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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.

SYSTEM HUMAN RESOURCE SERVICES 2
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HR Front End Labor Distributions Quick View
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Labor Distributions

Introduction

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

Labor Distribution transactions are used when only the Labor Distribution or Budget Profile
Code needs to be changed. Labor Distribution and Budget Profile Codes can also be changed
using an Employee Job Record Change, but using the Labor Distribution transaction will allow
for Department or College users to apply the transactions directly to Banner in most instances.

Labor Distribution or Budget Profile, use the Employee Job Record Change
transaction type. (See Employee Job Record Change Quick Reference Guide)

[\\I NOTE: If other Job or Position data needs to be changed in addition to the

Conventions Used in this Guide

\ Indicates a Note or e > Indicates a Hint such
EW additional information 1 as a tip, shortcut, or
— that might be helpful to N additional way to do
you. something.
/ Indicates a Warning of
an action that you

should not perform or
that might cause
problems in the
application.

HR Front End Training 5
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Completing a Labor Distribution Change

The Labor Distribution transaction is completed directly in the Employee Record View

screen. It is important that the date be set to the date the change should occur prior
to selecting the transaction type.

_ L NOTE: The Labor Distribution only transaction can be directly applied
= to Banner if there are no additional changes (components). If there
are additional components, then additional route stops will be added.

HINT: The Labor Distribution transaction type only allows changes
since the Last Paid Date on the job record. If you need to make a
labor distribution change that should have taken effect before the Last

Paid Date on the job record you must make the change using
an Employee Job Record Change transaction.

=le

1. Use the Employee Search to locate the employee and open the Employee Record View

(ERV).

The Employee Search screen is displayed. (See Figure 1: Employee Search Screen)
2. Select the desired employee from the search results and click Select.
The Employee Record View is displayed.

TR COLLEGE.

o - Ureersny of Birces - Adean = . Al =
DEPARTHMENT: ORGANIZATIOM:

*_Aj T AR w
CAMIMIS: EMMLOYEE RO

U - LILC Lrbsra § Champsign % || B- Academic Prolessionals -

O i, UDE TERMIMATED EMPLOYEES
Sewch| Feset|

Seed| Duery retumed 1 rows

Ir [F alant Hams Firaf Marme E-Cilans Emp Status Homs OGRG

a0 1 20ahE BEL- AcadiPre 12ath Ben Eig A LI-G-E 30008 - AITS [TRC

Figure 1: Employee Search Screen

HR Front End Training



Labor Distributions

3. Enter the date the change should be effective in the Date field, and then click View.
Screen refreshes and displays Employee Record View for the date selected.

4. From the Transactions menu, select Labor Distributions.
Screen refreshes and transaction type is displayed on the Transaction Bar.

5. Expand the appropriate Job Detail Accordion.
Current Job Detail is displayed.

6. Expand the Job Labor Distributions accordion. From this point, users will
have different options:

a. Edit the Labor Distribution
b. Remove the Labor Distribution
c. Add a new Labor Distribution

) HRFE: ERV [Full View:New Transaction=LD:Editable] {urbhrfe2 - 07/14/09 17:21) - Mozilla Firefox
hickpe: fibr-test. appes. uillincds eduhrFrontEndfisp/ERY. jspitranTypes=LD

5. 2
IEJ HOME E EMPLOYEE SEARCH NOUTHOXES G ADMIN TOOLS ¥

Employee Record View

. 000123456 9699008-AITS ITPC ECLS: BA Total FTE: 1.000 Base Salary: $35,000.00 Total Salary: §35,000.00
Full View:New Transaction=LD:E "‘"nbln:HT:l]umnﬁccnn:Johﬂ:r_q-ﬂUHﬂlZm]

TSN 7162009 | view |

BIO / DEMO 5 ATTACHMENTS

U41042-00: VET TRANING SPEC  ECLS: BA TS ORG: 9-699008 TYPE:P FTE 1.000 MTHLY: $291667 BEGIN: 112412008 END: 11202009 BGT PRO: X STATUS:

Ly,
O JoB DETAIL ©

/ JOB LABOR DISTRIBUTIONS

010,

Figure 2: Labor Distribution Accordion - Expanded
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Updating Existing Labor Distribution

There are two methods to add or update an existing Labor Distribution: using the drop-
down menus and using the inline method. If you are certain of the data you are entering
in the fields, using the in- line method will save time. If you need to verify that the data
entered in each field of the FOAPAL is correct, click Edit and use the drop-down menus.

Updating Labor Distribution Using Drop-down Menus

1. Follow the steps for beginning a Labor Distribution transaction located on pgs. 6-7 of this
guide.

Current Labor Distribution is shown and is editable.
2. Click Edit (located to the left of the row to be changed).

Screen refreshes and a vertical menu appears showing the current LD
Values and Descriptions.

3. Change the necessary Labor Distribution fields.

I,//o“" HINT: If you begin typing a number in any of the FOAPAL fields,

1 you can use the menus to the right to select the correct value.
Once a value is entered, check the description that is populated
to verify the data entered is correct.

4. Click the Update button located below the list.

Labor Distribution row is updated with new values displayed in red, and old values
displayed in white. Effective date is updated to match the date selected in step 3.

you must use the Update button located below the list. Using the
Update button to the right of the row will result in an error. Also,
clicking the Save button without first clicking Update will result in
changes being lost.

f WARNING: When using the vertical menu to edit Labor Distribution,
: I E

5. Click Save.
Transaction is saved. Changes are shown under the Proposed Changes accordion.

HR Front End Training 8
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Expand &l

9 U86653-00: OFFICE MGR (LU ECLS: CA TS ORG: 8-661000 TYPE:F FTE: 1.000 HRLY: 21.786000 BEGIN: 12/21/2003 BGT PRO: RO STATUS: A

(O JOB DETAIL
© J0B LABOR DISTRIBUTIONS

| Remove I " =1

[[10000e  |[estoon | [zizeoo | [estom

|[120m008 ||10000 |
100.00

(4245270 || Update

Cloze |

COA: |9 - University of lllinois - Admin v

Fund: 100009 || 100009 - 103 FY03 GRFAF General Funds v
Organization: |661DDD || 661000 - Decision Support V| @

Account: |21 2400 || 212900 - Miscellaneous Assistant Salary |

Program: |661DU1 || 661001 - Decision Support V|
S
Location: I:I
Effective Date:
Percent:

Salary: | 4248270

ﬂl Update |

© pOSITION DATA

O WORK SCHEDULES

'O SERVICE DATES & CONTRACT PARAMETERS
DEFAULT EARNINGS
FACULTY RANK & TENURE

Save | Cancel | Print Friencly Viev: |
Figure 3: Updating Labor Distribution with Drop-down Menus

Updating Labor Distribution Using the Inline Method

The Inline method for changing Labor Distribution information allows for faster changes. Note
that if this method is used, the user will not see the descriptions for each of the Labor
Distribution fields.

1. Follow the steps for beginning a Labor Distribution transaction located on pgs. 6-7 of this
guide.

Current Labor Distribution is shown and is editable.

Click inside the desired labor distribution fields to be changed and enter the new data.
3. Click Tab to move to next field.

New values show in red. Old values show in white below.
4. When all fields have been changed, click the Update button to the right of the row.

Labor Distribution row is updated with new values displayed in red, and old values
displayed in white. Effective date is updated to match the date selected in step 3.

5. Click Save.

Transaction is saved. Changes are shown under the Proposed Changes accordion.

HR Front End Training 9
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JOBS

Expand All

[ U41042-00: VST TRAINING SPEC  ECLS: BA TS ORG: 5-639008 TYPE:P FTE: 1.000 MTHLY: $2916.67 BEGIN: 11/24/2008 END: 11/23/2008 BGT PRO: ¥ STATUS:
2%

OJoB DETAIL #
[<1)0B LABOR DISTRIBUTIONS N

Remave I I— I— 100010 E99000

O pOSITION DATA
WORK SCHEDULES
O SERVICE DATES & CONTRACT PARAMETERS

Upciate | o
| 35000.00
35000.00

EQ9055
E39056

|100.00

B 100.00

Al

IO DEFAULT EARNINGS
FACULTY RANK & TENURE
@ Savel Cancel I Prirt Friendly “igw I

Figure 4: Updated Labor Distribution Using the Inline Method

Adding a Labor Distribution

1. Follow the steps for beginning a Labor Distribution transaction located on pgs. 6-7 of this
guide.

Current Labor Distribution is shown and is editable.
2. Click Add.

Labor Distribution fields are populated.
3. Enter the necessary Labor Distribution information

As information is entered, the description menus are refreshed and data can be
selected from the menus.

Enter the percentage or salary information for the Labor Distribution.
When all necessary fields have been completed, click Add.
New Labor Distribution row is displayed

6. Click Save

Transaction is saved. Changes are displayed under Proposed Changes accordion.

HINT: If the new Labor Distribution row is similar to an existing row,
click Edit next the existing row, modify the data, and then click Add
to add as a new row.

NOTE: Remember that the total percentage of all Labor
== Distribution rows must equal 100%.

HR Front End Training 10
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Figure 5: Adding a Labor Distribution
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Frpand A1

|? U41042-00: VET TRAINING EPEC  ECLS: BA TS ORG: 3 630008 TVPE:P FTE:1.000 MTHLY: $2916.87 117242008 EMD: 11/23/2008 BGTPRO:H STATUS:

Cuoaoem &
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Figure 6: Labor Distribution Section after Adding New Row
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Removing an Existing Labor Distribution

1. Follow the steps for beginning a Labor Distribution transaction located on pgs. 6-7 of this

guide.

Current Labor Distribution is shown and is editable.

2. Click Remove next to the row to be removed.

Screen refreshes and Labor Distribution row is removed.

3. Make any other needed changes to other Labor Distribution rows (for example,
changing the percentage of salary or adding additional rows).

4. Click Save.

Transaction is saved. Changes are displayed under the Proposed Changes accordion.

[=1J0B LABOR DISTRIBUTIONS

100010

904000

211300

904003

100010

904001

211300

904004

Figure 7: Removing a Labor Distribution Row

HR Front End Training
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Routing and Applying the Transaction

Routing the Transaction
1. Once all changes have been entered, click Save.
2. Click Route.

Once the transaction routes, a success message will appear in green, located
above the transaction.

NOTE: If the Labor Distribution transaction is able to be directly
= applied, you will see a Take Ownership button on the Employee
Record View after routing.

=
B onmor: Bamroasy Bmr @Diccon

F-]H'IH E: EMPLOYEE SEARCH

Employes Record View

= Success routing to ORG Default Apply B U3-A0-204-208000 (32565 162543)

DO0123456 9504000 Undy Ofc for Human Recources  ECLS: BA  Total FTE: 1.000  Base Salary: $60.900.00 Totel Salany: 560,900.00

Full View: Traneaction (2685:162543) LD §2163):0wner-No (Mone):Hoi Compleied:Headonly:BiolDemoficcoss:)obfcoews=|UB2507 00, U8 1177 00, LO0S2E .09,
mﬁ%m?%‘ﬂﬁﬂﬂh L0057 .04, 00978 01, UD0SZ8.08, U00STE 0%, UDEza 03, LM0120.00), Siep: ORG:DelsulizApply B U5 AG

DATE: m | Linted RV || Tenetine view |

Change PFersonnel Job Change Change Apply
Date Date - Reason Type Status

T e EA M
- BGTPROCR STATUS:A

Figure 8: Success Routing Message
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Applying the Transaction

In most instances, Labor Distribution Only changes are able to be applied to Banner by
the Department Initiator. After the Initial route, you will see a Take Ownership button
in the Employee Record View.

To apply the transaction:

1. Click Take Ownership.

2. Review the transaction and make any necessary changes
3. Click Apply.

The screen will refresh with the Historical Employee Record View and a Success
Applying message. Both of these factors indicate that the data has been successfully
applied to Banner.

you do not have security for, the transaction will need to route to that

_Ij NOTE: If the labor distribution was changed to an organization that
other organization for review before it can be applied to Banner.

@HHIT E Lo = !! @ LI

Historical Employes Record View

00256 9904000 Unbe Ofe for Human Receurces  FCLS: BA  Total FTE: 1000 Base Selary: 55050000 Total Salary: §50,300.00

|Hl-d-l:l| Employee Record View Transaction Q2665:162544] LD 2 16X)-Owner=No (Mone]:Compieted:Readenly-BlolemoAccess o bfiocess- [UE2507 00,
LENEI7 .00, 00S0E.0h, LLLRE.DO, 100978 00, LI00S0E 07, UD0S78.04, 1009800, LIDDSrH 08, L00S0s s, UDDS2R.03, 1020000, Step: DRGAslEutfisnky B LSRG,

P04 SO4000 [IFRES: 1R7544)
DatE: gl
C FROPOSFN CHANGES

Change Farsonnel Job GChange Change ApRiY
Reasan Type Status

8117700 TRARING PR | 2G04 000 Lnity O for Human
QOR0 Fasources

ATTRCHWENTS

AR AT TR FROG COORN FOLSRA TS ORdic S-ANGNNT TYPF:F FIF: 0 000 MTHIYE 5005 00 RFEGEE § 71 WGOT Rl PRcR STATLR: & o |

Figure 9: Success Applying Message
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Labor Distribution Change Process Flow

Below is the flow of the Job Labor Distribution Changes process.

Access Employee Record
View for the employee

v

Enter date that transaction
should become effective in the
Date Field.

Select Labor Distributions
from the Transaction Menu.

v

Expand the Job Accordion and
the Job Labor Distribution
Accordion

.

Modify, remove or add Labor
Distribution information as
needed.

Save the Transaction.

Review transaction

Route the Transaction.

b

Transaction is routed and
reviewed until it reaches the
Apply Stop.

Apply the Transaction.

HR Front End Training
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Appendix A: Screenshots from HRFE Video

% Course Menu

Labor Distribution Transaction - HR Front End

Welcome to the:

Labor Distribution

course

Click the Next button
to continue

HR Front End Training 17



< Course Menu

Labor Distribution Transaction - HR Front End

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

CHAPTER YOU WILLLEARN ABOUT

1 - Commeon Terminology

Common Terminology
What a Labor Distribution transaction is
Labor Distribution Quick View

INTRO
P.2/4

2 —Initiating a Labor
Distibution Transaction

How to enter the appropriate view date
How to initiate a Labor Distribution transaction
How to expand the appropriate accordions

3 —Updating an Exsisting
Labor Distribution using the
Drop-Down Menus

How to edit Labor Distributions using the drop-down menus
How to update the fields
How to save

4 - Updating an Existing Labor
Distribution using the Inline
Method

How to edit Labor Distributions using the inline method
How to update the fields
How to save

5 — Adding a Labor Distribution

How to add a Labor Distribution
How to populate each field
How to save

6 —Removing a Labor
Distribution

How to Remove a Labor Distribution
How to save

7 —Routing and Applyinga
Labor Distribution Transaction

How to route the transaction
How to apply the transaction

8 - Course Review

You will participate in activities that will assess yourunderstanding of the content
covered inthis course

|Click the Next button

to continue

ADOBE CAPTIVATE" |

HR Front

End Training
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 Course Menu

INTRO

Labor Distribution Transaction - HR Front End P44

Information

(Q Appropriate Use and Security of Confidential and Sensitive Q‘

CERO0

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.

Click the Next button
to continue

HR Front End Training 19



% Course Menu

Labor Distribution Transaction - HR Front End

Chapter 1

Common Terminology

In this Chapter, you will learn:

¢ Common Terminology
+ \What a Labor Distribution transaction is

¢ [ abor Distribution Quick View

Click the Next button
to continue.

|._, WL b L bl X ADOBE"CAPTIVATE

HR Front End Training 20



< Course Menu

Labor Distribution Transaction - HR Front End

Labor DistributionTransaction - 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
datafrom the 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 buttonis 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 user that is notin
the predetermined routing for the transaction.

\Click the Next button
to continue.

UNTY

Q @ h:,j Q & L;j @ .|| ADOBE°CAPTIVATE"

HR Front End Training 21



¢ o o= Labor Distribution Transaction - HR Front End

What is a Labor Distribution
Transaction?

Labor Distribution transactions are used when only the Labor
Distribution or Budget Profile Code needs to be changed. Labor
Distribution and Budget Profile Codes can also be changed using
an Employee Job Record Change, but using the Labor Distribution
transaction will allow for Department or College users to apply the
transactions directly to Banner in most instances.

Labor Redistributions will still need to be done through Banner.

Click the Next button
to continue.

ADOBE"CAPTIVATE™

HR Front End Training 22
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CERO0

Labor Distribution Transaction - HR Front End

Labor Distribution Quick View

® Locate the employee’s record

» Enter the change date in the date field and
click View

» Select Labor Distribution from the
Transaction Menu.

* Make necessary changes to the Labor
Distribution fields and Save.

* Review the proposed changes in the
Employee Record View.

* Transactionisrouted and appliedto
Banner.

[Click the Next button

to continue.

Sl -i ‘g,,@ ADOBECAPTIVATE ™ |
—

HR Front End Training
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% Course Menu

Labor Distribution Transaction - HR Front End

Chapter 1 Review

In this Chapter, you have learned:

¢ Common Terminology
* \What a Labor Distribution transaction is

e Labor Distribution Quick View

Click the Next button
to continue.,

ADOBE"CAPTIVATE™
O el b el kad |

HR Front End Training 24



% Course Menu

Labor Distribution Transaction - HR Front End

Chapter 2

Initiating a Labor Distribution
Transaction

In this Chapter, you will learn:

* How to enter the appropriate view date
+ How to initiate a Labor Distribution transaction
+ How to expand the appropriate accordions

Click the Next bunon‘
to continue

HR Front End Training 25



CH.2

= Sosise e Labor Distribution Transaction - HR Front End P.2/6

(2
/OUTBOXES @ TRANSACTIONS ¥ G ADMINTOOLS ¥ ﬂHELP @ LOGOUT

B €
Employee Record View = HOME EMPL OYEE SEARCH

Doe. John 651234567 1418001-Bureau Admin
Full View:No Transaction:Readonly:BioDemoAccess:JobAccess=[U82205-00]

DATE: EVFIOUI =
‘ :
ﬂ Enter 1/1/2010 in the

ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68

D EmPLOVEE GENERAL D ate field and click View.

x

The Labor Distribution transaction is completed
directly in the Employee Record View screen. It
is important that the date be set to the date the
change should occur prior to selecting the

transaction type.

G G G E ADOBE“CAPTIVATE™

G300

HR Front End Training 26
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@Hom E EMPLOYEE SEARCH @ INOUTBOXES @lRNlSACIIOlIS" E ADMIN TOOLS ¥ QHELP @ LOGOUT
mﬂmﬁg&hn Sectio

Employee Record View
Transaction Hist

Doe. John 651234567 1418001-Bureau Admin ECLS: CA Total FTE: 1.000 Base S
Full View:Ne Transaction:Readonly:BioDemoAccess:JobAccess=[U82205.00]

Al 1172010 | view |

Fla eo W oo nemo MEMOS ATTACHMENTS AUDIT TRAIL
X

[DempLi o ;
—;:]?: :;fsgﬁ\;:l ce);w ng—'To initiate the transaction click Labor

Distributions from the Transactions
——1/1/2010. — enu

JO u82205.00: OFFICE SUPPORT SPEC (L) ECLS:CA TSORG:1-418001 TYPE:P FTE 1000 HRLY: 27 “chEndDate

SE300 (O Jroe] ]

ADOBE"CAPTIVATE™
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= Goise Mend End a Job Transaction - HR Front End

Employee Record View \—» EMPLOYEE SEARCH

Doe. John 651234567 1418001-Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68

Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U8220500]
Linited €7V | Tineine View |

ot COTICR =

GENERAL INFO BIO / DEMO
DEHPLOYEE GENERAL INFORMATION

ATTACHMENTS AUDIT TRAIL

Save| Cancel| Under the Jobs tab, click the accordion
bar of the job you wish to edit.

G G G E ADOBE“CAPTIVATE™

SERG0O
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CH.2

< Course Menu Labor Distribution Transaction - HR Front End P.5i6

5.0 = 3
@ HOME C EMPLOYEE SEARCH @ IN/OUTBOXES G ADMIN TOOLS ¥ BHELP @ LOGOUT

Employee Record View

Doe. John 651234567 1418001.Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U82205-00]

oate: KERTETI =

| Comments UseriD Date

\/ JOB LABOR DISTRIBUTIONS

1. 1 1 ] | 1 ]
o] | [Remove] |4 100010 418001 213320  ||418004 [10000  |[4322088 | Updste |
100.00] 43229 68|

A

S the Job Labor Distribulion and the Poaliss
Labor Distribution are editable and the same
B s can bo made.

At this point, users will have 3 different options:

« Edit the Labor Distribution

X

Save | Cancel|

+ Remove the Labor Distribution

« Add a new Labor Distribution [Click the Next button
to continue.

ADOBE“CAPTIVATE™

CEEC0 UOGE
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‘< Course Menu

Labor Distribution Transaction - HR Front End

Chapter 2 Review

In this Chapter, you have learned:

+ How to enter the appropriate view date
¢ How to initiate a Labor Distribution transaction
+ How to expand the appropriate accordions

Click the Next button
to continue.,

LJ ) e _J () fToc) X ADOBE"CAPTIVATE

HR Front End Training 30



< Course Menu

Labor Distribution Transaction - HR Front End

Chapter 3

Updating an Existing Labor
Distribution using the Drop-
Down Menus

In this Chapter, you will learn:

* How to edit Labor Distributions using the drop-
down menus

* How to update the fields

* How to save

Click the Next button|
to continue.

HR Front End Training 31



< Course Menu

Labor Distribution Transaction - HR Front End

A 70 = (3
EI'!'IP'D}‘EE Record View @ HOME C EMPLOYEE SEARCH @ INOUTBOXES G ADMIN TOOLS W B HELP @ LOGOUT

Doe. John 651234567 1418001-Bureau Admin  ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U82205-00]

o [T T view
Comments UseriD Date

\/ JOB LABOR DISTRIBUTIONS

To edit the Labor Distributions using the
drop-down menus click Edit.

There are two methods to add or update an existing
Labor Distribution: using the drop-down menus and

e using the inline method. If you are certain of the data

you are entering in the fields, using the in-line method

‘save | Cancal will save time. If you need to verify that the data Prick Friendly View
entered in each field of the FOAPAL is correct, click ——
Edit and use the drop-down menus.

Q E m D G G G E ADOBE"CAPTIVATE "
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©.J0B LABOR DISTRIBUTIONS

X
If you begin typing a number in any of the
FOAPAL fields, you can use the menus to
the right to select the correct value. Once
a value is entered, check the description
that is populated to verify the data entered
is correct.

COA: | 1 - University of lllinois - Urbana ¥

o

Fund: | 200100 100010 - 103 FY10 GRFAF General Funds -

Organizaton: | 418001 | 418001 - Bureau Admin ¥ When using the vertical menu to edit Labor

Account: | 213300 || 213320 - Staff Secretarial Salary v Distribution, you must use the Update

button located below the list. Using the

) Update button to the right of the row will
Activity: Enter 200100 in the Fund field and enter  resylt in an error. Also, clicking the Save

Location: | 213300 in the Account field button without first clicking Update will

2N Wn‘e" click Update. result in changes being lost.

Percent: | 100.00

Salary: | 4322968

= B

Program: | 418004 " M18004 - Faculty Fellows ¥

D D D a [:J G G D ADDEE“[AFTNATE'L
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@ HOME E EMPLOYEE SEARCH @ IN/OUTBOXES 8 ADMIN TOOLS ¥ 0 HELP @ LOGOUT

Employee Record View

Doe. John 651234567 1418001-Bureau Admin  ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68

Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U82205-00]

[ILAIS 17142010 m

|
Labor Distribution row is updated with new

displayed in white. Effective date is

— updated to match the date entered in the
view date field.

D G G G ADOBE“CAPTIVATE ™
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Labor Distribution Transaction - HR Front End

o

Employee Rec c a i . " '@ICUTBOXES @TRAHSACTIDNS'
You will now see the Labor Distribution

component in the Proposed Changes FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
accordion |fy0l.l have mulﬁple pleted:Editable:BioDemoAccess:JobAccess=[U82205.00], Stop:
components click the view link to view the

Change Personnel “lob Job Change
Date Date

i ‘1946%'01 10112010 | |u32205c|u OFFICE SUPPORT|1-418001 Bureau

SPEC (LU) Admin
Add Change

Change
Reason Type

GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL
DEMPLOYEE GENERAL INFORMATION ‘ |

Release Ownership | Send To | Send F¥1 | Print Friendly View |

Route | Save | Cancel Release Ownership | Send To | Send FY1 | Prirt Friendly View |

Click the Next button
to continue.

SERO0 (O[]

ADOBE“CAPTIVATE™
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Labor Distribution Transaction - HR Front End

Chapter 3 Review

In this Chapter, you have learned:

* How to edit Labor Distributions using the drop-down
menus

* How to update the fields

* How to save

Click the Next button
to continue,

l_J LI ) _J WV RTOCR X B 1 ADOBE"CAPTIVATE™
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Labor Distribution Transaction - HR Front End

Updating an Existing Labor
Distribution using the Inline
Method

In this Chapter, you will learn:

* How to edit Labor Distributions using the inline
method

¢ How to update the fields

+ How to save

Click the Next button|
to continue
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.9 e Q
Employee Record View E‘J HOME C EMPLOYEE SEARCH @ IN/OUTBOXES c ADMIN TOOLS ¥ eHELF @ LOGOUT

Doe. John 651234567 1418001-Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U8220500]

Comments UserlD Date

\/.JOB LABOR DISTRIBUTIONS

Enter 200100 in the Fund field and
= 213300 in the Account field.

O WORK SCHEDULES

O SERVICE DATES & CONTRACT PARAMETERS

DEFAULT EARNINGS
FACULTY RANK & TENURE ~

The Inline method for changing Labor Distribution
“Save | Cancal information allows for faster changes. Note that if this

method is used, the user will not see the descriptions
for each of the Labor Distribution fields.

E G G D D G G E ADOBE CAPTIVATE™
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Labor Distribution Transaction - HR Front End

Lo = j4
Employee Record View @ HOME E EMPLOYEE SEARCH @ INOUTBOXES G ADMIN TOOLS ¥ 0 HELP @ LOGOUT

Doe. John 651234567 1418001-Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U82205.00]

oate: R  Linted ERY | Tmeine view |

10000 4322068

OTAI 100.00|43229.68

A

x
Labor Distribution row is updated with new
T N v alues displayed in red, and old values
displayed in white. Effective date is
updated to match the date entered in the
view date field.

HEEEN

Q G G G G G G G ADOBE"CAPTIVATE "
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SN— You will now see the Labor Distribution
: component in the Proposed Changes
SRR LS accordion. If you have multiple

ORS:Defmclnits components click the view link to view the
11172010 chan';e Uit R | Tmeine view

RANSACTIONS ¥

| FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
mpleted:Editable:BioDemoAccess:JobAccess=[U82205.00], Stop:

© PROPOSED CHA
cnange Personnel
Date Date S

v ‘194ssn|owuuzum | |u32205-nn OFFICE SUPPORT|1-418001 Bureau

Job Change Change
Reason Type

SPEC (LU) Admin

I
Add Change
GENERAL INFO BIO | DEMO MEMOS ATTACHMENTS AUDIT TRAIL

DEMPLOYEE GENERAL INFORMATION

Release Ownershin | Send To | Send FY1 | Print Friendly view |

|3 u82205-00: OFFICE SUPPORT SPEC (LU) ECLS:CA TSORG: 1-418001 TYPE:P FTE:1.000 HRLY: 22169000 BEGIN: 12/21/2003 BGTPRO:R STATUS:A

| Send To | Send F¥1| Print Friendly View |

Route | Save | Cancel |

Click the Next button
to continue.

SERO0 UOSE

ADOBE"CAPTIVATE™
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Labor Distribution Transaction - HR Front End

Chapter 4 Review

In this Chapter, you have learned:

* How to edit Labor Distributions using the inline
method

* How to update the fields

¢ How to save

Click the Next button
to continue

|._/ L O L il Eal ADOBE CAPTIVATE
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Labor Distribution Transaction - HR Front End

Chapter 5

Adding a Labor Distribution

In this Chapter, you will learn:

* How to add a Labor Distribution
* How to populate each field
* How to save

Click the Next button
to continue

=4 I ) i ADOBE"CAPTIVATE "
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Labor Distribution Transaction - HR Front End
@HOW E EMPLOYEE SEARCH @II'DUTBOXES EADMH'{OOLSV BHELP @LOGOUT

Employee Record View

Doe. John 651234567 1418001-Bureau Admin  ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U82205 00]

oate: BRI | view| Timeiine View

Comments UserlD Date

\/ JOB LABOR DISTRIBUTIONS

After completing the same steps _
in Chapter 2, you are ready to add
a Labor Distribution.

FACULTY RANK & TENURE

Save | Cancal|

Q E G D G Q G E ADOBE“CAPTIVATE
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\/ JOB LABOR DISTRIBUTIONS

X
If you begin typing a number in any of the
FOAPAL fields, you can use the menus to
the right to select the correct value. Once
a value is entered, check the description
con: [T~ Unversity ofinos - Urbana 9 !hat is populated to verify the data entered
is correct.

Index: Ii [—v

HETERE :—' If the new Labor Distribution row is similar
to an existing row, click Edit next the

e existing row, modify the data, and then
click Add to add as a new row.

Activity: [ $Enter the following in each field: Remember that the total percentage of all
Location: [§Fund: 200100 Labor Distribution rows must equal 100%.

- . Orgination: 418001
Effective Date: | 1/1/2010 Account: 213300

Peccrt| ]| |Program: 418004
Salary: | 0.00 Percent: 50

] vl Then click Add.

Account: b

¥+

CE300 UOGE

ADOB a"mp'rrv.q're'“/.
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Labor Distribution Transaction - HR Front End

Employee Record View

Dog. John 651234567 1418001 Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68

Full View:New Transaction=1D:Editable:BioDemoAccess:JobAccess=[UU8220500]

|s000

{10000

[|432z9 8

|s000

100.00

43229.68

5.9 : £
@HOME C EMPLOYEE SEARCH == H/OUTBOXES c ADMIN TOOLS W GHELP @ LOGOUT

There are now two rows. Note that the
values display in red. Effective date is

X
new

updated to match the date entered in the view

date field. Remember if you are adding a new
pm Labor Distribution you must also edit the =l

—_percent for the existing Labor Distribution.
Together they must equal 100 Percent.

CES00 (@jme] %]

ADOBE“CAPTIVATE™

HR Front End Training

45



S Caue MERS Labor Distribution Transaction - HR Front End

Employee Recd
You will now see the Labor Distribution
FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68

iew: compopent in the Pl'OpOSEF' Changes pleted:Editable:BioDemoAccess:JobAccess=[U82205-00], Stop:
e accordion. If you have multiple
components click the view link to view the Lifled RV | Timelne View
change.
© PROPOSED CHA

cnlnge Personnel
Date Date i
v | ‘194550|0wo1;20m | |u32205-nn OFFICE SUPPORT|1-418001 Bureau

1152010

Job Change Change
Reason Type

SPEC (LU) Admin

Add Change

GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL

DEMPLOYEE GENERAL INFORMATION | |

Release Ownership | Send To | Send Fv1 | Print Friendly View |

| u82205.00: OFFICE SUPPORT SPEC (LU) ECLS:CA TSORG:1-418001 TYPE:P FTE: 1000 HRLY: 22169000 BEGIN: 122172003 BGTPRO:R STATUS:A |

Release Ownershin | Send To | Send Fyi | Print Friendly View |

Route | Save | Cancel|

Click the Next button
to continue.

CEEOO (O] re] ]

ADOBE“CAPTIVATE "
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Labor Distribution Transaction - HR Front End

Chapter 5 Review

In this Chapter, you have learned:

* How to add a Labor Distribution
* How to populate each field
* How to save

Click the Next button
to continue

|._/ L ) L il Ead ADOEE CAPTIVATE
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Labor Distribution Transaction - HR Front End

Chapter 6

Removing a Labor Distribution

In this Chapter, you will learn:

+ How to Remove a Labor Distribution
* How to save

Click the Next button
to continue.

‘ | | | " ADOBE"CAPTIVATE™
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Employee Record View

Doe. John 651234567 1418001-Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U82205-00]

DATE: m Timeine View |

JOB COMMENTS

Comments UseriD Date

’ § 12-4-2009
Labor distribution change sandrsn | g oezc

\’ JOB LABOR DISTRIBUTIONS

| 2161484

| 2181484
43229.68

To remove a Labor Distribution, click

DI Remove.
O WORK SCH

O SERVICE DATES & CONTRACT PARAMETERS
DEFAULT EARNINGS
FACULTY RANK & TENURE

G G m D G G G E ADOBE"CAPTIVATE”
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= Cotise MR Labor Distribution Transaction - HR Front End P.3/6

Emplovee Record View @ HOME E EMPLOYEE SEARCH HOUTBOXES 6 ADMIN TOOLS ¥ 0 HELP @ LOGOUT

Doe. John 651234567 1418001.Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: §43,229.68
Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U82205.00]

DATE: view |  Timeline View |

| - mELUInnY | A - WmvEiLdl AT oL IIC

JOB COMMENTS

Comments UseriD Date

2161484

50.00|21614.84

Percent must always equal
100. So Enter 100 in the

T 1 © - &t field and then click
T UP date.

Unnvesriraglyisrnons
v

Q E E D G G G E ADOBE"CAPTIVATE
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Labor Distribution Transaction - HR Front End

.0 Q
Employee Record View E’J HOME C EMPL OYEE SEARCH INOUTBOXES G ADMIN TOOLS ¥ B HELP @ LOGOUT

Doe. John 651234567 1418001 Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,22968 Total Salary: $43,229.68
Full View:New Transaction=LD:Editable:BioDemoAccess:JobAccess=[U82205.00]

oare: [EETTR Lntea v | Tmine view

JOB COMMENTS

Comments UserlD Date

. 12-4-2008
Labor distribution change sandrsn 09:26:56

4322988
|21 61484

43229.68

x

Note that the new values display in red.
Effective date is updated to match the date _
I

B Click Save. entered in the view date field.
LCT PARAMETERS

ACULTY RANK & TENURE

Q E G G G G G E ADOBE"CAPTIVATE "
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Labor Distribution Transaction - HR Front End

o

Employee Recq
You will now see the Labor Distribution

component in the Proposed Changes
accordion. If you have multiple
components click the view link to view the
change.

FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
pleted:Editable:BioDemoAccess:JobAccess=[U82205-00], Stop:

Change Personnel Yo Job Change Change
Date Date Reason Type

) U82205-00 OFFICE SUPPORT|1-418001 Bureau
Vi ‘194650|DHD1I2010 | |SF'EC w) Admin

Add Change

GENERAL INFO BIO / DEMO MEMOS ATTACHMENTS AUDIT TRAIL

bEMPLDYEE GENERAL INFORMATION | |

Release Ownership | Send To | Send FY1 | Prirt Friendly View |

|5 us2205.00: OFFICE SUPPORT SPEC (LU) ECLS:CA TSORG:1-418001 TYPE:P FTE:1.000 HRLY:22.169000 BEGIN: 1212172003 BGTPRO:R STATUS:A |

Route | Save | Cancel Release Ownership | Send To | Send FY1| Prirt Friendly iew |

Click the Next button
to continue.

E E m D G D G E ADOBE CAPTIVATE™
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Labor Distribution Transaction - HR Front End

Chapter 6 Review

In this Chapter, you have learned:

+* How to remove a Labor Distribution
+* How to save

Click the Next button
to continue.

ADOBE"CAPTIVATE™
Sasiild b L
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Labor Distribution Transaction - HR Front End

Chapter 7

Routing and Applying a Labor
Distribution Transaction

In this Chapter, you will learn:

+ How to route the transaction
+ How to apply the transaction

Click the Next button‘
to continue
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Doe. John 651234567 1418001.Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: §43,229.68

Full View:Transaction (92465:505780) LD (194651):0wner=No (None):Not Completed:Readonly:BioDemofccess:JobAccess=[U21633.00, U67339.00, U09929.00,
U60002-00, U55027.00, U55027-01, U00661-00, U82205.00, UDD661-01, U54241.00, U54241.01, U09021.00, U54241.04, UDD916.00, US4241.02, U54241.03, U66297.00],

Stop: ORG:Default:Apply C U-1-KN-418-418001 (92465:505780)
oare: [T
© PROPOSED CHANGES o

The Labor Distribution only

g::: 5 Pn::om‘el Lol 1 transaction can be directly applied
U82205-00 OFFICE SUPPORT | 1-4180t0 Banner if there are no additional
|SPEC (LV) Admin changes (components). If there are

additional components, then

additional route stops will be added.

194651(01/01/2010 |

GENERAL INFO BIO / DEMO

O EMPLOYEE GENERAL INFORMATION
Route] Save I Qneall

Once the transaction is completed,
itis ready to be routed. Click
g Route.

Q E G G D Q G G ADOBE"CAPTIVATE "
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30 0
Employee Record View @ HOME C EMPLOYEE SEARCH INOUTBOXES G ADMIN TOOLS ¥ a HELP @ LOGOUT

e Success routing to ORG: Default: Apply C U-1-KN-418-418001 (92465:505780)

Once the transaction has
Doe. John  6512345[ T3 Bre (=] you will get a Total FTE: 1.000 Base Salary: $43,229.68 Total Salary: $43,229.68
Full View:Transaction (32465: P ompleted:Readonly:BioDemoAccess:JobAccess=[U21633 00, U67339.00, U09929 00,
UG0002 00, U55027.00, U55027 ARl (T HUTECE T R 0 154241.01, U09021.00, US4241.04, UD0S16.00, US4241.02, U54241.03, UG6297 90],
Stop: ORG:Default:Apply C U- ey e

A1 28 111/2010 View |

© PROPOSED CHANGES
D Change Personnel Job Change Change Apply

Date Date Reason Type Status
U§2205-00 OFFICE SUPPORT  [1-418001 Bureau
SPEC (LU) Admin

fifthe Labor Distribution is able to bel,

‘direcn\,f applied, you will see a Take
GENERAL INFO BIO /DEMO Ownership button. Click Take

|3 EMPLOYEE GENERAL INFORMATION Ownership

\/'immi ‘194651|D1m1!2|310 |

E E G D D Q G E ADOBE“CAPTIVATE ™
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Employee Record View
Doe. John 651234567 1418001-Bureau Admin ECLS: CA Total FTE: 1.000 Base Salary: $43,22968 Total Salary: $43,229.68

Full View:Transaction (32471:505735) LD (194661):Owner=Yes (sandrsn):Not Completed:Editable:BioDemoAccess:JobAccess=[U21633.00, U67339.00, U09929-00,
U60002-00, US5027-00, US5027-01, U00661-00, US2205-00, U0D661-01, US4241.00, U54241.01, U0%021.00, US4241.04, U0D916.00, U5S4241.02, U54241.03, UB6297-00],

Stop: ORG:Default:Apply C U-1-KN418-418001 (32471:505795)
 Limted ERY | Timeline View |

OV 172010 view |
© PROPOSED CHANGES

Change Personnel Job Change Change

L Date Date S Reason Type

G UB2205-00 OFFICE SUPPORT |1-418001 Bureau
M |194661 01/01/2010 SPEC (LB b
Add Change |

Click Apply. | ATTACHMENTS AUDIT TRAIL

@Mw|w| Release Ownershin | Send To | Send Fv1 | Print Friendly View |

LU) ECLS:CA TSORG:1-418001 TYPE:P FTE 1.000 HRLY:22168000 BEGIN: 122112003 BGTPRO:R STATUS:A |

Release Ownership | Send To | Send F1 | Print Friendly View |

Q E Q E m G G a ADOBECAPTIVATE"™
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Historical Employee Record View

Labor Distribution Transaction - HR Front End

E‘J HOME E EMPLOYEE SEARCH @ IN/OUTBOXES e ADMIN TOOLS ¥ aHELP @ LOGOUT

s Success applying

= The screen will refresh with the
Historical Employee Record View
and a Success Applying message.
" Both of these factors indicate that
“the data has been successfully
mapplied to Banner.

Vleq |194651 |U1f|:l1.f2[l1[! |

182205-00 OFFICE SUPPORT
SPEC (LU)

ECLS: CA Total FTE:

100 D =T to an organization that you do not

66100, UB2205.00, UDDG61!
418418001 (92465:505781)

X

If the labor distribution was changed 7
 cess=[U21633.00,
have security for, the transaction will St
need to route to that other

organization for review before it can

I be applied to Banner.

1-418001 Bureau
Admin

GENERAL INFO

BIO | DEMO
1D EMPLOYEE GENERAL INFORMATION

ATTACHMENTS AUDIT TRAIL

JOBS

meFFKZESUPPOﬂTSPECM ECLS: CA TS ORG:1-412001 TYPE P FTE:1000 HRLY: 22168000 BEGIN: 12/21/2003 BGTPRO:R STATUS:A

Click the Next buuon‘
to continue

CERO0

ADOBE"CAPTIVATE
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Labor Distribution Transaction - HR Front End

Chapter 7 Review

In this Chapter, you have learned:

+ How to route the transaction
* How to apply the transaction

Click the Next button
to continue

|_; L L L ) frock X ADOBE"CAPTIVATE
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Labor Distribution Transaction - HR Front End

You have reached the conclusion of the Labor
Distribution 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

G s EJ Lj (4 RTock X | l_ ADOBE"CAPTIVATE" )
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