, but if you are doing time input prior to being able to attend e-Print training, you will be able to access some of the reports associated with time input.

Once you have completed all of your time input, you need to exit PHAHOUR and close Banner Production.  
Re-open Banner and go to e-Print.  
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Enter your User ID and Password.  Using the down arrow, select Repository HR Banner FAUP.
Hit Enter.
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  Note:
If you changed your password in GUAPSWD, the password will work in both Banner production and E-Print. 
A window with ePrint reports for HR Banner FAUP that you can access will be:
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The reports you need to concentrate on are as follows:

REPORT OF HOURS (PHRHOUR)
1. This report documents what hours and earnings codes have been entered, or defaulted, for an employee, for a specific pay period.  Verify each of your entries to make sure any leave time you entered for employees is correct and the hours to be paid for hourly employees is correct.  Make sure the report you are viewing was run after you completed all of your entries (check the time of the report which is listed in the “Latest Date” column).  
2. The PHRHOUR report is tied to the timekeeper’s security access.  Timekeepers will only view specific timekeeping ORGS.

3. Click on PDF.  If you only have one Timekeeping ORG, all of your employees will be listed.  If you have more than one Timekeeping ORG, click on the binoculars for “find” and you can type in a specific ORG or if you are looking for a specific person you can type in their last name.
4. This report is run every hour beginning at 9:00 am through 5:00 pm on the first day of time input.  The report is run 9:00 am – 11:00 am on the second day of time input.  A final report of hours will be run just prior to Payroll “certs” (usually on the Monday morning following time input) being generated.  These above schedules may be adjusted due to holidays.  Be sure you check your Time Input Calendar schedule.

PAYROLL CERTIFICATION LIST (PWRPCERT)
Payroll “certs” are normally available on the Monday mornings after time input at approximately

10:00 am.

LEAVE LIABILITY REPORT (PERLEAV)
This report is normally run on the Wednesday morning after payroll has been run on Monday.  This report is a year to date total of all leaves.
PAYROLL CHECK DISTRIBUTION REGISTER
This report is for employee’s who do not have direct deposit and will be receiving a manual check.  After July 1, these employees will have their checks mailed to the home address listed on their W-4.
Work Week Examples (SP Employees)
Overtime vs. Comp Clarifications
HOLIDAY COMPENSATORY LEAVE for “OTHER HOLIDAYS”

AS DESIGNATED BY THE UNIVERSITY PRESIDENT

FOR SP EMPLOYEES
Week one:  Friday was a holiday designated by the Univ. President and the employee worked 3:30 (3.50) hours on Friday. That added to the hours worked Mon. – Thurs., the total hours worked was 43:30 (or 43.5)

Week two:  Employee worked 40 hours.  Total hours worked Week 1 + Week 2 = 83:30 (or 83.5)

Note: Because Friday of week one was a designated holiday and not an official holiday, and the employee didn’t actually work over 40 hours in week one, the employee would earn 3.5 hours of Holiday Comp and it should be listed on the Other line, and code (039) should be written in beside it. 
Holiday Comp must be used by June 30 of each year or it is forfeited. 
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SPECIAL COMPENSATORY LEAVE
FOR SP EMPLOYEES
Week one:  Monday was an Official Holiday but the employee worked 5 hours. Total worked 37.

Week two:  Employee worked their regular 40 hours.

Note: Monday was an Official Holiday and the employee worked 5 hours, but because the employee didn’t actually work over 40 hours in week one, they earn 5 hours of Special Comp. 
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SPECIAL COMPENSATORY LEAVE
FOR SP EMPLOYEES

Week one: Employee worked 35 hours and was sick one day (8 hours).     (35 + 8 = 43)
Week two: Employee worked 40 hours.  Total hours WORKED (week 1 + 2) is 75.

Note: Because the employee did not actually work 40 hours during week one, the 3 hours over 40 would give the employee 3 hours Special Comp earned.

Note: Another way week one could be done would be to reduce the 8 hours sick to 5 hours sick so week one is 35 hours worked and 5 hours sick (total of 40 hours), which eliminates the need for a Special Comp entry.
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SP OVERTIME COMP/PAID (overtime=over 40 hours worked in a week)
Week one:  Employee worked 43 hours.  (3 hours overtime)
Week two:  Employee worked 42:45 (or 42.75) (2.75 hours overtime) Total for Week 1 + 2 = 85:45 (or 85.75)

Note:  Employee earns 5:45 (or 5.75) of Overtime Comp or Pay.  This example uses Overtime Comp therefore the 5.75 is under code 036 for Overtime Comp.  

If the employee were to receive Overtime Paid, the 5.75 would be listed under code 030.  Input amount is 5.75.
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Exceptions to Standard Monday–Friday - 8 Hours Per Day
SP Employees
Because most SP employees work the normal Monday – Friday, 8 hours per day routine, that was the basis used for this manual.  
SP employees who have a regular, approved work schedule of more than 8 hours will be paid, or will earn holiday or special compensatory leave, based on the number of regularly scheduled work hours for the day of the observed holiday.

Some employees work other than Monday – Friday and some employees work 4 ten hour days and may include weekends.  

Example A:

Employee works 4 ten hours days.  Tuesday, Wednesday, Thursday, Friday.

Their regular day off is Monday. (as well as Saturday + Sunday)

If an official holiday falls on Friday (employees regular work day), they receive 10 hours for the holiday.  (but the Banner system is set to give 8 hours, so you would still see on the PHAHOUR screen when you first pull it up prior to entering any of types of leave the employee may have used) 72 work hours under code 009 and 8 holiday code 150 for total of 80 hours).  Do not try to change the 8 hours of holiday to 10 (this will also apply to the Personal Holiday).  Just accept the fact that the total bi-weekly is 80 which it should be.  

If an official holiday falls on Monday (employees regular day off), they receive 10 hours of special comp.  They receive the same number of hours special comp that would be their normal work day.  (in this case 10 hours).

Example B:

Employee works 4 ten hour days but includes a Saturday or Sunday.

Employee’s regular schedule is Sunday, Monday, Tuesday, Wednesday.  (off Thurs., Fri, Sat.).

If the actual holiday (i.e. Christmas, Dec. 25) falls on Sunday, that means that the official holiday is Monday, Dec. 26).

Official holidays are based on Monday – Friday.

If the actual holiday is Saturday, the official holiday is Friday.  If the actual holiday is Sunday, the official holiday is Monday.

The employee would like to take off Sunday, Dec. 25. as their official holiday. 

The question is: Can the employee take Sunday, December 25 off in place of Monday, December 26?  Answer: NO.

If the employee wants to take off Sunday, December 25, the employee has to use some type of leave for 10 hours.  The official holiday is Monday, so the employee will receive 10 hours for the holiday.

The employees time for this week would be:

Sunday  –  10 hours annual (or comp)








Monday –  10 hours for official holiday








Tuesday –  10 hours worked 








Wednesday –  10 hours worked 








Total for the week:  40 hours
Timekeeping Forms
For the most up-to-date forms available, please check the Personnel web page.  The following is a list of the most frequently used.

OTHER PERSONNEL FORMS 

· HRS Security Request Form
    Banner (PDF) 

ATTENDANCE AND LEAVE
· Leave Request Form
    Leave Request Form - Standard
    Leave Request Form - Special
  

· Intermittent Leave Request Form
  

· Overtime Request Form
  

· On Call Payment Form
  

· Leave Cash Out Form
  

· Time Input Calendar
  

· Timesheets
  Directions: Change the Pay Period # to the desired pay period and print.
    Exempt Timesheet (This timesheet will no longer be needed after 7/1/06)
    Non-Exempt Timesheet  SP Employees
    OPS Timesheet  TEMP – (Hourly)
  

· New organization numbers
    Department Orgs.
    Timekeeping Orgs.
  

· Time Input Verification Form (Timekeepers only) 

· THIS FORM IS EXTREMELY IMPORTANT.  PLEASE BE SURE THAT IT IS FILLED OUT AT THE CONCLUSION OF TIME INPUT.










ADJUSTMENTS FROM PREVIOUS PAY PERIODS (When you need to give back hours deducted in error or other situations)





Example:


If you entered 8 hours annual (code 170) last pay period but it should have been 8 hours sick (code 180), and you are on the next pay period, you can go ahead and enter code 980 for the sick leave.  You MUST call the University timekeeper to have the 8 hours anuual leave that was taken in error returned to the employee.  A follow-up email detailing the adjustment must then be sent. 
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