
Labor Redistribution Training 

Entering a Labor Redistribution 

1. In an internet browser go to http://banner.usu.edu/.  Click on “USU ACCESS”.   

 

2. Click on “Login to USU Access/SSB” and login using you A# and your University Strong Password. 

3. Under the finance tab click on “Labor Distribution” 

 

 

 

http://banner.usu.edu/


 

4. Under the “Labor Redistribution” tab click on “Advance Search” and fill in the search information.  

At a minimum you will need to fill in the ID (A number), Pay ID (SA, GA or HX), From Pay Year and 

From Pay Number. Then click Go or hit the enter key. 

 

5. Highlight the line(s) that need to be reallocated and click on “Open”  

 

 

 

 

 

 



 

6. On the right hand side you will find the Pay Period and Earn Codes.  You can change the pay period 

by clicking on the carrot and selecting the desired pay period.  You can select the different earn 

codes by just clicking on them. 

 

 

7. Highlight the line that needs to be changed and click on the pencil 

 

 

 

 

 

 

 

 

 

 

 



 

8. For the first 4 working days of the month you can back date the posting date.  After these 4 days, 

the changes have to take place in the current month.    

 
 

9. There are two ways to change the accounting on the earn code.   

a. If you are changing the whole amount, click on the carrot next to the index information and 

change the index and account code. 

b. If you are moving multiple pay and earn codes, selecting the “Change All” box works as a find 

and replace for all pay and earn codes.  

c. After you have made the necessary changes click on “Ok Changes” 

 

 

 

 

 

 

 

 



 

 

d. If you are changing only a portion of the earn code, click on the “Add Line” button.  Fill in the 

new index, account code and amount.  Then click on the line that needs to be reduced and click 

on the “Round” button. This will bring the amount equal to the original amount.  Finally click on 

the “OK Changes” Button. 

 

 

 

 

 

 

 

 

 

 



 

10. Verify that the “Updated Distribution” is the correct distribution. Then Click the “Save” button 

 

11. Once you have saved the new distribution you will see that Disposition under the redistribution 

details has changed from a 70 to a 47.  You will also note the Post Date shows when it will be posted 

to Banner. An “X” will also appear next to the position number indicating that a change has been 

made to that line. 

 

 

 



12. Click on the Comments tab on the left side of the page and then “Add Comments”.   In the comment 

section write the reason that you are moving the original salaries and click save. 

a. Make sure these comments will pass an audit.  Stating “Moving to correct account” is 

not sufficient and will be returned to you for additional comments. 

 

 

 

 

 

 

 

 

 

 

 

 



13. Under the Initiator tab click the “Submit” button.  This will change the disposition from 47 to 48. 

 

 

 

14. Now the Labor Redistribution is in the approval process.  If other reallocations need to be performed 

click on the “Person Search” tab and repeat steps 4 – 12. 

 

 

 

 

 

 

 

 

 



Approving Labor Redistribution 

1. Under the “Labor Redistribution” tab, click on the “Approvals” tab.  Click on the line that needs to be 

approved and then click on the “Open” Button. 

 

 

 

 

 

2. Review the Current Distribution to the Updated Distribution to verify the changes were made to the 

individual pay code.  Clicking on the comments tab to review the comments from the initiator will 

give you more information about the redistribution. 

 



3. If you need to return this reallocation for correction, click on the “Comments” tab, then click on the 

“Add Comment” button.  Add your reason the document is being returned to the originator and click 

“Save”.  These comments will be added to the email that will be sent the originator. 

 

4. Click on the “Redistribution” tab and then click on the “Return for Correction” Button. 

 



 

5. If the reallocation needs to be approved, click on the “Approve” button.   

 

 

 

 

 

  



Setting up a Proxy Approver 

1. Under the “Labor Redistribution” tab, click on the “Proxy or Superuser” tab. 

 
 

2. Select Add Proxy. Then input the proxy approvers ID (A Number) and hit save.

 



Adding/ Viewing the Documentation in Extender 

1. In an internet browser go to http://banner.usu.edu/.  Click on “USU INB”.   

 

2. Log into Banner and go to screen NHIDIST. Click Next Block and in put the A Number of the 

individual.  

 
 

 

 

 

 

http://banner.usu.edu/


3. To Add Documentation click the    button. 

 
4. Choose the documentation file from your computer and click “Upload”. 

 

 
5. Click on the “new” Button. 



 

6. The following will populate. Click save and you are done adding documentation to Extender. 

 

 

7.  To view documentation in extender click on the “ ” button in Banner. This will allow you to 

view all labor redistribution documentation for that individual. 

 

 

 

 

 

 

 

 

 



Useful Charts for Labor Redistributions 

 

 

 

47

48

60

70 Labor Distribution has posted to Banner

Disposition Number
Labor Distribution has been started but not saved

Labor Distribution has been saved and is awaiting approval

Labor Distribution has been approved

 

 


