COMMONLY USED NON-FINANCE BANNER FORMS


The purpose of this aid is to provide summaries of commonly used Non–Finance BANNER Forms which can be utilized to assist Business Affairs Officer with day-to-day management of budgets in their respective areas. This document is not intended to capture all of the forms that can be used, but rather to summarize commonly used forms as identified by the BMAC Budget Management Subcommittee.

Note: The below forms can be accessed in Banner. A banner employee ID or Wayne State University access ID can be used on forms that include the ID field.

HUMAN RESOURCES FORMS 

NBAJOBS – Employee Jobs Form - This form provides job details (e.g. assignment effective date, personnel date, compensation information, position title, employee class and job change reason) for a particular assignment in which an employee holds or has previously held with the University.  This form updates systematically once Electronic Personnel Action Form (EPAF) and Mass salary transactions relative to position changes are applied to Banner. The annual salary amount reflected in the Position Roster report (HR015A) updates from this form. Select Options from the menu bar to launch other helpful forms.
NBAPBUD - Position Budget - This form defines by fiscal year the amount budgeted for a position and the position labor distribution. It provides the position status, type and effective dates. The budget authorization field on the position budget tab is used to display the funding source of a temporary position or if a position is frozen the position that it is funding. The budget amount reflected in the Position Roster report (HR015A) updates from this form. Select Options from the menu bar to launch other helpful forms.
NBAPOSN - Position Definition – This form defines by position, compensation and classification information (e.g. position class, title, employee class and salary, etc.). The comments tab is used by the Office of Budget, Planning and Analysis to record position action request changes (PAR’s). Select Options from the menu bar to launch other helpful forms.
NBIJLST – Employee Job Inquiry - This form allows inquiry into employee position detail, including attachments.  Detail includes employee position number, job begin and end dates, effective date, employee class, organization, and job change reason. In order to view all positions held by an employee, change the query date to 10/1/02 (Banner inception date).
NBIPINC – Position incumbent List - This form provides an incumbent list for full and part time position numbers.  The query date should equal the current date to get a complete list of incumbents.
NBIPORG - Position List by Organization - This form lists all positions included in an organization code. By position number it provides the title, status, begin date, type of position, budget and job FTE.
PEILHIS - Employee Leave History - This form allows inquiry into an employee’s complete vacation and sick leave history.  Detail includes beginning balance, accrual of hours, hours taken and current available balance during that period.  NOTE:  Driven by Banner ID (Position number and suffix inquiry in header not accessible).
PEIETOT – Employee Year to Date Totals - This form provides employee’s year-to-date salary activity for all assignments based on a calendar year.  Any Purpose (AP) hours are added to the year-to-date total for a full-time employee.

PEAEMPL - Employee - General Information Inquiry form which provides at glance information about the employee’s current assignment, home department, check distribution and Division codes as well as Service Dates.  Additionally, by selecting the tab labeled United States Regulatory, the employee’s current I9 dates can be found.  Select Options from the menu bar to launch other helpful forms.
PEIATND - Employee Attendance Inquiry - This form allows inquiry to an employee’s attendance history for a specified period. Users can also search for specific leave code hours for a particular period as well.  Data in the ATS COGNOS reports updates from this form. 
GENERAL PERSON FORMS

PPAIDEN – Identification -  The basic Personal Information Inquiry form  which provides information about an individual in tabbed format including name, address, and  basic biographic information such as  birth date, age, citizenship, ethnicity, veteran status, email address and emergency contact.  Select Options from the menu bar to launch other helpful forms.
PAYROLL HISTORY FORMS

NHIDIST – Labor Distribution Data Inquiry - This form displays detail information regarding Payroll feeds.  Information in this form is identical to information in Labor Distribution COGNOS reports. (Access to this form is based on security access levels - e.g. If user has not been assigned Finance org level security, he/she cannot access data in this form)
NHIEDST-Employee Distribution Inquiry- This form allows inquiry for an employee’s labor activities for the specified period (e.g. payroll expense details, liabilities, accruals, etc.).
PHICHEK - Check Detail Inquiry form – This form lists detailed information of a specific pay.  Selecting the down arrow for the fields Year, Payroll ID or Payroll Number invokes the form PHILIST which will list all pays by calendar year, payroll ID and then payroll number.  Selecting an individual paycheck re-invokes the Check Detail Inquiry form which lists details of that specific pay including check/direct deposit numbers, gross pay and net pay amounts.  Selecting options from the menu bar will give you access to earnings and deductions details.
