[bookmark: hrpay-configuration-change-request-form]HR/Pay Configuration Change Request Form
Purpose: This form serves as the instrument to initiate a request for the creation of or a change to any HR/Payroll Banner configuration table. Once the request has been fully described by the initiator it will be forwarded to the appropriate oversight organization for verification and assignment.  

[bookmark: request-overview]1. Request Overview
	Field
	Details

	
	

	Request Title
	__________________________________________

	Date Submitted
	__________________________________________


[bookmark: timeline-preference]
Timeline Preference:
☐ Mandatory completion date	________________	
☐ Desired completion date	________________
☐ No specific completion date

[bookmark: request-sponsors]2. Request Sponsor(s)
	Sponsor Name
	Email
	Campus
	Department

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: primary-point-of-contact]3. Primary Point of Contact
Single point of contact for follow-up information related to this request:
	Name
	Email
	Campus
	Department

	
	
	
	



[bookmark: campuses-affected]4. Campuses Affected
[bookmark: select-all-impacted-campuses]Select all impacted campuses:
☐ UIUC	☐ UIC		☐ UIS		☐ System Office
[bookmark: Xa0f33be8831ad01dfc615b34f74b46353137390]If multiple campuses are affected, have they been notified?
☐ Yes		 ☐ No
[bookmark: campus-contacts-if-applicable]Campus Contacts (if applicable):
	Name
	Email
	Campus

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: employee-groups-affected]5. Employee E-Classes Affected – 
Select all e-classes affected by this request:		
A – Faculty & Other Academics:  		☐  ALL A% E-Classes 	
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	☐  AA – Acad 9/12mth Ben Elig
	☐  AB – Acad 9/12mth NonBen Elig
	☐  AC – Acad 9/9mth Ben Elig
	☐  AD – Acad 9/9mth NonBen Elig
	☐  AE – Acad <9mth Ben Elig
	☐  AF – Acad <9mth NonBen Elig	
	☐  AG – Acad 10/12mth Ben Elig
	☐  AH – Acad 10/12mth NonBen Elig
	☐  AL – Acad 12mth Ben Elig
	☐  AM – Acad 12mth NonBen Elig
	☐  AN – Acad 10mth Ben Elig
	☐  AQ – Acad 10mth NonBen Elig	
	
B – Academic Professionals		☐  ALL B% E-Classes

	☐  BA – Acad/Pro 12mth Ben Elig
	☐  BB – Acad/Pro 12mth NonBen Elig
	☐  BC – Acad/Pro 9/12mth Ben Elig
	☐  BD – Acad/Pro 9/12mth NonBen Elig
	☐  BE – Acad/Pro 9/9mth Ben Elig
	☐  BF – Acad/Pro 9/9mth NonBen Elig
	☐  BG – Acad/Pro 10/12mth Ben Elig
	☐  BH – Acad/Pro 10/12mth NonBen Elig
	☐  BJ – Acad/Pro <9mth Ben Elig
	☐  BK – Acad/Pro <9mth NonBen Elig
	☐  BL – Acad/Pro 10/10mth Ben Elig
	☐  BM – Acad/Pro 10/10mth NonBen Elig
	☐  BN – Acad/Pro Srvy 12mth Ben Elig
	☐  BP – Acad/Pro Srvy 12mth NBen Elig

	
C & D – Civil Service			☐  ALL C & D % E-Classes

	☐  CA – CS 75Hr/pay N/E Ben Elig
	☐  CB – CS 75Hr/pay N/E NonBen Elig
	☐  CC – CS 75Hr/pay ExA Ben Elig
	☐  CD – CS 75Hr/pay ExA NonBen Elig
	☐  CE – CS 75Hr/pay ExC Ben Elig
	☐  CF – CS 75Hr/pay ExC NonBen Elig
	☐  CG – CS 80Hr/pay N/E Ben Elig
	☐  CH – CS 80Hr/pay N/E NonBen Elig
	☐  CJ – CS 80Hr/pay ExA Ben Elig
	☐  CK – CS 80Hr/pay ExA NonBen Elig
	☐  CL – CS 80Hr/pay INA N/E Ben
	☐  CM – CS 80Hr/Pay INA N/E NonBen
	☐  DA – CS 75Hr/pay N/E Ben Elig FS
	☐  DB – CS 75Hr/pay N/E NonBen Elig FS
	☐  DD – CS 75Hr/pay ExA Ben Elig FS
	☐  DE – CS 75Hr/pay ExA NonBen Elig FS
	☐  DG – CS 75Hr/pay ExC Ben Elig FS
	☐  DH – CS 75Hr/pay ExC NonBen Elig FS
	☐  DK – CS 80Hr/pay N/E Ben Elig FS
	☐  DL – CS 80Hr/pay N/E NonBen Elig FS
	☐  DN – CS 80Hr/pay ExA Ben Elig FS
	☐  DP – CS 80Hr/pay ExA NonBen Elig FS
	☐  DR – CS 80Hr/pay INA N/E Ben FS
	☐  DS – CS 80Hr/pay INA N/E NonBen FS

		
E – Civil Service Extra Help		☐  ALL E% E-Classes

	☐  EH – CS Extra Help	
☐  ES – CS Extra Help Seasonal

				
H – Academic Hourly & Grad Hourly         	☐  ALL H% E-Classes

	☐  HA – Hrly Faculty/Clinical/Research
☐  HG – Grad Hourly

	
L – Lump Sum
	☐  LP – Lump Sum Pay
 
M – Summer
	☐  MM – Summer Pay
 
P – Postdoc Fellow/ResAssoc/Intrn	☐  ALL P% E-Classes

☐  PA – Post Dr Intern Ben Elig
	☐  PB – Post Dr Intern NonBen Elig
	☐  PC – Post Doctoral Fellow

	 
R – Residents		
☐  RA – Med Res Ben Elig
	☐  RB – Med Res NonBen Elig
  
S – Students
	☐  SA – Student
 
T – Retiree/Annuitant
	☐  TR – Retiree/Annuitant

U – Unpaid
	☐  UA - Unpaid


[bookmark: business-need-justification]6. Business Need & Justification
[bookmark: a.-business-goal-issue-description]A. Business Goal / Issue Description
☐ New Configuration
☐ Modification to Existing Configuration

Provide a high-level description that clearly states the issue or the overall business goal of the request:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: b.-business-justification-benefits]B. Business Justification / Benefits
Provide a high-level justification that states the benefits the request will achieve. If this request is a result of a mandate, please include a description of the mandate (Federal/State/BOT).
[bookmark: c.-impact-if-change-is-not-made]____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
C. Impact if Change Is Not Made
Provide a high-level description that states the impact of not making this change.
[bookmark: d.-alternative-solutions-or-workarounds]____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
D. Alternative Solutions or Workarounds
Provide a high-level description of any workaround that could lead to alternative solutions. 
[bookmark: training-impact]____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. Training Impact
	Question
	Yes
	No

	Does this change impact, to your knowledge, any existing training materials?
	☐	☐
	Will end users of this system/process require training before the change can be considered successfully implemented?
	☐	☐

[bookmark: training-notes]If yes, please provide a list of training materials impacted and links if available.
[bookmark: communication-requirements]____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. Communication Requirements
	Question
	Yes
	No

	Does this change need to be communicated to end users?
	☐	☐

[bookmark: audience-communication-details]If yes, please indicate the audience this change needs to be communicated to: 
[bookmark: testing-requirements]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
9. Testing Requirements
	Question 
	Yes
	No

	Will testing be required?
	☐	☐

[bookmark: testing-participants-notes]If yes, please provide testing participants / notes:
[bookmark: impact-assessment]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

10. Impact of Change Requested
[bookmark: X9ee62b38761bf44cc25d97c0ff6b8d70e89e663]Are any other systems, processes, or reports that will be impacted by this change?
☐ Yes		 ☐ No 		☐ Unknown
[bookmark: X6c01063d0c23cbaa375a145e52801c63c5f1f04]If yes, please indicate the system, process, or report that will be impacted:
[bookmark: banner-rule-table-selection]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




11. Banner Rule Page Selection – 
Please select or include the Banner page to the best of your knowledge.  
Select ONE table only. If multiple tables require changes, submit a separate form for each request.
	Select
	Banner Page

	☐	PTRBCAT – Benefit Category Rule 

	☐	PTRBDCA – Benefit/Deduction Rule 

	☐	PTREARN – Earnings Code Rule Form (Question 13 required) If you are requesting more than one earn code, please submit a form for each code as the answers to question #13 could be different per request.   
Also, it is your responsibility to ensure that the approvals from each area have been received in order for UPB to begin this request.

	☐	PTRECLS – Employee Class Rule 

	☐	PTRLEAV – Leave Code Rule 

	☐	PTRLREA – Leave Reason Rule 

	☐	PTRTREA – Termination Reason Rule 

	☐	PTVCDES – Position Class Description Validation

	☐	PZRLCAT – Leave Category Rule

	☐	Other (please explain): __________________________________



[bookmark: values-to-be-entered]12. Values to Be Entered
[bookmark: X8e15133711d2f6661e48c77d93248277640e9ec]___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
13. Earn Code Configuration (PTREARN Requests Only)
Prior to submitting this form, please schedule a meeting with OBFS UPB Systems Support (obfsupbsystemssupport@uillinois.edu), Larry Hanyzewski (lhanyzew@uillinois.edu), Senior Director of University Payroll and Benefits, and your Central HR campus representative.  In this meeting we will discuss how to complete the required items below.  Each of the following questions must be answered when submitting this request form for a new a new earn code and will not be processed if not completed.  
A. Earn Code Type
Should this earn code be configured with the OT (Overtime Pay) earn code type?
☐ Yes: In the Attributes section, UPB will select the ‘OT’.
☐ No: In the Attributes section, UPB will select (NONE).

B. Earn Code FLSA Hours & Dollars
1. FLSA Eligible Hours.  Will this earn code have an effect on the total number of hours worked in a FLSA work period?
☐ Yes: On the “Regulatory Information” tab, UPB will select ‘Add’ for FLSA Eligible Hours. 
☐ No: On the “Regulatory Information” tab, UPB will keep the default value of ‘No Effect’ for FLSA Eligible Hours.

2. FLSA Eligible Dollars.  Will this earn code have an effect on the dollar amount used to determine the average hourly rate.
☐ Yes: On the “Regulatory Information” tab, UPB will select ‘Add’ for FLSA Eligible Dollars. 
☐ No: On the “Regulatory Information” tab, UPB will keep the default value of ‘No Effect’ for FLSA Eligible Dollars.
[bookmark: a.-plfa-accrual-calculation]C. PLFA Accrual Calculation
Should this new earn code be included in the calculations for the PLFA accrual calculations?
☐ Yes: UPB update to GTVSDAX required
☐ No: No further action required
** This will require approval from UIC, UIUC, System HR, and UPB.
[bookmark: b.-surs-eligibility]D. SURS Eligibility
[bookmark: select-the-applicable-surs-category]Is this new earn code going to be eligible for SURS?
1. Please indicate which of the following categories.  This will require UPB to update GTVSDAX for every earn code:
a. ☐ Base Earnings: For a staff employee, base earnings would be their regular pay for working their typical work schedule (not including any overtime). Time off work that is paid by benefit time is included in base. For an academic employee, base earnings are the base or main contract. The amount the employee is paid for their regular 9- or 12-month contract.
b. ☐ Summer: Summer is used for an academic employee that has an additional contract for summer work.
c. ☐ Supplemental: Pay for services performed that do not fit into any other category. For example: orientation days, substitute days, worked a one-off special event.
d. ☐ Overtime: Overtime is used when a staff employee works over the normal 37.5 or 40 hour work week and is paid overtime pay.
e. ☐ Vacation: SURS vacation payout should be reported here.
f. ☐ Ineligible: Earnings are not eligible for SURS.
2. [bookmark: X4b34063e14fd029ab18909cad980a1bce2443f2]Should the hours on this earn code be included in the calculations for SURS service time?
☐ Yes:  UPB to update GTVSDAX with the Concept field set to “Include”.
☐ No: UPB to update GTVSDAX with the Concept field set to “Exclude”. 
** This will require approval from UIC, UIUC, System HR, and UPB.
[bookmark: c.-aca-eligibility]E. ACA Eligibility
Should the hours on this earn code count for ACA eligibility?  If you are unsure, please work with your campus HR representative. This will require UPB to update GTVSDAX for every earn code.
☐ Yes: UPB to update GTVSDAX with the Concept field set to “Include”.
☐ No: UPB to update GTVSDAX with the Concept field set to “Exclude”.
[bookmark: approval-review-notes]      ** This will require approval from UIC, UIUC, System HR, and UPB.


UPB USE ONLY
☐ Ensure that GTVSDAX for PARIS has been updated accordingly.


[bookmark: submission-instructions]
Submission Instructions
📧 Email completed forms to: hrpayconfigchange@uillinois.edu
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