Welcome to the Internet Native Banner Training Guide

Original Hire —- MISCELLANEOUS PAYS
(OHMISC)

The following actions are required to hire an employee in Banner HR:
1. Create a Person Record in SPAIDEN.

2. Check NBI JLST to see if the assignment will be an original or current hire and check the
previous suffixes, if applicable.

3. Create an employee record and job record using NOAEPAF.

This Electronic Personnel Action Form (EPAF) type is used for compensation for work
completed that is outside of an exempt employee’s EWP and that is temporary in nature.

NOTE: Sensitive information, such as names, G numbers, and Social Security numbers, is not
included in this manual. Please keep in mind that in the live Banner Application all G numbers
consist of the letter G followed by 8 digits. If you have any questions about the format of any
fields in this manual, please contact the Office of HR & Payroll at (703) 993-2600.



Navigation Shortcuts

B HEBEEE @ BHEK & X
1 2 3 4 5 6 7 8 9 10 11 12 13 14
Pull-down
Function Menu Option Shortcut Toolbar Icon

Save or Commit | File/Save F10 1
Rollback File/Rollback Shift + F7 2
Select File/Select Shift + F3 3
Insert Record Record/Insert F6 4
Delete Record Record/Remove Shift + F6 5
Previous Record | Record/Previous Up Arrow 6
Next Record Record/Next Down Arrow 7
Previous Block Block/Previous Ctrl + Page Up 8
Next Block Block/Next Ctrl + Page Down 9
Enter Query Query/Enter F7 10
Execute Query Query/Execute F8 11
Cancel Query Query/Cancel Ctrl + Q 12
Print File/Print Shift + F8 13
Exit File/Exit Ctrl+ Q 14
Next Field Field/Next Tab none
Previous Field Field/Previous Shift + Tab none
List of Values Help/List F9 none
Show Keys Show Shortcut Ctrl + F1 none

Keys




Step bv Step Instructions

Before beginning with this manual, be sure that the employee in question has a SPAIDEN
record. Refer to the “Entering a New Employee into SPAIDEN” manual for assistance.

1. Type NOAEPAF in text box and click Enter to begin the EPAF process.

Go To... |NOAEPAF (v] welcome,

£ My Banner

Banner

2. This screen auto-populates with the last person for which you were making entries, so be
sure to verify you want to enter an assignment for this person. Enter the correct G
number in the ID field.

[ Pending Change Proxy For: I E"
ID: [Goo [*]ms T Generate ID: &)
Transaction: | E” Query Date: T @ Last Paid D
Approval Category: [El Position: I [TI
Approval Type: 4! Suffix: ,_[T
m Default Earmings It Laber Disthbuticn Reutmg Other Infermmaticn and Comments
3. Enter the current date in the Query Date tield and press Tab.

(Shortcuts- if you type the letter T and press tab, today’s date will be entered.)

][%Sj[(_l:[%&%[@)[x

Generate ID:
Query Date: T =
Position: [TI
Suffix: [+
Routing other Infermaticn and Camnments

4. Enter the appropriate Approval Category; select OHMISC for Original Hire,

Miscellaneous Pay. By double-clicking the ¥ jcon next to Approval Category field, the
list of acceptable values is displayed. For example, if we are hiring an employee who has
not worked for GMU before, the appropriate Approval Category is OH% for Original
Hire, followed by their employee type, MISC, (CH% for current hire). Notice that the
description of the action is listed after the text field.

5. The Approval Type is auto-populated according to the Approval Category selected.



[22 Oracle Developer. Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help

BOE RCABEE 2% DER O &8 RE S ¢ E@ X

"7 Electronic Personnel Action NOAEPAF 7.2.0.1 (TRNG)

[OPending Change Proxy For: Find[%
ID: G000S v MsP
Transaction: - Category Code De_s;riptio_n _ Activity Date  ~
- . 5 QOHAD] Original Hire,adj/SumRsrch Fac 08-UN-2004
Approval Category:  OHMISC | ¥ Original Hire, Misc Pay OHGRA Original Hire, GRA 26-NOV-2002
,

Approval Type:

CREMPL ¥ Create employee record OHGTA

L OHMISC

Original Hire, GTA
Qriginal Hire, Misc Pay

26-NOV-2002
16-NC 002

08-AUG-2003

Default Earmings Job Labor Distrbut] OHSAD] Or!g!nal H!re, Skeleton Adjnct ]
OHSGRA Qriginal Hire, Skeleton GRA 27-AUG-2004
applied OHSGTA Original Hire, Skeleton GTA 27-4UG-2004
Status Field Name C ﬂHWAGE Original Hire, Wage 16-NOV-2002

| >

[s@ Cancel

6. Press both CONTROL and PAGE DOWN or click the v@? NEXT BLOCK icon to
access the next fields. For original hires, there should be no data in the Current Value
fields. If information appears under Current Value, stop and begin again as a current
hire. Some information in the New Value fields will auto-populate. Most of this
information will not need to be changed.

NS LWL WPUIUINS LIULR LS DNSLUI U US Y JTUUID LIS |

BOYEECEE 37 BEE QI BB SR E&1O1X l

9 Electronic Personnel Action NOAEPAF 7.2.0.1 (TRNG)

[T Pending Change Proxy For: I F[ |
|
1D: G005 (¥ |ms P Generate ID: &)
Transaction: I [TI Query Date: 12-NOV-2006 [T
Approval Category: OHMISC [T Original Hire, Misc Pay Position: [ [T[
Approval Type: CREMPL F Create employee record Suffix: [T
Transaction Default Earminas Jeb Labor Distrbution Routing Other Information and Comments
Applied
Status Field Name Current Value New Value

v

|— |Ernployee Class Code

[ [Home coas } [

r [Home Organization [ [

[_ IDistribution orgn | l

[— [District Code I [Fx

[_ ICurrent Hire Date | l

[_ |19 Form Indicator I lR

[ [19Date ( (

[_ IIQ Expiration Date | l

A. Employee Class Code — This will automatically populate with MP. It cannot be
changed.

B. Home COAS (chart of accounts) — This will auto-populate. It cannot be changed.

C. Home Organization — Enter the organization number that corresponds to the
origination number that is paying this person. This is a required field.

D. Distribution Organization — Enter the same value as for the Home Organization. It is a
required field.

E.  District Code — Enter the campus on which the employee will be located. The field will

default to FX (Fairfax) but it can be changed. This is a required field.
a.  To change, use the down arrow to highlight the field and select the " under
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“New Value.” A box will pop up with a list of Mason locations. Select the
appropriate location and double click.

Applied
Status Field Name Current Value New Val
Employee Class Code WG

Home COAS
bistrict/Division Code Validation (GTWDICD) ririririririrrr i,

Find|%

[»)

Code  Description Activity Date

E Arlington Campus 14-NOV-2001 4 R
FC Fairfax City 04-SEP-2002
Fx Fairfax Campus 14-NOV-2001
HE Herndon (CIT) 10-DEC-2002
LC Loudoun County Site 25-APR-2005
NE Internet 10-DEC-2002
QcC Off-campus/Other 14-NOV-2001
Pw Prince Williarmn Campus 14-NOV-2001
R&K  Ras-Al-Khaimah-United Arah Frm N9-1UN-2NNA v Queue Status:

If-ﬂ-) Cancel |

Current Hire Date — This field is the first day of a pay period, either 10™ or 25™.

1-9 Form Indicator — This field must be populated with a value to indicate that the
employer has received the 1-9. This is a required field. The only acceptable values for
this field are:

a. R (received) - Indicates that the -9 was completed prior to the employee
beginning work and that the employee is either a US Citizen or a Permanent
Resident.

b. T (temporary) - Indicates that the -9 was completed and certified by OIPS prior
to the employee beginning work and that the employee is a Non-Immigrant
eligible to work in the United States.

H. I-9 Date — Enter the date the I-9 is completed and/or certified by OIPS. This is a
required field.

I.  I-9 Expiration — Enter the date only if the I-9 field is T (temporary). If the employee

is a US Citizen or Permanent Resident, the 1-9 expiration date field should be blank.

This field will only be completed if the employee is a Non-Immigrant eligible to work

in the United States. The completed Form 1-9 will be provided by the employee after

meeting with the Office of International Programs & Services.

Qm

Transaction Default Earmings Job Labor Distrbuticn Routing Other Information and Comments
Applied
Status Field Name Current Value New Value

v

r IEmponee Class Code l |MP

[ [Home coas [ [1

r [Home Organization [ I431001

| [pistribution Orgn [ 431001

[ [pistrict Code [ [Fx

| [current Hire Date [ 12-NOV-2006

[_ IIQ Form Indicator l IR

[ [19Date ( [12-n0V-2006

| |13 Expiration Date | |12-NOV-2008]




7. Once you have entered information, click the F10 button or the &l icon to save.

8. To access the next field, select Next Action from the Options menu.

Transaction

Submit Transaction

Apply Transaction
Cancel PAF
Cp R -
e Delete PAF [_[
1D: = Generate .
Transa RoULING " |Waiting Query Dat
Appros Other Information and Comments @l Hire, Misc Pay Position:
Approy Errors or Warnings Detall Form > employee record Suffix:
Electronic Approval Surmrmary Form

Transaction Default Earminags Job Labor Disthibution Routing

0. You can now begin to create a job record. You will notice that the Approval Type has
changed to GENJBF (create general job record for a fixed term).

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help |
(A0 E REER Y DEE QB RBI T ¢S @
"5 Electronic Personnel Action NOAEPAF 7.2.0.1 (TRNG)
|
[JPending Change Proxy For: [ El :
1D: ETE |~ |vs P Generate ID: f‘
Transaction: I160932 [Z”Waiting Query Date: {
Approval Category: OHMISC [ElOriginaI Hire, Misc Pay Position: [
(Approval Type: GENIBF ECreate general job, fixed-term Suffix: L
m mefanlfEarminns Ikt aharRistrhntan Rrautian Birei=lald

10. The next step is to enter the position number. You can reach this field by using the TAB
key. The prefix varies from FV, PO, SF, and SP. If you do not know what position
number to use, go to the “Pooled Position Lookup Form” under Employee Self-
Service in PatriotWeb.



11. Press TAB, and then enter the Suffix (the suffix will be 00 for new employees).

i Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help

BYE RAABE %47 REE @ & BME S & ¢4 QX
[ Pending Change Proxy For: [ E[
ID: E”MS P Generate ID: &)
Transaction: 160932 [][waiting Query Date: 12-nov-2006 (]
Approval Category: |OHMISC [E]Original Hire, Misc Pay Position: WM1392Z [E]Emu Worker
Approval Type: GENJBF ECreate general job, fixed-term Suffix: E[Zj
Transaction Default Earmings Job Labor Disthibuticn Reuting Other Infermatich and Comments

12.  Press Control-Page Down to reach the next field.

WARNING: Once you press Control+ Page Down to reach the next fields, the position number

cannot be changed. To delete or void the transaction at this time, go to OPTIONS then select
Delete PAF.

13. At this stage, a transaction number will auto-populate. Write down the transaction
number! If you take a break and return to the EPAF later, the quickest way to find the
EPAF is by searching on the NOAEPAF form with the number. The Transaction Status
indicates where the transaction is in the process. A transaction that has not been
submitted will have a status of Waiting.

[l Pending Change Proxy For: [ F
ID: Gooos [ |mse
Transaction: ((304396 [+ |waiting
Approval Category: OH ¥ Original Hire, Misc Pay
Approval Type: CREMPL F Create employee record
ansactin mefanlt Earminans ileisl=1clai Bliz=irelailinlala]
14. You will now be able to view additional fields. Some information in the New Value

fields will auto-populate. Most of this information will not need to be changed. If
information appears under the Current Value fields, stop. This means the position
number and suffix combination have been used before. This is no longer an Original
Hire EPAF. Delete the transaction and use the Current Hire training manual to hire this
employee.



Transaction efault Earmiinigs b Latier Distrbutichn Routing Other Information and Comments

Applied
Status Field Name Current Value New Value

v

|

r ‘Employee Class Code
r {Jobs Effective Date

Personnel Date

Job Begin Date

Hours per Day

Annual Salary

Hours per Pay

Title

[ [ (O O

|

E

r [Appointment Percent

Press LIST for valid codes.

A. Employee Class Code — This will automatically populate with MP after the EPAF has
been approved. As a New Value, it will appear blank. It cannot be changed.

B.  Jobs Effective Date — The date entered must be the first day of the pay period. The date
entered must be the 10" or the 25 of the month. Enter the date that is closest to when
the employee is to begin working. This is a required field. Contact an HR Assistant if
you are not sure what date to use.

[_ |J0b Change Reason

[_ |Contract Type

C. Leave Personnel Date blank. Once it is applied to the database, the field will auto-
populate with the employee’s start date.

D. Jobs Begin Date — Must be the same as the job effective date, either the 10" or the 25"

E.  Hours per Day — This will automatically populate with 8. It cannot be changed.

F.  Annual Salary- Enter the total amount to be paid for the assignment. Each class should
be a different EPAF. This is a required field.

G. Hours per Pay — 86.67 will auto-populate and cannot be changed.

H. Title — Entering a title is strongly recommended. Please note there is a 30 character
limit and you should type the title in directly, do not copy and paste from another
source.

Default Earmings Job Labor Disthbuticn Routing Other Information and Comments
Applied
Status Field Name Current Value New Value

[ [annual salary [ 10000}

[ [Hours per Pay [ [1

[ [rite ( (

NGE [ o

[ [appointment Percent | [100

[ [Factor [ 1

[ [pays { [1

[
[

r ISaIary Encumbrance

Use the scroll bar to scroll down to additional fields.

I.  FTE — This will automatically populate with 0. This is the default FTE value for a
miscellaneous pay. It cannot be changed.

J.  Appointment Percent — This will automatically populate with 100. It cannot be
changed.

K.  Factor- Enter the number of pays for the employee. The default is 7, as there are 7
paydays in either the fall or spring semesters. The start date, pays/factor and end date
must align for the employee to be paid correctly.

L.  Pays- THIS NUMBER IS ALWAYS THE SAME AS THE FACTOR field.

8



M. Job Change Reason — This will automatically populate with NH (for new hire). It
cannot be changed.

Contract Type — This will automatically populate with P. It cannot be changed.
Salary Encumbrance — Will automatically populate. It cannot be changed.

oz

15. Once you have entered information in all the required fields on the GENJBF page, click
the F10 button or the & icon to save.

16. To reach the next fields, select Next Action from the Options menu.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit felaulslsi-8l Block Iterm Record Query Tools Help
& )  Transaction
Submit Transaction
Apply Transaction
Cancel PAF
CPenc M
“" pelete PaF M
1D: Next Action Generate ID: @
Transa poyting [Waiting Query Date: 03-NOW-2006 [_
Approv Other Information and Comments  fal Hire, Misc Pay Position: I [7|
Approy Errors or Warnings Detall Form b employee record Suffix: [T
Electronic Approval Summary Form
Transaction Default Earmings Job Labor Distributicn Routing Other Information and Comments

17.  Notice that the Approval Type has changed to TERMJB (terminate job record).

& Oracle Developer. Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help

BYE RAER 47 DER O & BB Sl L@ X

"1 Electronic Personnel Action NOAEPAF 7.2.0.1 (TRNG)

[ Pending Change Proxy For: I E[

ID: BIMS P Generate ID: &

Transaction: 160932 (]| waiting Query Date: 12-nov-2006 [

Approval Category: |OHMISC [E]Original Hire, Misc Pay Position: |WM1392 [E][Gmu Worker
('Approval Type: [TERMIB E]Termination of job ] Suffix: E[Zl

- o . 3

Transaction Default Earmings Job Laber Disthbuticn Routing Other Information and Comments

18. Press CONTROL-PAGE DOWN or click the VEYI? NEXT BLOCK icon to enter the end
date of the assignment.

v

| |pobs Effective Date [ |24-14N-2009
| [1b End Date [ |24-1aN-2009
[_ IJob Status l [T

|_ [Job Change Reason I [CA

= | |

/T [ [

A. Jobs Effective Date — The date entered must be either the 9" or 24" of the month. Be
sure that the start date, pays/factor and end date all align.
Jobs End Date — This date must match the job effective date. This is a required field.
Job Status- This will auto-populate with T for termination. It cannot be changed.
Job Change Reason- Will auto-populate with CA (completion of appointment). It

9
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cannot be changed.

19. Once you have entered information in all the required fields on the TERMJB page, click
the F10 button or the = icon to save.

20.  Next, enter comments by selected Other Information and Comments from the Options
menu or select the Tab labeled Other Information and Comments.

File Edit Block Item Record Query Tools Help
@ B |

'[;] " Transaction
Submit Transaction

Apply Transaction
[ Peng Cancel PAF (~]
ID: rDE|?t? p:AF Generate ID: (@]
Transa p‘:l lhn‘n - v IWaiting Query Date: 13 300 2520 |[B@ Last Paid D
ApPPro] iher Information and Comments L A Position: Pa7zes [+ [adjunct Faculty (mat
ApprONTTTTT T T [nation of job Suffix: oo [+
Electronic Approval Summary Form
Transaction pefault Earmings Job Labar Disthbuticn Routing Other Information and Comments

A. Ifthis position is funded by Sponsored Research, the term length, projected labor
amount, and grant number should be entered in the comments field before OSP will
approve the EPAF.

Transaction Default Earnings Job Labor Disthbutien Routing Other Information and Con

Created Date: |1 Submitted Date: Application Date:

Originator ID: I Submitter ID: I Applied to Database
Comment: HR/PR 101 Section 1 = Date and Time:

CRN

Enrollment Made By:

Arnount

TEST TEST TEST TEST
21. Once you have entered information in the Comment field, click the F10 button or the

&l icon to save.

22.  Next click on the Routing tab or select Routing from the Options menu. This is where

you will enter the names of the individuals who will approve the EPAF.

Transaction Default Earnings 1ok Laber Distrbutian m Other Information and Comments

Originator ID: |

Level User Required Queue
Code Level 1D Name Action Status Action Date
[~ (]

lao approval ~| |In Queue

| |
[appPLY so | |
l | | |
[ [ [ [

A. There are two levels required for all Electronic Approvals - Required Approver (level

10

[Approval -
[Apply 'l IIn Queue
L -
[

|
l
l | l
[



REQAPP) and Applier (level APPLY). Enter the usernames for the Required
Approver(s) and Applier.

B. The Required Approver is generally the departmental approver.

Transaction Default Earnings Job Labor Distrbuticn Other Information and Comments

Active User ID's for Level Code [--l-l- il

Originator ID:
| Find|%
Level User User Id Name
Code Level ID NC C
REQAPP 40 C C
APPLY a0 c c
N n
Ifr Eind' Qancelr

C. The Applier is the person who will finalize the hire in the database. This is always an
HR Assistant.

D. Ifthe transaction needs to be approved by another unit, it will automatically route to
that unit (i.e. OSP, Provost Office, etc.).

WARNING: Once you submit this transaction you cannot delete or void it. You will need to
contact the appropriate approver or the HR Assistant to have the transaction voided. If you want
to delete or void it prior to submission, select Delete PAF from the Options menu (you must
first return to the main body of the EPAF by selecting “Transaction”).

Level User Required Queue
Code Level 1D Name Action Status Action Date
[~ -]
|4IJ |S |Ms S [Approval " ‘In Queue |
[apPLY [so |r [mr R [apply  ~| [1n Queue [
{ | | | { | {
23. Once you have entered routing information, click the F10 button or the Save & jcon.
24. To submit the transaction, select Submit Transaction from the Options menu.

A.  If the submission is complete, the bottom left corner of the screen will say “transaction
submitted.”

.‘.|
Transaction submitted.
_Record: 1/9 ||

B. If'the transaction is not completed, the bottom left corner might note that there are
errors or it might take you directly to the “Electronic Approvals Error Message,”
NOIEMSG page. A transaction with warnings can be submitted (you will need to
select “Complete Submit” from the Options menu) but be sure the warnings will not
negatively impact the transaction. You cannot continue until any errors are corrected.
To view any errors, select “Errors or Warnings Detail Form” from the Options menu.
Control-Page Down to view the errors/warnings.
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File Editm&ock Itern Record Query Tools Help

@& " Transaction

Submit Transaction

( Previous Transaction
Personnel Action Form [NOAEPAF]

Apply Transaction

Op Cancel PAF
“" Delete paF
ID: MNext Action

Transa Routing
Approv Other Information and Comments

¥ |waiting

Hire,

Approy Errors or Warnings Detail Form

rlation of job

Electronic Approval Surmmary Form

Transaction Default Earmimas

JeE Labor Disthbutien

C. Ifyouneed to go back and fix an error, select Options from the toolbar and then

Personnel Action Form. If this is not an available option, click the “) icon until it is.
Continue to resolve all errors and then click Save or the & icon.

File Editmgock Itern Record Query Tools He

| B ¥  Next Transaction

S5 8.0 (TR

Complete Submit

Proxy rors T 4

Transaction Number: I

Originator: |T

D. Select Options from the toolbar and then Submit Transaction. If additional errors or

warnings exist you will get another

screen that outlines the changes you need to make.

File Edit Block Item Record Query Tools Help

& Y _Transaction
Submit Transaction

apply Transaction

Op Cancel PAF
“ pelete paF
ID: Next action

¥ |Waiting

12



E.  Once the screen says “Transaction Submitted,” the EPAF is on its way to the approver.
Note that the Transaction Status has changed from Waiting to Pending.

Pending Change  Proxy For: | B|
ID: [ [E”George Srnith
Transaction: |?20109 ¥ lrPending
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