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APPROPRIATE USE AND SECURITY OF CONFIDENTIAL AND SENSITIVE
INFORMATION

Similar to Banner, HRFE allows you to access confidential and sensitive information.
Guidelines have been created to help you manage your responsibility.

You are responsible for any activity that occurs using your logon

¢ Do not share your passwords or store them in an unsecured manner.
¢ Do not leave your workstation unattended while logged on to administrative information
systems.

You have access to very sensitive personal information

e Do not share confidential and sensitive information with anyone, including colleagues,
unless there is a business reason.

¢ Retrieve printed reports quickly, and do not leave the reports lying around in plain view.

e Secure reports containing confidential and sensitive information (e.g., FERPA,
EEO, or HIPAA protected data).

e Shred the documents in a timely manner when disposing of reports containing
confidential or sensitive information.

Any violation could subject you to disciplinary action.
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Introduction

This guide will help you understand and process Separation transactions in the HR Front
End. It includes an explanation of the Separation transaction and gives general guidelines
about when it is appropriate to use the Separation transaction type. It also provides
instructions on how to complete Separation transactions.

Assumptions

This guide assumes that you have completed the HR Front End Overview and Navigation
online course. This prerequisite helps acquaint you with the general functionality of and
navigation in the HR Front End. Material presented in the HR Front End Overview and
Navigation course is not repeated in this guide.

What is a Separation?

Separation transactions are initiated in the HR Front End when an employee is
leaving the University. Only the home department of the separating employee can
initiate the separation transaction. The Separation transaction includes a wizard,
which will guide users through the Separation process. Once separated, a returning
employee will need to go through the new hire process. The principles and steps
related to Separation will be explained in this guide.

. NOTE: Changes in Employee Group or Employee Class will no
longer be processed through the Separation. If a person is
transferring from one job to another, see the Employee Group
Changes and Employee Record Changes courses for more
information.

= . g

Conventions Used in this Guide

Indicates a Note or /" @ ™ Indicates a Hint
—=8 additional information \P such as a tip,
— that might be helpful N shortcut, or

to you. additional way to do

something.

' Indicates a Warning
! of an action that you
should not perform or

that might cause
problems in the
application.
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Performing a Separation in the HR Front End

Initiating a Separation

As stated before, only the Home Department of the Employee can initiate a

separation. The beginning (initiating) steps of a separation transaction will be
performed by the Home Department.

1. Use the Employee Search (or Quick Search if you know the employee’s UIN)
to locate the employee and open the Employee Record View (ERV).

The Employee Search screen appears.

2

Employee Search E].t!ﬂﬂ. EW = INOUTBOXES: msm;m' @W' !l.I..E @m

COM: COLLEGE:

9 - University of Mingis - Admin w || = . Al 0
DEPARTMENT: ORGANIZATION:

= All W |t Al v
CAMPUS: EMPLOYEE GROUP:

U - NIVC Urbana / Champaign » || B - Academic Professionals w

[ INCLUDE TERMINATED EMPLOYEES

Sewch| Raset|

Select| Query returned 1 rows

[ um alastName  First Name E-Class Emp Status Home ORG

0001123456

BA - AcadFro | 2mth Ben Elg A U-9-655008 - AITS [TRC

Figure 1: Employee Search screen
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2. From the Transactions menu, select Separation.
Separation Wizard is displayed.

3. Enter the Separation Date (MM/DD/YYYY) - the date that the employee is being
separated from the University.

NOTE: If job(s) have an end date, the Separation Date will default
== to the job end date, but can be overridden. The Separation Date
will be applied to all jobs that do not have a previous end date.

Jobs with an end date prior to the
Separation Date will not be changed.

4. Select a Job Change Reason for the separation.

HINT: For help with Separation Job Change Reason Codes, see
Appendix B.

5. Enter Separation Comments - Comments will be saved on the transaction
Memo tab on the Employee Record View and in the Job Comments section for
each job that is affected by the separation transaction.

6. Click Continue.
Transaction is saved and Employee Record View is displayed.

WARNING: Clicking the Save button will save the transaction to

& the Inboxes to be accessed at a later time. Clicking the Close
button will close the transaction without saving any changes. If the
transaction is not saved, all data will be lost.

Separation

000123456 9.699008-AITS ITPC  ECLS: BA  Total FTE: 1.000 Base Salary: $35,000.00 Total Salary: §35,000.00

You have chosen to separate an employees from the University. Please complete the information balow
SEPARATION DATE: JOB CHANGE REASON: *
| 07 sir2008 | EXO02 - Emplayes Resignation v

Enter any comments for this fransaction. Camments entered here will ba savad on the transaction Memo tab on the Employee
Recard View and in the job comments section for each job affected by this fransaction.
Rezignation Levter Received. teishakfuillinois.edu 265-5555

Supporting documeniation may be attached from the Aftachments tab on the Employee Record View once the Separation Wizard is
complete.

“denotes a requirad fisld

Click Continue to proceed to the Employes Record View

Cortrue| Save| Clase| Dislede Transaclion

Figure 2: Separation Wizard

HR Front End Training 7
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Employee Record View

0023456 9.699008-AITS ITPC  ECLS: BA

Full View:Transaction (39330:197414) SEPARATION ([76443):Owner-Yes (trishak):Not Completed:Editable:BioDemoAccess:JobAccess-[U41042 00, Ue7433.00,
UE4039-00, UE4040.00, LU99931.00, U44444.00], Stop: ORG:Default:Initiate B U-9-AE.£93 599008 (39330:197414)

oae: TR )

O PROPOSED CHANGES

[+] Changs Farsanns| Job Job Change Reason Change
Date Date L]
5 L41042-00 V5T 9-699008 AITS  |EJODZ, Employee
VigwWizard| PR44007/1S2009 |07/15/2009 TRAIMING SPEC Resignation

ard| 76443(07/15/2009

GENERAL INFO BIO | DEMO ATTACHMENTS ALDIT TRAIL

“EII?LO’I"EE GENERAL INFORMATION | |

[Route | Save | cancel| Rebsase Gwnership | Sand Ta | Send F1 | Print Frisndly View |

JOBS ™ SEPARATION
U41042-00: VET TRAINING SPEC  ECLS: BA TS ORG: 3-699008 TYPE:P FTE: 1000 MTHLY:$291667 BEGIN: 1172472008 EMD: 752009 BGTPRO:X STATUS:

Route | Save | cancel | Rebease Cranership | Send Ta | Send FY1 | Print Frisndly View |

Figure 3: Employee Record View after Completing Separation Wizard

7. Review the Proposed Changes on the Employee Record View.

Jobs being ended are highlighted in Red. Deferred Pay (DP) job(s) are added for any
9/12 or 10/12 jobs ending prior to the end of the contract year and will display in
green The HR Front End adds the DP jobs automatically, but the pay amounts need
to be entered manually.

8. If necessary, expand any deferred pay jobs and enter the correct pay amounts in the Pay
Rate fields.

Pay Rate fields on DP job(s) are updated.
9. Attach supporting documentation, if necessary.

Documents show in the Attachment Tab. Attachment Tab is displayed in Red to
indicate documents exist.

10. Click the Separation tab. Verify or select the correct Separation Reason Code.

Appropriate Separation Reason Code is displayed.

HR Front End Training 8
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Employee Record View @M

000123456 9.699008-AITS ITPC ECLS:BA Total FTE: 1.000 Base Salary: $35,000.00 Total Salary: $35,000.00

Full View:Transaction {47198:238768) SEPARATION (92093):0wner=Yes (trishak):Not Completed:Editable:BioDemoAccess:JobAccess=[U41042.00, U67433.00,
UB4033-00, UB4040-00, L193931.00, U44444 00], Stop: ORG:DefaultInitiate B U-9-AE 533639008 (47198:238768)

(TGN 1172000 | View  Liméeo EFv | Timefine View |

GENERAL INFO BIO | DEMO
I EMPLOYEE GEMERAL INFORMATION ] |

[Raute | Save | Concel | Release Cremership | Send To | Send FY | Frint Friendty 'iew |

SEPARATION

SEPARATION DATA

SEPARATIONDATE:  LAST WORK DATE: 10 ARATION REASOMN: LAST PAIDINFO (LPl:  TRANSACTION ENABLED DATE:
[ 1152372009 [1152372008 \ 4 - Employes Resigned v | 12152008

PRYOUT REQUIRED

Select One

Fiote | Save | Cancel| Release Ownersiip | Send To | Send i | Print Friendly View |

Figure 4: Separation Tab

11. Save the transaction.
Transaction is saved.
12. Click the Route button

Transaction is sent to the next stop along the pre-determined routing path.

Reviewing the Transaction

Separation Transactions will be routed to an Org Review for all Orgs that own effected jobs,
the Home College, and the Campus.

1. Transaction shows in the Group Inbox. Open the transaction and click Take Ownership.
Employee Record View is displayed.

2. Verify that the transaction has been initiated correctly. Click Route to move
transaction to the next route stop in the predetermined routing path.

NOTE: Use the Return button to return the transaction to the previous
— rﬁute stop. Use the Memo tab to add a memo to specify the reason for
—_— the return.

HR Front End Training 9
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Initial Apply of the Transaction

Once the transaction has routed to all necessary units and colleges, it will be routed to
the Campus Apply stop. The Campus Applier will review the transaction and apply the
changes to Banner,

1. Transaction shows in the Group Inbox. Open the transaction and click Take Ownership.
Employee Record View is displayed.
2. Verify that the transaction has been initiated correctly. Click Apply.

e Job information is applied to Banner

e If there are Deferred Pay Jobs, FYI's are sent to applicable Timesheet
Organizations and to Payroll.

e The transaction hibernates until the Final Regular Pay is processed.
e Apply Status under proposed changes shows Pass.

NOTE: Use the Return button to return the transaction to the previous
— rgute stop. Use the Memo tab to add a memo to specify the reason for
— the return.

Employee Record View @Hﬂlﬂ E;E!ELMLE&EH. Mﬂﬁ. &mn_mg &E!.E @Lﬂﬁﬂl

* Success applying

000123456  853001-Law General ECLS: AA

Full ‘-JiII'}Tlll'ﬂdillll {47204:238B09) SEPARATION (92114):0wner=No (None):Not Completed:PostApply:Readonly:BioDemofccess:JobAccess=[U30152.00,
U30079.00, U30077-00, UB1803.50, U30079.01], Stop: System Created Stop: DEPT:Default:Review A U-1-KU.B53 (47204:238809)

oate: TR =
© PROPOSED CHANGES

ID | change Date Personnel Date Job TS Org Job Change Reason Change Type Apply Status
view]| |9211 7|08 772008 E P

View| [92114|08/15/200% (08152009 U30073-00 PROF |1-853001 Law General |EJ002, Employee Resignation [SEP

Pass

GENERAL INFO ] BID | DEMO MEMOS b ATTACHMENTS " AUDIT TRAIL

[Demprovee ceneraL mrormaTion |

Take Cramership | Print Friendy Wiew |

JOBS h SEPARATION "

pmmrmmnr ECLS: A% TS ORG: 1-853001 TYPE P FTE 1.000 MTHLY: $12664.08 BEGIN: 8162006 END: 8152008 BGTPRO:R STATUS: T I

Take Cwnarstip | Print Frisndh View |

Figure 5: Success Applying Message

HR Front End Training 10
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Hibernation

Once the Separation transaction is initially applied by Central HR, it goes into a read-
only state, called Hibernation. It remains in this status until the Final Regular Pay is
processed in Banner and will not be editable until the transaction comes out of
hibernation. The date that the transaction comes out of hibernation is defined as the
Transaction Enabled Date, which can be found on the Separation tab in the
Employee Record View. During hibernation, the transaction remains in the Group Inbox
of either the Home Organization or Central HR.

o If the Employee is Compensable Leave or SURS Eligible, the transaction will hibernate in the
Home Department Group Inbox until the Final Regular Pay is processed.

e If the Employee is NOT Compensable Leave or SURS Eligible and there are
Monthly/Biweekly (payable) job records, the transaction will hibernate in the
Central HR Group Inbox until the Final Regular Pay is processed.

HINT: Look on the transaction bar in the Employee Record view to
see if a Separation transaction is in hibernation. See Below.

ad]

000123456 9.904001-AVP Human Resources’Shared ECLS: BA Tif

Full View:Transaction (3455:-167728) SEPARATION (63754):0wner=No (None):Not Cof
Apply:Readonly(Hibernated): JicDemoAccess=No:JobAccess=None, Stop: System

WT\I= 91772009 | View |

© PROPOSED CHANGES

0] Change Date Personnel Date Job TSOrg Jo
64074 |08/17/2009 '

Employee Record View

ViEw

GENERAL INFOI ™ BIO | DEMO MEMOS " ATTACHMENTS "
12 EMPLOYEE GENERAL INFORMATION

Figure 6: Separation in Hibernation

HINT: Add a Transaction Enabled column to your In/Outboxes
makes it easy to see when Separation transactions will come out of
hibernation. To do this, select User Preferences from the
Transaction Menu. Then select In/Outbox Columns. For more
information, see the Additional Components guide.

HR Front End Training 11
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Post-Apply Process

Employees who are NOT Compensable Leave or SURS Eligible

When a University employee is not Compensable Leave or SURS eligible and the Final
Regular Pay has been processed, the transaction will hibernate in the Campus HR
Group Inbox.

The Campus HR processor will:

1. Open the transaction from the Group Inbox and click Take Ownership

Transaction is editable.

2. Once the transaction has been accessed, click on the Separation Tab

Separation tab is displayed.

Select No from the Payout Required menu.
4. Click Apply.

The screen will refresh and success applying message is displayed. Person is
terminated and all benefits and deductions are stopped.

DA 23456

1570000 Special Education ECLS: GA

Full View:Traneaction ({{7207:238821) SFPARATION [2126):Ownar=Yee ftrichak):Net Complatnd:Post ApplyFditabla:RioNamaoAccoms: lobAcesse-[IIR1749.5M,

UE3215.00), Stap: System Created Stop: CAMPUS:HR:Apply G U-1 (47207:238821)

) ooy

U PROFOSED CHANGES

GEMERAL INFO ®

B10 [ DEMO

|2 EMPLOYEE GENERAL INFORIAATION

=TI ATTACHMENTS

AUDIT TRAIL

{Aro | Save | Cancel|

o
SEPARATION DATA
SFRARNTIONDATE: | ASTWORKDATF:  SFPARNTION REASON: | AST BRI INFD (1P TRANSACTION FMARI FR DATE:
| osr1s2000 | 0sr15r2000 | T Student Envallment Vickation ~ | osr15r2003
PAYOUT RECGUNRED
O
@ Agpry | Save | Cancel Relaze Ownerahip | Piirt Mriendy view |

Figure 7: Final Separation Apply — Non-compensable / SURS eligible employee

HR Front End Training
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Compensable Benefit Payout or SURS Eligible Employees

w
Wi
pr

hen a University employee is Compensable Leave or SURS eligible, the transaction
Il hibernate in the Home Department’s Group Inbox until the final regular pay is
ocessed.

Home Department

1.

2,

3.

4,

10.

11.

Access the PEALEAV form in Banner to verify / modify leave balances.

NOTE: PEALEAV balances are only modified for Academic employees.
= Do not modify PEALEAV balances for Civil Service employees.

In the HR Front End, open the transaction from the Group Inbox and click Take Ownership.
Transaction is editable.

Once the transaction has been accessed, click on the Separation tab.

Separation screen is displayed.

Select Yes or No from the Payout Required drop-down menu.

If Yes is selected, the Determination of Payout screen is displayed.

%

Review / update the Determination of Weighted Rate - If any jobs are not required for
the determination for Weighted Rate, click the check box to de-select the job. If a Manual
Override is needed for the Hourly Rate, enter the amount in the Manual Override field.

NOTE: If no payout is required, skip the following steps and click Route.

If Manual Override is entered, calculations in the Information section are updated accordingly.
Review the Listing of 0% Jobs to determine if a Manual Override is needed.

Enter an explanation of the override for Payroll in the Separation Memos, and then click Add.
Separation Memo is displayed and is not editable.

If employee is waiving any of their Payable Sick time for SURS, enter the Sick to
Waive hours in the Determination of Payout section.

If Sick to Waive time is entered, Payable Sick field is adjusted, as are the calculations
in the information section.

The Information to be Used to Enter Payout Adjustable in Banner section
is used as a guideline for the actual adjustment. The payout amount will adjust
based on the information entered in other sections of the payout screen.

Click the Route button
Success Routing message is displayed. Transaction is routed to the College Review Stop.

Monitor the transaction in the My Outbox screen. Watch for the transaction to be routed to the
Campus Payroll Review stop.

HR Front End Training 13
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12. When transaction is routed to the Payroll Department, complete the adjustment in

PZAADJT in Banner. Open the transaction in the HR Front End and use the
Separation Tab as a guideline for the adjustment. Forward adjustment to Payroll using
Workflow.

Y
| SEPARATION

SEPARATION DATA

SEPARATIONDATF: | ASTWORKDATF:  SFPARATION RFASON: 1 ASTPAIDINFO (1 Pl TRANSACTION FNARI EN DATE:
| usrurzOLY | utrsurzuUy | TR - Retired | | s sz
PAYOUT REQUIRED
Yes

DETERMINATION OF WEIGHTED RATE

Full
Time
Manthly

Per

Pay FTE Hourly Weighted Vacation

Rate Hourly Rate

Weighted Sick

Select Leave Hourly Rate

Job Title

Salary

Rate

Total Weighted Hourly Rate

0.000000
0.000000

£4.117233
£4.117233

Manual Override

LISTING OF 0% JOBS

Per

Pay FTE
Salary

Job Title

U71238-
DPPROF

SEPARATION MEMOS
Comments

13589.18]|0.00

UseriD
wiuld like his compensable sick paid out. He has 578 hours @ a rate of $54.117233 for a total payout of

$43335.60. 13:06:
PAYING 679 ATS SICKX $64.117 = $43,535.60. CH ?;_3;_
| ||t|'i.shnk || 0041472,
DETERMINATION OF PAYOUT
Compensable Payable Sick Sick — Comp  Total
Sick Sick to Waive to Pay acation e Payout
INFORMATION TO BE USED TO ENTER PAYOUT ADJUSTABLE IN BANNER
If the Employes is separating from the University due to death, then different earn codes will need to
e used for the adjustment entered Nt Banner.
Earn Code unit Rate Amount
ATY - Termminz! Yacalion .00 0.000000 0.0o0
9 ATS - Sick 679.00 64.117233 4303560
ATW - Waive 0.00 84.117233 0.00
NCM - Comp Time 0.00 0.000000 0.00
Taks Ownership | Print Frisndly View

Figure 8: Separation Data Screen

HR Front End Training
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Home College and Campus HR Reviews

Once the Home Department routes the Separation transaction, it will route to the
Home College for approval and then to the Campus HR office for approval. When the
transaction is received by the Home College and the Campus HR office, they will:

1.

Open the transaction from the Group Inbox, and click Take Ownership.
Transaction is editable.

Click Separation Tab to review the payout information.

Click the Route button.

Transaction is routed from the Home College to the Campus HR, and then to Payroll.

Payroll Review

Payroll will receive both the HR Front End transaction and the adjustment. At this point, Payroll
will:

1.

o > ® N

Open the transaction from the Group Inbox and click Take Ownership.

Click the Separation tab.

Review pay adjustment information and process the payout.

Hold the transaction until Last Paid Information can be entered on the Separation tab.
Click Route button.

HR Front End Training 15
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“—
SEPARATION DATA

SEPARATIONDATE:  LASTWORKDATE:  SEPARATION REASOM: 4 ) LASTPAD IO (LY TRAMSACTION EWABLED DATE:
| oeannes {oevananes |Th- nered [ oai1a/2000 | 07 52008
PAYOUT REOUIRED
Yes -

DETERMINATION OF WEIGHTED RATE

Per Full

Time  Hourly Weighted Vacation Weighted Sick
Sesuch S ok Hiw Pay FTE .snthly Rite Hourly Rste  Leave Hourly Rate

[ 64.117233
Total Weighted Hourly Rate ] 64 117233

Manual Override |

UT1256
OP PROF

SEFARATION MEMOS

Comments
@ SRR T like Ris coOMPensable Stk paid ol He had 679 hours @ a rate of $64. 117233 107 & 100 ganaut of
$43535 60 sosterbr, 217-333-5379

PAYING 679 ATS SICK X $64.117 = $43 535 60. CH Rl

DETERMINATION OF PAYOUT

Compensable Payable Sick Sick Comp  Total
Sick Siek ta Waive topay YOSMON rime  Paysut

INFORMATION TO BE USED TO ENTER PAYOUT ADJUSTABLE IN BANNER

If the Employvee is separating from the Unrversty due to death, then different eam codes will need to be
used for the adjustment entered intp Eanner.

Earn Code unit Rate Amount
ATY - Terminal \Vacation 0000000 000
ATS - Sik £72.00 64117233 4353560
ATW - Walve oo 54 117233 oo
PCM - Cormp Time oo 0000000 000

Fonte | Sve | Corcel |

Figure 9: Separation Tab at Payroll Stop

HR Front End Training 16
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Campus HR Final Apply of the Transaction

The transaction will be in Central HR’s Group Inbox to be applied. Upon their final
review, they are able to apply the transaction. Central HR will:

1.
2.
3.

Open the transaction from the Group Inbox and click Take Ownership.
Review and the transaction.

Once the user has reviewed and/or made changes to the transaction, they may click the Save
button.

Click the Apply button to perform the initial apply on the transaction.

\ NOTE: The transaction will again hibernate until SURS separation
—— process runs. At which point the transaction is successfully applied and
the Employee is separated from the University.

The screen will refresh indicating that the data has been successfully applied to Banner and the
Employee Record View will read Historical Employee Record View.

HR Front End Training 17
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Appendix A — Business Process

Flows

Notification of
separation (Letter of
resignation / retirement,
etc.) to/from employee

v

Separations

Academics and Civil Service

uiCc

Home Department
initiates Separation in
HRFE

Y

Separations Wizard
Appears.
Separation Date
Field Populated with
last End Date.

All Jobs have
End Dates?

Yesp

Page 2

Different
Date
Desired?

User enters Employee’s
Separation Date

g-Yes

User Selects Job Change
Reason
From list of Valid
Separation Reasons

vJ

User enters transaction

memo, notating whether

employee is eligible for
rehire

l—N

v

Active
9/12 or 10/12
Job Exists?

Yes

No—— b

Jobs Ended After
Sep. Date updated
with Sep. Date and

Selected Job

Change Reason

A

User attaches documentation:
Dismissal Letter
Resignation Letter
Written form of termination
SURS Comp Waiver Form

User taken to
ERV. All job
changes display.

A

DP Job Added

Separation Date with DP Suffix.
< 8/1572 Yes— 1 ETE and Salary
are Blank.

HR Front End Training
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Page 2

Jobs Ended After
Sep. Date updated
with Sep. Date and

Selected Job

Change Reason

Transaction

> Applied to Banner

v

Home Dept. User
routes transaction

\

FYI sent to all
Depts. That own
jobs with
employee where
an end date was
put in

v

Transaction routed
to Home College
Level for Review.

v

Home College
Level approves.
Routes to Central
HR

v

FYI's sent to
benefits if Benefit
Eligible Employee
Separation.

v

transaction

Transaction goes
into Hibernation.

v

Final Regular Pay
processed

Transaction comes
out of Hibernation

Central HR applies| |

End of process

Page 3

Transaction
automatically
appears in Home

Dept. inbox

Transaction
automatically
appears Central
HR inbox

Terminate
Employee
Record?

End of process

A

Central HR selects
to terminate the
employee record
and deductions on
the separations
data tab

A

HR Front End Training

19



Separations

Unit initiates End Job Separations
transaction in HRFE using the .
last work date for Job End R grou?' Students
Date Campus: UIC

If End Dated record has
same end date, ho

Is end date

end date? YES < original end NO—— transaction is needed.
) date on Job? Cancel Current
Transaction
NO YES
Transaction is User deletes original
Routed to college / JOB END record in
unit level as required HRFE
Transaction is routed to
Central HR
FWS? YES End FWS

allocation in HRFE

NO
NO

Central HR reviews and
applies Transaction in

HRFE
HRFE updates End of Process End of Process
NBAJOBS

Central HR will ) )
PEASCH Unit or student provides

Central HR runs report to employees in proof or enroliment or

find active status student B files an exemption for
employees that are not anner lack of enroliment.

registered for classes on any ‘
campus (once per semester NO
term, including summer)

Central HR notifies
units prior to
PEASCH process
via email

Enrollment Monitoring

there an exception tha YES
would keep employee
rom being PEASCH'd?

HR Front End Training 20
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Page 3
(ACADEMIC)
Home Dept. Transaction routed )
Reviews/updated ™ to Payroll Central HR applies
PEALEAV in transaction
Banner ¥
* % Transaction
Home Dept hibernates until
Home Dept. clicks Performs_ SUF:;::;J ?Lit;on
on Separation tab adjustment in i
Banner
PZAADJT
* ‘ Transaction
SURS rocess ™| PREETS ol
selects jobs to be Payroll reviews FE successful’? indi’::ates SURS
included in and Pay adjust. S
weighted hourly Allows adjustment
rate for payout to pay YES
v
* * Transaction becomes
active, separation \J
Home Dept. documents are sent to
overrides hourly Payroll enters LPI BXS, and the Central HR sends
rate if necessary (last pay) and separation tab separation
clicks Route. |nd|cate_s_ SURS documents to BXS
f notified
Hours for Payout/ ‘
Waiver to SURS
entered. (if there is FYls sent to Int. Office,
a waiver form, unit Transaction Routed BOT (needs to see
should attach) to Central HR. attachments), Benefits, |
‘ as needed
Transaction routed Central HR
to Home College selects to End of process
Level Terminate terminate the -
Employee employee record
\J Record? and deductions on
the separations
data tab
College Approves, +
Clicks Route
Central HR
Central HR adjusts PEALEAV
Y applies [zeros out
FY! sent to Home transaction and vacation and sick
Department to the separation time and moves |—!
proc: document goes half SICC to
Adjustment in to BXS SICK]
Banner (Civil Service
only)

End of process

HR Front End Training 21



Separations

Extra Help Services
initiates End Job
transaction in HRFE

Transaction is directly
applied in HRFE

Assigned unit returns
employee evaluation to
Extra Help Services upon
completion of assignment
(usually via campus mail)

Is employee with the
temporary pool?

Unit initiates End Job
transaction in HRFE
End date should equal
last day worked

|

Transaction is routed to
college level (if
applicable)

Transaction is routed to
Central HR for review

Separations
Extra Help
Campus: Chicago

Transaction is Applied by
Central HR

Did transaction memo
request that employee
be terminated?

NO

Central HR receives “no pay

within 18 mos” report

Central HR will PEASCH
employee in Banner

Central HR applies
Separation transaction

HR Front End Training
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Separations

Page 2

Jobs ended after

separation date
updated with sep

date & selected
job change reason

R 2

Home Department
routes transaction

A

FYI sent to all depts
that own jobs with
employee where an
end date was entered

oy

Transaction
routed to Home
College level for

review

4

Home College
level approves.
Routes to Central
HR

S —

Benefits set up as a

Central HR user to

view transactions in
group inbox

R 2

Central HR applies
transaction

Transaction
applied to Banner

Transaction goes
into hibernation

Final regular pay
processed

Transaction comes
out of hibernation

End of Process

Page 3

Transaction
automatically
appears in Home
Dept. inbox

A

Transaction
automatically
appears Central
HR inbox

Terminate
Employee
Record?

YES

End of Process

A

Central HR selects
to terminate the
employee record
and deductions on
the separations
data tab

HR Front End Training
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Separations

Page 3

Home Dept
verifies final
leave balances

Central HR clicks
on Separation tab

Central HR
selects jobs to be
included in
weighted hourly
rate for payout

e

Central HR
overrides hourly
rate if necessary

Hours for payout
waiver to SURS
entered (attach
waiver form if
applicable)

Transaction routed
to home dept. for
approval

Transaction

NO

i

routed to payroll

HR performs
adjustment in
Banner PZAADJT

A

Payroll reviews
transaction and
pay adjust. Allows
adjustment to pay

Payroll enters last
pay and clicks
route

Transaction routed
to Central HR

Terminate
Employee
record?

YES

i

URS process
successful?

Yes

v

Transaction
becomes active &
separation tab
indicates SURS
notified

Central HR applies
transaction

A

FYI's sent to
International Office,

BOT, and Benefits as

needed

y

Transaction
becomes active &
Separation tab
indicates SURS
error

/

Central HR
Applies transaction
and separations
document goes to
BXS

l

Employee is
removed from CS
registers (CS only)

A

Central HR manually
enters additional
information on SURS
website (Academic
contract, termination
information, and
employee type)

Central HR applies
transaction and
separations
document goes to
BXS

End of Process

A 4

Central HR selects to
terminate the

employee record and
deductions on

separations data tab

v

Transaction

hibernates until
SURS separation

process runs

A 4

End of Process

HR Front End Training
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Separations

Notification of
separation (Letter of
resignation/retirement,
etc.) to/from the
employee

v

Separations
Academics and Civil Service

Employee schedules
Exit Interview with HR
to complete resignation
form and Separation
Packet

uIS

v

Home Department
initiates Separation in
HRFE

All Jobs have
End Dates?

/

User enters Different
Employee’s —Yes Date
Separation Date Desired?

Separations Wizard
Appears.
Separation Date Field
Populated with Last End
Date.

User Selects Job
Change Reason From
List of Valid Separation

Reasons and Enters
Transaction Memo

Active 9/12 or 10,

12 job exists?

Yes

Separation

DP Job Added
With DP Suffix.

Page 2

Jobs ended after
separation date
updated with Seo.
Date and Selected
job change reason

No——————— P

User attaches documentaton:
Dismissal Form
Resignation Letter
Written form of Termination
SURS Comp Waiver Form

User taken to
ERV. All job
changes display.

FTE and Salary are
Blank.

HR BPont End Training
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Unit initiates End Job
transaction in HRFE
End date should equal last
day worked

/

Unit may attach separations
form to the transaction. Not
required.

Transaction is routed to
college level (if applicable)

Transaction is routed to
Central HR for review

'

Transaction is Applied by
Central HR

v

Central HR receives report
each pay period —
Terminated employees with
no active jobs

l

Central HR PEASCH’s
employee in Banner

evaluation to determine
reemployment eligibility

Central HR will occasionally
send the unit an employee /

Separations
Extra Help
Campus: Springfield

Not a formal process
at UIS. When
Central HR knows
person has truly left
university, they
PEASCH. They are
currently talking
about receiving a
report to show active
employee with no
active job. Not paid
for 18 mos.

Under certain
circumstances,
employee can be
PEASCH’d
immediately

UIS not currently doing this,
but is considering it

Separations

HR Front End Training
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Unit initiates End Job
transaction in HRFE
using the Last Paid date
for Job End Date

Separations

Separations
Employee group: Students
Campus: Springfield

end date? YES

NO

Unit enters end job
information in

If End Dated record has
same end date, no
transaction is needed.
Cancel Current
Transaction

Is end date
< original end
date on Job?

YES

User deletes original
JOB END record in

HRFE

Transaction is
routed college
level for approval if
applicable

|

Transaction is
routed to Financial
Aid to be applied

Financial Aid reviews
and applies Transaction
in HRFE

HRFE updates
NBAJOBS

Financial aid
occasionally will
PEASCH
employees in
Banner. No set
process in place to
do this

HRFE

NOTE: Often FWS jobs are
ended directly by Financial
Aid. If the job is ended
based on FWS award is
reached.

HR Front End Training
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Notification of
separation (Letter of
resignation / retirement,
etc.) to/from employee

Employee is requested
to come in the Staff HR
office to complete
resignation forms and
complete Exit Survey or
packet is mailed to
employee (CIVIL SVC
ONLY)

v

Home Department
initiates Separation in
HRFE

All Jobs have
End Dates?

Yes—»

Separations
Academics and Civil Service
uiuc

Separations Wizard
Appears.
Separation Date
Field Populated with
last End Date.

Page 2

Jobs Ended After
Sep. Date updated
with Sep. Date and

Selected Job

Change Reason

A

No
y
User enters Employee’s DL
Separation Datz} e Yes— Date
Desired?
User Selects Job Change
Reason
From list of Valid ¢— No .
Separation Reasons and .
enters transaction memo .
Active
9/12 or 10/12 No—— P
Job Exists?
Yes
) DP Job Added
eparation Date Yes with DP Suffix.

< 8/15?

User attaches documentation:
Dismissal Letter
Resignation Letter
Written form of termination

SURS Comp Waiver Form

User taken to
ERV. All job
changes display.

FTE and Salary
are Blank.

Separations

HR Front End Training
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Page 2

Jobs Ended After
Sep. Date updated
with Sep. Date and

Selected Job

Change Reason

v

Home Dept. User
routes transaction

v

Transaction
Applied to Banner

v

Transaction goes
into Hibernation.

v

FYI sent to all
Depts. That own
jobs with
employee where
an end date was
put in

v

Final Regular Pay
processed

Transaction routed
to Home College
Level for Review.

Transaction comes
out of Hibernation

A

Home College
Level approves.
Routes to Central
HR

A

FYI's sent to
benefits if Benefit
Eligible Employee

Separation.

\

Central HR applies
transaction

End of process

Page 3

Transaction
automatically
appears in Home
Dept. inbox

Transaction
automatically
appears Central
HR inbox

Terminate
Employee
Record?

End of process

A

Central HR selects
to terminate the
employee record
and deductions on
the separations
data tab

Separations

HR Front End Training
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Separations

Page 3
(ACADEMIC)
Home Dept. Transaction
Reviews/updated becomes active and
PEALEAYV in Transaction routed | Sgliiepsrsc;zle,;s S NO»|  separation tab
Banner to Payroll ’ indicates SURS
v Error
* YES
Home Dept. clicks \
on Separation tab Home Dept
performs i Transaction becomes \J
v adjtésatrr::]eer:t in actwg a_nd sepgratlgn Central HR applies
PZAADJT tab mdlca_t_es UR transaction and the
Home Dept. notified separation
selects jobs to be v document goes to
included in ‘ BXS
weighted hourly Payroll Reviews FE :
rate for payout and Pay adjust. Central HR gpplles
Al f transaction
* ows adjustment
to pay ‘
Home Dept. \ FYIs sent to Int. Office,
over_rldes hourly BOT (needs to see
rate if necessary Payroll enters LPI attachments), Benefits, |
(last pay) and as needed
clicks Route.
A Y
Hours for Payout/ *
Waiver to SURS Employee is removed
entered. (if there is from CS registers
a waiver form, unit Transaction Routed (Civil Service Only)
should attach) to Central HR.

' # v

Transaction routed

Central HR Central HR sepds
to Home College selects to department Final
Level TR terminate the E?ployee Evaluation to
e completed (Paper
Employee employee record Form) CIVIL SERVICE
Record? and deductions on
* the separations
data tab ¢
College Approves, Unit returns completed
Clicks Route Central HR Y Evaluation to Central
applies HR
transaction and Transaction ¢
% the separation hibernates until
FYI sent to Home declimenigoes SR L Based on evaluation,
Department to 0 BXS process runs Central HR determines
processes if employee is eligible
Adjustment in for future employment
Banner

V End of process
Report sent to
End of process University Parking
monthly showing 4+
separated employees
(Civil Service only)
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Separations

If End Dated record has
same end date, no
NO— transaction is needed.
Cancel Current
Transaction

Unit initiates End Job
transaction in HRFE
using the Last Paid date
for Job End Date

Is end date

end date? < original end

NO YES
Unit directly User deletes original
applies transaction —NO JOB END record in
in HRFE HRFE
YES

Transaction is routed to

Central HR
Separations
_ Employee group: Students
Central HR reviews and Campus: Champaign / Urbana
applies Transaction in
HRFE

HRFE updates
NBAJOBS

Central HR corrects
authorization end dates
in RIASEAR
(Financial Aid)

Central HR runs report using Central HR will
PEAEMPL data to find active PEASCH
status student employees employees in
that are not registered for Banner
classes on any campus (run

annually end of August)

HR Front End Training 32



Extra Help Services
initiates End Job
transaction in HRFE

Unit may attach
separations form to the
transaction. Not
required.

Transaction is directly
applied in HRFE

Clerical Extra Help?

Unit initiates End Job
transaction in HRFE
End date should equal
last day worked

l
Unit may attach
separations form to the
transaction. Not
required.

Transaction is routed to

college level (if
applicable)

Separations
Extra Help
Campus: UIUC

Central HR waits at least
two pay periods before
continuing with PEASCH
process

Central HR will enter a

Separations

Under certain
circumstances,
employee can be

Separation Transaction _PEAS_CH'd
Transaction is routed to through the HRFE immediately
Central HR for review o
Central HR applies
Separation transaction
Transaction is Applied by
Central HR
Central HR will
occasionally send the unit
an employee evaluation
Central HR receives report to determine
each pay period — reemployment eligibility
Terminated employees with
no active jobs
HR Front End Training 33



Separations

Appendix B - Separation Job Change Reason Codes

Reason Code

Definition

EJOO1 - End Job

Job requiring an end date (used on the terminated status
record)

EJO02 - Employee

Employee resigns/separates from the University

Resignation
EJOO3 - Employer Visa issue, job abandonment, int’l over allowed FTE,
Termination falsifying information, extra help problem employee

(UIUQ); job entered in error (UIUC)

EJO06 - Job Terminated

Ending non-status job (HA, SA, EH, UA e-classes).

NROO2 - Ending Notice of
Non-Reappointment

Ending notice and reappointing

NROO06 - Trunc Job w/o

Notice of Non-
Reappointment

UIC ONLY- Contract (for employees entitled to formal
notice of rights) truncated due to unexpected loss of
funding.

SP001 - Deceased

Death of employee.

SP003 - Retired

Employee is retiring from the University

HR Front End Training
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Separations
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Appendix C: Screenshots from HRFE Video

‘< Course Menu

Separation Transaction - HR Front End INTRO -P.1/5

Welcome to the:

Separation Transaction

course

Click the Neext button
to continue.




< Course Menu

Separation Transaction - HR Front End

This course will help to equip you when you will be working with
Separation transactions in the HR Front End Application.

| chapTeR YOU WILLLEARN ABOUT

1 - Common Terminology

Common Terminology
What a Separation transaction is
Separation Quick View

2 - Initiating the Separation
Transaction

How to initiate a Separation transaction

How to enter the date you wish the person to be separated
How to selecta Separation reason

How to entera Separation comment

3 — Reviewing the Separation
Transaction

The Proposed Changes accordion

Reviewing and editing any information on the Employee
Record View

Routing the transaction

4 - Reviewing the Transaction at
the College Level

How to locate and take ownership of the transaction from
the Group Inboxes

How to review the transaction

How to route the transaction to the next stop in the pre-
determined routing path

5 — Applying the Transaction at
the Campus Level

How to locate and take ownership of the transaction from
the Group Inboxes
How to review the transaction

INTRO - P.2/5

s 5 se— Click the Next button

CERO0

fo continue.
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< Course Menu

Separation Transaction - HR Front End INTRO - P.3/5

This course will help to equip you when you will be working with

Separation transactions in the HR Front End Application.
CHAPTER WILLLEARN ABO
6 —Hibernation Defined
What Hibernation is
How to identify if the transaction is in Hibernation.
How to see the Transaction Enabled Date in the inbox.

7 —Post-apply Process for
Employees who are Not How to review the transaction

Compensible Leave or SURS How to answer the Payout Required question
Eligible How to successfully apply the transaction to Banner

8 — Post-apply Process for
Employees who are Compensible
Leave or SURS Eligible

How to review the transaction

How to answer the Payout Required question

How to fill out payoutinformation

How to successfully route the transaction to payroll

9 — Payroll Review
How to review the transaction

How to enter the Last Paid Information

How to successfully route the transaction to Campus HR

10 - Final Apply at the Campus

HRLevel How to review the transaction

How to perform the final apply on the transaction

11 — Course Review You will participate in activities that will assess your
understanding of the content covered in this course

Click the Next button
to continue

G D D C] CJ [:J [j B ADOBE CAPTIVATE " )



% Course Menu

Separation Transaction - HR Front End

Information

<‘ Appropriate Use and Security of Confidential and Sensitive

Users are responsible for any activity that occurs during their logon. The HR Front
End Application allows users to access confidential and sensitive information.
Guidelines have been created to help users manage their responsibility.

Do NOT share passwords or store them in an unsecured manner

Do NOT leave workstation unattended while logged on to administrative
information systems

Do NOT share confidential and sensitive information with anyone, including
colleagues, unless there is a business reason

Retrieve printed reports quickly, and do not leave the reports lying around in
plain view

Secure reports containing confidential and sensitive information (e.g. FERPA,
EEO, or HIPAA protected data)

Shred the documents in a timely manner when disposing of reports containing
confidential or sensitive information

INTRO - P.5/5

-

Click the Next button
to continue.

| x ADOBE" CAPTIVATE



% Course Menu

Separation Transaction - HR Front End CH1-P.1/5

Chapter 1

Common Terminology

In this Chapter, you will learn:

¢ Common Terminology
+ What a Separation transaction is

e Separation Quick View

Click the Next button
to continue

' 19 o) RTocf X ADOBE"CAPTIVATE



< Course Menu

Separation Transaction - HR Front End CH.1-P.2/5

Separation Wizard - Button Functionality

FUNCTIONALITY

The Apply feature completes the transaction and applies the data to Banner.
The User must have Apply permissions for this button to be active

The Close button enables the userto exit the transaction.

The Continue button is used to proceed through the screens of a Wizard

The Delete Transaction button is used to delete atransaction fromthe
system.

The Print Friendly View button opens a separate window that will align the
datafromthe current screenin a format that can be easily printed.

The Route feature sends the transaction on to the nextstopin the
predetermined routing for the transaction.

The Save button is used to save the transaction to be worked on at a time in
the future. Saved transactions can be accessed in the User's Inbox (My Inbox)

The Send To feature allows the transaction to be sentto a userthatis notin
the predetermined routing for the transaction.

 Click the Next button
to continue

Q Q Q @ L’;} IEZZI E@ ADOBE CAPTIVATE™



‘% Course Menu

Separation Transaction - HR Front End CH.1-P.3/5

What is a Separation?

Separation transactions are initiated in the HR Front End when
an employee is completely leaving the University.

Only the home department of the separating employee can
initiate the separation transaction.

The Separation transaction includes a wizard, which will guide
users through the Separation process.

Once separated, a returning employee will need to go through
the new hire process as a rehire.

Click the Next button
to continue.

| ADOBE CAPTIVATE™



| "< Course Menu

Separation Transaction - HR Front End CH.1-P.4/5

o;mtett!;eetr:lf‘gyc;ezsrecordandiniﬁatea Sepa ration
Transaction
. j(;obn;plete the Separations wizard and end all Q u i c k Vi ew

* Review the Proposed Changes in ERV, editing
data if necessary

+ Transaction is routed, reviewed and applied
to Banner

* After final regular pay has run, complete the
Separations screen and process payout in
Banner.

* Transaction is routed and reviewed. Payroll
enters Last Paid Information

« Campus HR applies the transaction to Banner |Click the Next button
to continue.

Q Q Q @ t;,% a:g Q ADOBE"CAPTIVATE " |



‘< Course Menu

Separation Transaction - HR Front End CHA1-P5/5

Chapter 1 Review

In this Chapter, you have learned:

¢+ Common Terminology
* What a Separation transaction is

e Separation Quick View

Click the Next button
to continue.




‘< Course Menu

Separation Transaction - HR Front End

Chapter 2

Initiating a
SeparationTransaction

In this Chapter, you will learn:

* How to initiate a Separation transaction

* How to enter the date you wish the person to be
separated

* How to select a Separation reason

* How to enter a Separation comment

CH2-P.1/6

Click the Next button
to continue.

e
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Separation Transaction - HR Front End CH.2 - P.2/§

- i 5 w
Errployes Record View EJ."F!‘- C_“I':U:'!‘!:lw == WO
BAPYRSE 1000 Contral - Ubk-S Cesh Mgred & lrvest 015 BA (etel k1L 1000

Fall Virw N3 | ia-machorebes de abg b sl ermofcom. o BACCH- [ 1AV B0y
oure: (ITCET

ETTACHMENTS

ﬂ'uﬂmm-:nn L{L5: 04 TS Rl 1- 103007 5 iy [iats

To initiate the Separation transaction clicks Jjob EndDoae
Separation from the Transactions Menu.

To bagin a Separation transaction, you
must first open the employee’s record.
Once you have selected a UIN that you
have permissions to, you will be taken to
the Employee Record View.




Separation Transaction - HR Front End CH2 - P.3/6
Saparatien B © owone s & wewimns B iwsncion v aoww s v ﬂ-uu-r O

GEIIINTE 1000000 Conirsl - OBFS Cosk Mgw1 & brvest  ECLS: B Tonal FTE: 1000 B

g By e [ gl o wroplepes T B Ubewrsdy, Plyatsy womplile Uy inivn vl wn bk
SEPARATICON DETE: © SO CHAMGE RS LSOk ©

I] . Skl O - I X
Enlie 41 | H rod warswill ba saee o 10U have now entered the Separation Wizard. You must enter
4 k0 o' Enter a Separation Date ofrssn” the date that the employee is being separated from the
12/31/2009 and then click University.
the Job Change Reason
List to continue.

4
If job(s) have an end date, the Separation Date will default to the

job end date, but can be ovemdden. The Separation Date will be
Suppating Jecurreniatsen may be afteched from the A8 wchmetbs tab o the Emy WPIW‘ to all -pbs that do not have a Pmuus end date. Jobs with
"danctes 1 wqurcdfed an end date prior to the Separation Date will not be changed.

Clek Comtinne b2 pracead te -ba Dmpleyes Racond Yire

Godree | Daee| Coae| Dot ar gt |
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Separation Transaction - HR Front End CH.2-P.4/6

] k=]
Separation F‘m '.E.IEN.P'.']LMH :-"—.m:rzu @.Z‘mlm.' E-":.mlw-.:? ﬂ.BLF. @Lm!

0004
iteg hired Chiclien £0 SRparale an armphiyes )
SEPURATICH DATE: "

I Wi 2 . Mext you must select a Job Change Reason.

.3l|l‘ﬂ|:°"1'
Ebr any commans e the ir X d ot thun Iringactasn Maes Lab o the Employns Record View ind =
el b commasty Bectaon o

EJNE - Joby Torrrariaded
HROOZ - Erviig Motes of N
HROOE: - Tiuss Job wf Mot

SPO01 - D asned Select Job Change Reason of
SO0 - Fred EJOO2 - Employee Resignation

Sapportng doecumentstion mary be aflached from the Altachmenis tab on the Employes Recoed View once te Sepanstion Winend i complste
“dencten 4 nesped aeld
Clhcl Comtlnme 10 procesd ba the Empleyes Recosd Yiew

Comrn| Sem| com|

) QLG oo



% Course Menu Separation Transaction - HR Front End CH2-P.56

F‘I"'l'.-. Emmuﬂm ?nw1m E"i]!nu:w:rm' E.IE-PDMJ" ﬂII.Lf @LDGE'H

Separation

FIIE000 Histery  ECLS: AR Toisl FTE: 1.000 B Salany S22 00 Totsld Sslary: §72.331.04

¥iog hiren Chaiim b5 thparale so employed bom e Urnmewepdy Pipsss complebe the mirmaton, bk

MI'NMTE" SO CHANGE REASOR: "

[ Rl Ll EAMIE - Ermpiny ea Riaggeaannn

Eftés aay eamminli e Bei lidhiatton Commiesti anticed hise will be drd of Thi Iriaiihen Meis Lib of B Ergloyis Ricoid View ind

1hie ok commintt becton for wach pob afiected by thee tranachon

Emgioyes leaving unpversily efective 1259100009 cmﬁlﬂs will be saved on H'Iﬂ‘ Ifmﬂtllﬂl'l
Memo tab on the Employee Record View and in
the Job Comments section for each job that is

affected by the Separation transaction.

-

Supporiing decumend stion may be Whew pnce Bhe Separation Witend 18 complete.

"Sanctes § reqared beid Enter text: Employee leaving
Chei Comtinus bogrscend 0 e yniversity effective 12/31/2009.

fortrun | Sevs| Cuna

Chick the Mext button
1o Comiinue




‘« Course Menu

Separation Transaction - HR Front End CH.2-P.6/6

Chapter 2 Review

In this Chapter, you have learned:

+ How to initiate a Separation transaction

* How to enter the date you wish the person to be
separated

* How to select a Separation reason

* How to enter a Separation comment

Click the Next button|
to continue




% Course Menu

Separation Transaction - HR Front End

Chapter 3

Reviewing the
SeparationTransaction

In this Chapter, you will learn about:

* The Proposed Changes accordion

* Reviewing and editing any information on the
Employee Record View

* Routing the transaction

CH3-P.1/6

Click the Next button
to continue.




'« Course Menu Sl.’.pamtiﬂﬂ Transactiun -HR Frﬂﬂt End CH3-P.2/6

m»:u EL'LMM EID'.I'lm @amrm' E.IE-TDHJ" ﬂII.L'P @LDEN'[

Separation

b5 pipbrale s ampkiyee bom e Lseerpdy

Vi hirel Chidin |
SEPARA THOM DATE: * i CHANGE REASOR: ©
-

[ 12mames T ey Vp——
Eftés any fomminti e Bei iadiaiton Commenti anlivid hide will be iaeid on Thi Irandadhin Mims Lib of Be Employss Ridod View ind &
the wb comments secton ke each b sllscted by this fampachon

x

L2y Z00m Once you have entered the comment, you are
ready to enter the Employee Record View.

Enployes leaving university affective

Supporing decurmend slion may be st sched from the Aflschments tab on T Employes Recond View once Bhe Separstion Wizend i complete

“dancten § regored eld
Chelk Cantinins 1o procisd 10 1hi Empliyes Retand Ve,

=] sl oo

Click Continue.
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< Cours Men Separation Transaction - HR Front End B

T,?] e E ENELOTES SEAMLA E ML BURE S E'I!hl-}li.lm' E“I IEKNLS * ﬂ".l.l" E Lo

. The Proposed Changes accordion summarizes all the
Sl changes proposed on this transaction. Click the Wizard
ORG:Detautishise B U A =
—_— link to make changes in the wizard.
& PROPOSED CHANGES
change PErsonnel Jab Charge Reason

1 00300 Coreral  OBFS Cash kgt | EJOC2, Errphingee
= REsignasen

Employee Record Vi

change
Type

st Crurmm stz | S T | 2onm: 1| Poid Pty e |

UAABRES COORD GCLEIEA TRORGE 1100000 TYPE: FTR: 1000 WTHLY §o €667 DEGME RNEOT00 EMD 12700000 STATM:T

L Fiskoacs Cwacnship | Serdi Fa. | Sone 11 | Frind Fiicrally view |

Jobs being ended are highlighted in Red. Defered Pay
{DP}) job(s) are added for any 9/12 or 10/12 jobs ending
prior to the end of the contract year and will display in green.
The HR Front End adds the DP jobs automatically, but the
pay amounts need to be entered manually.

BE00 (DG oo



< Course Menu
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© PROPDSED CHANGES

Change Personnsl Change
0 pae Date Las Joh Change Reason

- - HAIMS-M 1-100NN Zanfral - ORFS Tash Memt FINN?, =mplwvee
! - £ - C . ¥
WEV\|WZE[DI| \Tlﬂﬁl 12/3142009 ‘12&1.’2039 |DDD?3 |& boaeel Resagalio] |SEP Delete ||

Once the transaction has

been reviewed, clickthe [Twewos ' SOITTEION ST
Route buiton.

Releace Cwnership | Send T3 | Send Fv1| Print Friendy Visw |

scPpraTION
SEPARATION DATA

SEFARATION DATE:  LASTWORKDATE:  SEPARATION REASOM: LAST PAID INFO (LP1):  TRANSACTION ENABLED DETE:
|12.f.ﬂ.l2w5 |1 ANy TQ - Ermplcyze Res gred b iz

PAYOUT REOUIRED
Selec. One
On the Separations tab, you will need to verify or select the
correct Separation Reason Code.
—— Also, notice the Transaction Enabled Date. This date is the
Touke | Save | Canzel| date the transaction will come out of Hibernation, which is the | Send T Send FY1| Prict Friendly View |
date the home department can pick up the transaction again.

D D D a D G G D Anoaa"mp'rm're'f

J
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EH'H.I Resord Yiew Hl’ln." E AL UTEE SEAMLE E.ﬂﬂl“h E“H 100 v ﬂ'lll‘ L= N e Fi 1T}

& Suvvwss sk i COLLTSE Dullaull Pyvwiy B LTI @000 84T

EESPREENS 1000080 Conwral - CHES Cash M ce transacti s
L been routed you will geta ket e A1 G, Swre
COLLEGE Debaul:Ravizw B U157 4532454331

e 1 | Trncirn Ve |

Change

Change
L] Type

ol Change Reagan

q |V7E203 120000

SEPARATIONOATE:  LASTWORKDATE:  SEPARATION REASOR: LAST B BP0 0 TRLAIS ACTHON ERAILED DATE
WHAE008 [1m31moes [0 - Cruplc pes Resigned [cvmazone

P AVOLAT PECRFED

[Click the Mext button
o Comiinue

=

ERC0 GEEE . wowrwma,
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Chapter 3 Review

In this Chapter, you learned about:

* The Proposed Changes accordion

* Reviewing and editing any information on the
Employee Record View

* Routing the transaction

CH.3-P.6/6

Click the Next button
to continue

ADOBE"CAPTIVATE "



‘« Course Menu

Separation Transaction - HR Front End

Chapter 4

Reviewing the Transaction
at the College Level

In this Chapter, you will learn:

* How to locate and take ownership of the
transaction from the Group Inboxes

* How to review the transaction

* How to route the transaction to the next stop in
the pre-determined routing path

CH.4 -P.1/6

Click the Next button

=4 1 J L J Kad

fo continue.

ADOBE“CAPTIVATE "
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F.:].M E.lm.'rmmn Emrmu @Jmamx E:I'MW'BI? E_H'.LF. Elm!

Separation transactions will be
routed to an Org Review forall ——
Orgs that own effected jobs, the

Home College, and the Campus.

Lot UL —

A o

— x
+wses Once the transaction has been routed

. - « to the College level, it will show up in
- _ : s we the Group Inbox for those with the
nngl DOUBle-click the transaction. | = appropriate permissions.

i R e B SR S Saas. &
e Wy | T (gl Gele | S S
T el G - —
e Ty 0 b S o

T LI T R LR L
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- -
E_PME' Record ¥iew ﬂm E EWFLDTLEE SR E-.t'ﬂlll.ll.l'! E AJENN LY T ﬂ'll]" d—“lkwl

WEAAYSETE 1100000 Conwel - CUFS Cosh Mgmi & el D15 B8
Ful View Trarmachen 800 IIT) STPARATION [T - Dener- Be hona¥al Carvplels ol sdanby 3 oler oM oress S obAc oess- JUASDE ), Siep
COLLEGE Cefaci-Review B U727 @932 454107
oare: [N

o change Feriannel
Datw

e chamge App

p Job Change Reason n Staius
LA EC0

VPEE05 12732009 o

Click the Take

Ownership buton. B

In order to review the transaction, you
must first Take Ownership.
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E”ﬂﬂ"'ll R::ﬂrﬂ I.‘j-‘,w ..I.'Il.-. E EWELOTED SEAMLT E‘ L LiTR] et E‘imn_m " Eﬂ.ﬂ IooLE T ﬂ'lll“ E LA

= EISNSETE 1000060 Canwel - COFS Cash Mame & lvem  ECLS: BA
Full View Trareastisn BIVIZIRITT T SEPARATION (TIR0T Dwner=Yeu faardrc) Mol Completed £ Suabls Hislemaloese Inbheosa-{WAYHNE DI|, Siep:
OOLLEGE DefasicReview B U137 SUEXr48070 %
EO 120 7000 | Mew]
After the college level person has
© PROSOSED CHANGES reviewed the transaction, it is ready
::1:1!! ;::'I-MH to be routed to the next stop in the Jou Change Reason  CHANDe
=] F A TYEE
predetermined routing path, dort|ENC2, E

w;+rq:n5| 2 [123200

Use the Return button to return the
transaction to the previous route stop.
Use the Memo tab to add a memo to
specify the reason for the retumn.




< Course Menu

Separation Transaction - HR Front End CH4-P.5/6

m
E_.h‘,.' Becord View F.;J-rl'.l- E B DT R SLANLE ':.m I | B E AOWN UOLY T BI‘III‘ hu‘ [LLEE ]

s Suivess suley by CANPUS Jalesl Agple 30-1 4300 03T

Once the transaction has
— . been routed you will get a
Full Wiew, Toamas o [BUIZ 06 30T) SEP 5
S e success routing message.
nare- R RITT
C PROPOSID CLANGTS
:::‘" :::"'""' Jek Job Changs ResEon ShAmgs Apply

Type State
- LAY 5-C0 .
el | 179205 12012008 E Py

LWt L

Once the transaction has routed to all necessary units and . -

colleges, it will be routed to the Campus Apply stop. The  F0 o SAISE
= Campus Applier will review the transaction and apply the
— changes to Banner.

Chck the Mext button|
1 continue

CSEEDO HOEE s,
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Chapter 4 Review

In this Chapter, you have learned:

* How to locate and take ownership of the
transaction from the Group Inboxes

* How to review the transaction

+ How to route the transaction to the next stop in
the pre-determined routing path

CH.4 - P.6/6

Click the Next button
to continue
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Chapter 5

Applying the Transaction
at the Campus Level

In this Chapter, you will learn:

® How to locate and take ownership of the transaction
from the Group Inboxes

® How to review the transaction
® How to apply the transaction

CH5-P.1/6

Click the Next button
to continue
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E‘]_-J'.ﬂ. g_m'mumn E..mrmm E[Lm.mni E_m.lmt ﬂ_rl.l.! E_L‘.‘E-Wl

Boute $tep Role [l €-Srouve [l cenege [l
Route Stop Levet ] campus: ] Department |
Tramsaction Type: [l con: [fll organizaten: |

Once the transaction has beaan

Double-click the routed to the Campus level, it will
transaction. . » - show up in the Group Inbox for
. i - those with the appropriate
permissions. ||
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B E G e 0. C
Eﬂﬂﬂflt Aecerd View R e DU SRR e W o AN UL T ALPE e AR

36N 1000000 Conwel - OBFS Cah Mgmi & bvvest  POLS; BA
Full ViewTrares stian B32:460310) SEPMIATION [ITI207): amar-Ne (Nena): N1 Corz et d: s centy:d ollar efocom fobAccem- JUATITE BD), Step:
CAMFLUS:DelsaizApply B U BISEEAGAIEN

ove: EENE
© PROFOSED CHARGES

change Fersannel
2 Date Diate <ot Jub Change Meason

cChange
Tree

LA E-C0

|'|?9W5 TN !12-"-31"2039 CO0E5

_ | Click the Take
[T B LG L Ownership bulton.

I A B LY KT SIRI

In order to review the transaction, you
must first Take Ownership.

SES00 LDEEE. wewurmr,
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= .
Employee Recond View ‘l = C ERLVEE SAML E L TT] TR Blmu}n " EA“ Has ﬂ!u‘ Euu.m
EERPSMETE  1-10000C-Cowtrel . CEFS Cash Mami & boest  ECLS: 3A
Full WiewrTrarsactiar BAVI-AEITYT) SEPARATION [TFINT)-Damer=Yes far dror) Mol Comploted £ dtakle BisBemahocess bebhooss={UANHE DY], Step-
CAMPUS: Detaaitsfppiy B UL SIEI2A03YY

| e 08 | omcke |

ighunt ;::‘“" Job Jos Ghange Awasen  Cong®

TyEE
1100000 Cororal - QBFE Caen Mgrd [EJOCT, B piceyes

| The Campus Applier will review the
_____transaction and apply the changes to
Banner. They must verify that the
transaction has been initiated
comectly.

Ponieace {rrrer s | Serd Ta | Ziose I8 | Prid rierly Views |

COE0. wacomm,
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s K G .
Employes Record View B © momsancy B woumors B mamucncs Eaowmronss Bme Bioon

= Success applying

Once the transaction has .

Full View: Transsction @437 46435 A
T e e success applying message. Ll iy
vare: EFEIFE | view |

Change Personnel Change Apphy
Date Date Job Jeb Change Reason Type Status

ea] 1702521 1/20:2009
= ] x Ol . OBFS Casn |EJ002, Empleyes

Job information is applied to Banner et

If there are Deferred Pay Jobs, FYI's
are sent to applicable Timesheet
Organizations and to Payroll.

The transaction hibernates until the
Final Regular Pay is processed.

Apply Status under proposed changes NIRRT e
shows Pass for the job information but 116667 DEGBE AN G000 ND: 12010008 STATUR:T

is blank for the Employee Data Change. PETp—

Chick the Next button
2 conbnue




‘< Course Menu

Separation Transaction - HR Front End CH.5-P.6/6

Chapter 5 Review

In this Chapter, you have learned:

® How to locate and take ownership of the transaction
from the Group Inboxes

® How to review the transaction
® How to apply the transaction

Click the Next button
to continue

l_J \ J J & 1 R ADOBE" CAPTIVATE
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Chapter 6:

Hibernation Defined

In this Chapter, you will learn:

* \What Hibernation is

+ How to identify if the transaction is in Hibernation

* How to see the Transaction Enabled Date in the
inbox

Click the Next button
to continue
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‘ Once the Separation transaction is initially applied by Central HR,

Employee Record View = it goes into a read-only state, called Hibernation. It remains in

e this status until the Final Regular Pay is processed in Banner and
Cars A B will not be editable until the transaction comes out of hibernation.

§50,000.00
5 The date that the transaction comes out of hibernation is defined
Pl atisatalily o< the Transaction Enabled Date, which can be found on the

Apply:Readonly(Hibernated):BioDemo
— — — Separation tab in the Employee Record View. During
L1CHIMNA . hibernation, the transaction remains in the Group Inbox of either
the Home Organization or Central HR.

EXT Look on the transaction [

bar in the Employee -
Record view to see ifa E'
Separation transaction is
*=fin hibemation. Ifthe Employee is Compensable Leave or SURS Eligible, the
= 731/2( transaction will hibemate in the Home Department Group Inbox
] | | until the Final Regular Pay is processed.
If the Employee is NOT Compensable Leave or SURS Eligible
and there are Monthly/Biweekly (payable) job records, the
transaction will hibemate in the Central HR Group Inbox until the
Final Regular Pay is processed

Chck the Next button

[0 COMDnue

A L el Ll bl L Ead BN ADOSECAFTRATL™
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Tran
Enabled
Date

POMERE P e CAMILE BN v
Territ sssum eees s o o0 Add a Transaction Enabled Date column to your

[T s i fwies feme o oo w INfOutboxes. This makes it easy to see when Separation
et e teeme memen 1 e ransactions will come out of hibernation. To do this, select
St e ceems s o - o 2= User Preferences under the Admin Tools. Then select

{ aoms | cm cerm e o 00w INfOUtbox Columns.

1R O Detm S & O 3

P oStERE Caes fo T (OLAFE (etmd Bevee £t sl TEER Skt

PR O Jeam R AR 3 R | e ey

D D Tychen Creslied e CAMINUL FA v S F Ut 090600 857 TEDY

bost e e e e  AMILE Cetmd Seeare § L TETT 0 WEd

§ T Deshen Crestnd Thap CAMILIL P 1 S $ 00 (50 40 N Click the Next button
by oy g— - vm— . = to continue.

wli|s[rlelelele

¥

[;} Eg Q @ @ t:] F;t Q ADoﬁE"mFTNATE’i )
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Chapter 6 Review

In this Chapter, you have learned:

* What Hibernation is

* How to identify if the transaction is in Hibernation.

* How to see the Transaction Enabled Date in the
inbox.

Click the Next button
to continue

EJ : l: :J WV RTOCR X B 1 ADOBE“CAPTIVATE™
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Chapter 7:

Post-apply Process for Employees
who are NOT Compensable Leave or
SURS Eligible

In this Chapter, you will learn:

* How to review the transaction

* How to answer the Payout Required question

* How to successfully apply the transaction to
Banner

Click the Next button
to continue.
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Employee Record View

: Dol L You will notice that you now have an
Full View:Transaction @4346:4643 hm Data chi i
[US9826 0], Stop: System Crested S mp dc = :na.gc::::ﬁ The
ooz | ves B Ganeral Info Tab is also highlighted in

© PROPOSED CHANGES el

Change Pars -
Date Date Job Change Reason
179261 117:202009 | |

LI59826-00 ADJ | 1-470000 Agr & Consumer  [EJO02, Employee
; lmﬁalmnmms |m.r1mm9 NETR [ Resignation

Change
Type

O sriaciwcrs W auon traa )

Click the General Info Tab. = \yhen a University smployes is not

Compensable Leave or SURS eligible Tk ) W )
and the Final Regular Pay has been
processed, the transaction will

You must take ownership of the
transaction before you can make

any changes.
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Employees Record View

GEASIISE 1470055 Emvir Econ KB ECLS: LA
Full Wiew: Transaction BE6AFIIT2) SEPARATION (17925 :Owner-Yes jndren) Mot Compleled-Pest ApplyEditable:fislemofcors) sbicores
[I.EHZIM] !llp- System Created Stop: CAMPUS:HR-Apply U U1 @4M464643T0
| Limtocs 90 | Frmaten v |

oare: ETEZE T

The Termination dates are popluted
OFGARLTA TN . H
[400EE . Erer Econ KB m:n}}' b]f the mm with “_'E
separation date that was entered into
the Separation Wizard.

|1 - Univarsty of Minots - Urbana | &700E5 - Ersir Econ KB

 HIRE DATES T SEFCE DATES TERMINATION
CRRENT: CREGIRAL: ADJ SERVICE:  AWRRT: LAST Wi DR
|anazoos  |enecoog |anarzoos  |enezoos | 101 52008

E-CLASS: EEHEFT © ATEGORY:
[ 18- Unpaid | IZ - Mo BareSt Duductions
“VIEA
CITECNS P TP
|US - Crtizem IE
| LEAWE OF ABSENCE — a Click the Mext button
10 continue

RGO
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Employes Record View F‘IHH E EMPL OFEL SEARCH E L LERLEIEE S E]_fm THONE ¥ Em TOOLE ¥ ﬂ_lﬁ_LF @_Liﬂ'ﬂ.l'l_
. BEASINSAE 1 ATOOSS Evvir Eoonm KB ECLS: UA

Full Yiew: Tramsaction @4346:406417) SEPARATION (179259 -0wner=-Yes fsandmsn)-Net Completed: PostApplhy-Editable: BieDemafiocess: JobAoces=

[US9B26.00], Stop: System Created Stop: CAMPUS: HR-Apply U U1 S4946: 464372

DATE: =3 | Umtea £ | Tomedre e |

Change Parsonnel Change Apply
Date Date Jeb Job Change Rexion Type Status

[
1-470000 Agr & Consumer  [EJ002. Empityes Isﬂ,

SE300 LD ESER  soosecarmuan-
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= =
Employes Record View Viomn: i fae ovie sranc £ moutsors

] GEASTSAE 1470055 Ervis Ecom KB ECLS: UA
Fuall Wigw: Tranmaction E43E6AGI3I7) SEFARATION [179755). Owmei=Yeu [snndrenl:Nat Complated:Post ApphyFditable:BioDemofeeem: Job Accom-
[USSEFE 00], Stop: System Cronted Stap: CAMPUS: HR:Apply U 1.1 BAMEASIIT

oare: KTEZCT I 0
Change Apply

Change Personnel
Date Dsts R Job Change Reason T ;

179261 |1 17202009

LS5 26-00 ADJ 1-ATO0DD Agr & Consumer

1?9mimnms !101151'2‘005 !MTR

answer No to the Payout  sese| e ves|
Required question. T

SEFARATION DATA
SEFARATION DATF T AST W ATE: CFARATIN REASOM: LAST PANY INFO LM TRARSACTION ERABLED DATE:

I 1 0u' 006 Sﬂlﬂl:t "0 fI'Dﬂ'I H'IB dm Emplay @i Ratighad L | oA ano

PAYCUT RECUSE down menu.

oloaso Qvenarsih | Privt Frienchy view |

=N & R

EEEL0 EEE  scerasmun-
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Employee Record View P2d prcome MEFLOYEE SEARCH = =— SOUTBONES LU TRANBACTIONS ¥ L Al 10045 ¥

BEAFIIS46 1 ATOOSS Ervelr Econ KB ECLS: LA

Fusll Wigw: Transaction @434E6 464377 SEPARATION (1 79255): Cwner=Yes fmandmn):Not Complated:Powt ApplytEdiable: BioDemafccom: Jobh oo
[USSEE 00|, Srop: Systom Created Stop: CAMPUS-HGApply U U1 B34 464377

oure: |

Changes Personnel
Data Date
vrazel V2o |

Job Job Change Reasen Chong® Apphy

Economscs

|1mssllw1m !wmm wmm |1-4?0IOAqr&¢mw EJOO2, Emploryess

Click Apply.

SEPARATION DATA

SEPARATION DATE:  LASTWORKDATE  STPARATION REASOR: LAST PAK IO P TRARSACTION EMABLED DATE:
[ 1ovasrzoen [1eisrzoes [ TG . Employes Resigned = | | rmisaos

PAVOLT REGUSRED

Mo -~
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. 7
Rapard View 1 1 EMPLOYEE STARCH = BUDUTBORES Al 1005 ¥ HELP LEGEAT

= Duccens applying

—— The screen will refresh and a success
9): Dwriai=Mo [Mons):Completed:-Pem
person is terminated and all benefits e L L
and deductions are stopped.

Change

Job Change Reasen Type

LA 1017-00 1-533002 Program
LCTUR Admin

WA1017-0F 1=-5E3002 Program
|I'F'929E| 10152009 !wrms LETUR |

ATTACHMENTS

Chck the Next button
1o Conbinike

= Y T

C@oo IS e——
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Chapter 7 Review

In this Chapter, you have learned:

* How to review the transaction

* How to answer the Payout Required question

* How to successfully apply the transaction to
Banner

Click the Next button
to continue

() fTocR X ADOBE"CAPTIVATE
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Chapter 8:

Post-apply Process for Employees
who are Compensable Leave or
SURS Eligible

In this Chapter, you will learn:

¢ How to review the transaction

* How to answer the Payout Required question

+ How to fill out payout information

¢ How to successfully route the transaction to payroll

Click the Next button
to continue.

\ | ADOBE"CAPTIVATE™
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o [~ ] E
Employee Record View Biow E owonesancn & wovsoes Eamacons> Basmionse Owre Biogon

GINGATERT 1533002 Program Admin  ECLS: AA

Fudl 'Hit'rTnnn:nn BTS2 4A64400) SEPARATION (179785): Owner=Yes jsandren):Nol Completed:Post Apply:Editable:BioDemofccess: JobAccoss=
[UAIDT-DP, WAIDYT 0], Stop: Sysiem Created Stop: ORG:DelaultReview A U-1.00 533 533007 @4952 464400)

oate: (IR  viw |

Change Personnael Job When a u“m'tﬁ" "‘"P'ﬂ':'“ 15 5 |

Date Date Compensable Leave or SURS eligible,

117202009 | the transaction will hibemate in the E P
179285/ 10152009 | 10/15/2009 |$3: mmﬁm‘;&ﬁ until

AT
1?‘.!2Elﬁ| 10A1 572009 |EIE|-'I6-'?M$ CTUR |SEF'

GEMERAL INFO ™ - V7Y .

SENERAL BEORMATE  Click the Separation Tab. =

J_I

UATAT-DI LCTUR  ECLS:AA TS ORGE1-533000 TYPEI D FTE 000D MTHLY: $0.00 BEGERE BAE009 lemﬂm FI'I.'I'I.EEA

i UATOI-00LCTUR ECLS:AA 15 ORic1:533002 TYPE:F FTE: 1000 MTHLY: §4,16667 BEGI 182009

CERCOO LD EI R seosrcarmim,
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- —_ =
Empm!’-ﬂ! Record View r!‘lm E L OVEE SLARCH t-"— WO OIS (%] TRARSAL THHNE ¥ E ADNS TO0LE ™ ﬂtl'_u' @ LOGOuT

EOSATERT 1433007 Program Admin  ECLS: AR
Full Vigw: Transaciien BTS2 AE1400) SEPARATION [17928%): Owner-Yeu mandran)-Nat Camploted:Post ApphyE ditable:Bialemafccemc JobAccem-
[UAIT-DP, WATDTT D0], S1op: System Croated Stop: ORG:Default:Review A U110 533533007 B4952460400)

oare: [TEEECEI

|
LAT01 7-00 1-533002 Program
LCTUR
LA 101 7-0F 1-533002 Program
LCTUR Adiimin

11‘929'-!-| 10152009 (1071572009

1'."9‘2'E|E|1l1|'15.'2|:ﬂ‘3 061 6r2009

Because the employee

ecuies o peyout answer ]
Yes to the Payout _
Required question. S| it Prierndy Vi |

SEPARATIONDATE:  LASTWORNDATE:  SEPARATION REASON LAST PAID IO APl TRANSACTION EHABLED DATE:
[vonseroe [von 52000 | TG - Emplayts Ressgred “ | [ v srzo00
pavour e oelect Yes from the

[Eectonel=|  drop down menu.
Sr:hcll:lnt I
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SEPARATION DATA 1

SEPARATIONDATE:  LASTWORKDATE:  SEPARATION REASOM: LAST PAID NFO (LP1E  TRANSACTION ENABLED DATE: X
| oansizo0e |02t &n00s | TG - Employee Resigned “| | 0252008

The Separation Data screen displays
the current balances as entered on
Ful the PEALEAV form in Banner.

Time Hourly Weighted Vacation  Weighted Sick
niact OO TRIS ly Rate Hourly Rate Leave Hourly Rate

Yos
DETERMINATION OF WEIGHTED RATE

The Home Department gains access
to the PEALEAV form in Banner to
verify/modify leave balances prior to
completing this screen in the HR Front
End.

PEALEAYV balances are only modified
for Academic employees. Do not
e mnd!fy PEALEAV balances for Civil
Compensable Payable =k comp  Total Service employees.
Sick o Waive Timi
Roll over each number to learn more
INFORMATION TO BE USED TO ENTER PAYOUT ADJUSTABLE IN BANNER about each section.

aadsacthagdusiment entered into Banner.
Earn Code Unit Rate Amount
KTV -
ATS - Sick
ATW - Waive
PCM - Comp Time:

e — Click the Next button
to continue

@ E Q Q @ G G nDDBE"U\PTI\MTE”/.
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: 17} = 2
Employee Record View B C omonesoancn B wowmons B masacron B smmioose Biee Diocour

GIOSATERT 1513002 Program Admin  ECLS: AA

Fulll View:Transaction 49524544000 SEPARATION (179285 Owner=Yes fsandren):Mot Completed:Post- ApphyEditable:BioDemoficcess:JobAccess=
BA357-464400)

1u.|m1r DP, UA1017.00), Stop: System Created Stop: DRG-Defsult-Review A U.1.1 0533513007

onre: KECTEN
T Fre otire Sepastivart Ruciree

Change Persannel " verifying/modifying the Separation Data © Change Apply
s s information the transaction is ready to e
be routed.

UATOT-
LeTuR , A
179286/ 1071572009 i | il o |mu1_m Job

X

Click the Route button. | [Mewos"® EIIEITIN SCTIIT

UATAT-DP: LCTUR  ECLS: AR TS OG 1-533000 TYPE: O FI'E'.'II'DW WTHLY: §000 BEGEE U1 672009 EMDk 100 52008 STATUS: A
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T (=l »
Employee Record View ﬂm g _r!_H!.LL!IHI.E E_anuu_mu EJ!!.E _ OG0T

Once the Home Department routes the Separation transaction, it will route to the Home
College for approval and then to the Campus HR office for approval. When the
transaction is received by the Home College and the Campus HR office, they will:

» Success routing 10 System C

- . I0saTeal - - .
Full View:Transaction 1. Open the transaction from the Group Inbox, and click Take Ownership.Transaction

a5z k
Sysiam Cramted Stop: COLLEGEENTR-% 1. -8

pate: [EEEEIE =

3. Click the Route button

2. Click Separation Tab to review the payout information.

179263 11232009 | Transaction is routed from the Home College to the Campus HR, and then to Payroll.

Sﬂme4 |I'|‘9255|1|1|'15I'2Eﬂ9 [I

LA1017-0P 1-533002 Program |
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When transaction is routed to the Payroll
Department, complete the adjustment in
PZAADJT in Banner. Open the transaction
in the HR Front End, and use the Separation
Tab as a guideline for the adjustment.
Forward adjustment to Payroll using
SEPARATION " Workflow.

. -

x

ke -1 Ch the Meart button
o Conbnue
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Full View:Tronsaction @4952:460L017) EMPDATA (179289):Owner-"es jeandmn):Net Complated:Fost ApplyEditable:HisDemofccem-MozobAotesm~None.
Siep: Systern Created Stop: CAMPUS:HR:Apply A U1 @4352:4540410) :

onre: CTTTETI
x

© PROPOSED CHANGES The transaction will be in Central
HR's Group Inbox to be applied. changs P

Change Persannel Job

Date Date Upon their final review, they are able 500l s
122008 | to apply the transaction. |ene

AID17- ®
101572008 J1m1mn~n9 el | . lggp

] |l?§235 10/1472009 |I:IH.I'1E.I'1‘EIEIQ E‘E‘}Elg‘w 1-533002Program  |imaay agd Job |SEF

Click the Apply button. =
E P CYEE GENERAL IFORMATION
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dofs Y SERARATION
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Chapter 8 Review

In this Chapter, you have learned:

+ How to review the transaction

* How to answer the Payout Required question

+ How to fill out payout information

¢ How to successfully route the transaction to payroll

Click the Next button
to continue
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Chapter 9:

Payroll Review

In this Chapter, you will learn:

* How to review the transaction

* How to enter the Last Paid Information

* How to successfully route the transaction to
Campus HR

Click the Next button
to continue.
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GIOSSTERT 1513007 Program Admin  ECLS: AA

Full View:Transsction @4952 4644007 SEPARATION (179285 Owner=Yes fmandren):Hot Completed:Post ApphyE ditsble:BioDemofcoess: JobAccess-
|UAtIT DF, WATDIT 00, Stop: System Created Step: ORG:DefaulcReview A U100 533 530007 B4952-064400)

oate: [EIERL) v |

O PROPOSED CHANGES
Change Personnel Change Apphy
pate Date Job Change Reason Type

wiew] |179268] 112072009
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LLA101 7-0F 1533002 Program

179286 1152000 DB E2009 LCTUR A dmin

|JB:EI:I1_.&.|:I-|:I Jab

GEMERAL INFO - m—— el R




< Caurss Meonu

Separation Transaction - HR Front End CH8-P.3/6
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Empleyee Record View o © evonesiancn & mosmons B iaamsacions s & ammromse @wir @ iocon

I'-ull\l'llsmfrl_ldhn [ x B Compleied:Post Apphyrl ditable-BioDemoAcces-Neo:JobAccess—None,
Step: Sysem Created Sl Pﬂ!"l’ﬂﬂ will review the pay
adjustement information and

COMERAL INFO ™ I process the payout.
i‘"” = They will hold the transaction until the

e | mehen | save | concel| Last Paid Information can be

Enter 10/15/2009 in the
LPI field.

SEPARATIONDATE:  LASTWORKDATE:  SEPARATION REASON: : TRANSACTION ENABLED DATE:
[ 1anszo0a [ronsmmos | TG - Employes Resigned O AR008

IPAYCHIT RECLRRET
-

DETERMIMATION OF WEIOHTED RATE

Fuill
Par
Select Job Title Pay FTE Time Hourly Weighted Vacation Weighted Sick

Satary Monthly  Rate Hourly Rate Leave Hourly Rate

LA101 7-00 LC TSR] 2166 67] 1 00f 5555 56 | 32 051924] 32051924
Total Weighted Hourly :Ft“l F2 051924
Manual Override| [

Chick the Mext button
o Continue
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Chapter 9 Review

In this Chapter, you have learned:

* How to review the transaction

* How to enter the Last Paid Information

* How to successfully route the transaction to
Campus HR

Click the Next button
to continue.
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Chapter 10:

Final Apply at the Campus HR Level

In this Chapter, you will learn:

* How to review the transaction
* How to perform the final apply on the transaction

Click the Next button
to continue.

| ADOBE CAPTIVATE™



Rt Separation Transaction - HR Front End CH.A( -F.204

Employee Record View ij E EMPLOTEE SEARCH E B TBORES @TWIMT Emrms' ﬂ_ﬂf_._f Lgcurur

GI0SATRIT 1533002 Program Admin  ECLS: AA
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Historical Employes Racord Yiew Buow Comorsesy Poomnon Bamoosr Bwr Bion

= Success applying
x

The screen will refresh indicating that
vtlw data has been successfully applied
—iciito Banner and the Employee Record

Midasical Employes R ner-Ma (Nons) Comp leied-Post.

R T iew will read Historical Employee CAMPUS:HR:Apply A U1 [AI52466418)

Persannel Change Apply
Diata Job Change Reason Type el

LA 101 7-00 1-533002 Program EJDOT, Emploryee
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# Click the Mext button
o continue
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Chapter 10 Review

In this Chapter, you have learned:

* How to review the transaction
* How to perform the final apply on the transaction

Click the Next button
to continue.
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You have reached the conclusion of the Separation
Course. Feelfree to navigate to any section of this
course. In order to certify your completion of this
course, please click the COMPLETE COURSE
button below.

COMPLETE COURSE

BEGIN COURSE
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