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Overview Topics • • • • •



HR terminology Sources of Information for HR Basic navigation in Banner Most common HR forms in Banner HR Transaction Checklist vs. Banner direct entry • Introduction to Self Service Applications 2



HR terminology
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HR Terminology - Some Commonly Used Terms and Definitions



•



Unit - collective name for department and/or college



•



Org - specific unit defined by Finance - example PEAEMPL is home org, NBAJOBS Timesheet Org, NBAPOSN is NBAPBUD org Central HR Office - collective name for either/both campus Staff Human Resources (Civil Service) and Academic HR offices; Student Employment Office or Fellowship Office Service Center - Units with expanded Banner data entry authority (Fellowship Office, College of Engineering, College of ACES)



•



•
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HR Terminology - Some Commonly Used Terms and Definitions •



•



•



Position – an approved opening in an organization code reflecting the duties for which employees can be recruited and hired. Positions can be filled or vacant, as well as single or pooled. A position must exist before an employee can be appointed in a job under that position. Position Number – a six digit code alphanumeric code with the first character reflecting the campus on which the position is associated. Characters 2-6 are system generated and provided to units by HR Position Class (pclass) – A five digit code assigned by unit or HR on the position that defines the title or classification of the position. Pclass structures are available in DART for Faculty/Other Academics, and Academic Professionals at:



http://nessie.uihr.uillinois.edu/pdf/Banner/JobAid_PClassStruct.pdf.
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HR Terminology - Some Commonly Used Terms and Definitions • Employee Class (eclass) – Two letter code defaulted from the Position Class (pclass) to reflect type of employee (faculty, other academic, academic professional, civil service, extra help, student, academic or grad hourly, graduate assistant, postdoc), service base (months or hours worked), benefits eligibility, leave category • Job – appointment of an employee to a position. Generates pay to the employee, as well as defaults appropriate leave accruals • Pay Id – either MN or BW; system defaulted based on Employee Class (eclass). Defines the frequency of pay (monthly or biweekly) 6



HR Terminology - Some Commonly Used Terms and Definitions Employee Groups – ¾ Faculty (A*) – tenure/tenure track (assistant professor, associate professor and professor). These positions require a minimum of a doctorate degree or an appropriate terminal degree for the discipline. ¾ Other Academics (A*) – non-tenure track (lecturer, instructor, teaching associate, research associate, and clinical associate). These positions require a minimum of a bachelors degree. ¾ Academic Professional (B*) – Academic professionals are those members of the academic staff whose positions have been designated by the president and the chancellor as meeting specialized administrative, professional, or technical needs, in accordance with Article IX of the University of Illinois Statutes. These positions require a minimum of a bachelors degree. ¾ Civil Service (C* or D*) – The State Universities Civil Service System governs Civil Service (CS) employees. These employees support many activities at the University of Illinois. They hold jobs in clerical, crafts and trades, managerial, para-professional, professional, service and technical areas. 7



HR Terminology - Some Commonly Used Terms and Definitions Employee Groups cont’d – ¾ Postdoctoral Research Associates (P*) – employees involved in research and has completed their terminal degree within the last 5 years. ¾ Grad Assistants (GA) – graduate students with appointments which include grad teaching assistants, grad research assistants, grad pre-professional assistant, grad assistant – teaching required, grad assistant. The student must be registered in the Graduate College. ¾ Grad Hourly (HG) – graduate students appointed on an hourly basis for temporary special projects. The student must be registered in the Graduate College. ¾ Academic Hourly (HA) – Academic Hourly positions offer opportunities to work in non-Civil Service jobs on a temporary basis. These positions require at least a bachelor's degree, along with professional qualifications and expertise. 8



HR Terminology - Some Commonly Used Terms and Definitions Employee Groups cont’d – ¾ Undergrad Student Hourly (SA) – a student working toward completing an undergraduate (bachelor's) degree. An international student must be enrolled for at least 12 credit hours per term (6 hours for non-internationals) at the University of Illinois. FWS Student Employment - Enrolled 12 credit hours and be awarded Federal Work Study on the UIUC campus. http://www.osfa.uiuc.edu/aid/employment/index.html ¾ Unpaid (UA) – an employee who does not receive pay for services performed. In most cases, these appointments are provided to people outside of the University to reflect an affiliation with the University. ¾ Extra Help (EH) – Extra Help positions are temporary positions that use Civil Service classifications. EH positions offer opportunities to work on a temporary basis. These positions may last from one day to no more than 900 hours in any consecutive 12-month period.
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HR Terminology - Some Commonly Used Terms and Definitions Types of employees/payroll



Biweekly payroll – BW Pay Id (see payroll schedule at https://www.obfs.uillinois.edu/obfshome.cfm?level=2&Path=earnings&XMLDat a=payschedules): • • • •



Civil Service – support staff - accountant, clerk, electrician Extra Help – clerical, general services, 900 hour limit Academic Hourly or Grad Hourly – sporadic technical, other work - degree required Undergrad Student –office, residence halls, library



Monthly payroll – MN Pay Id (paid on 16th of month. NOTE: when the 16th of the month falls on a weekend or holiday, monthly employees are paid on the business day prior to the 16th): • • • • •



Faculty – teaching and research - tenure/tenure-track Other Academic – teaching – non tenure-track – post doc, lecturer Academic Professional – administrative, research – director, research programmer Grads - Grad Assistant, Teaching Assistant, Research Assistant Unpaid – official tie to University with no pay
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Sources of Information for HR
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Sources of Information - HR Systems



•



Banner - the University’s system for data and for Human Resources/Payroll/Finance/Student transactions



•



Dart - web site for certain Departmental transactions and information (such as set up New Hire logon, submit a PAPE for an academic professional position, submit an ER card for a civil service position)



•



Nessie - web site for employee information such as earnings statement and employment verification



•



Nessie New Hire - web site for new employees to complete employment, payroll and benefits forms where applicable 12



Sources of Information - Paper



•



HR Transaction Checklist – a document used by units to request system changes where Central HR or their Service Center are required to make the change



•



Employee Paper Documents - I-9, search documents
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What systems access do I need? Contact your Unit Security Contact, ask for….. • Banner - most access is driven by “Org” • EPAF - Electronic Personnel Action Form • Time Entry - (Originators, Submitters, Approvers and Proxies) • Workflow - used with the PZAADJT-payroll adjustment form • DART - secure website for department HR transactions



To learn more about system access, go to: http://www.aits.uillinois.edu/live/Site.xml?document=GetAccess.xml&foc us=N4
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Basic navigation in Banner
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How do I get into Banner? Using a web browser, enter into the address: https://apps.uillinois.edu/ 1. Select Administrative Transaction 2. Select UI-Integrate/Banner Administrative Forms 3. Connect 4. Enter your Enterprise ID and password and Login 5. Click on the appropriate campus 6. Enter the form name 16



1. Administrative Applications 2. UI-Integrate/Banner Administrative Transactions 3. Click on Connect 4. Enter your Enterprise ID and password 5. If you have access to more than one campus, select the appropriate campus; if your access is only for one campus, you will be taken directly to the General Menu screen) 6. Enter form name
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Common Screen features



6000000000 Suzie Q Employee



Pull-down Pull-downmenus menus



Toolbar Toolbarbuttons buttons



Fields Fields



Drop DropDown Down Arrows Arrows Pull down menus can get you to other forms and sub forms Toolbar options help you save, see other records, etc. Fields show data effective as of the Query Date Drop down arrows next to blank fields provides a list of values to select from.
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Common Screen features – Toolbar –Previous and Next Block Previous and Next Block



Next Block displays the contents of the current form. Previous Block displays the contents of the last form when there are multiple layers of forms. 19



Common Screen features – Toolbar –Previous/Next Record Previous and Next Record



There are frequently multiple effective dated records in a form.



6000000000 Suzie Q Employee



Click on Previous Record to display those earlier records or Next Record to display more recent records.



Note: in this example, there are a total of 2 Job Detail records. Job records are numbered in descending order by effective date 20



Rollback



Common Screen features – Toolbar – Rollback



When you click Rollback, the screen clears. In this example, you may delete the current Position number; enter another Position number and Next Block to display a different position record. 21



Common Screen features – Toolbar - Enter/Execute Query 1. View the whole list 2. Enter A Query 3. Key in your selection information



4. Execute the Query



5. View your information If you want to narrow down a list such as to find positions in your unit you will do a query.



22



Common Screen features – Toolbar – Exit Form



Several (or sometimes many) forms can be open at once. They ‘stack’ on top of each other. To prevent problems, when you are finished in a form you should close the form using the X button.
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Common Screen features – Tab format



Many forms have more than one block or ‘window of information’. Click on tabs to move to subsequent blocks.
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Most common HR forms in Banner
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Commonly Used HR Forms



•NBAPOSN (Position Definition Form) and NBAPBUD (Position Budget Form) •PPAIDEN (Person Form) •PEAEMPL (Employee Form) •NBAJOBS (Employee Jobs Form) An extended list of HR Forms may be found at the HR Applications web site: http://www.pso.uiuc.edu/HR_Applications/Default.htm
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How the HR forms connect



PPAIDEN NBAPOSN/ NBAPBUD PEAEMPL NBAJOBS



Four primary concepts of Banner HR: the person, the position, the employee, and the job. These are very distinct concepts that combine to form the “big picture” of a fully defined employee of the University 27



Quick Review First the position, and the position budget is created. Next the person is created and then declared an employee and finally the job is added. In Banner, many jobs can be associated with one position (as will be the case with pooled positions like students) A single employee can hold a number of different jobs associated with more than one position (as is the case with a professor who also has a named chair or a student working for several different units) 28



Position (NBAPOSN) has a number, title, classification, employee class



Position number At Urbana, all positions begin with U’



Position class helps define the position, gives it a title, a salary range, etc.



Employee class – defaults to the job, identifies type of employee
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Position Budget (NBAPBUD) comprised of status, begin date, type, a funding source, etc. The position budget consists of three forms: Position Budget, Salary Budgets, and Labor Distribution that must be completed for the position to be active



As units establish positions, they must attach budgets to each of them. This is done via the Position Budget Form NBAPBUD (a separate form from NBAPOSN). The unit owning/funding the position will enter the information on this form. ‘Single’ and ‘Pooled’ refer to the number of incumbents a position will hold. Single means 1 person, pooled means multiple persons. 30



Person (PPAIDEN) comprised of biographic & demographic information such as address, birth date, phone numbers, emergency contact info, etc.



6000000000 Suzie Q Employee



121212121



6000000000



Employee Suzie Q



The UIN (University Identification Number) or ID number (at the top of this window) is person-specific and will be assigned by the University Identification System automatically through the self service application processes or new student processes. This ID is unique to each person. 31



Employee Information (PEAEMPL) comprised of ‘employee class’ information, employment dates, home department, leave accrual category



6000000000 Suzie Q Employee



All information on this form is specific to this particular person, who, via this form and its attributes, is now defined as an employee of the institution/UI. 32



NBAJOBS - Base Job comprised of the job begin date, leave accrual indicator, job type NOTE: if an enddate has been determined, it will also be reflected



6000000000 Suzie Q Employee
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NBAJOBS - Job Detail Information The Job Detail form is form used for entering job data. The Job Detail contains specific pay and other employment information for the employee in this Job such as job status (active, terminated, on leave), title, FTE, pay rate, as well as the “Change Reason”.



6000000000 Suzie Q Employee
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NBAJOBS - Payroll Default Information



6000000000 Suzie Q Employee



The Payroll Default Information displays several very important pieces of information: Timesheet Org – Unit that ‘owns’ the job Time Entry Method – Web Time(done by the employee via the Web) or Department Time Entry with Approvals
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NBAJOBS– FOAPAL information The Job Labor Distribution specifies the FOAP(s) that the employee is to be paid from based on the effective date. This information can be different from that on the position budget form shown earlier, if the employee is to be paid from certain funds while actually budgeted on other funds. The total percent at the bottom will always need to be 100% so that their pay is fully funded for this job.



6000000000 Suzie Q Employee
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HR Transaction Checklist
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HR Transaction Checklist



A document used to track approvals and forward information to Central HR or your Service Center for entry into Banner



Blank HR Checklists may be found at: http://www.pso.uiuc.edu/HR_Applications/Banner_Basics.ht m
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Additional HR Training Tools



Who does what in HR Processes HR Forms and their function
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Who does what in HR Processes?



Complete document may be found at: http://www.pso.uiuc.edu/HR_Applications/FormsMaintenanceResponsibli ties.pdf 40



HR Forms and their functions



Complete document may be found at: http://www.pso.uiuc.edu/HR_Applications/FormsMaintenanceRespon siblities.pdf
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Self Service Applications
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DART – secure site for departments PAPES, Job Postings, New Hire Logon, Separation, etc.



https://hrnet.uihr.uillinois.edu/dart-cf Logon with Enterprise logon and password
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NESSIE – secure site for current employees Earnings Statement, W-2 on-line, benefits information



https://nessie.uihr.uillinois.edu/cf/index.cfm Access using Kerberos (Blue Stem) logon and password
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NESSIE New Hire - secure site for new employees required payroll, benefits and human resources forms



http://newhire.uihr.uillinois.edu/cf/NewHire/index.cfm Access using Dart-generated New Hire logon and password 45



HR Applications Website



http://www.pso.uiuc.edu/HR_Applications/Default.htm 46
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