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1 Overview

Banner Human Resources system maintains pertinent information for each faculty
member as an employee of an educational institution. Thisincludes information such as
the faculty member’s position number and description, job description, job labor
distribution, and annual compensation information.

On the other hand, Banner Student contains data related to instructional and non-
instructional assignments of all faculty members. Thisincludes information such as
Course Reference Numbers (CRNS), course descriptions, number of credits per course,
schedul e types, and the work load of each faculty member.

The Faculty Load and Compensation module merges faculty information in Banner
Student and Human Resources systems to capitalize and deliver arobust, contiguous, and
a comprehensive business process that gives institutions the power to automate the
derivation and calculation of appropriate compensation packages for their full-time or
part-time employed faculty members based on their individual work loads. This, in
essence describes the primary business objective.

Using this module, you can define rules for calculation of compensation packagesin
Banner Human Resources and Banner Student, and evaluate work |oads and actual
compensation packages for full-time aswell as part-time faculty membersin the module’s
new web interface on Employee Self-Service.

In essence, the Faculty Load and Compensation module bridges the gap between Banner
HR and Student modules to deliver a comprehensive and compl ete in-house business
solution that can be easily adapted for decentralized as well as centrally-administrated
institutions.

The Web interface of the Faculty L oad and Compensation module can be accessed by two
types of Self-Service users.

» Faculty Compensation Administrators - who revise, review, and modify
employees salary compensation as needed.

» Faculty Members - who review and acknowledge their compensation packages.

The Faculty Compensation Administrator role is defined in Web Tailor and the Faculty
Member role is determined by the Self-Service module if the faculty member holds
records, for a present or past academic term within the module.
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The Faculty Load and Compensation module is extensively flexible and robust. Some of
the features that support these characteristics are:

* Flexiblerules can be created in Banner HR to determine the components that make
up faculty pay.

» The moduleisrobust enough to handle changes in afaculty member’s schedule
(e.g., cancellations, instructor reassignments, team teaching, no-shows) with
corresponding changes in relation to their compensation.

 Certain factors such as course compensation rate, afaculty member’s base rate,
schedule type rates for each faculty member, and the defaulted compensation
components can be overridden as necessary.

» Unlimited site-specific compensation components with institutional default rates
per component can be defined.

* You can also track and audit the feed of the contract/salary data between Banner®
Student and Banner HR.

* When Banner Financeis not installed, the modul e al so accommodates the use of an
external account code for Labor Distribution maintenance.

Key Features

Key features of the Faculty Load and Compensation module include:

» The decentralized maintenance for summary and detail views of faculty load and
compensation, positions, class assignments, and load history by course.

» Theahility to capture a base rate by faculty member. Base rate is the amount of pay
for the contract (salaried) or the credit/course (hourly)

» Generate an overload job for courses or non-instructional assignments considered
as overload payments for the faculty member.

A hierarchical roll up of departmental load and compensation information available
for viewing and approvals, with appropriate locking of records when records are
complete.

» Enter free-form comments to support compensation calculations.
» Allow select compensation components to be paid as default earnings.
» Maintain job records for updating compensation and employment details

e The ability to optionally view and maintain Labor Distributions for each job
assignment

» Accommodate instructional and non-instructional assignmentsto be part of the
faculty member's contract and wage calculation.
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Define whether a single job should be generated or multiple jobs generated for
multiple courses.

Define whether the term begin and end date creates a defaulted job start and end
date.

The ability to determine proper compensation for F/T (salaried) and P/T (hourly)
faculty based on faculty load details in Banner® Student.

Default Position Labor Distribution to the faculty member's compensation record,
at which point the institution can override a portion or al of the distributions.

Provide for the creation and maintenance of a faculty job assignment in Banner®
HR (NBAJOBS), based on appropriate compensation rules, rates and hour.

Create job records in Banner Human Resources.

Provide for capturing load used in compensation calculation for audit and history
purposes in Self-Service. (Maintain audit history for the components of load, rates
and contract timeframe).

Provide compensation summary pages of faculty by Term, with the ability to
download the information to a spreadsheet.

Provide the ability to attach contract information through alink to the Banner
Document Management System from the Faculty Compensation Summary View.

For part-time or hourly faculty, the following features have been included:

The ahility to determine and pay different rates by schedule type. Schedule Typeis
defined as the type of instruction method applied to a course, such as lecture, lab,
etc.

The faculty responsibility (%) will be considered for an assigned course when
performing the course compensation cal culation.

A site or institution can define whether individual courses are paid by credit hour,
contact hour workload, course enrollment or other (flat amount).

Allow a course compensation rate to be calculated by course, by faculty member,
by term. Compensation components will contribute to this course compensation
rate.

Display the compensation rate per course. Thisrate is the calculated result of the
employee's base rate, according to the Schedule Type, multiplied by contact or
credit hours. Thisfinal compensation rate can be overridden.

For full-time or salaried faculty, Self-Service components are used to pay an appropriate
overload rate. Thisincludes the establishment of instructional or non-instructional
assignments that contribute to the overload job.
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User-Centric Features

Faculty Compensation Administrators can perform the following tasks:
» Define schedule types and an institutional default rate per schedule type.

» Accommodate multiple schedule types per course and factor those appropriately in
compensation calculations.

» Build and lock the faculty load and compensation data.
 Allow the user to further define afaculty member's job begin and end date.

» View the same information that is available to a faculty member.

Faculty members, can perform the following tasks:

* Review the summary and detail of their compensation online. Thisfeature hasto be
enabled by asite or institution.

 Ability to acknowledge that they have reviewed the components of their
compensation for the term. The system then captures the date and time of this
acknowledgement.

» View load and compensation information by term, course and position/suffix.

¢ |nsert comments on their records.

Assumptions

Assume the following to work with the Faculty Load and Compensation module;

1. Administrative users must be set up as Faculty Compensation Administrators in Web
Tailor in order to create faculty compensations.

2. The administrator should assign a unique job number (Position-Suffix) that is given
for each course for course-based instructors.

3. Anoptiona field, Faculty Compensation L evel, can be used to determine rates for
part-time faculty in this module.

4. Faculty Compensation Level datawill be tracked only on the Faculty Action Tracking
Form (PEAFACT) in Banner Human Resources.

Note
Faculty Compensation Level information will not be tracked on either the
Faculty/Advisor Information Form (SIAINST) of Banner Student or the
Faculty Information Form (PEAFACD) of Banner Human Resources. =

5. TheFaculty Load and Compensation module will not create benefit records and
employee records for employees.
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System Requirements

Install the following minimum releases for Faculty Load and Compensation.
Banner General: 8.0
Banner Position Control Release: 8.0
Banner Human Resources Release: 8.0
Banner Web Tailor: 8.0
Banner Web General Self-Service: 8.0

Banner Employee Self-Service: 8.0

System Process Flow

Thefollowing flow chart provides agraphic representation of the touch points between the
various Banner systems.
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2 System Setup

This chapter describes how to get Banner systems prepared for using the Faculty Load and
compensation module at your enterprise.

Web Tailor Setup for Faculty Load and
Compensation

To accommodate users of the Faculty Load and Compensation module in Employee Self-
Service, Web Tailor has been modified to include a new user role - Faculty Compensation
Administrator.

The Web Tailor Administrator at your site must complete the following tasks.

» Set Up Accessto the Faculty Load and Compensation Menu in Employee Self-
Service

» Set Up Users as Faculty Compensation Administrators

Set Up Access to the Faculty Load and Compensation
Menu

Apply the following steps if the Employee Self-Service Main Menu has been customized
by your institution, that is, if one LOCAL row, (t wgr menu_sour ce_i nd=L) isfound in
the TWGRMENU table for pmenu. p_Mai nivhu. After completing the install, do the
following tasks.

1. Log onto Employee Self-Service with an ID that has access to Web Tailor
Administration.

2. Click Web Tailor Administration.
3. Select Menu ltems.

4. Select the Web menu, pmenu.p_MainMnu.

Reorder or Customize Menu Items pageis displayed

5. Click Customized the Associated Web Menu or Procedure.

Customize a Web Menu or Procedure page is displayed
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6. Scroll down and click Customize Menu Items.

You will see alist of menu entries for the Employee Main Menu. If at least one
LOCAL entry isdisplayed then continue with the following steps. Otherwise, exit
Employee Self-Service making no changes, and proceed to assign roles to faculty
users by following instructions on page 2-3.

7. Click Add a New Menu Item.

8. Onthe Create a New Menu Item page, enter the following information:

Associated web Page: pmenu.P_MainMnu

Sequence Number: 11

URL: # Ipmenu.D_FacMenu

Link Text: IFan:uIty Load and Compensation

Link Description: =]

|

Status Bar Text: IFacuIty Load and Compensation

Bullet Override Image: |Se|ect j Preview Image

Menu Link Image: |Select = Preview Image
Enabled: =
Database Procedure: W
Submenu Indicator: =

Submit Changes I Reset Al Fields

Delete this Entry |

9. Click Submit Changes.

10. Follow theinstructions outlined in the next topic, " Set Up Faculty Compensation
Administrators’ on page 2-3.

11. Then, log in to Employee Self-Service as afaculty user.

The Faculty Load and Compensation menu must be listed under the Employee Main
Menu.

Note

All Web packages and Web procedures specific to the Faculty Load and
Compensation module are delivered as seed data by Ellucian. [
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Set Up Faculty Compensation Administrators

A new user role, Faculty Compensation Administrator, has been created for the Faculty
L oad and Compensation Module. Web Tailor Administrators at the facility must complete
this task.

Thisroleis added to the Web Tailor table, TWTVROLE, by the seed script,
twt vrol ei _080000. sql .

Set up auser as a Faculty Compensation Administrator on Web Tailor as follows:

1. Loginto Employee Self-Service with your Web Tailor Administrator 1D and
Password.

2. Select the Web Tailor Administration menu.
3. Select the User Roles menu option.
4. Enter the I D of the employee who is to be assigned the user role and click Submit.

5. Onthe Update User Roles page, select the Faculty Compensation Administrator
check box for the employee.

6. Click Submit Changes.

The employee is now designated as a Faculty Compensation Administrator.

Banner Setup for Faculty Load and
Compensation

Set up rulesin the following Banner forms to implement security for the faculty
compensation module:

& Warning
Do not modify the security settings without prior consultation with your
technical support and functional user teams. u

1. Onthelnstallation Rules Form (PTRINST):

1.1. Set up and/or verify the security at the following levels: Employer Security,
Salary Security, and Employee Class Security. These levels are typically
preset by your site administrator asit used by all Banner HR modules.

1.2. Determine whether Organizational Hierarchy Security must be enabled for this
application. If so, select the Organization Security indicator for the faculty
compensation module.
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1.3. Check the Organizational Hierarchy Security indicator on the Faculty window
if the institution must be enabled for this application.

Note
It is important to note that the institution must check the Organizational
Hierarchy Security Indicator to enable Position Organization-based
security within ESS Faculty Load and Compensation Module. If the
checkbox is unchecked, organization security will not be enforced in the
Faculty Load and Compensation Module. =

Establish an Organization Hierarchy

Before setting up organization security for users, first establish an organization hierarchy
in Banner Finance. The Organizational Hierarchy security is an optional feature for use
within the Faculty Load and Compensation module.

An organization hierarchy establishes a parent-child relationship between organization
codes that resultsin a hierarchical sequence of preceding and succeeding organization
codes.

Example

Consider the following hierarchy:

Organization Level
1 2 3 4 5 6 Description
001 Office of the President

100 Office of the Provost

110 College of Arts & Sciences

111 Office of the Dean

120 Biology Department

121 Genetics Department

122 Physics Department
125 Art History Department
135 Geology Department

If John Smith is set up with Update access for organization code 111, he has access to
data in the following child organizations; 120, 121, 122, 125 and 135.
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If Banner Financeisinstalled, define an organization hierarchy in FTMORGN. This
establishes record-level access (based on Budget Organization code within the Position
number), and controls record locking prior to applying new job records. For detailed form
and field descriptions, refer to the Online Help of Banner Finance.

If Banner Financeisnot installed, define an organization hierarchy on the Organization
Code Validation Form (PTVORGN). For detailed form and field descriptions, refer to the
Online Help of Banner Human Resources.

Set Up HR Security for Faculty Compensation Users

Review security for all users of the faculty compensation module at the following four
levels:

» QOrganization

» Employer

» Employee Class
e Sdary

Employer Security

Each user can be granted employer security if the Employer Security indicator is enabled
on PTRINST for the enterprise. Userswith thistype of security have access to information
at the Employer level, such as access to information within a specific payroll unit of a
multi-enterprise system.

To establish employer security for a user, select the Master Employer indicator on the
User Codes Rule Form (PTRUSER). This grants access to all employer codesin Banner.

If you wish to limit the user’s access to information at this level, do not check the M aster
Employer check box. Specify arange with appropriate Employer codes on the Employer
Security Form (PSAEMPR).

Note
The value specified in these fields also applies to all other modules of
Banner Human Resources. ]

Employee Class Security

Each user can be granted Employee Class security if the Employee Classindicator is
enabled on PTRINST for the enterprise. Users set up with security at thislevel have access
to all those employee records associated with each employee class.

To establish employee class security for a user, select the Master Employee Class check
box on the User Codes Rule Form (PTRUSER). This grants the user access to all
Employee Classes created in Banner Human Resources.
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If you wish to limit the user’s access towards employee classes, do not check the M aster
Employee Class check box. Specify arange of employee codes on the Employee Class
Security Form (PSAECLS).

Note
The value specified in these fields also applies to all other modules of
Banner Human Resources. |

Salary Level Security

Specify user security and access at the salary level by entering the Maximum Salary
L evel to which a user can access and update information in Banner. This setting will
evaluate all present and past jobs and enable access if the Maximum Salary Level is
greater than any of the employee's job records.

Note
The value specified in this field also applies to all modules of Banner
Human Resources. [

Organization Security

Faculty compensation users can be established with total or limited access to organization
codes, if Organizational Security has been enabled on PTRINST.

1. Select the Master Organization indicator on the User Codes Rules Form
(PTRUSER) to set up a user with default access to all organization codes created in
Banner Human Resources.

Otherwise, limit the user’s access by specifying a range of organization codes on the
Organization Security Form (PSAORGN).

Note
The above two fields establish the user’s organization level security for all
modules within Banner Human Resources. Additionally, this security
setting will not be accessed if the site is using Organizational Hierarchy
processing. n

2. Next, select the Faculty Compensation Master Organization field on the User
Codes Rules Form (PTRUSER) to set up the user’s organization level access
specifically for the faculty compensation module in Employee Self-Service. Choices
include:

» Update access - Users can access, update, query, and lock records for all
defined organization codes in Employee Self-Service.

* Query access - Users can query and access records for all defined
organization codes in Employee Self-Service.
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» None (No access) - Users have no access to any of the organization codes
unless organization records are established on PSAORGN or, for hierarchical
access on NSASPSC (below).

Note

Go to Step 3 if you wish to give Update access to users for specific
organization codes when using organizational hierarchy processing. |

3. Set up faculty compensation users with Update access to specific organization codes
on the Organizational Hierarchy Security Form (NSASPSC). (Optional step)

Note

Based on the established organization hierarchy, they will have default
access to those organizations that are related to the parent organization
code.

The Organizational Hierarchy Security Form (NSASPSC) is available only
if Banner Position Control is installed at your site.

If you specify a user with Update access in the Faculty Compensation
Master Organization field on the User Codes Rule Form (PTRUSER) as
well as on the Organizational Hierarchy Security Form (NSASPSC), the
rule on PTRUSER takes precedence over NSASPSC. In this example,
the user would have Master Organization access to all codes. |

Building Job Labor Distribution Data for Courses

The Course Labor Distribution Form (SCACLBD) is used to build and maintain job labor
distribution data at the course catalog level for adjunct faculty assignments. This
information can be used for scheduling, as well on the Schedule Labor Distribution Form
(SSACLBD). Labor distribution datais entered in Banner Human Resources. The use of
labor distribution information is optional. If thisinformation is not entered on SCACLBD,
the FOAPAL (fund, organization, account, program, activity, location) distribution for the
associated position is used. The data on SCACLBD is used to override the budget factors
associated with the funding of a specific position in Banner Human Resources that has
been assigned to the employee on SIAASGN.

The form displays one of two windows, one if Banner Financeisinstalled and the other if
Banner Finance is not installed. When Banner Finance isinstalled, FOAPAL datais
validated by part-of-term or the effective term end date on STVTERM if no part-of-term
exists. This ensures that the FOAPAL elements are valid until that date. If Banner Finance
isnot installed, the Exter nal Account Codefield must be entered, and no validation takes
place. You can use the M aintenance button to copy and end the labor distribution
information by term.

Note

Banner Finance requires a timestamp. A midnight timestamp will be
associated with the end date when the date is submitted for validation. =
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You can use the Options Menu to access SIAASGN and view faculty assignments, to
access SSASECT and view term section details, and to access SSACLBD and view
schedule labor distribution information.

Building Job Labor Distribution Data for Sections

The Schedule Labor Distribution Form (SSACLBD) is used to build and maintain job
labor distribution data at the section level (CRN) for adjunct faculty assignments. (Labor
distribution data is entered in Banner Human Resources.) The use of labor distribution
information is optional. If thisinformation is not entered on SSACLBD, the FOAPAL
(fund, organization, account, program, activity, location) distribution for the associated
position is used. The data on SSACLBD is used to override the budget factors associate
with the funding of a specific position in Banner Human Resources that has been assigned
to the employee on SIAASGN.

Note

The class section must first have been created using the Schedule Form
(SSASECT) before using the Schedule Labor Distribution Form
(SSACLBD). m

Schedule labor distribution data defaults into the Class Schedule module (SSACLBD)
based on the course labor distribution information defined in the Course Catalog module
(SCACLBD). The defaulted information can be overridden to create section-specific labor
distribution records. Overrides take place when FOAPAL information exists on
SSACLBD, and the Use Schedule Labor Distributions checkbox is checked on the Faculty
Load Contract Type Control Rules Form (PTRFLCT) in Banner Human Resources. When
this checkbox is checked to use overrides with course-based faculty, a unit method is used
to determine the appropriate FOAPAL distribution. However, unit method processing is
not advised for job labor distribution overrides. FOAPAL overrides do not apply to non-
instructional assignments.
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The Faculty Load Extract Process (PEPFLAC) selects which FOAPAL to use based on the
following information.

Use Schedule FOAPAL exists FOAPAL exists
Labor Distributions on SSACLBD for Job Labor
checked? for CRN Distribution FOAPAL used in processing
Yes Yes N/A FOAPAL for the CRN
Note: This will only be used if the Job
Annual Salary is greater than zero
and the COA of the CRN FOAPAL
matches the COA of the FOAPAL
for the position. If either is not the
case, the FOAPAL for the Job or
Position is used.
Yes No Yes FOAPAL for the Job
Yes No No FOAPAL for the Position
No N/A Yes FOAPAL for the Job
No No FOAPAL for the Position
Note
If Banner Finance is not installed, the positions are funded through
external account codes. n

The form displays one of two windows, one if Banner Finance isinstalled and the other if
Banner Financeis not installed. When Banner Financeisinstalled, FOAPAL datais
validated by part-of-term or the effective term end date on STVTERM if no part-of-term
exists. This ensures that the FOAPAL elements are valid until that date. If Banner Finance
is not installed, the External Account Code field must be entered, and no validation takes
place.

Note

Banner Finance requires a timestamp. A midnight timestamp will be
associated with the end date when the date is submitted for validation. =

You can use the Options Menu to access SIAASGN and view faculty assignments, to
access SSASECT and view term section details, and to access SSACLBD and view course
|abor distribution information.
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Tracking Compensation for Faculty Assignment
Records

Instructional and non-instructional data elements on the Faculty Assignment Form
(SIAASGN) are used with the Banner Human Resources processing to build the faculty
assignment record and track compensation based on term start and end dates.

Note
Faculty members are created on the Faculty Advisor Information Form
(SIAINST) and must have the Status set to Active and the Faculty
(Indicator) checked to be associated with assignments on SIAASGN. =

Theinstructional elements used by the automated faculty load and compensation
processing are: CRN, Subject, Course, Section, Session Credit, Workload, Override
Workload, Calculated Workload, Weekly Contact, Contract Type, Position Number,
and Position Number Suffix.

The non-instructional elements used are: (Non-Instructional) Type, Workload, Weekly
Contact, College, Department, Contract (Type), Position Number, and Position
Suffix.

The Position Number field is used to enter a position number for the faculty assignment.
Itis used to tie the faculty member's assignment to a position defined in the Banner
Human Resources system. This is used when Position Control isinstalled.

» Usealist function to access the Position List Form (NBQPOSN) and view alist of
all positionsfor the organization in position number order. You can query to narrow
the results.

» Use a Count Query Hits function to access the Employee Job Inquiry Form
(NBIJLST) and view all jobs that arein effect as of the query date in the Key
Block. You can query to narrow the results.

When Position Control is not installed, the Count Query Hits and List functions are not
available. The Position Number Suffix field is used to display a position number suffix
from Banner Human Resources. Thisis used when Position Control isinstalled.

Note
Banner Student users will need access to the NBQPOSN and NBIJLST
forms in Position Control to use the position number data. These forms do
not invoke Banner Human Resources Security. You can evaluate who at
your institution should be able to access these forms. u

The Compensation Extracted checkbox is enabled when the assignment has been extracted
into the Faculty Compensation module or has been applied to Banner Human Resources
from that module. Thisfield cannot be changed. This checkbox is dynamically set when
Banner Human Resources is installed, where the faculty assignment existsin the
PERFASG table (instructional assignment) and the PERFNI S table (non-instructional
assignment).
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The Compensation Applied checkbox is enabled when the assignment has been extracted
into the Faculty Compensation module or has been applied to Banner Human Resources
from that module. Thisfield cannot be changed.This checkbox is dynamically set when
Banner Human Resourcesisinstalled, where the position and suffix for the existing active
assignment have been applied to the NBRJOBS table and then mapped from SIRASGN
and SIRNIST to PERFASG and PERFNIS.

Note
When the Compensation Extracted checkbox is checked and the
Compensation Applied checkbox is unchecked, you can continue to
make adjustments to the faculty member's assignment and components.

Records will need to be unlocked in the Faculty Compensation module
before the changes will be apparent in Banner Employee Self-Service.

When the Compensation Applied checkbox is checked, you can
continue to make changes in Banner Student. However, manual
adjustments must be made to the faculty member’s job assignment in
Banner Human Resources to ensure that compensation is correct. [

SIAASGN checksiif the job assignment exists (NBRJOBS), when Banner Human
Resourcesisinstalled. It aso checksif the position number is valid and active when the
job assignment does not exist in Banner Human Resources. Thiswill allow the new job
assignment to be created in Banner Human Resources. Prior invalid datain SIRASGN
displays amessage based on the setting of the Position Validation on Faculty Assignments
checkbox on the Installation Rules Form (PTRINST). When the checkbox is checked (Y),
an error is displayed. When the checkbox is unchecked (N), awarning message is

displayed.

When a position number is entered for a course assignment and the record is saved, the
following validation occurs:

* The system checks that the position number exists in Position Control.
» The system checks that the position has an active status.

* If the position number does not exist, an error message is displayed.

« If the position is not active, an error message is displayed.

« If the position and suffix are selected, but the ID isfor an employee, awarning
message is displayed.

Note
Use the Position Validation on Faculty Assignments checkbox on the
Installation Rules Form (PTRINST) to allow validation of Position Control
numbers to take place. This indicator must be checked (Y) before the
validation can occur. If you wish to use the warning message for invalid
position numbers, leave the indicator unchecked (N). [
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Using Position Numbers with Faculty Compensation

Position numbering and suffix numbering assignments for instructional and non-
instructional items are used in the final compensation record that is passed to Banner
Human Resources. Compensation can be for full-time, salaried faculty members and for
part-time, course-based faculty members. Here are some recommended uses of position
numbers and suffixes.

Full-Time Salaried Faculty

Typicaly, afull-time faculty member has one job assignment and is compensated for a
number of assigned activities. Overload payments can occur when the faculty member is
assigned more than afull load. In this situation, a separate position number is assigned in
the Faculty Compensation module to designate the overload payment. If the same position
number and suffix are used for the overload payment, the overload compensation is added
to the regular assignment pay under one position, potentially making identification of
these payments difficult and a so causing benefit coststo be incorrectly cal culated against
these additional dollars. It is recommended that one position number and one suffix be
used for the regular contact, and a unique position number and suffix be used for the
overload.

Part-Time Course-Based Faculty

Conditions can exist for part-time faculty members that affect how position numbers and
suffixes are assigned and paid. A faculty member may have some or all of the following
payment conditions:

» athree week course,

 acourse that runs for the entire length of the term,

 an online course that is associated with a two month time span,

» anon-instructional assignment that is to charged to another area, or

 acourse that runs for a part-of-term.
If these payment conditions exist within Banner Student assignments for a faculty
member, each of these assignments must be associated with a unique position number/
suffix combination. This is because the Faculty Compensation module is creating job
assignments and cal culating when they should be paid. In the above list of conditions,

each assignment is paid at a different time and has different start and end dates on the
faculty member’s job assignments.

If afaculty member's assignments are only operating for one condition, such as two
courses running for the entire length of the term that are charged to the same department,
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the same position number/suffix combination can be used. Thisis because the payments
are added together and are paid and charged for the entire length of the term.

& Warning
When the same position number and suffix combination is used for each
faculty assignment in Banner Student, it can result in underpayment or
overpayment in the Faculty Compensation module of Banner Human
Resources. |

Rolling Distribution Information

TheRoll Labor Distribution parameter in the Term Roll Report (SSRROLL ) isused to roll
the labor distribution FOAPAL information from SSACLBD/SSRCLBD for the section/
CRN to the new term. ThisFOAPAL isvalidated using the end date of the part-of-term for
the CRN. If no part-of-term exists, the FOAPAL is validated using the end date from
STVTERM, to ensure that the FOAPAL elements are valid until that date.

Note

Banner Finance requires a timestamp. A midnight timestamp will be
associated with the end date when the date is submitted for validation. =

If all elements are successfully rolled, the process will display the Section Rolled message
in the output. If any element of the FOAPAL isinvalid, an error message will be printed
on the output file, and the entire FOAPAL string will not be rolled. Other details
associated with the CRN, such asinstructors, links, fees, attributes, and so on, will still be
rolled. If an error is encountered on a class with split distributions, none of the FOAPAL
records will be rolled, because this could cause an unbalanced labor distribution.

The following errors may be printed on the report output for invalid FOAPAL elements.

Message Cause Action

*ERROR* Chart of Accounts The Chart of Accounts Status  Enter an active Chart of

isinactive. Schedule Job Indicator for this Chart of Accounts code on the

Labor Distribution not rolled.  Accounts code is not active. Schedule Labor Distribution
Form (SSACLBD).

*ERROR* Chart of Accounts The Chart of Accountsisno Enter an active Chart of

codeisterminated. Schedule  longer in effect in Banner Accounts code that has not

Job Labor Distribution not Finance. passed its termination date on

rolled. the Chart of Accounts Code
Maintenance Form
(FTMCOAS).
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Message

Cause

Action

*ERROR* Account Index is
inactive. Schedule Job Labor
Distribution not rolled.

The Account Index Status
Indicator for this account
index codeis not active.

Enter an active account index
on the Schedule Labor
Distribution Form
(SSACLBD).

*ERROR* Account Index is
terminated. Schedule Job
Labor Distribution not rolled.

Thisaccountindex isnolonger
in effect in Banner Finance.

Enter an account index that has
not passed its termination date
on the Account Index Code
Maintenance Form
(FTMACCI).

*ERROR* Fund isinactive.
Schedule Job Labor
Distribution not rolled.

The Fund Status Indicator for
this fund codeis not active.

Enter an active fund code on
the Schedule L abor
Distribution Form
(SSACLBD).

* ERROR* Fundisterminated.
Schedule Job Labor
Distribution not rolled.

Thisfundisnolonger in effect
in Banner Finance.

Enter afund that has not
passed its termination date on
the Fund Code Maintenance
Form (FTMFUND).

*ERROR* Fundisnot defined
as data entry. Schedule Job
Labor Distribution not rolled.

This fund is not defined to be
used for data entry in Banner
Finance.

Enter afund defined for data
entry in Banner Finance.

*ERROR* Organizationis
inactive. Schedule Job L abor
Distribution not rolled.

The Organization Status
Indicator for this organization
code is not active.

Enter an active organization
code on the Schedule L abor
Distribution Form
(SSACLBD).

*ERROR* Organization is
terminated. Schedule Job
Labor Distribution not rolled.

This organization is no longer
in effect in Banner Finance.

Enter an organization that has
not passed its termination date
on the Organization Code
Maintenance Form
(FTMORGN).

*ERROR* Organizationisnot
defined asdataentry. Schedule
Job Labor Distribution not
rolled.

This organization is not
defined to be used for data
entry in Banner Finance.

Enter an organization defined
for data entry in Banner
Finance.
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Message

Cause

Action

*ERROR* Account
XXXXXX isnot alabor
account. Schedule Job Labor
Distribution not rolled.

The account typeis not of a
labor account and/or the
Internal Account Type Codeis
not set to 60 in Banner
Finance.

Enter an account type code
with an Internal Account Type
Code set to 60 in Banner
Finance.

*ERROR* Account is
terminated. Schedule Job
Labor Distribution not rolled.

This account isno longer in
effect in Banner Finance.

Enter an account that has not
passed its termination date on
the Account Code
Maintenance Form
(FTMACCT).

*ERROR* Account is not
defined asdataentry. Schedule
Job Labor Distribution not
rolled.

This account is not defined to
be used for dataentry in
Banner Finance.

Enter an account defined for
data entry in Banner Finance.

*ERROR* Program is
inactive. Schedule Job Labor
Distribution not rolled.

The Program Status Indicator
for this account code is not
active.

Enter an active program code
on the Schedule Labor
Distribution Form
(SSACLBD).

*ERROR* Programis
terminated. Schedule Job
Labor Distribution not rolled.

This program isno longer in
effect in Banner Finance.

Enter a program that has not
passed its termination date on
the Program Code
Maintenance Form
(FTMPROG).

*ERROR* Program is not
defined asdataentry. Schedule
Job Labor Distribution not
rolled.

This program is not defined to
be used for dataentry in
Banner Finance.

Enter a program defined for
data entry in Banner Finance.

*ERROR* Activity is
inactive. Schedule Job L abor
Distribution not rolled.

The Activity Status Indicator
for this activity code is not
active.

Enter an active activity code
on the Schedule L abor
Distribution Form
(SSACLBD).

*ERROR* Activity is
terminated. Schedule Job
Labor Distribution not rolled.

This activity isno longer in
effect in Banner Finance.

Banner Faculty Load and Compensation 8.9
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Message

Cause

Action

*ERROR* Locationis
inactive. Schedule Job Labor
Distribution not rolled.

The Location Status I ndicator
for thislocation code is not
active.

Enter an active location code
on the Schedule Labor
Distribution Form
(SSACLBD).

*ERROR* Locationis
terminated. Schedule Job
Labor Distribution not rolled.

Thislocation isno longer in
effect in Banner Finance.

Enter alocation that has not
passed its termination date on
the Location Code
Maintenance Form
(FTMLOCN).

*ERROR* Invalid Project
code. Schedule Job L abor
Distribution not rolled.

Aninvalid project code has
been entered in Banner
Finance.

Enter avalid project code for
this Chart of Accountsin
Banner Finance.

*ERROR?* Invalid Cost Type
XX. Schedule Job L abor
Distribution not rolled.

Aninvalid cost type code has
been entered in Banner
Finance.

Enter avalid cost type codefor
this Chart of Accountsin
Banner Finance.

Verify Data for Faculty Load and Compensation

Verify (or create) the following information before using Faculty Load and Compensation

module:

1. Onthe ldentification Form (PPAIDEN) (or on SPAIDEN in Banner General):

 Verify that faculty members have been created prior to being assigned

classes.

» Verify that SSN, Gender, DOB, Ethnicity and Citizenship have been
populated for each faculty member hired as an employee.

» Verify that an active address exists for each faculty member hired as an

employee.

2. Onthe Payroll Calendar Rules Form (PTRCALN), verify that payroll calendar entries
have been created for all payroll periods relative to the terms for which faculty
compensation will be calculated.

3. Onthe Employee Form (PEAEMPL), ensure that faculty members have an existing
record that is not terminated.

4. |n Banner Student,

4.1.

Verify all course and non-instructional assignments have been associated with

an Active contract, on the Faculty/Advisor Information Form (SIAINST), if an
assignment has to be extracted for computations in Employee Self-Service.

Banner Faculty Load and Compensation 8.9
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Otherwise, the assignment will not be extracted, and no course compensation
will be created or maintained.

Also verify that the faculty member is affiliated with one or more Contract
Types that will be associated with their instructional and non-instructional
assignments.

4.2. Verify that each course and non-instructional assignment has been assigned a
Position and Suffix on the Faculty Assignment Form (SIAASGN).

4.3. Verify that the Faculty Contract Type Code Validation Form (STVFCNT) will
be used to identify allowable load faculty types (non-credit teaching, credit
teaching, professional expert, counselors).

4.4. Verify that the Faculty Non-Instructional Type Validation Form (STVNIST)
will be used to identify faculty non-instructional type codes.

Track by Faculty Levels

A new optional feature, Faculty Levels, has been provided to calculate faculty
compensation packages, taking into consideration, factors such as seniority, teaching
experience. This feature allows the institution to establish multiple base rates for payment
to part-time faculty.

To enable faculty compensation level tracking:

1. Set up appropriate codes and rate schedules for each level on the Faculty
Compensation Level Code Vdidation Form (PTVFLCL).

2. Associate afaculty level code with each faculty member on the Faculty Action
Tracking Form (PEAFACT) in Banner Human Resources.

Note

This feature is not available for institutions that track their faculty data on
the Faculty Information Form (PEAFACD).

The Faculty Action Tracking Form (PEAFACT) is an enhanced version
over the latter in terms of the type of information and level of detail
tracked by the form. It is recommended that enterprises migrate towards
using the Faculty Action Tracking Form (PEAFACT) as any future
enhancements will be based on this form. To migrate data from the
Faculty Information Form (PEAFACD) to the Faculty Action Tracking
Form (PEAFACT) run the script, per bf acu. sql . This script is located in
the ... payrol I\ m sc directory of Banner. [
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Set Up Rules for Faculty Compensation Calculations

Set up rules for faculty compensation calculations on the following Banner forms:

1. For part-time faculty members, establish compensation codes on the Incremental
Compensation Code Validation Form (PTVFLIC).

Incremental compensation is optional within the module. It isintended for those
faculty members that are being paid on a course-basis. However, it will be helpful if
there are extra compensation details associated with pay premiums such as extra
compensation for high enrollment, distant commuting, pre-arranged course expense,
etc.

2. (Optional) Establish a set of codesto identify faculty levels on the Faculty
Compensation Level Code Validation Form (PTVFLCL).

The Compensation Level isintended for use by part-time faculty members, where
there are multiple levels of pay based upon institutional criteria such as teaching
experience, cumulative credits, rank, or other factors.

3. Thistask isrelated to Step 1 indicated above. Specify a Base Rate, associate a
Calculation Method for compensation, and specify a percentage of course
compensation, for each pre-defined incremental compensation code on the Faculty
Load Incremental Compensation Rules Form (PTRFLIC).

4. For part-time faculty computations, specify abase compensation rate and associate a
calculation method for each faculty schedule type on the Faculty Load and
Compensation Institution Rules Form (PTRFLAC).

Note

Use PTRFLAC form to establish compensation rates for all part-time
instructional assignments. m

5. Schedule Type refers to the medium of instruction and is associated with all
instructional assignments on the Faculty Assignment Form (SIAASGN).

For example, a course can be conducted online or in alecture setting at a campus.

6. Next, accessthe Faculty Load and Compensation Non-Instructional Rules Form
(PTRNIST) to establish base rates and associate cal culation methods to determine
compensation for all non-instructional activities performed by part-time faculty
members. This rule uses the Non-Instructional Code in Banner Student and will be
matched with data from SIAASGN.

7. If you plan to implement the Self-Service module of Faculty Load and Compensation,
access the Faculty Load Contract Type Control Rules Form (PTRFLCT) to specify
how faculty compensation records must be evaluated and viewed on Employee Self-
Service. Thistask provides the Contract Codes that have been assigned for the term
and provides important data for processing information in the module.
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3 Using Faculty Load and
Compensation

This chapter describes the workflow sequence for using the Faculty Load and
Compensation module.

Key Self-Service Features

Salient features of the Faculty Load and Compensation Self-Service interface include the
ability to:

 Calculate course compensation based on individual workloads assigned in Banner
Student.

» Download employee and course compensation information to an excel spreadsheet
vianew Banner processes.

 Attach electronic versions of applicable documents for review during the
Acknowledgment process using Banner Document Management.

 Link labor distributions to courses and sections for use in job assignments.

* Extracted and calculated records from Banner Student can be:
« Listed by organization on the Organization Summary page
» Alphabetically listed by employee on the Employee Summary page

» Unlock and lock records to prevent overwriting of information.

» The moduleisrobust enough to handle changesin a faculty member’s schedule
(such as cancellations, instructor reassignments, team teaching, no-shows) with
corresponding changes in relation to their compensation.

 Certain factors such as course compensation rate, a faculty member’s base rate,
schedul e type rates for each faculty member, and the defaulted compensation
components by faculty member can be overridden.

» Unlimited site-specific compensation components with Instructional default rates
per component can be defined.

» Track and audit the feed of the contract/salary data between Banner® Student and
Banner HR.

* When Banner Finance is not installed, the modul e al so accommodates the use of an
external account code for Labor Distribution maintenance.
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Tasks for Faculty Compensation
Administrators

To work with the Faculty Load and Compensation module, perform these key stepsin the
sequence listed below:

1. Extract Compensation Information From Banner Human Resources and Banner
Student.

2. Create Faculty Compensation Packages in Employee Self-Service.

3. Upload the Compensation information from Employee Self-Service to Banner Human
Resources.

Step 1—Extract Compensation Information from
Banner

Run the Faculty Load and Compensation Extract Process (PEPFLAC), specifying the
following report parameters. For a detailed description of the process, refer to Chapter 13,
“Reports and Processes’ of the Banner Human Resources User Guide.

The Faculty Load and Compensation Extract Process (PEPFLAC) performs three tasks.
* |t extracts faculty assignments from Banner Student.

* It applies compensation calculation rules as defined by your institution in Banner
Human Resources on the extracted data.

* |t prepares the extracted data for viewing on appropriate the Self-Service pagesin
Employee Self-Service. Self-service users such as Faculty Administrators can work
to maodify the extracted information in Employee Self-Service to create
comprehensive compensation pay packages for their faculty members.

Note

The Faculty Load and Compensation Extract Process (PEPFLAC)
extracts only those faculty assignments that are associated with Positions
with Position Status either Active or Frozen (on the Position Definition
Form (NBAPOSN), with a Position Budget Status that is Approved (on the
Position Budget Form (NBAPBUD). Additionally, the faculty member must
have a non-terminated Employee record in Banner Human Resources to
be included. [

Processing Notes for Salaried Employees

For salaried employees, the Faculty Load and Compensation Extract Process (PEPFLAC)
uses the Payroll Calendar and the Update Job Effective Date field on PTRFLCT to
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determine the Start and End Dates of ajob assignment and the Job Effective Date as
follows:

» The Payroll Calendar for the faculty member is determined from the Pay ID
associated with the Position’s Employee Class, and the Update Job Effective Date
on PTRFLCT isused as the Job Effective Date.

» From the Payroll Calendar (Step 1), the process then determines the Pay Period
Start Date as the date that isless than or equal to the Update Job Effective Date. An
End Dateis optional.

Processing Notes for Course-Compensated Employees

For employees compensated on a course-by-course basis, the process extracts and stores
the Start and End Dates for each course. The Update Job Effective Date on PTRFLCT is
optional for this group of employees. If it is populated, the Extract process, PEPFLAC,
will physically use this date as the Effective Date of the job. So, it isimportant that the
date be set to the Payroll Start Date to affect the first payment. If the date is not entered on
PTRFLCT, the Effective Date of the job will be determined by the following procedure:

1. The process determines the payroll calendar for the faculty member from the Pay 1D
associated with the Position’s Employee Class.

2. The process selects that Pay Period Start Date, which is greater than or equal to the
Term or Course Start Date.

3. To determine the Job Begin Date, the process compares the Course Start Date and the
Update Job Effective Date on PTRFLCT. If the Course Start Dateis less than or equal
to the Update Job Effective Date, the latter is used as the Job Begin Date. Otherwise
the Course Start Date is used as the Job Begin Date.

4. To determine the Job End Date, the process finds the Pay Period End Date that is
greater than or equal to the stored Course End Date. The process also counts the
number of pay periods associated with the duration of the job assignment. Thisis
used to determine the Factor and Pays for the job assignment. For example, aFall
Term would consist of four pay periods. Consequently, the Factor and Payswill be set
to 4.

As each extract is processed, records will need to satisfy the following criteria:
» The Faculty Member must have a non-terminated Employee record in Banner HR.
» Each instructional assignment must contain avalid Contract Type.
» Each non-instructional assignment must contain a Position Number and Suffix.

* When instructional and non-instructional SIAASGN records have a Position
Number is not an existing Job Assignment of the employee (in other words, we are
creating a new Job Assignment for this employee), the Position must have avalid
status of either Active or Frozen.
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* Inthelist of Position/Suffixes for each Faculty Member, a Contract Type identified
as Course-based (PTRFLCT) should have a unique Position/Suffix.

* For Instructional SIAASGN records, you must have a Term, College, Campus,
Contract Type, and Schedule Type, so a compensation rule can be determined.

» For Non-Instructional SIAASGN records, you must have a Term, College, Contract
Type, and Non-Instructional Type, so acompensation rule can be determined.

» When the contract typeis set to use Schedule Labor Distributions, a zero must not
be used in any of the following fields. credit hours, contact hours, workload, or
headcount. A zero in the field would result in a $0.00 salary for the course.

* |f thejob exists, the time sheet organization cannot be overridden on the
NBAJOBS detail record. FLAC does not allow for atimeshare override.

* No other NBRJOBS record can be found as of the new effective date to extract

from.
Report Parameter What to Enter?
Term Code Term Code as established in Banner Student.
Part of Term (Optional) Part of Term as established in Banner Student.
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Report Parameter What to Enter?

Process Mode Indicate the run mode of the extract process. Choices include:

Initial (1) Extracts faculty data from Banner Student and
HR systems for the first time. This option can be
used for any new faculty records entered into
Banner.

Recreate (R)  The process selects faculty from Banner Student
assignments on SIAASGN for a specified Term
Code and replaces or restarts all records
associated with each faculty member in
Employee Self-Service. Based on therun criteria,
replaces only the previously extracted data with
new extracted information for a specified Term
Code.

Note: When processing one or more faculty members under this
setting, the extract process will replace all HR Faculty Load and
Compensation records with a new computations originated
from the Student system, whether the records are locked or
unlocked. This is to assure the records with common Position/
Suffix numbers are computed correctly.

Add/Delete (A) Compares faculty assignment datain Employee
Self-Service with those in Banner Student to
make appropriate changes for only those records
affected by changes in Banner Student.

The process updates only existing recordsin the
previously extracted faculty load and
compensation data by comparing faculty
assignment data on Employee Self-Service with
those in Banner Student for each faculty member:

» The process adds records if any instructional or non-
instructional assignments are present in Banner Student but not
in Employee Self-Service.

» The process deletes records if any instructional or non-
instructional assignmentsare present in Employee Self-Service,
but not in Banner Student.

For example, adding or deleting course assignments, course
information, or schedule information in Banner Student.
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Report Parameter What to Enter?

Contract Type The Contract Type Code associated with afaculty member that
has been assigned in Banner Student on the Faculty Assignment
Form (SIAASGN).

For example, FS- Fall/Spring Contract, S- Summer Contract.

Employee Class (Optional) The Employee Class associated with a Position ID in
Banner Human Resources. This option allows for a specific
faculty group, such as Part-Time, to be processed separately.

Process Individual 1D Indicate if a specific employee ID isto be extracted from Banner.
Choicesinclude:

Yes () Process an individual employee ID.

No (N) Do not process an individual employee ID.

I dentification Number Enter the employee’s ID if you indicated Yes to process an
individual ID for the previous parameter.

Job Change Reason The reason for a change in afaculty member’s job assignment.

Use Population Selection Indicateif the datamust be extracted from a pre-defined subset or
population of faculty members. Choices include:

Yes (Y) Use population selection
No (N) Do not use population selection.

Population Selection ID  Identify the population to be used by the extract process.

Specify this parameter only if you set the Use Population
Selection parameter to Y.

Creator ID Creator |D for population selection.
Enter this parameter only if you set the Use Population Selection
parameter to Y.

Application ID Application ID for population selection.

Enter this parameter only if you set the Use Population Selection
parameter to Y.

Step 2—Work with Compensation Packages in
Employee Self-Service

This section provides detailed descriptions of each Self-Service page, site maps for
Faculty Compensation Administrators and Faculty Members, and alist of associated tasks
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for Faculty Compensation Administrators and Faculty Members, functionality of Self-
Service pages, and corresponding field descriptions.

Faculty Compensation Administrators can use the Self-Service module to create and/or
update compensation packages of full-time and part-time faculty members based on their
individual assignments, and based on rules defined and set up in Banner Student and
Banner Human Resources. For more details, refer to the topic, “ Set Up Rules for Faculty
Compensation Calculations’ on page 2-18 of this handbook.

Employee Self-Service users who will primarily perform administrator activities within
this module must be designated as Faculty Compensation Administratorsin Web Tailor.
For more details, refer to the topic, “Web Tailor Setup for Faculty L oad and
Compensation” on page 2-1 of this handbook.

By default, all other Self-Service users of this module will be regarded as faculty members
when their academic assignments have been extracted from the Banner Student module.

Filter Extracted Faculty Members

To work on a select population of faculty members, specify filter criteriaon the Filter
Selection page.

1. Click Faculty Load and Compensation in the Employee menu

2. Click Faculty Compensation Administration.

Displays the Filter Selection page.

3. Select the Extract Term from the pull-down list and click Go.

The pull-down lists of the Term, Part of Term, Campus, and COA and
Organization fields get populated with appropriate val ues based on the extract term
selected in Step 3.

\_,) Tip
It is important that you click Go. Otherwise the pull-down lists may show
values not associated with the expected extract term. =

4. Choose one or more values for Part of Term, Campus, Term, and COA and
Organization.

W Tip

Use CTRL+ Click to select multiple values in each list. u

5. (Optional) Select the Include Subordinate Or ganizations check box to include
subordinate organizations within the organizations chosen in Step 4.

6. (Optional) Select the Include Non-Instructional Assignment check box.
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Otherwise the filter process will include and display only instructional assignments
for each faculty member.

7. (Optional) From the pull-down list, select the Number of Employees per Pageto be
displayed by the result. Choices include:

* 25
* 50
* 100

8. Select one of the following buttons to view the results of the filter criteria:

» Click Organization Summary to view the results on the Organization Summary
page,
OR

» Click Employee Summary to view the results on the Employee Summary page,
OR

» Click Employee Filter to search for a specific faculty member within the extracted
term.

Restart Selected Employees

The Employee Summary page and the Organization Summary page display an overview
of al instructional and non-instructional assignments of each faculty member. It also
indicates if any faculty assignments have been altered, added, or deleted since the
information was last extracted from Banner Student, for each faculty member. In such
cases, Faculty Compensation Administrators may wish to re-extract the course assignment
and compensation information to create job assignment data of specific faculty members
asfollows:

1. Accessthe Employee Summary page or Organization Summary page.

2. Review the Faculty Assignment Changes value for each faculty member. Thisvalue
indicates whether the faculty member’s course assignment load in Banner is different
than the course assignment load in Self-Service.

If it indicates Yes, select the Restart check box for al such faculty members.

If it indicates No, for all faculty members, proceed to “ Download Employee Datato a
Spread Sheet” on page 3-9.

3. Click Jump to Bottom or scroll down to the bottom of the page.

4. Click Restart Selected Employees.
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The Filter Selection pageis displayed. You will be notified if any errors were created
during the on-line extract.

Note
When processing one or more faculty members under this setting, the
extract process will replace all HR Faculty Load and Compensation
records with a new computations originated from the Student system,
whether the records are locked or unlocked. This is to assure the records
with common Position/Suffix numbers are computed correctly. |

Download Employee Data to a Spread Sheet

1. From the Employee Summary page or the Organization Summary page, scroll down
to the bottom of the page and click Download Employee Data.

The File Download window is displayed.

2. Click Save and renametheresulting . csv fileinto an appropriate folder on your local
drive.

3. Review and proceed to work on the extracted information using Microsoft Excel.
Note

You will have to manually key in information on the relevant Self-Service
page after you finalize data on the excel spread sheet. [

Unlock Employee Status Records

1. Access the Employee Summary page or the Organization Summary page.

2. Click = Lock for an employee. The Employee Status Summary page is displayed.

OR

Click the Name of the employee whose status record you wish to unlock. The Course
Compensation View page is displayed.

3. Click Employee Satus Summary at the bottom of the Course Compensation View
page.

The Employee Status Summary page is displayed.
4. Select aTerm from the pull-down list and click Go.

All employee status records associated with the selected term are displayed.

5. Select the Lock Satus, locked from the pull-down list.

All records with alocked status for the employee are displayed.
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6. (Optional) From the pull-down list, select the Number of Employees per Page to be
displayed by the result. Choicesinclude:

e 25
* 50
« 100
7. Select the Change L ock check box of individual records
OR

Scroll down to the bottom of the page and click Select All L ocked. The Change L ock
check box of all locked records is selected.

8. Click Saveto unlock all records associated with the employee.

Lock Employee Status Records

1. Access the Employee Summary page or the Organization Summary page.

2. Click = Lock for an employee. The Employee Status Summary pageis displayed.
OR

Click the Name of the employee whose status record you wish to unlock. The Course
Compensation View pageis displayed.

3. Click Employee Status Summary at the bottom of the Course Compensation View
page.
The Employee Status Summary page is displayed.

4. Select aTerm from the pull-down list and click Go.

All employee status records associated with the selected term are displayed.

5. Select the Lock Satus, unlocked from the pull-down list.

All records with an unlocked status for the employee are displayed.

6. (Optional) From the pull-down list, select the Number of Employees per Page to be
displayed by the result. Choices include:
« 25
* 50

» 100
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7. Select the Change L ock check box of individual records
OR

Scroll down to the bottom of the page and click Select All Unlocked. The Change
L ock check box of all unlocked recordsis selected.

8. Click Saveto lock all records associated with the employee.

Calculate Salary Compensation for Instructional
Assignments

Calculate salary compensation for instructional assignments as follows:
1. Accessthe Salary Compensation View tab on the Compensation View page.
2. Enter aNew Annual Salary for the term.

3. Inthelnstructional Summary Table, review the faculty member’sinstructional
assignments. Specify the following information that may be adjusted for each
assignment:

3.1. Review and enter the Proposed Work L oad.
3.2.  Review and enter the Proposed Credit Hours.
3.3. Review and enter the Proposed Contact Hours.

3.4. Review and enter the Proposed Headcount.

4. (Optional) Transfer instructional assignments to the Instructional Overload Tableto
designate additional compensation for an Overload job assignment as follows:

4.1. Select the Moveto Overload check box for an instructional assignment.

4.2. (Required) Enter, or search and select anew Position and Suffix or an Existing
Job to which the overload assignment isto be transferred.

4.3. Click Moveto Overload.

4.4, Goto Step 5.

5. Now, in the Instructional Overload table specify balance the following information
for overload assignments:

5.1. Enter the Rate for the overload instructional assignment.

5.2. Select aCalculation Method from the pull-down list.
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5.3. Enter the Work Load, Credit Hours, Contact Hours, and Head Count for
the overload instructional assignment to balance the Overload records to the
initial extract load.

Note
When moving a course or part of a course to the Overload section, the
entire page should still balance in terms of Workload, Credit Hours,
Contact Hours and Headcount. The Current column amount in the main
table should equal the sum of the Proposed columns (the Proposed
column on the main table added to the Proposed column on the Overload
table).
For example: If a course has 3.00 Credit Hours and only 1.00 Credit Hour
is being moved to the Overload table, the user must input 2.00 Credit
Hours in the main table.

If the Current and Proposed values do not balance, you will receive a
warning message that the totals do not match. =

6. Enter confidential comments as required.

7. Click Save.

Calculate Salary Compensation for Non-Instructional
Assignments

Calculate salary compensation for non-instructional assignments as follows:
1. Accessthe Salary Compensation View tab on the Compensation View page.
2. Enter aNew Annual Salary for theterm.

3. Inthe Non-Instructional Summary Table, specify the following information for each
non-instructional assignment:

3.1. Review and enter the Proposed Work L oad.

3.2. Review and enter the Proposed Contact Hours.

4. (Optional) Transfer non-instructional assignments as overload assignments to
designate additional compensation for an Overload job assignment as follows:

4.1. Select the Moveto Overload check box for each instructional assignment.

4.2. (Required) Associate a Position and Suffix with the overload assignment:
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4.2.1. Click Q Search adjacent to Position, to search and select a new
Position for the overload assignment on the New Position Selection

page.
OR

4.2.2. Click Existing Job to associate the overload assignment with an
existing job of the faculty member on the Job Selection pageis

displayed.
4.3. Click Moveto Overload.

The non-instructional assignment is now classified as an overload assignment.

4.4. Now, inthe Non-Instructional Overload Table, create the following information
for non-instructional overload assignments:

4.4.1. Enter the Rate for the non-instructional overload assignment.
4.4.2. Select aCalculation Method from the pull-down list.

4.4.3. Enter the Work L oad, and Contact Hour s for the overload
instructional assignment.

4.5. Balancethe valuesfor the transferred assignment in the Non-Instructional
Summary Table.

5. (Optional) Remove overload assignments as follows:

5.1. Select the Remove Overload check box for any assignment in the following
sections on the Self-Service page:

* |ntheInstructiona Overload Table to remove an instructional overload
assignment
OR

* |nthe Non-Instructional Overload Table to remove a non-instructional
overload assignment.

5.2. Click Remove Overload Job.
6. Enter confidential comments as required.

7. Click Save.
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Calculate Course Compensation for Non-instructional
Assignments

Calculate course compensation for faculty members on the Course Compensation view
page. Here, you can specify remuneration for non-instructional assignments only within
the Non-Instructional Summary area. For each non-instructional assignment:

1. Select the Faculty Level from the pull-down list, if available.

The corresponding Rate for the faculty level defaults accordingly.
2. (Optional) Enter a Rate to override the default.

3. Select aCalculation Method from the pull-down list to calculate course
compensation for the non-instructional assignment.

4. (Optional) Enter confidential comments as required.

5. Click Save.

Calculate Course Compensation for Instructional
Assignments

To specify course compensation for instructional assignments

1. Accessthe Course Compensation View page.
1.1. Ensurethat the Position Lock Satus of the record is Unlocked.

1.2. Select aSubject and Coursein the Instructional Summary Table to calculate
its compensation.

2. The Course Calculation page is displayed.
2.1. Inthe Schedule Type Table of the Course Calculation page:
2.1.1. Select the Faculty L evel from the pull-down list, if appropriate.
2.1.2.  The corresponding Rate for the faculty level defaults accordingly.
2.1.3. (Optional) Enter a Rate to override the default value.

2.1.4. Select aCalculation Method from the pull-down list to calculate
course compensation for the instructional assignment.

2.1.5. (Optional) Click on the Work L oad value of the instructional
assignment to access the Components for the Calculation of the
Workload window. This window displays the formula and values used
to derive the work load value from Banner Student.
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2.2. (Optional) Inthe Incremental Table, enter any additional compensation that will
be paid in addition to the base instructional rate:

2.2.1. Select the Incremental Type code from the pull-down list for the
instructional assignment.

2.2.2. The corresponding Rate for the Incremental level defaults accordingly.
2.2.3. (Optional) Enter a Rate to override the default value.

2.2.4. (Optional) Enter the Percentage value, only if the Calculation Method
(below) isto be set to Percentage.

2.2.5. Select aCalculation Method from the pull-down list to calculate the
incremental course compensation for the instructional assignment, if

appropriate.

2.2.6. Enter the Incremental Work L oad for the instructional assignment, if
appropriate.

2.2.7. Enter the Incremental Credit Hoursfor the instructional assignment,
if appropriate.

2.2.8. Enter the Incremental Contact Hoursfor the instructional assignment,
if appropriate.

2.2.9. Enter the Incremental Head Count for the instructional assignment, if
appropriate.

2.3. Click Save.

Change Account Distribution, Job Earnings, and Job Details
To change Job Details, Job Earnings, and the associated Account Distribution information:
1. Access the Course Compensation View or the Salary Compensation View tabs

2. Ensurethat the Position Lock Satus of the record is Unlocked. Otherwise, proceed
to first “Unlock Employee Status Records’ as described on page 3-9.

3. Click on the Position and Suffix associated with the assignment.

The Job Assignment page is displayed.

4. Select the Job Details tab to change any of the following information:
» Job Type - Primary, Secondary or Overload

» The Job Begin Date, Effective Date, Personnel Date, End Date, Job Title,
Appointment Percent, or Hours of Pay.
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e Saary Tableinformation
» Assign Salary, Factor, Pays, Annual Salary, and Deferred Pay Code

Note
When the Deferred Pay Code is changed, the Factor and Pays must be
recomputed. [

5. Click Save to save all changes made to Job Details.

6. Select the Job Earnings Tab to add or remove Earnings codes.
6.1. Toadd an Earnings code:
6.1.1. Select the Earnings code from the pull-down list.

6.1.2. For each Earnings code enter the following:
* Hoursor Units Per Pay.
» Deemed Hoursif applicable.
» Special Rateif applicable.
 Shift associated with the Earnings code.
End Date if applicable.

6.2. Toremove an Earnings code, select the Remove check box of the
corresponding record.

7. Click Save and Add New Rows to save all changes made to Earnings codes.

If you add more Earnings codes, four new blank rows will be added when you save.

8. Select the Account Distribution Tab to add or remove FOAPAL values.
8.1. Toadd aFOAPAL distribution:
8.1.1. Search and select, or enter values for each FOAPAL el ement.

8.1.2. (Optional) Enter an Index code and click Validate or Default Index to
validate the entered values or default the index values.

8.1.3. Enter the Project and Cost codes associated with the distribution if
applicable.

8.1.4. Specify the Percent associated with the account distribution. If you
have more than one FOAPAL distribution, ensure that the grand Total
of all these records sum up to 100%.

8.1.5. Goto Step9.
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8.2. Toremove aFOAPAL distribution, select the Remove check box of the
corresponding record.

9. Click Saveand Submit.
The Faculty Load and Compensation module of Employee Self-Serviceis aWeb interface

developed for two types of Self-Service users-Faculty Compensation Administrators and
Faculty Members.

Step 3—Upload Compensation Information to Banner

The Faculty Compensation Upload Process (PEPFCAP) evaluates al job records that are
created by the Faculty Load and Compensation module in Employee Self-Service and
applies the data to Banner Human Resources.

Prerequisite

Lock the faculty compensation records in Employee Self-Service before running the
upload process. Thisindicates that the record has been reviewed and completed by a
faculty administrator.

Run the Faculty Compensation Upload Process (PEPFCAP) specifying the following

report parameters. For a detailed description of the process, refer to Chapter 13, “Reports
and Processes” of the Banner Human Resources User Guide.

Report Parameter  What to Enter?

Term Code Enter the Term Code for which you wish to upload information
into Banner.

Process Code Select the process run mode. Choices include:
Edit (E) The process performs error checks, produces a

detailed report of all records processed without
making any changes to the database. Always run
this process mode before using the Update mode.

Update (U) The process applies al changes made to the job
assignment records, and makes permanent
changes to the database.

Contract Type Enter the faculty member’s Contract Type Code.
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Report Parameter ~ What to Enter?

Suppress Warnings  Indicateif process should suppress NBAJOBSwarning messages.

Choicesinclude:

Yes (Y) Yes, suppress warning messages.
No (N) No, do not suppress warning messages.
Process Indicate if the process should upload faculty compensation

Acknowledged Only records of only those employees who have acknowledged their

compensation. Choices include:
Yes (Y) Yes, process only acknowledged records.

No (N) No, process all records.

Tasks for Faculty Members

Review and Acknowledge Compensation

To review and acknowledge compensation:

1.

2.

Log in to Employee Self-Service
Select the Employee menu.
Select Faculty Load and Compensation menu option.

Select the Compensation and Acknowledgement menu option.

The Compensation and Acknowledgement page is displayed.
Select a Term code from the pull-down list.
Click Go.

Review your compensation information for instructional and non-instructional
assignments.

Select the Faculty Acknowledgement check box if you are in agreement with the
compensation details.

(Optional) Click —| petails adjacent to the Subject and Cour se to view course
details on the Course Information window.
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10. (Optional) Click on the Work L oad value to review the formulaand values used in
the calculation of your work load.

11. (Optional) Enter comments as required, and click Save Comment.

Review Contract Information

To review your contract information:

1. Loginto Employee Self-Service.

2. Select the Employee menu.

3. Select Faculty Load and Compensation menu option.

4. Select the Compensation and Acknowledgment menu option.

The Compensation and Acknowledgment page is displayed.

5. Click N Notes adjacent to Contract Notes.
6. Review contract information on the Contract Notes page.

7. Click Compensation and Acknowledgment at the bottom of the page to return back
to the Compensation and Acknowledgment page.

Download Compensation Data

To download the compensation information displayed on the acknowledgement page:
1. Loginto Employee Self-Service.

2. Select the Employee menu.

3. Select Faculty Load and Compensation menu option.

4. Select the Compensation and Acknowledgment menu option.

The Compensation and Acknowledgment page is displayed.
5. Click Download Compensation Data.

6. TheFile Download window displaysa. csv file.
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7. Savethe. csv filetoyour local drive.

8. Review Compensation in an Microsoft Excel spreadsheet.
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4

Field Reference
Information

This section of the release guide describes page functionality and provides detailed field
descriptions of each Self-Service page in the Faculty L oad and Compensation module.

Faculty Compensation Administration

Faculty Compensation Administrators access the following Self-Service pages to perform
their administrative tasks:

“Filter Selection (bwpkflac.P ChooseFilters)” on page 4-2

“QOrganization Summary (bwpkflsm.P_DispOrgnSummary)” on page 4-4

“Employee Summary (bwpkflsm.P_DispEmpSummary)” on page 4-10

“Salary Compensation View (bwpkfcal.P_SalaryCompensation)” on page 4-18

“Course Compensation View (bwpkfcal.P_CrseCompensation)” on page 4-35

“ Compensation View—Comments Tab (bwpkfcmt.P. DispCommentsAdmin and

bwpkfcmt.P_DispComments)” on page 4-42

“Compensation View—Errors Tab (bwpkfcmt.P_DispErrors)” on page 4-44

“Course Calculation (bwpkfcal.P CrseCalculationDetl)” on page 4-45

“Job Assignment (bwpkfjob.P_DispJobDetl)” on page 4-53

“Job Selection (bwpkfcal.P ChooseJob)” on page 4-66

“New Position Selection (bwpkepaf.P_ChoosePosition)” on page 4-68

“Employee Filter (bwpkflac.P ChooseEmpFilters)” on page 4-70

“Search Results (bwpkflac.PDispEmpSearchResults)” on page 4-72
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Filter Selection (bwpkflac.P_ChooseFilters)

Access the Filter Selection page to refine the search criteria and locate information
extracted by the Faculty Load and Compensation Extract Process (PEPFLAC).

This Self-Service page can only be accessed by faculty administrators. Faculty
administrators can enter search criteria to work on course and compensation information
related to all or a subset of the extracted faculty members.

Filter Selection

&R Sclect desired Term from the drop-down list and select "Go". Enter filter criteria to show data extracted for the Term. To select multiple items
in filter lists, use Ctrl or Shift key while selecting. When finished with selecting filter criteria, select one of the buttons at the bottom of the
page to move to the next page.

# - indicates a required field,
Extract Term: # 200751 - Spring 2007 | GDl

Part of Term:
1 - Full Term
Campus:
DWHN - Downtown
M - Main
College:
A5 - College of Arts & Sciences
HE - School of Hard Knocks
COA and Organization:
B-01, President
B-11, Yice President Academic Affairs =|

Include Subordinate Organizations: I~

Include Non-Instructional Assignment: @

Number of Employees per Page: o5 -

Crganization Sumrmary | Employee Summary Employee Filter

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Select desired Term from the drop-down list and select Go. Enter filter criteria to show
data extracted for the Term. To select multiple items in filter lists, use Ctrl or Shift key
while selecting. When finished with selecting filter criteria, select one of the buttons at the
bottom of the page to move to the next page.
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Web Page Fields

Item

Description/Source Information

Extract Term

Part of Term

Campus

College

COA and Organization

Include Subordinate
Organizations

Include Non-Instructional
Assignment

March 2013

Displays all extract terms that have been processed by the
Faculty Load and Compensation Extract Process
(PEPFLAC) in Banner.

Select an extract term code from the pull-down list and click
Go to populate the subsequent fields with information
pertaining to the desired term.

Displaysall Part of Term codesincluded in the extract within
a selected term.

Select a Part of Term code from the pull-down list to limit
the search within the extract. Use the CTRL or SHFT keys
to select multiple Part of Term codes.

Displaysall Campus codesincluded in the extract within the
selected term.

Select a Campus code from the pull-down list to limit the
search within the extract. Use the CTRL or SHFT keysto
select multiple campus codes.

Displays all College codesincluded in the extract for the
selected term.

Select one or more College codes from the pull-down list to
limit the search within the extract. Use the CTRL or SHFT
keys to select multiple College codes.

Displaysalist of all valid Budget Organizations (code and
description) associated with the positions that are assigned
on the Faculty Assignment Form (SIAASGN) for the
selected term.

Specific Organization codes can be accessed based on the
user security established on NSASPSC, PSAORGN or
PTVORGN for each faculty administrator or faculty
member.

Select a COA and Organization code from the pull-down
list. Usethe CTRL or SHFT keysto select multiple codes.

Select this check box to include subordinate organizations
within the parent organization in the search criteria.

Select this check box to include non-instructiona
assignmentsin the search criteria.

Banner Faculty Load and Compensation 8.9 4-3
Handbook
Field Reference Information



Web Page Fields

Item Description/Source Information

Number of Employees per  Select the maximum number of employees to be displayed
Page per page.

Buttons/Icons on This Page

Button/Icon Action

Go Updates the pull-down lists of the Part of Term, College,
Campus, and COA and Organization fields with valid
codes corresponding to the selected Extract Term.

Organization Summary Goes to the Organization Summary page.

Employee Summary Goes to the Employee Summary page.

Employee Filter Goes to the Employee Filter page to search for a specific
employee.

Organization Summary
(bwpkflsm.P_DispOrgnSummary)

The Organization Summary page displays a summary of course information (instructional
and non-instructional assignments) of each faculty member for each term within the
requested organization. That is, course information is primarily sorted and displayed by
term and Organization code.

Example

If afaculty member John Tillman is teaching two coursesin the Spring term of 2008, each
associated with a different Organization code, the Organization Summary page displays
his course compensation information under the relevant Organization codes for the spring
term.

To access the Organization Summary page:
1. Enter search criteriaon the Filter Selection page.

2. Click Organization Summary.
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Qrganization Summary

Icons are provided to access the Comments, Errors, Acknowledgment and Employee Status Summary pages, Restarting an employee will extract all of their Faculty
Load data in the Term regardless of Grganization. Past changes for the employee will be overridden. To restart, check the 'Restart’ checkbox and select the 'Restart
Selected Employees' buttan at the bottorn of the page.

200751-5pring 2007

1-10f1
Jurnp To Bottomn

Ghart B for Organization 11004 - Dept of Biological Sciences

Links Restart Name Faculty Position Contract Type CRN Subject and Course Section Course Load Compensation Overload
Assignment Suffix Session Changes Exists
Changes
BE Barker, No FLACO1-00 FT - Fall, Soring, 41099-01 ASTR 101 - Stars are 0 Mo 40,000.00
Robert summer Everywhere
FLACO1-00 FT - Fall, Spring, 41031-01 ENGL 106 - Basic ooo Mo
Summer Acadernic Writing
FLACO1-00 FT - Fall, Spring, 41032-01 ENGL 107 - Warld oon Mo
summer Literary Masterpieces 1
Job Assignment Compensation Total: 40,000.00
1-10of1

Return to Top

Restart Selected Employees !

Download Employee Data I

Selected Filters
Part of Term Campus College COA and Organization Include Subordinate Organizations Include Mon-Instructional Assignment
All All All Aall es es

Filter Selection | Employee Summary | Employee Filter

Alternatively, click the appropriate link on the Employee Summary page, Compensation
Views page or the Course Calculation page.

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Icons are provided to access the Comments, Errors, Compensation Acknowledgment and
Employee Satus Summary pages. Restarting an employee will extract all of their Faculty
Load data in the Term regardless of Organization. Past changes for the employee will be
overridden. To restart, check the Restart checkbox and select the Restart Selected
Employees button at the bottom of the page.

Web Page Fields

Item Description/Source Information

The course information table isidentified by the Term ID and the Budget Organization code
associated with the faculty member’s job assignment on the Position Budget Form
(NBAPBUD).

The following information is displayed for each course to a faculty administrator:
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Web Page Fields

Item Description/Source Information
Links Displaysthe following iconsif applicable:
E Notes Goes to the Comments tab of the
Compensation View page.
s AcknowledgementGoes to the Compensation and
Acknowledgment page.
- L ock Goesto the Employee Status
Summary page.
L Errors Goes to the Error tab of the
Compensation View page.

Click an icon to access the corresponding Self-Service page.

Restart Select the Restart check box to re-extract afaculty member’srecord from
Banner Student into Employee Self-Service.

Restart completely recreates, or refreshes the employee's record. This
action resultsin:

* New data extracted from Banner Student and Human Resources

« No access to previous changes on Self-Service records or to any
deletions made by the Restart process

* Any work completed on the employee's record in Self-Service will be
deleted entirely, with the exception of the previous comments.

Use this option if any subsequent changes were made to the faculty
member’s Banner Student course load, or assignments, since the
information was last extracted.

Name Displays the faculty member’s name asit isin Banner.

Click thelink on the faculty member’s name to access the Compensation
View page to make additional changes to the faculty member’s
compensation record.
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Web Page Fields

Item Description/Source Information
Faculty Indicates if any changes have been made to the faculty member’s
Assignment assignments since the information was last extracted. Choices include:
Changes

Yes Course assignments have been added or deleted for a

faculty member.

W Tip
Select the Restart check box and click Restart
Selected Employees to synchronize the faculty
member's assignments in Banner and Employee
Self-Service. n

No Course assignments are currently the same in Banner as
well asin Employee Self-Service.

Position Suffix  Displays the position and suffix associated with the faculty member’s
course when extracted from the Faculty Assignment Form (SIAASGN).

Contract Type  Displays the contract type associated with the faculty member for each
course.

The code and description defaults from the Faculty Contract Type Code
Table (STVFCNT).

CRN Session  Displays the Course Reference Number (CRN) of the section the faculty
member isto instruct.

For instructional assignments, the CRN number is displayed from the
Faculty Assignment Form (SIAASGN).

For non-instructional assignments, displays avalue of NIST and provides
details under each course.

Subject and Displays a description of the course corresponding to the CRN session
Course from the Faculty Assignment Form (SIAASGN).

If afaculty member iscompensated per course, click aCourseto accessthe
Course Calculation page.

Section Displaysthe Section number, if available, associated with the CRN number
and the course description from the Faculty Assignment Form
(SIAASGN).
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Web Page Fields

Item Description/Source Information

Course Load Indicatesif any changes have been madeto thefaculty member’swork load

Change on an existing assignment in Banner since the last extract. Choicesinclude:
Yes Course load has changed in Banner. Thereis adifference

in any of the following factors maintained in Banner and
in Employee Self-Service: Workload, Credit Hours,
Contact Hours, or Headcount.

W Tip
Select the Restart check box and click Restart
Selected Employees to synchronize the faculty
member's assignments in Banner and Employee
Self-Service. u

No No changes have been made to the work load information
since the information was last extracted from Banner.

Compensation Compensation information is displayed based on the nature of faculty
member’s contract type with the institution.

For full-time salaried faculty members, compensation isonly displayed on
the first row of the Position-Suffix along with the affiliated instructional
and non-instructional assignments.

However, for part-time adjunct faculty members, compensation amounts
per course will be displayed on each row.

The administrator should assign auniquejob number (Position-Suffix) that
is given for each course for course-based instructors.

Overload Indicates if the faculty member has any overload assignments associated
Exists with the Position-Suffix (only for salary compensation contracts). Valid
values are:
Yes The faculty member has overload assignments.
No The faculty member has no overload assignments.

To see the overload Position-Suffix and details, click on the faculty
member's name to get to the Compensation View. Overload information
will be associated with a salaried contract type.

Calculated Displays the sum of the compensation using data from the Compensation
Compensation View pages.
Total
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Web Page Fields

Item Description/Source Information

Job Displaysthe sum of the compensation using datafrom the Job Assignment
Assignment pages.

Compensation _ o .

Total (row) Note: The faculty administrator may change the Job Assignment page

salary without specifying the same change on the Compensation View
and Course Calculation pages. Therefore, the Calculated
Compensation Total and Job Assignment Compensation Total may
be two different amounts. When the data is uploaded to Banner Human
Resources, the Job Assignment Compensation will be moved into the
Job Record. The summary pages will note any difference between these
salary amounts.

Selected Filters: This section displays the filter criteria that were specified on the Filter
Selection page. For detailed field descriptions refer to “Filter Selection
(bwpkflac.P_ChooseFilters)” on page 4-2.

Buttons/Icons on This Page

Button/Icon Action
Restart Selected Updatesthe employees' recordswhose Restart check boxes
Employees were selected and executes a new extract with information

from internet-native Banner.

Download Employee Data  Downloads the employee data from thistable to a Microsoft
Excel spreadsheet.

Note: Click the browser's Back Button to return to the Self-
Service page from the spreadsheet view. Otherwise, if you
close the browser, your current Self-Service session will
end.

Links to Other Web Pages

This Link Action

Filter Selection Goes to the Filter Selection page.
Employee Summary Goes to the Employee Summary page.
Employee Filter Goes to the Employee Filter page.
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Setup Requirements

Iltem Description

SIAASGN Associate each instructional and non-instructional record
with a contract type code. Ensure that a Position and Suffix
has been provided for each assignment that isto be extracted
for compensation.

STVFCNT Specify contract type codes and descriptions that are to be
displayed in the Faculty L oad and Compensation modul e of
Employee Self-Service.

NBAPOSN/NBAPBUD The Organization used in thissummary of dataistaken from
the Budget Organization on the Position.

Employee Summary (bwpkflsm.P_DispEmpSummary)

The Employee Summary page provides the faculty administrator a summarized list of all
faculties and their compensation data sorted by Employee Name. This Self-Service pageis
an alternative to the display of faculty member information on the Organization Summary

page.

To access the Employee Summary page:

» Enter search criteria on the Filter Selection page and click the Employee
Summary button.

OR

» Select the Employee Summary link at the bottom of the Organization Summary
page.
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Employee Summary

Q Icons are provided to access the Comments, Errors, Acknowledgement and Employee Status Summary pages, Restarting an employee will extract all of their Faculty
Load data for the designated Term, Past changes for the employee will be overridden. To restart, check the 'Restart’ checkbox and select the 'Restart Selected
Employees' button at the bottom of the page.

200741 - Fall 2006

1-250f28 pext @
Jump To Bottom

Benson, Olivia FLACS0002
Faculty Full time
™ Restart Jump To Bottom

Links COA and Faculty Position Contract Type CRN Subject and Section Course Load Compensation Overload
Organization Assignment Suffix Session Course Changes ERists
Changes
B-11004 - Dept of Mo FLACOZ-00 FT - Fall, Spring, 41001-01 ANAT 100 - ooz Mo 27,000.00 Yes
‘| Biolagical Sciences Summer (FLAC) Introduction to
Anatorny
B-11004 - Dept of FLACOZ-00  FT - Fall, Spring, 41002-01 AMAT 100 - o Mo
Biological Sciences Summer [FLAC) Introduction to
Anatomy
B-11004 - Dept of FLACOZ-00 FT - Fall, Spring, 41002-02 ANAT 100 - o Mo
Biological Sciences Summer (FLAC) Introduction to
Anatormy
B-11004 - Dept of FLACOZ-00 FT - Fall, Spring, 41003-01 AMAT 100 - ooL Mo
Biological Sciences Summer (FLAC) Introduction to
Anatorny
Job Assignment Compensation Total: 27,750.00

W atson, Montana FLAZCO038
Faculty Adjunct (FLAC)
™ Restart Jump To Bottom

Links COA and Faculty Position Contract Type CRN Subject and Section Course Load Compensation Overload
Organization Assignment Suffix Session Course changes Exists
Changes
o = B-11001 - Arts and Yes FLACOS-00  FA - Fall Only 41045-01  HIST 150 - World o Mo 4,650.00
 Sciences {FLAC Testing) History 1700 to
Present
B-11001 - Arts and FLACO9-10  Fa - Fall Only 41087-01  ART 120 - Still Life as Mo 4,650.00
Sciences {FLAC Testing) Painting 1
B-11001 - Arts and FLACDS9-11 FA - Fall Only 41088-01  ART 120 - Still Life i3 Mo 4,650.00
Sciences {FLAC Testing) Painting 1
Calculated Compensation Total: 13,950.00
Job Assignment Compensation Total: 13,950.00

West, Austin D, S55666555

Instructor
™ Restart Jump To Bottom
Links COA and Faculty Assignment Position Contract Type CRN Subject and Section Course Load Compensation Overload

Organization Changes Suffin Session Course Changes Exists
J ~ B-11001 - arts and  No F11001-00 FS - Fall/Spring  41049-01  LAW 800 - Civil 1 Mo 0.00

~ Sciences Contract Procedure
Job Assignment Compensation Total: 0.00

26 - 28 of 28 Previous ||
Return to Top

Restart Selected Employees !

Download Employee Data i
Selected Filters
Part of Term Campus College COA and Organization Include Subordinate Organizations Include Non-Instructional Assignment
All All All All Tes Tes

Filter Selection | Organization Summmary | Employee Filter

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Icons are provided to access the Comments, Errors, Acknowledgement and Employee
Satus Summary pages. Restarting an employee will extract all of their Faculty Load data
for the designated Term. Past changes for the employee will be overridden. To restart,
check the Restart checkbox and select the Restart Sel ected Empl oyees button at the bottom
of the page.

1T NN PN NI R e O e SN O En s mw
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Web Page Fields

Item Description/Source Information

Restart Select the Restart check box to re-extract afaculty member’s record
from Banner Student into Employee Self-Service.

Restart completely recreates, or refreshes the employee'srecord. This
action resultsin:

* New data extracted from Banner Student and Banner Human
Resources

» No accessto previous changes on Self-Service records or to any
deletions made by the Restart process

» Any work completed on the employee’srecord in Self-Service will
be deleted entirely, with the exception of the previous comments.

Use this option if any subsequent changes were made to the faculty
member’s Banner Student course load, or assignments, since the
information was last extracted.

Links Displays the following iconsiif applicable:

Note - Goes to the Comments tab of the

Compensation View page.
< Acknowledgement - Goes to the Compensation and
Acknowledgement page.
= L ocks- Goesto the Empl oyee Status Summary page.
[}

Errors- Goesto the Error tab of the Compensation
View page.

Click an icon to access the corresponding Self-Service page.

COA and Displays the COA and Budget Organization associated with the

Organization faculty member’sjob assignment. Thisinformation isdrawn from the
Position Budget Form (NBAPBUD) or, if the job assignment
currently exists for the faculty member, thisinformation is drawn
from the Employee Jobs Form (NBAJOBS) in Banner.
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Web Page Fields

Item Description/Source Information
Faculty Indicatesif any changes have been made to the faculty member’s
Assignment assignments since the information was last extracted. Choices
Changes include:

Yes Course assignments have been added or deleted for a

faculty member.

.J Tip
Select the Restart check box and click Restart
Selected Employees to synchronize the faculty

member's assignments in Banner and

Employee Self-Service. L
No Course assignmentsarethe samein Banner aswell as
in Self-Service.

Position Suffix Displaysthe Position and Suffix associated with thefaculty member’s
course when extracted from the Faculty Assignment Form
(SIAASGN).

Contract Type Displays the faculty member’s contract type associated with the
course.

The code and description defaults from the Faculty Contract Type
Code Table (STVFCNT).

CRN Session Displays the Course Reference Number (CRN) of the section the
faculty member isto instruct.

For instructional assignments, the CRN number is displayed from the
Faculty Assignment Form (SIAASGN).

For non-instructional assignments, displays avalue of NIST (non-
instructional), and provides details in the Cour se and Subject.
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Web Page Fields

Item Description/Source Information
Subject and Displays a description of the course corresponding to the CRN
Course session.

For non-instructional assignments (NIST), displaysinformation from
the Faculty Assignment Form (SIAASGN).

For course-compensated faculty membersthisfield isalink to the
Course Calculation page.

For salary-based faculty members, thisfield isfor display only. Click
the Employee link to access the Salary Compensation View page.

b) Tip
No active course links are displayed for full-time
faculty. This is a visual cue to distinguish full-

time faculty from adjunct faculty. u
Section Displays the Section number, if available, associated with the CRN
number and the course description from the Faculty Assignment
Form (SIAASGN).
Course Load Indicates if any changes have been made to the faculty member’s
Change course work load in Banner since the last extract. Choices include:
Yes Course work load has changed in Banner. Thereisa

differencein any of the factors maintained in Banner
and Employee Self-Service: Workload, Credit
Hours, Contact Hours, and Headcount

W Tip
Select the Restart check box for an employee
and click Restart Selected Employees to
synchronize the faculty member's assignments
in Banner and Employee Self-Service. [

No No changes made to the course work load
information since the information was last extracted
from Banner.
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Web Page Fields

Item Description/Source Information

Compensation Compensation information is displayed based on the nature of faculty
member’s contract type with the institution.

For full-time salaried faculty members compensation is only
displayed on the first row of the Position Suffix. Click the employee
name link to access the Compensation View page for more details.

For part-time adjunct faculty members, compensation amounts per
coursewill be displayed on each row. Click on aspecific Subject and
Cour se link to access the Course Calculation page.

Overload Exists  Indicatesif the faculty member has any overload assignments
associated with a Position-Suffix. Valid values are:

Yes The faculty member has overload assignments.

No The faculty member has no overload assignments.
Calculated Displays the sum of the compensation using data from the
Compensation Compensation View pages.

Total (row)

Job Assignment  Displays the total compensation using data from the Job assignment
Compensation pages.

Total (row
(row) Note: The faculty administrator may change the Job Assignment

page salary without specifying the same change on the
Compensation View and Course Calculation pages. Therefore, the
Calculated Compensation Total and Job Assignment
Compensation Total may be two different amounts. When the
datais uploaded to Banner Human Resources, the Job Assignment
Compensation will be moved into the Job Record. The summary
pages will note any difference between these salary amounts.

March 2013 Banner Faculty Load and Compensation 8.9 4-15
Handbook
Field Reference Information



Buttons/Ilcons on This Page

Button/Icon Action

; Goes to the Compensation and Acknowledgement page.
s Acknowledgement

Goes to the Errors tab of the Compensation View page.

2 Errors
e Goesto the Comments tab of the Compensation View page.
—! Notes
Goes to the Employee Status Summary page.
= Lock
Restart Selected Updates the employee’srecords whose Restart check boxes
Employees were selected, with information from internet-native

Banner.

Download Employee Data Downloads the employee’s data from thistable to a
Microsoft Excel spreadsheet.

Previous Goesto the previous page.

Next Goesto the next page.

Links to Other Web Pages

This Link Action

Filter Selection Goes to the Filter Selection page.
Organization Summary Goes to the Organization Summary page.

Employee Filter Goes to the Employee Filter page.

Setup Requirements

Item Description

SIAASGN Associate each instructional and non-instructional record with
acontract type code. Ensure that a Position and Suffix has
been provided for each assignment that is to be extracted for
compensation.
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Setup Requirements

Iltem Description

STVFCNT Specify contract type codes and descriptions that are to be
displayed in the Faculty Load and Compensation module of
Employee Self-Service.

NBAPOSN/NBAPBUD  The Organization used in this summary of datais taken from
the Budget Organization on the Position.

Compensation View
(bwpkfcal.P_DispCompensationView)

The Compensation View page enables Faculty Compensation Administrators work with
compensation details such as the amounts per instructional, non-instructional, and
overload assignments of each faculty member. This Self-Service page captures the key
purpose and functionality of the faculty load and compensation module. To access the
Compensation View page:

» Select Employee Name link on the Organization Summary page.

OR
» Select the Employee Name link on the Employee Summary page.
OR

» Select the Salary Compensation View link on the Job Assignment page.

The content of the Compensation View page depends on the faculty member’s contract
type with your institution (full-time or part-time) accordingly. The two main
compensation views (tabs) that display on this page for each faculty member depends on
their contract type:

» The Salary Compensation View—displayed to work with compensation packages
of full-time salaried faculty

OR

» The Course Compensation View—displayed to work with compensation packages
of part-time faculty that are paid on an assignment basis.

» Comments—displayed to enter confidential comments.

» Errors—displayed to view errors and warning messages.

Each tab is described in detail on the following pages.
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Information Text

The information text provides instructions for using this Self-Service page. Each tab has
its own information text. For more details, see the information text for a specific tab.

Salary Compensation View
(bwpkfcal.P_SalaryCompensation)

The Salary Compensation View tab/page is displayed when appropriately defined by the
ingtitution. It is designed to be used for faculty members who are assigned full-time,
salary-based contract types.

This Self-Service page is available in two modes:
» Update-when the faculty member's position status is unlocked.

» Review-when the faculty member's position statusis locked.

In the Update mode, Faculty Compensation Administrators can perform the following
tasks:

» Balance workload, credit hours, contact hours, and headcount of each assignment.
Any changes made to these fields will not be uploaded to Banner Student.

» Reassign instructional and non-instructional assignments (in full or in part) to an
overload assignment as required.

» Search or assign an appropriate Position Suffix to an overload assignment.
e Change annual salary amount.

» Enter confidential comments.

In the Review mode, faculty administrators can only review the entered information in
each case listed above.

¥ Tip
To revert to the Update mode, unlock the position on the Employee Status
Summary page. [

Compensation-related information is displayed in the following tables:
e Sdary Table

Instructional Summary
* Non-Instructional Summary

Overload

e Comments
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Compensation View

Enter Proposed Job Salary. Select the icon in front of each Subject and Course listing to access the Course Information Window, Any Comments made will not be
seen by the employee.

Name and ID: Qlivia Benson, FLACS0002
Term: 200741 - Fall 2006

Sal mpensation Yiew RS TGTITEN]

Contract Type: FT - Fall, Spring, Summer
FLACOZ - 00, Faculty Full time , Unlocked
COA - Organization: B - 11004 Dept of Biological Sciences

Current New

Annual Salary 26,700.00 27,000.00

Salary Group 2006 2006
Table Fa Fa
Grade o1 o1
Step o o

Instructional Summary

Work Load credit Hours Contact Hours HeadCount
CRN- Subject and Course Section Current Proposed Current Pr d CurrentPr d Current Pr d ibility Mowve To
Session Percent overload
41001 - 01 -] ANAT 100 - ooz L.000] Osog  1.000] Toon 1M 1o 2 3 100
Introduction to
Anatormy
41002 - 01 J AMAT 100 - a Z.DDD! 2.000 Z.DDD! 2.000 Z.DDI 2.00 3 I 3 100 ]
Introduction to
Anatomy
41002 - 02 | ANAT 100 - i 1.000] Tooo 1.000] Toon 1M 1o 3 3 100
Introduction to
Anatormy
41003 - 01 ] AMAT 100 - ool z.000] Zoo0  2.000] zoo 200 zao 1] T 100
Introduction to
Anatomy
Total: 6.000 5.500 6.000 6.000 6.00 6.00 9 9

&R To move information to Overload, check the appropriate Move To Overload checkbox and provide a Position and Suffix for the Overload
table. Then select the Move to Overload button. Fill in all information in the Overload table, changing the Instructional and Non-Instructional
loads on the page as necessary. Then select Save buttan.

#* - indicates a required field.
Overload

Q, position: % | | Existing Iohs

Non-Instructional Overioad
Type Rate Galculation Method Work Load Gontact Hours Compensation Remove Overload
0.000 0.000 0.00

Enter Comment

Move to Overload | Save | Remove Overload Job

Organization Summary
Filter Selection | Employes Status Summary

Information Text

Theinformation text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Enter Proposed Job Salary. Select theicon in front of each Subject and Course listing to
access the Course Information Window. Any Comments made will not be seen by the
employee.
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In the Overload Section of this Self-Service page, the following text has been delivered:

To move information to Overload, check the appropriate Move To Overload checkbox and
provide a Position and Suffix for the Overload table. Then select the Move to Overload
button. Fill in all information in the Overload table, changing the Instructional and Non-
Instructional loads on the page as necessary. Then select the Save button.

Web Page Fields

Item Description/Source Information

Name and ID Displays the faculty member’s full-name and Banner ID.

Term Displays the term selected in the Filter Selection page.

Contract Type Displays the faculty member’s Contract Type code and
description.

The contract code isimported from the Faculty Assignment
form (SIAASGN) and the descriptions default from the
Faculty Contract Code Validation Form (STVFCNT).

Job Assignment Number Displaysthe faculty member’sjob assignment. It consists of
and Description (untitled)  the following components: Position, Suffix, and
Description.

Click on the Job Assignment link to access the Job
Assignment page.

For each job assignment, the Salary Compensation View
page displays instructional assignments, non-instructional
assignments, or both for full-time faculty members.

Status Indicates whether the Position-Suffix is locked for editing
purposes on the Employee Status Summary page. Choices
include:

Locked Position islocked for changes.
Unlocked Position is unlocked.

COA - Organization Displays the chart of accounts and organization associated
with the position.

Salary Table Section—This table displays the current and new salary levels (if available)
of the faculty member. The following salary-related information is displayed:
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Web Page Fields

Item Description/Source Information

Annual Salary If the faculty member holds this job assignment at the time
of the extract, its current annual salary will display in the
Current column.

A blank Current column implies that this job assignment
was not active at the time of the extract or did not exist for
the faculty member at the time of the extract.

In the New column, establish the new annual amount for the
contract. Thisamount will be updated to the Job Assignment
record and will be used to determine the pay period rate.

You may specify anew annual (contract) salary in the New
column.

The following information is for display only. To enter new information for any of the
following fields, click on the Job Assignment link and specify the changes on the Job
Assignment page.

Salary Group If the faculty member holdsthejob assignment at the time of
the extract, its current salary group will display in the
Current column.

A blank Current column implies that this job assignment
was not active at the time of the extract or did not exist for
the faculty member at the time of the extract.

In the New column, a salary group will appear if the job
assignment is active for the employee. In this case the same
salary group is used. If the job assignment is not active or
doesnot exist for the faculty member, the salary group in the
New column will come from the Position record.
(NBAPOSN).

Thisfield may not be updated on this page.
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Web Page Fields

Item Description/Source Information

Table If the faculty member holdsthe job assignment at the time of
the extract, its current salary table will display in the
Current column.

A blank Current column implies that the job assignment
was not active at the time of the extract or did not exist for
the faculty member at the time of the extract.

In the New column, a salary table will appear if thejob
assignment is active for the employee. In this case the same
salary table is used. If the job assignment is not active or
does not exist for the faculty member, the salary table in the
New column will come from the Position record.
(NBAPOSN).

This field may not be updated on this page.

Grade If the faculty member holds this job assignment at the time
of the extract, its current salary grade will display in the
Current column.

A blank Current column suggests to the user that thisjob
assignment was not active at thetime of the extract or did not
exist for the faculty member at the time of the extract.

In the New column, a salary grade will appear if the job
assignment is active for the employee. In this case the same
salary grade is used. If the job assignment is not active or
does not exist for the faculty member, the salary gradein the
New column will come from the Position record.
(NBAPOSN), if present.

Thisfield may not be updated on this page.
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Web Page Fields

Item Description/Source Information

Step If the faculty member holds this job assignment at the time
of the extract, its current salary step will display in the
Current column.

A blank Current column implies that the job assignment
was not active at the time of the extract or did not exist for
the faculty member at the time of the extract.

In the New column, a salary step will appear if the job
assignment is active for the employee. In this case the same
salary stepisused. If thejob assignment is not active or does
not exist for this faculty member, the salary step in the New
column will be zero.

Additionally, if the Position record has a step that is non-
zero, this step will be displayed in this column.

Thisfield may not be updated on this page.

Instructional Summary Section—This section provides a summary of all instructional
assignments of a full-time faculty member.

CRN-Session Displays the Subject, Course Number, and description
associated with the CRN-Session number.

The following course information is displayed for each CRN-Session combination from
the Faculty Assignment Form (SIASSGN).

Subject and Course Displaysthe subject, associated course and its description of
the instructional assignment.

Click — Detailsto view course details such as Part of
Term, Campus, and Collegein the Course Information
window.

Section Displays the section number associated with the CRN,
Session and Course from the Faculty Assignment Form
(SIAASGN).
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Web Page Fields

Item Description/Source Information

Current Work Load Displays the faculty member’s current work load for the
instructional assignment.

Thisvalue isdrawn from the original extract by the Faculty
L oad and Compensation Extract Process (PEPFLAC).

Click the Current Workload value to view the calculated
workload extracted from the Student system in the
Components for the Calculation of Workload Window
(bwpkf cal . P_Di spWver kl oad).

Proposed Work Load Thisvaluewill default to the Current Work Load. Change
the faculty member’s Proposed Work Load for the
instructional assignment, if appropriate.

Changing this field will not change the corresponding field
in Banner Student. Thisfield should only be changed if the
CRN is selected for Overload and you need to balance the
proper work load between the parent position and the
overload position.

Current Credit Hours Displays the faculty member’s current credit hours
associated with the instructional assignment.

Thisvalue isdrawn from the original extract by the Faculty
L oad and Compensation Extract Process (PEPFLAC)

Proposed Credit Hours Thisvalue will default to the Current Credit Hours.
Changethe faculty member’s Proposed Credit Hoursfor the
instructional assignment if appropriate.

Changing this field will not change the corresponding field
in Banner Student. This field should only be changed if the
CRN is selected for Overload and you need to balance the
proper credit hours between the parent position and the
overload position.
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Web Page Fields

Item Description/Source Information

Current Contact Hours Displaysthe faculty member’s current contact hours for the
instructional assignment.

Weekly Contact Hours are taken from the Meeting Time
block of SIAASGN and multiplied by the specified rate. The
Percentage of Responsibility isalready included in this
calculation by virtue of the Banner Student System
computation and will not be prorated again.

Section Weekly Contact Hours Equation: (Number of Days
in aMeeting Period Week * Number of Minutes per Meeting
Period) / Duration factor = Meeting Period Weekly Contact
Hours.

Thisvalueisdrawn from the original extract by the Faculty
L oad and Compensation Extract Process (PEPFLAC).

Proposed Contact Hours This value will default to the Current Contact Hours.
Change the faculty member’s Proposed Contact Hours for
the instructional assignment, if appropriate.

Changing this field will not change the corresponding field
in Banner Student. This field should only be changed if the
CRN is selected for Overload and you need to balance the
proper credit hours between the parent position and the
overload position.

Current Headcount Displaysthefaculty member’s current head count associated
with the instructional assignment.

Thisvalue isdrawn from the original extract by the Faculty
L oad and Compensation Extract Process (PEPFLAC).

Proposed Headcount Thisvalue will default to the Current Headcount. Change
the faculty member’s Proposed Headcount for the
instructional assignment.

Changing this field will not change the corresponding field
in Banner Student. This field should only be changed if the
CRN is selected for Overload and you need to balance the
proper credit hours between the parent position and the
overload position.
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Web Page Fields

Item Description/Source Information

Responsibility Percent Displaysthe faculty member’s degree of responsibility with
regard to the CRN-Session for the term as a quantifiable
percent value.
Thisvaueis drawn from the Faculty Assignment Form
(SIAASGN).

Move to Overload Select thischeck box to identify instructional assignmentsto

be transferred or partially transferred as an overload.

To transfer awork assignment to the Overload section:

1. Select the Moveto Overload check box for each
affected assignment.

2. Scroll down to the Overload section of the page.

3. Enter aPosition and Suffix for the overload
assignment

OR

Click Q Search and select a new Position from
the New Position page to include an overload
assignment for the faculty member.

4. Scroll down and click Move to Overload.

5. Thework assignment(s) is transferred to the
Instructional Overload section of the Self-Service

page.

6. Click Save.

\:P Tip
Ensure that you also balance the work
load, credit hours, contact hours, and
head count appropriately for each
assignment. n

Total (Row) Displays the instructional totals for Work Load, Credit
Hours, Contact Hours and Headcount.

Non-Instructional Summary Section—This section provides a summary of al
non-instructional assignments of a full-time faculty member.
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Web Page Fields

Item Description/Source Information

Type Displaysthe non-instructional code and description for each
assignment.
Valuesfor thisfield are drawn from the Faculty Assignment
Form (SIASSGN).

College Displays the associated College code and description

associated with each non-instructional assignment type.

Valuesfor thisfield are drawn from the Faculty Assignment
Form (SIASSGN).

Department Displays the department associated with each
non-instructional assignment type.

Valuesfor thisfield are drawn from the Faculty Assignment
Form (SIASSGN).

Current Work Load Displays the faculty member’s current work load for the
non-instructional assignment.

Valuesfor thisfield are drawn from the Faculty Assignment
Form (SIASSGN).

Proposed Work Load Thisvauewill default to the Current Work L oad. Change
the faculty member’s proposed work load for the
non-instructional assignment if appropriate.

Changing this field will not change the corresponding field
in Banner Student. This field should only be changed if the
CRN is selected for Overload and you need to balance the
proper work load between the parent position and the
overload position.

Current Contact Hours Displays the faculty member’s current contact hours for the
non-instructional assignment.

Valuesfor thisfield are drawn from the Faculty Assignment
Form (SIASSGN).
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Web Page Fields

Item Description/Source Information

Proposed Contact Hours This value will default to the Current Contact Hours.
Change the faculty member’s proposed contact hoursfor the
non-instructional assignment, if appropriate.

Changing this field will not change the corresponding field
in Banner Student. Thisfield should only be changed if the
CRN is selected for Overload and you need to balance the
proper contact hours between the parent position and the
overload position.

Move to Overload Select this check box to identify non-instructional
assignments to be transferred or partially transferred as an
overload.

To transfer awork assignment to the Overload section:

1. Select the Moveto Overload check box for each
assignment.

2. Scroll down to the Overload section of the page
and enter a position and suffix for the overload
assignment

OR

click Q Search to select a new Position on the
New Position page to assign the overload
assignment for the faculty member.

3. Scroll down and click M ove to Overload.

4. Theassignment(s) istransferred to the
Non-Instructional Overload section of the

Self-Service page.
5. Click Save.
¥ Tip

Ensure that you also balance the work
load, and contact hours appropriately
for each assignment. u

Overload Section—This section provides a summary of all overload assignments
(instructiona aswell as non-instructional) of afaculty member.
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Web Page Fields

Item Description/Source Information

Position (Suffix,

Description) Enter anew position or click Q Sear ch to search and select

anew position from the New Position page to include an
overload assignment for the faculty member.

Thefield displaysthe associated suffix and description of the
position.

Existing Jobs Click thislink to review all other job assignments of the
faculty member on the Job Selection page.

Thiswould be used in place of entering a new position or
searching for aposition from the New Position Selection list.

Instructional Overload Section—This section provides a summary of al instructional
overload assignments of the faculty member. The following information is displayed:

CRN-Session Displays the Course Reference Number and the Session
Number of the faculty member's assignment moved to
Overload.

Subject and Course Displays the subject, course and description from the

Faculty Assignment Form (SIAASGN).

Click —! Detailsto view additional details such as: Part of
Term, Campus, and College in the Course Information
window. (bwpkf act . P_Di spCr sel nf oW ndow).

Section Displays the section number associated with the CRN,
Session and Course from the Faculty Assignment Form
(SIAASGN).

Rate Enter the Compensation Rate used for each overload

instructional assignment.
Thetotal compensation for acourseis calculated as:

Total Course Compensation = Rate x Calculation Method.
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Web Page Fields

Item

Description/Source Information

Calculation Method

Calculation Method (cont.)

Select a compensation cal culation method from the
pull-down list. Choicesinclude the following and can be
found on Faculty Assignment Form (SIAASGN):

Credit Hours

Contact Hours

Credit Hours istaken from the Faculty
Assignment Form (SIAASGN), multiplied
times the percentage of responsibility and
the specified rate.

Weekly Contact Hours is taken from the
Meeting Time block of SIAASGN and
multiplied times the specified rate. The
Percentage of Responsibility is already
included in this calculation by virtue of the
Student System computation and will not be
prorated again.

Generated Credits The Generated Credit Hours cal cul ates

Head Count

Work load

Flat Rate

compensation as Credit Hours, times
Headcount, and times Percentage of
Responsibility. Thisfigureis pre-
determined in Banner Student, and is
calculated against a base rate from thisrule
form.

The student head count for the course, taken
at the time of extract, multiplied times the
specified rate

The Override (Adjusted) Workload from
SIAASGN isusedif available. If thisvalue
is null, then Workload will be used. The
selected value is multiplied times
Percentage of Responsibility and cal cul ated
against the specified rate.

Flat amounts are calculated directly,
without regard to the three factorsindicated
above.

Enter appropriate values in the following four fields to determine the faculty member’s

faculty contract load.

March 2013
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Web Page Fields

Item

Description/Source Information

Work Load

Credit Hours

Contact Hours

Headcount

Responsibility Percent

Compensation

March 2013

When the position statusis Unlocked, (Update mode), enter
thefaculty member’swork |oad associated with the overload
instructional assignment.

When the position status is Locked, (Review mode), no
update can occur.

When the position statusis Unlocked, (Update mode), enter
the faculty member’s credit hours associated with the
overload instructional assignment.

When the position status is Locked, (Review mode), no
update can occur.

When the position statusis Unlocked, (Update mode), enter
the faculty member’s weekly contact hours associated with
the overload instructional assignment.

When the position status is Locked, (Review mode), no
update can occur.

When the position status is Unlocked, (Update mode), enter
the faculty member’s head count associated with the
overload instructional assignment.

When the position status is Locked, (Review mode), no
update can occur.

Displays the faculty member’s degree of responsibility with
regard to the CRN-Session for the term as a quantifiable
percent value.

Thisvaue is drawn from the Faculty Assignment Form
(SIAASGN).

The compensation of the overload instructional assignment.
Itis calculated as:

Compensation = Rate x Calculation Method

For flat amount compensation, the value isidentical to the
rate.
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Web Page Fields

Item Description/Source Information

Remove Overload Select this check box to remove an instructional assignment
from the Overload Instructional Section.

To remove courses from the Overload section:

1. Select the Remove Overload check box for each
assignment.

2. Scroll down and click Remove Overload Job.

3. Click Save.

Note: If the assignment being removed is the only
assignment in the Overload section, then removing this
assignment will also remove the Overload Position-Suffix.

Totals (row) Instructional overload totalsfor Work L oad, Credit Hours,
Contact Hours, Head Count, and Compensation.

Non-Instructional Overload—This section provides a summary of al assigned
non-instructional overload assignments of the faculty member. The following information

is displayed:

Type Displaysthe non-instructional code and description selected
for the overload assignment.
Valuesfor thisfield are drawn from the Faculty Assignment
Form (SIASSGN).

Rate Enter the compensation rate of the faculty member for each

overload non-instructional assignment.
The total compensation for a courseis calculated as:

Total Course Compensation = rate x work load
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Web Page Fields

Item Description/Source Information

Calculation Method Select one of the cal culation methods of compensation from
the pull-down list:

Contact Hours Weekly Contact Hours is taken from the
Meeting. Time block of SIAASGN and
multiplied times the specified rate. The
Percentage of Responsibility is already
included in this calculation by virtue of the
Student System computation and will not be
prorated again

Work load The Override (Adjusted) Workload from
SIAASGN if available. If thisvalueisnull,
then Workload is used instead. The selected
value is multiplied times Percentage of
Responsibility and calculated against the
specified rate.

Flat Rate Flat amounts are calculated directly,
disregarding the three factors indicated
above

Enter appropriate values in the following two fields to determine the faculty member’s
faculty contract load.

Work Load Enter the faculty member’s work load associated with the
overload non-instructional assignment.

Contact Hours Enter the faculty member’s contact hours associated with the
overload non-instructional assignment.

Weekly Contact Hours are taken from the Meeting Time
block of SIAASGN and multiplied by the specified rate.

Compensation Displays the compensation amount for the overload non-
instructional assignment.
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Web Page Fields

Item Description/Source Information
Remove Overload Select this check box to de-classify the job assignment asan
overload.

To remove courses from the Overload section:

1. Select the Remove Overload check box for each
assignment.

2. Scroll down and click Remove Overload Job.

3. Thework assignment(s) is transferred back to the
Non-Instructional Overload section of the
Self-Service page.

4. Click Save.

Q Tip
Ensure that you also balance the work
load, credit hours, contact hours, and
head count appropriately for each
assignment. u

Comments Section—Enter confidential comments regarding the faculty member’s
compensation package. Comments entered here cannot be viewed by faculty members.

Buttons/Icons on This Page

Button/Icon Action
B . Displays the Course Information window
Details (bwpkf act . P_Di spCr sel nf oW ndow).

Move to Overload Moves course assignments to the Overload section of the
Self-Service page, if their M oveto Overload check box has
been selected and a valid Position-Suffix resides in the
Overload Position field.

Save Saves any changes made to the compensation information.

Remove Overload Job Removes all instructional assignments, non-instructional
assignments, and clears the Position-Suffix from the
overload section of the Self-Service page. The numerical
balances, that is, Work Load, Credit Hours, Contact Hours,
Headcount, will be reset throughout the page.
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Links to Other Web Pages

This Link Action
Employee Summary Goes to the Employee Summary page.
Filter Selection Goesto the Filter Selection page.

Employee Status Summary Goes to the Employee Status Summary page.

Setup Requirements

Item Description

PTRFLCT Set up the Compensation View for each contract type
within aterm.

STVFCNT Enter a Description for each Contract Type code.

Course Compensation View (bwpkfcal.P_CrseCompensation)

The Course Compensation View tab/pageis designed to be used for faculty members who
are assigned part-time adjunct contract types.

¥ Tip
Active course links are displayed for part-time faculty. If set up as
designed, this is a visual cue to distinguish adjunct faculty from full-time
faculty. [

The Course Compensation View tab/page displays course-related information for each
contract type designated for this view.

For example, if a part-time faculty member has two contracts C1 and C2 with an
institution, this page displays course compensation information for each contract type.

Select the Next Contract Type button to view relevant information associated with
Contract C2.

This Self-Service page is available in two modes:
» Update—when the faculty member’s position status is unlocked.

» Review—when the faculty member’s position statusis locked.

In the Update mode, faculty administrators can perform the following tasks:
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* Identify compensation for specific instructional assignments.

This page serves as awindow to each of the assignments. The user may proceed to
the Course Calculation page by selecting the Subject and Course link for greater
detail and management of compensation for the course.

* Identify and manage compensation for specific non-instructional assignments.

This page allows the faculty administrator to change the Faculty Level, Rate, or the
Calculation Method to manage the detail of compensation for the assignment.

*» Select the Position and Suffix link to access the Job Assignment page and modify
Job Detail information, default earnings code and labor distribution values.

* Enter confidential comments.

In the Review mode, faculty administrators can only review the entered information in
each case listed above.

¥ Tip
To revert to the Update mode, unlock the position on the Employee Status
Summary page. [

The following information is displayed in the Course Compensation view:

» Contract Information

Instructional Summary
* Non-Instructional Summary
» Overload

e Comments
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Compensation View

&R Select the icon in front of the Subject and Course link to access the Course Information Window. Select the Subject and Course link to
access the Course Calculation Page. Select the Position and Suffix link to access the Job Assignment Page. Non-Instructional Faculty Level,
Rate and Calculation Method infarmation may be updated. 4ny Comments made will not be seen by the employee.

Name and ID: Charlie ackerly, FLCTFO046
Term: 200731 - Fall 2008

Course Compensation Vievs SRS

Contract Type: F4 - Fall Only
Total Gompensation for this Contract Type: 6,100.00

Instructional Summary

GRN Subject and Course Position and Suffix Responsibility GCourse Incremental Total Total Position Lock

Session Percent Yalue Yalue Compensation  Status

47010 - 01 ~]EMGR 110 - Engineering FLCTOS - 00, 100 500.00 0.00 500.00 Unlocked
Analysis Faculty Full time

47038 - 01 —|EDUC 105 - Human FLCTOZ - 00, 100 3,600.00 0.00 3,600.00 Unlocked
Development Faculty Full time

Non-Instructional Summary

Type Position and College Department Faculty Level Rate Calculation Work Contact Total Paosition
Suffix Method Load Hours Compensation Lock
Status
ADY - Advising FLCT12 - 00, [mone | 250.00 |Contact Hours 7] 1.00 0.00 0.00 Unlocked
Faculty
Adjunct
(FLAC)
COAH - FLCT1Z - 00, [mare El 500,00 [Contact Hours 7] .00 3.00 1,500.00 Unlocked
Coaching Faculty
Assignment Adjunct
(FLAC)
CHR - FLCT12 - 01, [Mane | 500,00 [Flat Rate o =00 0.00 500.00 Unlocked
Department Faculty
Chairman Adjunct
(FLAC)

Enter Comment

Sawve |

Ermployee Summary
Filter Selection | Employee Status Summary

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Sdect theicon in front of the Subject and Course link to access the Course Information
Window. Select the Subject and Course link to access the Course Calculation Page. Select
the Position and Suffix link to access the Job Assignment Page. Non-Instructional Faculty
Level, Rate and Calculation Method information may be updated. Any Comments made
will not be seen by the employee.
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Web Page Fields

Iltem Description/Source Information

Name and ID Displays the faculty member’s full name and Banner ID.

Term Displays the term selected in the Filter Selection page.

Contract Type Displays the faculty member’s Contract Type code and
description.

The Contract Type code defaults from the Faculty Assignment
Form (SIASSGN), and the description defaults from the
Faculty Contract Code Validation Form (STVFCNT).

Total Compensation for Displays the total compensation associated with the contract
this Contract Type type.

Instructional Summary Section—This section provides a summary of all instructional
assignments of the adjunct faculty member for a particular Contract Type.

CRN-Session Displays the Course Reference Number and the Session
Number associated with each instructional assignment.

Subject and Course Displays the Subject and Course Number, and description
associated with the CRN-Session number.

In the Update mode, (i.e., Position Lock Statusis unlocked),
click the Subject and Cour se link to update compensation
details on the Course Calculation page.

In the Review mode, (i.e., Position Lock Satusislocked),
click the Subject and Courselink to view the relevant details
on the Course Calculation page.

Position and Suffix In the Update mode, (i.e., Position Lock Statusis unlocked),
click the Position and Suffix link to update the Job Detail,
Default Earning Codes and the Job Labor Distribution on the
Job Assignment page.

In the Review mode, (i.e., Position Lock Statusislocked),
click the Position and Suffix link to only view details on the
Job Assignment page.

Responsibility Percent Displays the faculty member’s responsibility for the
CRN-Session during the term regardless of the page view
mode. Thisis quantified as a percent value.

Thisvaue is drawn the Faculty Assignment Form
(SIAASGN).
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Web Page Fields

Item Description/Source Information

Course Value The course value is the outcome of the course calculation for a
specific CRN on the Course Calculation page.

Thisvalue is derived from the Schedule Type table on the
Course Calculation page.

Incremental Total Value Thetotal incremental compensation valueisthe outcome of the
incremental calculation for this specific CRN on the Course
Calculation page.

This amount is derived from the Incremental table on the
Course Calculation page.

Total Compensation Thetotal sum of the Course Value and Incremental Total Value
fields.

Position Lock Status Indicates whether the position that represents the CRN is
unlocked or locked. Positions are locked on the Employee
Status Summary page.

Non-Instructional Summary Section—This section provides a summary of all
non-instructional assignments of a part-time faculty member.

Type Displays the non-instructional assignment code type and
description from the Faculty Assignment Form (SIAASGN).

Position and Suffix In the update mode, (Position L ock Statusisunlocked), click
the Position and Suffix link to update the Job Detail, Default
Earnings Code, and the Job Labor Distribution on the Job
Assignment page.

Inthereview mode, (Position L ock Statusislocked), click the
Position and Suffix link to only view relevant details on the
Job Assignment page.

College Displaysthe college code associated with the non-instructional
assignment type from the Faculty Assignment Form
(SIAASGN).

Department Displays the department code associated with the non-
instructional assignment type from the Faculty Assignment
Form (SIAASGN).
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Web Page Fields

Item Description/Source Information
Faculty Level Select the faculty level of the faculty member from the
pull-down list.

Thisvaluewill default, if applicable, from thefaculty member's
record on the Faculty Tracking form (PEAFACT). Otherwise
select another value to override the default.

Thesevalues are made available to thisNon-instructional Type
on the Faculty Load and Compensation non-Instructional Rule
Table (PTRNIST)

Rate Enter arate for the non-instructional assignment. On selecting
aFaculty Level, the associated rate from PTRNIST is
displayed in thisfield. If you select None (default) or Base
Rate, the associated Base Rate from PTRNIST is displayed.

You may overridetherate defaulted from PTRNIST. Thisfield
will be used in the cal culation of the total compensation for the
assignment.

Calculation Method Select a Calculation Method for the compensation of the non-
instructional assignment from the pull-down list. These values
are displayed from the Faculty Load and Compensation Non-
Instructional Rules Table (PTRNIST). Choicesinclude

Contact Hours Weekly Contact Hours is taken from the
Meeting Time block of SIAASGN and
multiplied times the specified rate. The
Percentage of Responsibility is already
included in this calculation by virtue of the
Student System computation and will not be
prorated again

Work load The Override (Adjusted) Workload from
SIAASGN if available. If thisvalueisnull,
then Workload is used instead. The selected
value is multiplied times Percentage of
Responsibility and calculated against the
specified rate.

Flat Rate A flat amount is calculated for the assignment
disregarding al other calculation factors.
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Web Page Fields

Item Description/Source Information

Work Load Displays the work load value of the non-instructional
assignment.
Values for thisfield are drawn from the Faculty Assignment
Form (SIAASGN).

Contact Hours Displays the number of weekly contact hours for the non-

instructional assignment.

Vauesfor thisfield are drawn from the Faculty Assignment
Form (SIAASGN).

Total Compensation Displays the total compensation of the non-instructional
assignment.

Total Compensation = Rate x Calculation Method

Position Lock Status Indicates whether the Position that representsa CRN is Locked
or Unlocked. Positions are locked on the Employee Status
Summary page. Values include;

Locked Position islocked on the Position Lock Status
Summary page.
Unlocked Position is unlocked on the Position Lock
Status Summary page.
Enter Comment Enter confidential comments regarding the faculty member’s

compensation package. Comments entered on this page cannot
be seen by the faculty member.

Buttons/Icons on This Page

Button/Icon Action

Contract Types are displayed in the a phanumeric order by the Contract Type Code.

The Contract Type buttons (Next Contract Type and Previous Contract Type) appear
only when a faculty member has multiple contracts. When a faculty member has three or
more contract types, both buttons may appear where appropriate.

Next Contract Type Displays information associated with the next contract type.

Previous Contract Type Displays information associated with a contract type~
previousy viewed.
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Buttons/Ilcons on This Page

Button/Icon Action
Save Saves any changes made to course compensation
information.

Links to Other Web Pages

This Link Action
Employee Summary Goes to the Employee Summary page.
Filter Selection Goes to the Filter Selection page.

Employee Status Summary Goes to the Employee Status Summary page.

Setup Requirements

Item Description

PTRFLCT Set up the Compensation View for each contract type, dates
etc. within aterm.

PTRFLAC Set up rates, faculty level rates, and cal culation methods for
instructional assignments.

PTRFLIC Set up incremental compensation codes, rates, and
calculation methods for each term.

PTRNIST Set up rates, faculty level rates, and cal culation methods for
instructional assignments.

SIASSGN Set up assignments for each faculty member.

STVFCNT Enter a Description for each Contract Type code.

Compensation View—Comments Tab
(bwpkfcmt.P_DispCommentsAdmin and
bwpkfcmt.P_DispComments)

Faculty administrators as well as faculty members can enter comments regarding
compensation. The Compensation View page, however, only allows comments to be
entered by and view by faculty administrators. This page also displays a history of
previous commentsin the reverse chronological order. The most recent comment is
displayed first in the list.
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Compensation View

Salary Compensation View

q Any Comments entered here will not be seen by the employee, Enter a comment and select the 'Save' button, Comments will be date-stamped and cannot be
remowed after they are saved. The most recent comment will be displayed at the top of the page.

Name and ID: Olivia Benson, FLACS0002
Term: 200741 - Fall 2006

Previous Gomnents

Date: 11/26/2007 10:32:04 AM
Made hy: Kim Johnson, KIIOHKNSO
Comments: Afdded new assignments.

Date: 11/26/2007 10:30:44 AM
Made hy: Kim Johnson, KIIOHKSO
Comments: Transferred new assignments as overload

Enter Comment

Save I

Filter Selection | Employee Summary

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Any Comments entered here will not be seen by the employee. Enter a comment and select

the Save button. Comments will be date-stamped and cannot be removed after they are
saved. The most recent comment will be displayed at the top of the page.

Web Page Fields

Item Description/Source Information
Name and ID Displays the faculty member’s full-name and Banner ID.
Term Displays the Ter m selected on the Filter Selection page.

Previous Comments—Displaysalist of al previous comments. Comments are displayed
in chronological order with the most recent being at the top. The following informationis
displayed for each comment below:

Date Displays the date of the previous comment.

Made By Displays the name of the person who made the comment.
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Web Page Fields

Item Description/Source Information
Comments Displays the comment.
Enter Comment Enter anew comment in this free-form field.

Buttons/Icons on This Page

Button/Icon Action

Save Saves the comment entered on this page.

Links to Other Web Pages

This Link Action
Filter Selection Goes to the Filter Selection page.
Employee Summary Goes to the Employee Summary page.

Compensation View—Errors Tab (bwpkfcmt.P_DispErrors)

The Errors tab of the Compensation View page displays alist of errors when faculty
calculations are processed.

To correct error messages,

1. Make appropriate changes to Banner Student or Banner Human Resources data, or on
the relevant Self-Service page.

2. Return to the Organization Summary page or on the Employee Summary page.

3. Select the Re-start check box for those employees whose job assignment information
you wish to re-extract from Banner Student and Human Resources.

4. Click Restart Selected Employees.

5. Review the extracted information for any remaining errors.
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Compensation View

Course Compensation View

q all Errars and Warnings are associated with the date they were incurred.

Name and ID: Montana Watson, FLACCO03S
Term: 200741 - Fall zooe

Error Type Message Date
Error annual Salary for Job Detail cannot be changed unless Salary Step is zero, A00002-00 01/23/2008
Error annual Salary for Job Detail cannot be changed unless Salary Step is zero, A00002-00 01/23/2005

Filter Selection | Employee Surmmary

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

All Errors and Warnings are associated with the date they were incurred.

Web Page Fields

Item Description/Source Information

Name and ID Displays the faculty member’s full-name and Banner ID.
Term Displays the Ter m selected on the Filter Selection page.
Error Type Indicates whether the message is an Error or a Warning.
Error Message Displays one or multiple error messages as appropriate.
Date Displays the date on which the error first appeared.

Links to Other Web Pages

This Link Action
Filter Selection Goesto the Filter Selection page.
Employee Summary Goes to the Employee Summary page.

Course Calculation (bwpkfcal.P_CrseCalculationDetl)

Faculty administrators access the Course Calculation page to assign compensation for
each course allocated to a part-time faculty member.

Based on the Schedule Type (the medium of instruction), the default Rate (including rates
associated with a person’s Faculty Level) and the Calculation Method are defined on the
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Faculty Load and Compensation Instruction Rules Table (PTRFLAC). These, combined
with the corresponding val ues represented in the Calculation Method, create an initial
compensation for the course.

Incremental Rates or Percentages can also be applied to a Calculation Method with
corresponding values to produce an Incremental Compensation for the course.

Access the Course Calculation page by clicking a Subject and Cour se on any of the
following pages.

» Employee Summary page
» Qrganization Summary page
» Compensation Views page

Course Calculation

&® Detailed information on the compensation calculation of a specific course, Schedule Type records may not be updated or removed.
Instructional Faculty Level, Rate and Calculation Method information may be updated. Incremental Types may be added, updated or remowved.
To remove Incremental Type records, select the 'Remove’ checkbox and select the 'Save' button.

Name and ID:  Charlie Ackerly, FLCTFOD46
Term: 200731 - Fall 2006

Contract Type: FA - Fall Gnly

CRN-Session: 47010-01

Subject-Course: ENGR. 110 - Engineering Analysis

Part of Term: 1 - Full Term
Campus: M - Main
College: EM - College of Engineering

Position-Suffix: FLCT09-00, Faculty Full time

Schedule Faculty Level Rate Calculation Method Work Credit Gontact Head Responsibility Percent Gompensation
Type Load Hours Hours Count Percent of

Session
B2 - Lah Hone ;” 100,00 [Credit Hours ] =000 tooo 1.00 7 100 100 100.00
(FLAC Credit)
LE1 - Lecture |N0ne ;“ 200,00 icfed‘t Hours ;] 3.000  2.000 2.00 7 100 100 400.00
(FLAC Credit)

Total: E00.0o
Incremental Rate Percentage Calculation Method  Work Load Credit Hours Contact Head Compensation Remove

Hours Count
|N0t SE\BCted;H | |Credit Haurs ;l l ! ] |
|Nc|t Se\ectedjl | |Cred|t Hours _jJ | I ‘ |
|NDt Se\ectedj! l |Credit Hours j I ! ] i
|N0t Se\ected_jl | |Credit Haurs _'J | I ‘ |
Total: 0.00

Sawve I

Employee Summary | Course Compensation View | Compensation and acknowledgement

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:
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Detailed information on the compensation cal culation of a specific course. Schedule Type
records may not be updated or removed. Instructional Faculty Level, Rate and Calculation
Method information may be updated. Incremental Types may be added, updated or
removed. To remove Incremental Type records, select the Remove checkbox and select the
Save button.

Web Page Fields

Item Description/Source Information

The following fields are displayed for each course.

Name and ID Displays the faculty member’s full-name and Banner ID.
Term Displays the term selected in the Filter Selection page.
Contract Type Displays the faculty member’s Contract Type code and

description associated with the course being calcul ated.

The contract code is derived from the Faculty Assignment
Form (SIAASGN), and the descriptions default from the
Faculty Contract Code Validation Form (STVFCNT).

CRN-Session Displays the Course Reference Number (CRN) of the
section the faculty member isto instruct.

For instructional assignments, the CRN number isdisplayed
from the Faculty Assignment Form (SIAASGN).

Subject-Course Displays a description of the course corresponding to the
CRN Session number from the Faculty Assignment Form
(SIAASGN).

Part of Term Displays the Part of Term code and its description that is
associated with the course. Thisinformation is drawn from
the Schedule Form (SSASECT).

Campus Displays the Campus code and description associated with
the course. Thisinformation is drawn from the Schedule
Form (SSASECT).

College Displays the College code and description associated with
the course and campus.

Position-Suffix Displays the Position and Suffix associated with the course
from the Faculty Assignment Form (SIAASGN).
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Web Page Fields

Item Description/Source Information

Schedule Type Table: Each course is associated with a schedule type. A schedule type
indicates the mode of instruction delivery, for example, lectures, laboratory assignments,
online classes, etc. Schedule types are assigned to each course on the Basic Course
Information Form (SCACRSE) in Banner Student. Thistableis created using the Schedule
Type, the course load information, and the Faculty Load and Compensation Instructional

Rules Table (PTRFLAC).

Schedule Type Displays the Schedul e type associated with the course. This
information is drawn from the Basic Course Information
Form (SCACRSE) in Banner Student.

Faculty Level (Optional) Faculty level, if used by aninstitution, establishes

abase rate for the faculty member on certain instructional
and non-instructional assignments. It isused in conjunction
with assigning a Faculty Level to the faculty member on the
Faculty Action Tracking form (PEAFACT). If the Faculty
Level ispresent on PEAFACT and the Faculty Level isused
in the rate structure on PTRFLAC, then the associated rate
will default to this page instead of the Base Rate from
PTRFLAC.

You can override the rate. Select the Faculty Level of the
faculty member from the pull-down list. Choices include:

None No rate is associated with a Faculty Level.

Base Rate The base rate associated with the selected
Faculty Level isapplied. Thisinformation
is drawn from the Faculty Load and
Compensation Instructional Rates Form
(PTRFLAC).

PTRFLAC Rate Values associated with this Schedule Type
on the Faculty Load and Compensation
Ingtitutional Rates Form (PTRFLAC).

Note: Specify additional faculty levels for each Schedule
Type on the Faculty Load and Compensation Instructional
Rates Form (PTRFLAC) and associate a Faculty Level for
each faculty member on the Faculty Tracking Form
(PEAFACT) before you run the extract process
PEPFLAC, to reduce the manual effort required to
establish an initial calculation for each faculty member.
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Web Page Fields

Item Description/Source Information

Rate The Rate associated with each Schedule Type (used asabase
rate) or the rate associated with the combination of Schedule
Typeand Faculty Level. Either way thisisderived, theinitial
rate is drawn from the Faculty L oad and Compensation
Instructional Rates Form (PTRFLAC).

Override the default rate if required.

Calculation Method Select a compensation cal culation method from the
pull-down list. Choices include:

Credit Hours  Credit Hourswill be taken from the Faculty
Assignment Form (SIAASGN), multiplied
times the Percentage of Responsibility and
the specified rate.

Contact Hours Weekly Contact Hours will be taken from
the meeting time block on the Faculty
Assignment Form (SIAASGN) and
multiplied times the specified rate. The
Percentage of Responsibility is already
included in this calculation by virtue of the
Student System computation and will not be
prorated again.

Generated Credits Generated Credit Hours allow for
compensation to be determined on the basis
of Credit Hours, times Headcount, and
times Percentage of Responsibility. This
figure is pre-determined in Banner Student
and will calculate against a base rate from
thisrule form.

Head Count  The student headcount for the course, taken
at thetime of extract, ismultiplied timesthe
specified rate.

Work load The Override (Adjusted) Workload from
SIAASGN will be used if present. If this
valueis null, then Workload will be used.
The selected value is multiplied times
Percentage of Responsibility and cal culated
against the specified rate.

Flat Rate Flat Amounts are calculated directly,
without regard to the three factorsindicated
above.
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Web Page Fields

Item Description/Source Information

Work Load The faculty member’swork load associated with the course
assignment.

Credit Hours The faculty member’s credit hours associated with the
course assignment.

Contact Hours The faculty member’s contact hours associated with the
course assignment.

Headcount The course or section enrollment associated with the course
assignment.

Responsibility Percent Displays the faculty member’s degree of responsibility with
regard to the CRN-Session for the term as a quantifiable
percent value.

Thisvaue is drawn from the Faculty Assignment Form
(SIAASGN).
Percent of Session The percent of this session that the faculty member is

responsible for.

Compensation Displays the compensation for the course. It is calculated as:
Course Compensation = Rate x Calculation Method

If the Flat Amount Calculation Method is used, the valueis
identical to therate.

Incremental Type Table: Specify the following information if incremental compensation
isawarded for a course in addition to the base compensation.

¥ Tip
To add new incremental values, click Save to keep the values and
ensure four blank incremental rows for continued input. u
Incremental Select an Incremental Type code from the pull-down list.

Thevalues are extracted from the Faculty Load I ncremental
Compensation Rules Form (PTRFLIC) in Banner Human
Resources.

Each Incremental Type is associated with a Rate or
Percentage, and a Cal culation Method on the Faculty Load
Incremental Compensation Rules Form (PTRFLIC). These
values default from PTRFLIC to this page
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Web Page Fields

Item

Description/Source Information

Rate

Percentage

Calculation Method

March 2013

Displays the rate associated with the selected incremental
type. Enter anew rate if required.

A rateisrequiredif the Calculation Methodis: Credit Hours,
Contact Hours, Generated Credits, Headcount, Work Load,
and Flat Rate.

Displays the percentage rate associated with the selected
Incremental Type. Thispercent will be applied in addition to
the calculation of the assignment.

A percentage isrequired only if the Calculation Method is
Percentage

Select a compensation calculation method for calculating
incremental compensation from the pull-down list. Choices
include:

Credit Hours  Credit Hourswill be taken from the Faculty
Assignment Form (SIAASGN), multiplied
times the Percentage of Responsibility and
the specified rate.

Contact Hours Weekly Contact Hours will be taken from
the meeting time block on the Faculty
Assignment Form (SIAASGN) and
multiplied times the specified rate. The
Percentage of Responsibility is already
included in this calculation by virtue of the
Student System computation and will not be
prorated again.

Generated Credits Generated Credit Hours allow for
compensation to be determined on the basis
of Credit Hours, times Headcount, and
times Percentage of Responsibility. This
figure is pre-determined in Banner Student
and will calculate against a base rate from
thisrule form.

Head Count  The student headcount for the course, taken
at thetime of extract, ismultiplied timesthe
specified rate.
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Web Page Fields

Item

Description/Source Information

Calculation Method (cont.)

Work Load The Override (Adjusted) Workload from
SIAASGN will be used if present. If this
valueis null, then Workload will be used.
The selected value is multiplied times
Percentage of Responsibility and cal culated
against the specified rate.

Flat Rate Flat Amounts are calculated directly,
without regard to the three factorsindicated
above.

Percentage of Course The specified Percent will be used to
calculate theincrement based upon thetotal
value of the course.

Enter appropriate values in the following four fields to determine the faculty member’s
incremental compensation for asingle course. It isonly necessary to fill in the appropriate
field being used by the Calculation Method.

Work Load

Credit Hours

Contact Hours

Head Count

Compensation

Remove

Total (row)

Enter the faculty member’s work load associated with this
increment.

Enter the faculty member’s credit hours associated with this
increment.

Enter the faculty member’s contact hours associated with
this increment.

Enter the faculty member’s head count associated with this
increment.

Displays the total calculated incremental compensation for
the course.

Select this check box to remove an incrementa row from
thistable. Save.

Thetotal of all incremental compensation for the course.

Buttons/Icons on This Page

Button/Icon

Action

Save

Saves changes made to this Self-Service page.
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Links to Other Web Pages

This Link Action

Employee Summary Goes to the Employee Summary page.

Organization Summary Goes to the Organization Summary page.

Course Compensation Goes to the Course Compensation View page.

View

Compensation and Goes to the Compensation and Acknowledgement page.
Acknowledgement

Setup Requirements

Item Description

PTRFLCT Set up the Compensation View for each contract type, dates
etc. within aterm.

PTRFLAC Set up rates, faculty level rates, and cal culation methods for
instructional assignments.

PTRFLIC Set up incremental compensation codes, rates, and
calculation methods for each term.

PTRNIST Set up rates, faculty level rates, and cal cul ation methods for
instructional assignments.

SIASSGN Set up assignments for each faculty member.

STVFCNT Enter a Description for each Contract Type code.

Job Assignment (bwpkfjob.P_DispJobDetl)

Access the Job Assignment page to specify Job Detail, Default Earnings Codes, and Job
Labor Distribution for each job assignment (instructional, non-instructional, and overload)
by selecting the Position-Suffix link from any of the following pages:

» Salary Compensation View

» Course Compensation View
Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:
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For faculty whose courses are cal culated individually, changing the Annual Salary field
will not change the Course Compensation View or Course Calculation pages. For faculty
who are salaried and do not have their courses calculated individually, changing the
Annual Salary field will change the Salary Compensation View page.

The Job Assignment page consists of three tabs:
 Job Detail (default tab)
» Default Earnings and

« Account Distribution

Select the relevant tab to access the corresponding Self-Service page. The following pages
describe page and field descriptions of each tab.

Job Detail

The Job Detail tab is the default open tab on the Job Assignment page. Access the Job
Detail tab to change and/or confirm job detail information associated with the job
assignment.

Job Assignment

For faculty whose courses are calculated individually, changing the Annual Salary field will not change the Course Compensation View or Course Calculation pages.
For faculty who are salaried and do not have their courses calculated individually, changing the Annual Salary field will change the Salary Compensation View page.

Mame and 1D: Charlie Ackerly, FLCTFOO46
Term: 200731 - Fall 2006
Position and Suffix: FLCTO09-00, Faculty Full time
Position Lock Status: Unlocked

Acknowledged on:

pIEEIETR  Job Earnings  Account Distribution

#* indicates a required field.

Job Type:* IPrimary hd
Begin Date: ® (MM/DD/Y¥YY) ;nghszznns
Effective Date: % {MM/DDFYYYY) !09/15/2006

Personnel Date: ¥ {MM/DDFYYYY) 109f15/2006

End Date: (MM/DDJYYYY) [0Tr1372007
Change Reason: 00001 - Anniversary
Title: [Faculty Full time
Job FTE: i 1.000
Appointment Percent: ¥ | 100.00

Hours Per Day: i 1.00

Salary Gruup:* Q!ZDDG

Salary Table: # QIFA

Salary Grade: ¥ QiUZ

Salary Btep:* Qsl 1]

Regular Rate: l 512.500000
Hours Per Pay: i z.00
Assign Salary:* I 1,025.00
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Factor: % 4.0

Pays:* 1—40
Annual Salary:* I‘m}‘
Deferred Pay: [ﬁ
Pay ID: MK - Kim's Manthly
Save

Course Compensation Yiew

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor.

For faculty whose courses are cal culated individually, changing the Annual Salary field
will not change the Course Compensation View or Course Calculation pages. For faculty
who are salaried and do not have their courses calculated individually, changing the
Annual Salary field will change the Salary Compensation View page.

Web Page Fields

Item Description/Source Information

The following five fields are common to all three tabs of the Job Assignment page.

Name and ID Displays the faculty member’s full-name and Banner ID.

Term Displays the term selected in the Filter Selection page.

Position and Suffix Displays the Position, Suffix, and Title associated with the
faculty member’s course when extracted from the Faculty
Assignment Form (SIAASGN).

Position Lock Status Displays the lock status of the position. Choices include:
Locked Fields are display only.

Unlocked Fields can be updated.

Acknowledged On Displaysadateif the faculty member has acknowledged the
compensation for the job assignment, if available.

If the Position Lock Statusis Unlocked, the following fields can be updated. Initially, all
fields are populated with values from relevant fields drawn by the Extract Process
(PEPFLAC).

If the Position L ock Statusis Locked, all fields are for display only.
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Web Page Fields

Item

Description/Source Information

Job Type

Begin Date

Effective Date

Personnel Date

End Date

(Required) Select the Job Type of the job assignment from
the pull-down list. Thisfield may not be available for
updates depending on whether thejob currently existsfor the
employee. If so, the Job Type would already be established
and this field would be display-only. Choices include:

e Primary
e Secondary
e Overload

(Required) Specify the Job Begin Datein MM/DD/YYYY
format.

When this job represents course-based compensation, this
date is established by taking the beginning date of the
course, and using the Payroll Calendar Table (PTRCALN) to
find the Payroll Begin Date on or after the course begin date.

The Faculty Contract Type Control Rules (PTRFLCT) can
also affect the Begin Date. If the Update Job Effective Date
isleft blank, the aboverule applies. If the dateis populated,
the extract process, PEPFLAC, will usethis date directly on
the job assignment.(see the Note below for End Date).

Thisfield may not be available for updates depending on
whether the job existsfor the employee. If so, the Job Begin
Date will befor display only.

(Required) Specify the Effective Datein MM/DD/YYYY
format.

Theinitial date is drawn by the extract process from the
Faculty Load Contract Type Control Rules Form
(PTRFLCT).

(Required) Specify the Personnel Date of the job assignment
inMM/DD/YYYY format.

This date defaults from the Effective Date.

(Optional) Specify the End Date of the job assignment. This
date corresponds to the end date of the course.

When ajob represents course-based compensation, this date
isestablished by taking the End Date of the course, using the
Payroll Calendar Table (PTRCALN) to find the next Payrall
End Date.
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Web Page Fields

Item Description/Source Information

Note: In the Faculty Load and Compensation Module, figuring begin and end dates for
part-time faculty job records contains the following logic:

Dates Used: If a course has specific Start and End dates associated with it, they will be
considered. If they are not present, the Part of Term dates will be used. If they are not
present, the Term dates will be used.

Generating Job Detail Begin and End Dates: Job Begin and End Dates are carefully
selected so that the faculty member will be paid a consistent amount over the proper
number of payments. Therefore, using the Start and End dates (as determined above),
the Job Begin Date will be the first Payroll Begin Date on PTRCALN that is either on or
follows the chosen Start Date. (See the next paragraph for the exception to this). The
Job End Date will be the first Payroll End Date on PTRCALN that is either on or follows
the chosen End Date.

The Faculty Contract Type Control Rules (PTRFLCT) can also affect the Begin Date. If
the Update Job Effective Date is left blank, the above rule applies. If the date is
populated, the PEPFLAC extract process will use this date directly on the job
assignment. This allows an institution to post an effective date that is before the Term or
the course begins.

An Open Learning class where part of term dates do not exist, the job begin and end
date logic will derive the job begin date from the earliest learner registration start date,
and use the duration units to determine the job end.

Note: To determine the Begin Date and Effective Date of the Job Assignment, use the
Learner Registration Start Date to create the temporary job effective date, if Update
Effective Date on the Faculty Contract Type Control Rules form (PTRFLCT) is null.
From the Pay Calendar, the process will find the first Pay Period Start Date that is greater
than the temporary job effective date. If the Pay Period Start Date is greater (later) than
the temporary Job Effective Date, then it becomes the new Job Effective Date for the
Job Assignment.

To determine the temporary job end date, derive this temporary job end date for Open
Learning classes by calculating the duration of the section in conjunction with the learner
start date.

From the Pay Calendar, the process will find the first Pay Period End Date that is greater
than the temporary job end date. This Pay Period End Date becomes the new Job End
Date for the job assignment.

Exception: One exception to this rule is if the Course (or Part of Term or Term) starts
and ends within one pay period. In this case the Job Begin and End dates will surround
the course start and end date so that the faculty member will be paid on the first pay after
the end of the course. In order to make this happen, the Job Begin Date will be before
the course start date.
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Web Page Fields

Item Description/Source Information

Note: For Part-Time Faculty Members: It is recommended that a unique job number
(Position-Suffix) is given for each course. If this is unavoidable and multiple courses are
assigned to the same Position-Suffix, the extract process will attempt to spread even
payroll amounts over the proper pay periods. This will involve the same logic as above
using the earliest Course Start Date and the latest Course End Date.

Because this situation is a variation to the design of the Faculty Load and Compensation
module, it is essential that Faculty Compensation Administrators verify proper Job Begin
and End Dates when this situation occurs.

Change Reason Displays the default Change Reason Code selected viathe
extract process, PEPFLAC.

Title Thejobtitle defaultsfrom the existing job record or fromthe
Position Title for new job assignments.

Override the default and enter an alternate title description.

Job FTE (Optional) For an existing job assignment, the value defaults
from the job record. For new job assignments, defaults the
lesser of 1 or the FTE value for the position on the Position
Definition Form (NBAPOSN).

Enter an alternate value to override the defaults.

Appointment Percent (Required) Displays the appointment percent associated
with the job assignment.

The percent value defaults from the job record for existing
job assignments. For new job assignments, the value defaults
from the position record.

Enter an alternate value to override the defaults.

Hours per Day (Optional) Displaysthe number of total number of hours per
pay period associated with the job assignment.

The value defaults from the job record for existing job
assignments. For new job assignments, the value defaults
from the position record.

Enter an alternate value to override the defaults.
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Web Page Fields

Item Description/Source Information

The following four fields display the salary structure associated with the job assignment.
AsisBanner, the Salary Group, Table, Grade, and Sep must all be defined together in
the Salary/Rate Structure Rules Table (NTRSALA). For existing job assignments, the
values are drawn from the job record. For new job assignments, the values are drawn from
the Position Definition Form (NBAPOSN). To modify the salary structure:

1. For each salary-related field, click Search to select valid salary aternatives.

2. Click Save at the bottom of the page.

Salary Group (Required) Displays the Salary Group code associated with
the job assignment.

Salary Table (Required) Displays the Salary Table code associated with
the job assignment.

Salary Grade (Required) Displays the Salary Grade code associated with
the job assignment.

Salary Step (Required) Displaysthe Salary Step code associated with the
job assignment.

Note: Salary Step codes cannot be used for course-based
calculations, because each individual academic
assignment is individually computed, and will not be
equivalent to a defined Step value.

Regular Rate Displaystheregular rate of the job assignment. Thisvalueis
calculated using the formula:
Assign Salary / Hours Per Pay

Hours Per Pay Displays the Total Hours per pay period.

Assign Salary The amount paid for the job each pay period. It is calcul ated

using the formula:

Annua Salary / Factor

Factor Displaysthe number of paysto complete the full payment of
the faculty assignment.

Pays Displays the number of pay periods associated with the job
assignment
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Web Page Fields

Item Description/Source Information

Annual Salary Displays the annual salary of the job assignment.

For full-time salaried faculty members, the annual salary is
drawnfromtheNew Annual Salary or the Current Annual
Salary in the Salary Compensation View tab of the
Compensation View page.

For overload assignments, theannual salary isthetotal of the
Overload compensation in the Salary Compensation View
tab of the Compensation View page.

For part-time course compensated faculty members, the
annual salary isthe sum of the total compensation amounts
in the Instructional Summary table and the Non-
Instructional Summary table.

Deferred Pay Displays the deferred pay associated with the job
assignment.

\:P Tip
Associate the job with a valid Deferred
Pay Code defined on the Deferred Pay

Period Rule Table (PTRDFPR). u

Note: It is recommended that you set up Deferred Pay for
only salaried faculty members. When the Defer Pay code
changes, the job will be recomputed.

Pay ID Displays the Pay 1D associated with the job assignment.

Buttons/Ilcons on This Page

Button/Icon Action

Save Saves the changes made to the job detail information.

Links to Other Web Pages

This Link Action

Salary Compensation View Goes to the Salary Compensation View page for full-time
salaried faculty members.

Course Compensation Goes to the Course Compensation View page for part-time
View faculty members.
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Job Earnings (bwpkfjob.P_DispJobEarnings)

Select the Job Earnings tab on the Job Assignment page to set up default earning codes for
each job assignment.

For existing job assignments, values default from the employee’s job record. For new job
assignments, values default from the Employee Class Rules Form (PTRECLYS) if the
Employee Classis eligible for default earnings.

Override the defaults and enter alternate information as required on this Self-Service page.
Thefollowing page is displayed when the Position L ock Statusis Unlocked.

Job Assignment

&R Update applicable fields. The Earnings End Date should not be prior to the Earnings Effective Date. To remove a Default Earnings record,
select the Remove checkbox and select the Save and Add New Rows button,

Name and ID: Robert Barker, FLACS0Z00
Term: 200751 - Spring 2007
Position and Suffix: FLACO01-00, Faculty Full time
Position Lock status: Unlocked

Acknowledged on:

Job Detail ERTNEINHIER Account Distribution

# - indicates a required field.

Effective Earnings % Hours or Units Per  Deemed Special Rate shift# End Date Remove
Date Pay Hours MM/DDSYYYY
01/01/2008 [REG, Regular Pay A wEroo [ [ [ ] r
IVAC, Wacation Pay jl 120,00 I I I— |
|N0t Selected j | | | I_ |
|Nc|t Selected j I | | I— I
INDt Selected j | | | I— |

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. If the Position L ock Statusis Unlocked, the
delivered text is:

Update applicable fields. The Earnings End Date should not be prior to the Earnings
Effective Date. To remove a Default Earnings record, select the Remove checkbox and
select the Save and Add New Rows button.

Web Page Fields

Iltem Description/Source Information

The following five fields are common to all three tabs of the Job Assignment page.
Name and ID Displays the faculty member’s full-name and Banner ID.

Term Displays the term selected in the Filter Selection page.
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Web Page Fields

Iltem Description/Source Information

Position and Suffix Displays this Job Assignment's Position, Suffix and Title
associated with the faculty member's course when
extracted from the Faculty Assignment Form (SIAASGN).

Position Lock Status Displays the lock status of the position.

If the status is Unlocked, data can be entered in all the
fields.

If the status is Locked, all fields are for display only.

Acknowledged on Displays adate if the faculty member has acknowledged
the compensation for the job assignment, if available.

Effective Date Displays the start date of the default earning code.

Earnings Earningswill default if the faculty member has an existing

job. They will also default if the job's associated Employee
Classiscaled. Otherwise, no records are populated.

Select earn codes associated with the job assignment from
thepull-downlist. Thelist valuesarelimited to the€dligible
earnings listed on the Employee Class form (PTRECLYS).

Hours or Units Per Pay If earnings come from an existing job, the hours also
transfer to this record.

If the earnings default because the job is new and the
Employee Class calls for default earnings, then the Hours
Per Pay default from the Employee Class.

Enter the number of hours or units of default earnings on
the faculty member's time sheet.

Deemed Hours (Optional) Number of reportable hours for Canadian
Employment Insurance.

Special Rate (Optional) Enter the special rate paid per hour or unit, only
with an Earn Code that has been designated as a Specia
Rate.
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Web Page Fields

Iltem Description/Source Information

Shift (Required) Enter the shift code for each earnings code.

If earnings come from an existing job, the shift will also
transfer to this record.

If the earnings default because the job is new and the
Employee Class calls for default earnings, then the Shift
defaultsfrom the Employee Classes Work Schedule or, the

Shift defaults to 1.

End Date (Optiona) Enter the end date for the earnings code. This
must be specified as the day following the termination of
the Earnings.

Remove Select this check box to remove an earn code for ajob

assignment. To remove a Job Earnings record:
1. Select the Remove check box

2. Click Save and Add New Rows.

Buttons/Icons on This Page

Button/Icon Action

Save and Add New Rows  Saves data entered or updated in this tab.

Links to Other Web Pages

This Link Action

Salary Compensation View Goes to the Salary Compensation View page for full-time
salaried faculty members.

Course Compensation Goesto the Course Compensation View for part-timefaculty
View members.

Account Distribution (bwpkfjob.P_DispJobAcctDistr)

Select the Account Distribution Tab to add, change or remove FOAPAL values associated
with job assignments. When the Position Lock Statusis Unlocked, new or existing
FOAPAL values can be entered or modified. When the Position L ock Statusis Locked,
al fields are for display only.

March 2013 Banner Faculty Load and Compensation 8.9 4-63
Handbook
Field Reference Information



Job Assignment

“ Update applicable fields, To remove a labor record, select the 'Remove’ checkbox and select the 'Save and Submit' button.

Mame and ID: Charlie ackerly, FLCTFOO46
Term: 200731 - Fall 2008
Position and Suffix: FLCT09-00, Faculty Full time
Position Lock Status: Unlocked

Acknowledged on:

Job Detail Job Earnings FXEs L @sIEaalil)]

Effective Date: 09/15/2006

COA Index Fund Organization  Account Program Activity Location Project Cost Percent Remove
B QlCAFE Qlawu Q [rzeor | A [srao C1§|90 Q| Q[ Q[ Q [ e0ioo T
B Q\ICAFE Qiamu Ck|125n11 Q,|571|J Q!QD Q| CH Q,| Q;,| [ 500 T
B C3§|a00|< Qiawu Q]lzsua C3««]5900 Q]gu inu Ck] QI QI [ ano T
B Qfcare Q, 3100 Q [izeor | Q[s7in Q oo Q, [too Q] Q Q [ 100 T

QA a Q A QA a Q A Q] |

Qf Q QA Qf Qf Q Y Qf Qf f

A Qf QJ A A Qf QA Q] A |

G Q] QA A Q. Q] Q A A [

Total: 100.00
Walidate or Default Index I Save and subrnit |

Course Compensation Vigw

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. If the Position L ock Statusis Unlocked, the
delivered text is:

Update applicable fields. To remove a labor record, select the Remove checkbox and
select the Save and Submit button.

Web Page Fields

Item Description/Source Information

The following five fields are common to all three tabs of the Job Assignment page.

Name and ID Displays the faculty member’s full-name and Banner ID.
Term Displays the term selected in the Filter Selection page.
Position and Suffix Displays the job assignment’s Position, Suffix, and Title

associated with the faculty member’s course when extracted
from the Faculty Assignment Form (SIAASGN).
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Web Page Fields

Item

Description/Source Information

Position Lock Status

Acknowledged on

Effective Date

COA

Index

Fund

Organization

Account

Program

Activity

Project

Cost

Percent

Displaysthe lock status of the position.

If the status is Unlocked, datacan be entered in all thefields
listed below.

If the statusis Locked, all fields are for display only.

Displaysadateif the faculty member has acknowledged the
compensation for the job assignment, if available.

Thiswill aways be the same date as the Effective Date on
the Job Detail record.

Displays the position chart of accounts code.

Index code associated with the Job Assignment and
FOAPAL.

W Tip
When using an Index Code on a new
distribution record, click Validate or
Default Index to retrieve all of the
Index components. u

The fund code associated with the Job Assignment salary
expense.

Position Budget Organization Code associated with the Job
Assignment salary expense.

The Account Number associated with the Job Assignment
salary expense.

The Program code associated with the Job Assignment
salary expense.

TheActivity code associated with the Job Assignment salary
expense.

The Project code within the Finance Cost Accounting
modul e associated with the Job Assignment salary expense.

The cost associated with the Job Assignment salary expense.

The percentage of this record (row) towards the 100%
needed to validate the page.
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Web Page Fields

Item Description/Source Information

Remove Select this check box and click Save and Submit to remove
arow of FOAPAL values.

Total (row) Thetotal percentage of al labor distributions for this
contract value. This must equal 100 percent.

Buttons/Ilcons on This Page

Button/Icon Action
Q Returns a Valid Values window with eligible values for
Search selection. Each field of the FOAPAL has thisicon.

Validate or Default Index Validatesthe entered account distribution valuesor resetsthe
FOAPAL valuesto their default.

Save and Submit Saves and submits the changes to the database.

Links to Other Web Pages

This Link Action

Salary Compensation View Goes the Salary Compensation View page for full-time
salaried faculty members.

Course Compensation View Goes the Course Compensation View page for part-time
salaried faculty members.

Job Selection (bwpkfcal.P_ChooseJob)

The Job Selection page lists all job assignments for afaculty member held currently or in
the past, as of a specific query date. It is used when the Faculty Compensation
Administrator is moving course information to Overload. Therefore, it is available only
for faculty members with contract types that require the Salary Compensation View.

This allows the faculty administrator to re-use a previous job assignment when creating a
current overload assignment for a faculty member.

To access this page, select Existing Jobsin the Overload section on the Salary
Compensation View page. If afaculty member has held no previous job assignments, this
link will not be displayed.
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Job Selection

Q Enter a Query Date and select Go, Select the Job link under the 'Number and Title',

Name and ID: Josiah Leigh Bartlett, FLCTFOOOL

Query Date: mm/Dosrree® [0z/05/2008

Existing Jobs

Mumber and Title Time Sheet Organization Start Date End Date Last Paid Date Status
FLCTO1-00 Faculty Full time 11001, Arts and Sciences  07/01/2005 08/14/2005 Active
Salary Compensation View
Return to Faculty Load and Compensation Menu
Example

Access the Job Selection page to check if you can re-use a previous job assignment
and create a current overload assignment for a faculty member.

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Enter a Query Date and select Go. Select the Job link under the Number and Title.

Web Page Fields

Item Description/Source Information
Name and ID Displays the faculty member’s full-name and Banner ID.
Query Date (Required) The current dateisthe default date. To repopul ate

the table, enter anew query datein MM/DD/YYYY format.

The Existing Jobs table displaysalist of all job assignments
held prior to the date entered.

Existing Jobs Table: The following information is displayed for each job assignment.

Number and Title The Position Number, Suffix, and Description.

Click the link on the appropriate position number to move
this Position-Suffix to the Overload table on the Salary
Compensation View page.

Time Sheet Organization Displays the time sheet organization code associated with
the existing job.

Start Date Displays the start date of the job assignment.
End Date Displays the end date of the job assignment if available.
Last Paid Date Displaysthe last paid date for the job assignment.
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Web Page Fields

Item Description/Source Information

Status Displays the current job status of the job assignment.

Buttons/Icons on This Page

Button/lcon Action
Go Displays all job assignments of afaculty member as of the
entered query date.

Links to Other Web Pages

This Link Action

Salary Compensation View Goes to the Salary Compensation View page for full-time
salaried faculty members.

Return to Faculty Load and  Displays the Faculty Load and Compensation main menu.
Compensation Menu

New Position Selection (bwpkepaf.P_ChoosePosition)

The New Position Selection page lists al available positions that meet the user’s security
criteria. Thisfeature is used when the faculty administrator is moving course information
to Overload; therefore, it is available only for faculty members with contract types that
require the Salary Compensation View.

This alows the Faculty Compensation Administrator to obtain a new active position for
the faculty member when creating a current overload assignment for a faculty member.

To access the New Position Selection page, click Search adjacent to the Position in the
Overload section of the Salary Compensation View.
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New Position Selection

& Enter search criteria and select Go. Then select the link under Position to select it.

Search Criteria

Position Number:

Employee Class:

01, FT Admin s
COA:

A, SCT University i

Budget Organization:

001,

Zalary Compensation Yigw
Return to Faculty Load and Compensation Menu

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Enter search criteria and select Go. Then select the link under Position to select it.

Web Page Fields

Item Description/Source Information

Search Criteria: Enter the search criteria to identify a subset of position IDs. Use the
percent (%) sign to conduct a wild card search.

Position Number Enter the position number if available.

For example, PA%, or ADMINOL.

Employee Class Select the employee class from alist of values. Use the
CTRL + SHFT key to make multiple choices. Thiswill filter
positions using the Employee Class on the Position
Definition form (NBAPOSN).

COA Select the Chart of Accounts code from a predefined list of
values. Usethe CTRL + SHFT key to make multiple
choices. Thiswill filter positions using the COA on the
Position Definition form (NBAPOSN).

Budget Organization Select the Budget Organization codes from alist of values.
Usethe CTRL + SHFT key to make multiple choices. This
will filter positions using the Or ganization from the Salary
Budget tab on the Position Budget form (NBAPBUD).

Search Results: The following information is displayed as the outcome of a search.
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Web Page Fields

Item Description/Source Information

Position Displays all position numbers that match the search criteria.

Title Displaysthetitle of each position number.

Employee Class Displays the Employee Class associated with each position
number.

COA Displays the Chart of Accounts code (COA) for each
position number.

Budget Organization Displaysthe Budget Organization code associated with each
position number.

Begin Date Displays the Begin Date of each position number.

End Date Displaysthe End Date of each position number, if available.

Buttons/Ilcons on This Page

Button/Icon Action

Go Enter search criteria and click Go to view search results.

Links to Other Web Pages

This Link Action

Salary Compensation View Goesto the Salary Compensation View pagefor al full-time
salaried faculty members.

Return to Faculty Load and  Goes the Faculty L oad and Compensation main menu.
Compensation Menu

Employee Filter (bwpkflac.P_ChooseEmpFilters)

Use the Employee Filter page to search for a specific employee in a selected filter term.
Access this page by selecting Employee Filter from the Filter Selection page.

You can search for an employee by their Last name and/or First name, or Banner ID.
Conduct awild card search using the percent (%) sign.

Example

Enter TAM%, 1D120% in the relevant search fields.
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Employee Filter

ﬂ Enter the Last name and/or First Mame of the employee - or - Enter an ID. Use the percent sign as a wildcard. For example, "Tay%" in the Last Mame field will
retrieve employees with last names that start with "Tay".

Last Name: I’Q%

First Name: !A%
ID:
Number of Records per Page: |25 'I

Main Filter Selection

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Enter the Last name and/or First Name of the employee - or - Enter an ID. Use the percent

sign asawildcard. For example, Tay% in the Last Name field will retrieve employees with
last names that start with Tay.

Web Page Fields

Iltem Description/Source Information

Last Name Specify the last name of the employee.

For example, SMITH, SM1%, or %MIT%.

First Name Specify the first name of the employee.

For example, AMELIA, AME%, or %MEL %.

ID Enter the Banner 1D of the employee.

For example, AS1045, AS10%, or %S10%

Number of Records per Page Select the number of records that are to be displayed
on the Search Results page from the pull-down list.
Choicesinclude:

25 (default)
e 50
+ 100
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Buttons/Ilcons on This Page

Button/Icon Action

Go If there are multiple results to the search, the Search Results
page will be displayed listing only those employees who
matched the search criteria specified on the Employee Filter
page. This page will be used to selected the desired faculty
member and move the user to the Employee Summary page
with the faculty member's information.

If there is only one result to the search, then the Employee
Summary page will be displayed with the faculty member's
information.

Links to Other Web Pages

This Link Action

Main Filter Selection Goes to the Filter Selection page.

Search Results (bwpkflac.P_DispEmpSearchResults)

The Search Results pageis displayed if there are multiple results from the Employee Filter
page. Select the desired faculty member from an alphabetical list of names.

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Select an employee to access the Employee Summary Page containing their information.

Web Page Fields

Iltem Description/Source Information

Name Displays the faculty member by last name, first name,
middleinitial.

ID Displays the Banner ID of the faculty member.
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Links to Other Web Pages

This Link Action

Employee Filter Goes to the Employee Filter page.

Summary View of Locked and Unlocked
Status

Select the Summary View of Locked and Unlocked Satus menu option to access the
Employee Status Summary page.

¥ Tip
The Employee Status Summary page for an individual can also be
accessed by clicking < Lock on any of the Summary pages. [

A faculty member may have multiple job assignments during a single Term. Therefore,

Faculty Administrators must be able individual job assignments locking must be done by

the job, not by the faculty member. Only locked jobs can be uploaded to Banner Human
Resources.

Employee Status Summary
(bwpkflsm.P_DispLockSummary)

Access the Employee Status Summary page by clicking = Lock on any of the summary
pages, or by selecting the Summary View of Locked and Unlocked Status menu option.

EACT N PN IO mn s oo mn miaeE ElO ED MeE mw
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Employee Status Summary

¥ select Term and Status to list on this page and select the Go button. Once list appears, reorder the page using the ascondi ng and descendi
checkboxes or use the Select buttons at the bottom of the page. When all checks are complete, select the Save button. Applied records ma'
Compensation View.

Term: & | 200741 - Fall 2006 (FLAC Func Testing) =] _Go [

Lock Status:
Unlocked
Locked x|

Number of Employees per Page:

50

100 =]
1-250f 31 Next @
Jump To Bottom

Fall 2006 (FLAC Func Testing)

Change Lockl2 Lock Status|d Name 41D Job Total CompensationjOverload Exists
v v A8

Locked sbrahams, Enk FL&CCO039 FLAC 10-00 Faculty &djunck (FLAC)

I 0.00
Locked labrahams, Erk FLACCO039 FLAC10-02 Faculty Adjunct (FLAC)

r &,400.00
Locked Barnes, Kelly M. FLACCO0S2 FLAC 10-03 Faculty adjunct (FLAC)H

1,520.00
Locked Barnes, Kelly M, FLACCO0S52 FLAC 10-02 Faculty Adjunct (FLAC)

&00.00;

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Sdlect Termand Satus to list on this page and select the Go button. Once list appears,
reorder the page using the ascending and descending arrows. Change employee status by
selecting individual Change Lock checkboxes or use the Select buttons at the bottom of the
page. When all checks are complete, select the Save button. Applied records may not be
selected. Selecting the Name link will access the employee's Compensation View.

Web Page Fields

Item Description/Source Information

Extract Term Displays all terms that have been extracted by the Faculty
L oad and Compensation Extract Process (PEPFLAC) in
Banner.

Prior to selecting the Go button, select aL ock Status (next
field).

4-74 Banner Faculty Load and Compensation 8.9 March 2013
Handbook
Field Reference Information



Web Page Fields

Item

Description/Source Information

Number of Employee per
Page

Lock Status

Change Lock

Lock Status

Name

Job

Total Compensation

Overload Exists

Organization

Select the number of employees that are to be displayed on
the Search Results page from the pull-down list. Choices
include:

. 25 (default)
. 50
. 100

Select a specific Lock Status from the pull-down list. Based
on the selection, employee records with the selected lock
status will be displayed on this page. Choicesinclude:

All Displays both locked as well as unlocked
records. Thisisthe default set up.

Unlocked Displays all unlocked records.
Locked Displays all locked records.

Select thischeck box.to changethelock status of aemployee
record.

Displays the current lock status of the employee’s job
assignment record in the Faculty Load and Compensation
module.

Displays the last name and first name of each employee.
Click thislink to access the Compensation View page.

Displays the Banner ID of each employee.

Displays the Position and Suffix of the employee’s job
assignment.

Displays the total compensation for the job assignment as
seen on the Compensation View page.

Indicates if an overload assignment exists for the job.

Displays the organization associated with the job
assignment.

Note: Locking a job with an Overload attached to it will also
lock the Overload job. The same principle happens when
unlocking.
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Web Page Fields

Item Description/Source Information

Date Acknowledged Displays the date on which the faculty member
acknowledged the compensati on and assignments associ ated
with thisjob.

Applied Indicates if the job assignment has been applied to the

Banner Human Resources database by the Faculty
Compensation Apply Process (PEPFCAP). If so, Yesis
displayed in thisfield.

¥ Tip
Only locked records can be applied to
the database. Therefore, it is important
that you first lock all necessary records
and then run the Faculty
Compensation Apply Process
(PEPFCAP) to enforce permanent
changes to the database. n

Note: The Change Lock check box is not displayed if a job
has been applied to the database. You cannot unlock an
applied record. Any records that need to be changed after
the apply process PEPFCAP has been run must be
performed manually on SIAASGN and NBAJOBS.

Buttons/Icons on This Page

Button/Icon Action

Go Populates the page with appropriate data depending on the
Term and Lock Statusfilters.

Ay Reorders the results of the filter in ascending or descending
P order in the relevant columns.

% Down

Select All Unlocked Checks off all Unlocked checkboxes. The status will not
change until you click Save.

Select All locked Checks off all Locked checkboxes. The status will not
change until you click Save.

Reset Unchecks all check boxes.

Save Changes the status of every checked job.
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Links to Other Web Pages

This Link Action

Name Goes to the chosen faculty member's appropriate
Compensation View page.

Employee Summary Goes to the Employee Summary page.

Organization Summary Goes to the Organization Summary page.

Compensation and Acknowledgement
(bwpkfact.P_DispAcknowledge)

The Compensation and Acknowledgment page displays compensation information for
faculty members and faculty compensation administrators, regardless of the nature of
compensation (salaried or course).

Faculty members can view their compensation information only after a Faculty
Compensation Administrator locks the position in Self-Service. Thistriggers a new
Banner Workflow event - JOBCOMPENSATIONLOCK to issue a notification to the
faculty member.

Faculty members can view their compensation information only after a Faculty
Compensation Administrator locks the position in Self-Service.
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Compensation and Acknowledgement

& S=lect desired Term and the Go button. To acknouledga your review of this information, select the chackbax next to Faculty Acknowledgemant and then select the
Acknowledge Selected Positions buttan,

To navigate this page: Select the icon next to Contract Notes to view the Contract Motes window. Select the icon under Subject and Course to view the Course Information
window, If available, select the Course link to view the Course Caleulation Page, Select the link on the Work Load number to view the workload calculation, Insert and
view previous comments.

Name and ID: Austin David West, 555666555

Term: ¥ [200741 - Fall 2008 = G°|
F11001-00 SOE - Faculty Faculty Acknowled, : [ Acknowled Date:

Organization: 11001, Arts and Sciences
Contract Type: Fall/Spring Contract  Contract Note: | |

Instructional

CRN-Session Subject and Course Section College Department Work Load Credit Hours Contact Hours Head Count ibility Percent G
41049-01 O] LAW-800-Law 1 Ly 4,000 4,000 4.400 1 100
Job Assignment Compensation: 10,000.00
F11001-02 SOE - Faculty Faculty Acl led N Ach led: Date:
Organization: 11001, Arts and Sciences
Contract Type: Fall/Spring Contract Contract Note: J
Instructional
CRN-Session Subject and Course Section College Dapartment Work Load Credit Hours Contact Hours Head Count ibility Parcent C.
41048-01 | ITAL-120-Italian 0 A5 3,000 3.000 3,000 2 100
Job Assignment Compensation: 12,000,00
Comment
Acknowledge Salected Positions | save comment |

Download Compensation Data |

Information Text

The information text provides instructions for using this Self-Service page. You can
customize the text using Web Tailor. The delivered text is:

Sdlect desired Term and the Go button. To acknowledge your review of this
information, select the checkbox next to Faculty Acknowl edgement and then select the
Acknowledge Selected Positions button.

To navigate this page: Select the icon next to Contract Notes to view the Contract
Notes window. Select the icon under Subject and Course to view the Course
Information window. If available, select the Course link to view the Course
Calculation Page. Select the link on the Work Load number to view the workload
calculation. Insert and view previous comments.

Web Page Fields

Item Description/Source Information

Name and ID Displays the Name and Banner ID of the faculty member or
Faculty Compensation Administrator.

Term Select a Term code from the pull-down list, and click Go.

The following information is displayed:
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Web Page Fields

Item

Description/Source Information

Position Suffix

Faculty Acknowledgment

Acknowledgment Date

Organization

Contract Type

Display Documents

Upload Documents

Contract Note

Displays the Position, Suffix, and Title of the job
assignment.

Faculty members must select this check box to indicate their
acknowledgment for each job assignment.

Displays the current date on selecting the Faculty
Acknowledgment check box.

Displays the Organization |D associated with the job
assignment.

Displays the Contract Type code and description associated
with the job assignment.

Click thislink to access the associated contract document
stored on the Banner Document Management System.

Note: This link is displayed and enabled only if your
institution is licensed to use the Banner Document
Management System.

For more details, refer to Chapter 10, “Integrating Banner
Document Management with Self-Service Banner” of the
Banner Document Management Installation Guide.

(Faculty Administrators only) Click thislink to upload a
contract document into the Banner Document Management
System.

Note: This link is displayed only your institution is licensed
to use the Banner Document Management System.

For more details, refer to Chapter 10, “Integrating Banner
Document Management with Self-Service Banner” of the
Banner Document Management Installation Guide.

Click Contract Notes to access the Contract Note page.

The Contract Note page displays verbiage that iscommon to
all faculty members with the same contract Type. This
information can be entered in the Faculty Load Contract
Type Control Rule table (PTRFLCT), and viewed in Self-
Service.
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Web Page Fields

Item Description/Source Information

The Instructional Table displays the following fields:
e CRN-Session

» Subject and Course

» Section

» College

* Department

* Work Load

e Credit Hours

» Contact Hours

* Head Count

» Responsibility Percent
» Compensation

For detailed field descriptions, refer to the topic “Salary Compensation View
(bwpkfcal.P_SalaryCompensation)” on page 4-18.

The Non-Instructional Table displays the following fields:
» Subject and Course

* Department

Work L oad

« Contact Hours

For detailed field descriptions, refer to the topic “Salary Compensation View
(bwpkfcal.P_SalaryCompensation)” on page 4-18.

Comment Enter comments as required.

Comments entered by Faculty Compensation
Administrators are confidential.

Commentsentered by faculty members can beviewed by the
faculty member and the Faculty Compensation
Administrators for feedback.
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Buttons/Ilcons on This Page

Button/Icon

Action

Go

Notes

Acknowledge Selected Positions

Save Comment

Download Compensation Data

Allows the selected Term to display records for the
faculty member.

Allows the faculty member to view the Contract Notes
from PTRFLCT.

Captures the Acknowledgement indicator and stores
that date associated with the acknowledgement.

Saves the comment, User ID, and Date.

Allows the faculty member to load the data from the
page to a formatted spreadsheet.

Contract Notes (bwpkfcmt.P_DispNotes)

The Contract Notes page displays the information entered in the Self-Service Comments
block of the Faculty Load Contract Type Control Rule Table (PTRFLCT) in Banner

Human Resources.

W Tip

Use this page effectively to display contract information common to all
employees of a specific contract type. |

To access this Self-Service page, click al Contract Notes on the Compensation and

Acknowledgement page.

Contract Notes

Term: 200741 - Fall 2006
Contract Tvne: Fall/Spring Contract
Notes: [talian Beginners

Compensation and Acknowledgement

Web Page Fields

Item Description/Source Information
Term Displays the term selected in the Filter Selection page.
Contract Type Displays the Contract Type code and description associated

with the job assignment.
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Web Page Fields

Item Description/Source Information

Notes Displays contract information common to all employeesof a
specific contract type.

Links to Other Web Pages

This Link Action

Filter Selection Goes to the Filter Selection page.

Compensation and Goes to the Compensation and Acknowledgement page.
Acknowledgement
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A Site Maps

Site Map for Faculty Compensation

| |
Faculty Load and Compensation
A \ 4
Compensation and Acknowledgement Filter Selection Page Summary View of Locked and
Filter by Term, College, and Organization Unlocked Status
\ 4 ¢ \ 4 ¢
Employee Selection Criteria | Organization Summary page Employee Summary page Employee Filter
Lists employees by Lists by Employee
Organization
A 4
View Compensation and
Acknowmedgement v v
Course Calculation
A
y =I Employee Search Results
Lists assignments
associated with each job.
A 4
| Compensation Views I
—>| Course Compensation View |
A 4
[ o]
—>| Salary Compensation View | v y v
Job Detail Default Hours Job r
Distribution

Position Look-up

Errors

g
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Site Map for Faculty Members

Faculty Load and Compensation

y

Compensation and Acknowledgement

y

Filter by Term

A 4

View Compensation and
Acknowledgement

y

Lists jobs and assignments
associated with each job,
Enter or view your own comments,
Acknowledge compensation.

A 4

View Course Compensation Details on
Course Calculation page.
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