Labor Redistribution Training

Entering a Labor Redistribution

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

USU Banner links

< USUINB Internet Mative Banner (INB) is used
by Departments to manage their

data.
@ USL Access is used by Students,
Faculty and Staff to manage their

personal information.

« e~Print e~Frint is used for viewing Banner
reports.

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”
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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.
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5. Highlight the line(s) that need to be reallocated and click on “Open”
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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
Current Distributions
COA Index Fund Orgn Account Program Additional Components | Hours
u A18220 111434 E10243 615300 1013 343
u A1B368 101164 E03810 615300 5740 70.69

u

¥ Pay Periods & Earn Codes

2012 54 9, Sequence IZI(| - ‘

897116-00,Regular Shift 1 -
Effective 14-Aug-2012

957116-00,Reqular Shift 1
Effective 01-Jul-2012

POS132-05 MInstOwve Shift 1
Effective 01-Aug-2012

Z_COMM-00,Com Allo Shift 1 [
Effective 01-Jul-2012

Z COMM-T1 Cam Sl Shift 1

A25315 116088 E15619 613300 9740 31.39

Percent
3.25
67

29.75

Amount
125.01
257712

114432

©)



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.

B )

Update Distributions

COA: U Posting fte |Sep 13, 2012

Index Fund Organization Acoount Program Hours Percent Amount
@ £15543 wee| |108B08 vee| |EDBE43 e |515500 ...| |9?4n ...| | 1| 100/ | 5000| IEI
(A} Activity (L) Location (P} Project (C) Cost
1 100% $5,000

Current Summary: Hours: 1 Updated:
Amount: $5,000

Percent: 100%

Cancel Round Add Line
9. There are two ways to change the accounting on the earn code.

a. Ifyou 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”



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.

Update Distributions
-
Coa: U Posting Date  [Sep 19, 2012 I |:| Change All
Index Fund Organization Account Program Hours Percent Amount
F a15543 109606 EOBB43 616800 9740 0.6 60 3000 |z|
™ |az5510 wee| |116228 wee| |E15810 .. |515800 e |9?40 e | o_4| 40/ | 2DDD| Izl
(A) Activity (L) Location (P) Project (C) Cost
Current Summary: Hours: 1 Updated: !
Amount: $5,000
Percent: 100%
| | OK Changes |




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

trep -
Effort Certification | | Labor Redistribution Sign Out

R Labor Redistribution Actins. 2 Refresh " More Actions ~ 38 Close v Pay Periods & Earn Codes

2012 549, Sequence 0 | v
Initiator >
Comments. -
- 997116-00,Raguiar Shift 1
i Current Disfributions d fective 14-4ug-2012 :
Fouting Queve
132-05,NinstOve Shift
coa Tndex Fund Orgn Account Program Additional Components | Hours Percent Amaunt ctive 01-Aug-2012
u 15543 109606 EnBs43 616800 9740 100 so00 Allo Shift 1
o1
3
Updated Distributions. Originator = William Jensen
Post Date : 01-Sep-2012
cos Index Fund orgn Account Program Additional Companents | Hours Percant Amaunt
u A25510 116228 E15610 616800 9740 1 100 5000
v Proxy or Superuser

S

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.

SUNGARD'HIGHER EDUCATION Banner Effort Certification (Release £.5)

¥ Redistribution Details

2012 5A 9, Sequence 2 :
01-Aug-2012 - 31-Aug-2012
Disposition :
Pl'E-BaIanc\e Update
Status @ Started

Hours @ 1.00

Amount @ $5,000.00

Percent : 100.00%
Originatar @ William Jensen
Post Dat€C18-5ep-2017 >




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

Effort Certification | | Labor Redistribution Sign Oul
Person Search Tl AR T T @ Refresh 5] 5 More Actions = % Close

Comments

‘William Jensen

Routing Queue EPAF vias dane to old Index that IT is trying to close. Moving bo new service index A25510 for FY13, EPAF corrected for the rest of FY13

Posted on September 19, 2012 at 10:42 PM

Open Items ]

¥ Person Search

SUNGARD HIGHER EDUCATION



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

Effort Certification | | Labor Redistribution Sign Out

|7 Hep

Labor Redistribution Actions

@ et G 0pen |ird

Person Search More Actions + X Close

Initiator

Comments

Current Distributions rl

Routing Queue

coa Index Fund orgn Account Pragram Additional Components | Haurs Percent Amount

u A15543 109606 E08B43 616800 o740 1 100 5000

Updated Distributions

coA Index Fund Oran Acenunt Program Additional Compenents | Haurs Percent Amount

u A25510 116228 E15810 516800 5740 1 100 5000

Open Items

~ Person Search

iods & Earn Codes.

v Pay P
2002

quence

957116-00,Regular Shif 1
Effective 01-Jul-2012.

67116-00,Regular Shift 1
Effective 14-AUg-2012

P,P09132-05, NinstOve Shift
1 Effective 01-Aug-2012

2_COMM-00,Com Allo Shift 1
Effective 03-Jul-2012

7 COMM-N1 Com alln Shift 1

v Redistribution Details

2012 59, Sequence 2 :

01-Aug-2012 - 31-Aug-2012

Disposition

47, Pre-Balance Update

Status : Started

100

45,000.00

100.00%
William Jensen
19-5ep-2012

Hours :
Amount £
Percent :
Originator
Past Date :

¥ Proxy or Superuser

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.

PHep <

Effort Certification  Labor Redistribution Sign Out

D v
Pay 1D .
[Py ver v
Pay Number v
Py
Cose || e Go
Sl Sl Displaying 0 rows.
Last Name First Name D Pay Yex Pay ID Pay Nurber Sequence Actien
2002 [ 3 2 Approve
2m2 =@ s a Approve
2002 s s 2 Approve

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.

|7Hep
Effort Certification | | Labor Redistribution Sign Out

Labor Actions. R Refresh (=] x More Actions ~ ¥ Close w Pay Period & Earn Codes

20125A9, Sequence 2 | v

Approval

Redistribution >
997116-00, Reqular Shift 1, |+
Effective 01-1ul-2012

Effective 14-Aug-2012

« A 557116-00, Regular Shift 1,
- Current Distributions o i1, |

Routing Queve

P09132-05, NInstOve Shift
con Index Fund Oran Account Program Additional Components Hours, Percent Amaunt: 1, Effective 01-Aug-2012

u A15543 109606 E08B43. 616800 740 1 100% 5000 Z_COMM-00, Com Allo Shift.
1, Effective 01-Jul-2012

2 COMM-A Com Alla Shife

v Redistribution Details

2012 SA 9, Sequence 2
01-AUg-2012 - 31-AUg-2012
Disposition :

48, Pre-Approve Update
Status : Submitted

Hours : 100

Amount : §5,000.00

Percent : 100.00%
pdated Distributio Originator : William Jensen
Post Date : 19-Sep-2012

con Index Fund Oran Account Program Additional Components Hours Percent Amount

u A25510 116228 EL5810 616800 740 1 100% 5000

¥ Proxy or Superuser

Open Items

~ Approvals

| Retum for Comecton. | | Approve. |

~ Person Search

T /O




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.

Effort Certification | | Labor Redistribution

Redistribution Approvals Labor Redistribution Actions B Refresh G = % Mare Actions = 3 Close

Redistribution

Sign Out

Comments

William Jensen

EPAF was done o old Index that IT is trying to close. Moving to new service index A25510 for FY13, EPAF corrected for the rest of FY13

Posted on September 19, 2012 at 10:42 PM

Open Ttems @

~ Approvals

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

THp
Effort Certification | | Labor Redistribution Sign Out

Redistribution Approvals Laber Redistribution Actions 2 Refresh

(] X More Actions ~ 3 Close

¥ Pay Period & Earn Codes

2012 SA 8, Sequence 2
Redistribution > ’
i 097116-00, Regular Shift 1, |+

Effective 01-ul-2012

e 95711600, Regular Shift 1,
Current Distributions Effective 14-Aug-2012
Routing Queue
P09132-05, NInstOve Shift
con Index Fund orgn hecount Progiam Additional Components Hours Percent Amount 1, Effective 01-Aug-2012
u L5543 109606 E08843 616800 9740 1 100% 5000 2_COMM-00, Gom All Shift

1, Effective 0L-Jul-2012

7 COMM-M_Com Alln Shift

¥ Redistribution Details

2012 509, Sequence 2

01-Aug-2012 - 31-Aug-2012

Dispesition

48, Pre-Approve Update

Status : Submitted

» Hours : 1.00

Amount : $5,000.00
Percent : 100.00%

Updated Distributions Orignator - Wilam Jensen

st Dot 15-5ep-2012

con dex Furd ogn Hecount Frogan Aadtional Conpenents Hours Percent

u A25510 116228 E15810 616800 9740 1

Amount

100% 5000

v Proxy or Superuser

Open Items

~ Approvals

David Baron

| Retum for Correction Approve. |

~ Person Search




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

Sign Ou

& Refresh [} X More Actions ~ % Clos=

Redistribution >
Comments
Current Distributions
Rauting Queue
COA Index Fund QOrgn Account Program Additional Components Hours Percent Amount
u AD2033 101164 E02757 615300 4070 87.48 50.47% 6308.75
u AD2568 100211 E04341 615300 2010 83.85 49.53% 6191.25
3
Updated Distributions
CoA ‘ Index Fund orgn Account Pragram Additional Companents Hours Percent Amount
u A21724 113735 E04427 615300 2020 15.08 B.7% 1087.5
u AD2033 101164 E02757 615300 4070 87.48 50.47% 6308.75
u AD2568 100211 E04341 615300 2010 7077 40.83% 5103.75
Open Items
v Approvals

Return for Corre Approve




Setting up a Proxy Approver

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

[ Effort Certification x ol
€« > c nttps://labor.banner.usu.edu/efc/efc-flex/index.html;jsessionid =f896b94dfd54f0be31382f5b1144525fb8a253f9efdaa7e6182647170d544daa e 38NbxaTahyMbi0QaxyMc Ty | =
[P] Pandora Radic - List.. [* Web Slice Gallery (] Imported From IE Puppy Hill - Great D... [ the Doggie Daily
[ZHep -
Effort Certificati Labor Redistribution Sanioue

Labor Redistribution Actions 2 Refresh E 5 -[x

Person Search

Proxy or Superuser
Superuser

Proxy

Act as Proxy For: [ salf, A00s71475 | ¥

Update Proxy

Person Name Remaove

Open Ttems =]

Add Proxy ) save |

SUNGARD" HIGHER EDUCATION Banner Effort Certification (Release B.7.0.6)

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

' [ Effort Certification x
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Adding/ Viewing the Documentation in Extender

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

= USL INB Internet Mative Banner (INB) is used
by Departments to manage their
data.

= USU ACCESS USL Access is used by Students,
Faculty and Staff to manage their
personal information.

« e~Print e~Frint is used for viewing Banner
reports.

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

individual.
| 2] Oracle Fusion Middleware Forms Services: Open > NHIDIST e [E
I

File Edit Options Block Item Record Query Tools Help
=

Finance Document Number: |-_]
v
(=

Jrl]-*rJrl"H} Roll U
Ex|,en es

nERRRANRE

FRM-40353: Query cancelled.
Record: 1/1 | | =0sC=



http://banner.usu.edu/

L
3. To Add Documentation click the == button.

| & ApplicationXtender Web Access NET - Google [E=EEE )

https://xtender.banner.usu.edu/AppXtender/BatchView.aspxIDataSource=ZPROD &Appld=512&AutoGenerateBatchName=True& CreateMew=True&AutoRedirect=True&AutoLogoutOnClose=

File View Help |

&8

Import New Page

File Path® Choose File | Yo file chosen

* Required fields

Cancel

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

* ApplicationXtender Web Access .NET - Google [E=REEES)

https://xtender.banner.usu.edu/Appitender/BatchView.aspx

Page Help | |

@ B-H-EMPL - - 2/15/2013 11:46:01 AM

Import New Page

File  View

&8 (5

File Path* Choose File | No file chasen

* Required fields

Upload | Cancel

5. Click on the “new” Button.



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

ﬁ https://xtender.banner.usu.edu/AppXtender/BatchView.aspx

File View Batch Page Help
4 1 g :.=—q| - . : E
upw,|‘élj Lj J HF | B-H-EMPL - ADD871475 - 2/15/2013 11:46:01 AM

== 2 T BTN - ) -
Index Name Field Value
D

FIDM 2112092

DOCUMENT TYPE [ Ag0R REDISTRIEUTION [«]

LAST NAME
FIRST NAME
SSN

BIRTH DATE

m

POSITION

FPOSITICN MUMBER

POSITION SUFFIX

HIRE DATE

TERMINATION DATE

ROUTING STATUS El

ACTIVITY DATE 2013-02-15 11:50:27

7. Toview documentation in extender click on the “Z#” button in Banner. This will allow you to
view all labor redistribution documentation for that individual.



Useful Charts for Labor Redistributions

**Pay Month
For Pay ID: For Pay ID:
GA, GS, SA, AND SS HX
Use the following for Pay Month: Use the following for Pay Month:
Pay Month

Being Adjusted Pay Time Period being Adjusted
December = 01 December  16-31 = 01 June 16-30 = 13
January =02 January 01-15 = 02 July 0115 = 14
February = 03 January 16-31 = 03 July 16-31 = 15
March =04 February 01-15 = 04 August 01-15 = 16
April =05 February 16-28 = 05 August 16-31 = 17
May = 06 March 01-15 = 06 September01-15 = 18
June =07 March 16-31 = o7 September 16-30 = 19
July =08 April 01-15 = 08 October  01-15 = 20
August =09 April 16-30 = 09 October  16-31 = 21
September = 10 May 01-15 = 10 November 01-15 = 22
October =11 May 16-31 = 11 November 16-30 = 23
November = 12 June 01-15 = 12 December 01-15 = 24

Disposition Number

47|Labor Distribution has been started but not saved

48|Labor Distribution has been saved and is awaiting approval

60|Labor Distribution has been approved

70(Labor Distribution has posted to Banner




