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SUMMARY OF CHANGES



 

PZAREDS has been replaced with PHAREDS



 

Approval queue now exists

Presenter
Presentation Notes
There are three main changes in Banner 8 that impact Labor Redistributions.  

You may now complete Labor Redistributions in LoboWeb Employee Self Service

You will now use Banner form PHAREDS to complete Labor Redistributions instead of PZAREDS, which will no longer exist

Approval queues now exist





BANNER 8.2 ‐
 

PHAREDS

Presenter
Presentation Notes
To do a labor redistribution in Banner 8.0, you will select form PHAREDS
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PHAREDS



 

Select Employee 



 

Enter Banner ID Number



 

Query by Name



 

Select Payroll ID



 

Drop down arrow for choices



 

Begin Year



 

Payroll Number 



 

End Year



 

Payroll number
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PHAREDS

Presenter
Presentation Notes
Enter the Employee or Employee ID if you know it, or
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PHAREDS

Presenter
Presentation Notes
Click the drop-down arrow and select List for Employees “POIIDEN”.  Tab to last name or first name, type in name, execute query (F8).  Highlight correct employee, click “select” icon, or double-click on ID.
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PHAREDS

Presenter
Presentation Notes
The selection criteria block will pop up.  

If the employee has only one job assignment/position click OK, then next block. 
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PHAREDS

Presenter
Presentation Notes
To determine if the employee has multiple job positions: 

Click the drop-down arrow on the Position field 

Select List Employee’s Jobs (NBIJLST) from the pop up box

If more than one position is listed, in the position field highlight the position to redistribute, double click on the position or click the select icon.  Select OK.  

If a redistribution is needed for a pay period that was split, select List Time Sheet Keys.  A redistribution will need to be processed for each split or only for the portion needed.  i.e. End of fiscal year-The split consists of part of the salary in one fiscal year and the other part in the new fiscal year.  Two labor redistributions will need to be processed.]
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PHAREDS

Presenter
Presentation Notes
(NBIJLST) 

If more than one position is listed, in the position field highlight the position to redistribute, double click on the position or click the select icon.  Select OK.  

[If a redistribution is needed for a pay period that was split, select List Time Sheet Keys(previous slide).  A redistribution will need to be processed for each split or only for the portion needed.  i.e. End of fiscal year-The split consists of part of the salary in one fiscal year and the other part in the new fiscal year.  Two labor redistributions will need to be processed.]
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PHAREDS

Presenter
Presentation Notes
In the “Earnings History” block, highlight the line with the earnings code to be redistributed.  Select next block twice to move to the  Edit Labor Distribution tab.
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PHAREDS

Presenter
Presentation Notes
In the Edit Labor Distributions block edit the Earnings in the NEW Earnings Labor Distributions area by moving your cursor to that area (Next Block, twice) and making the necessary changes. Verify Posting Date is today’s date.  Remember to select the “change all” button to change all earnings codes, and remember to re-enter the account code, which will not self populate. [Select Options/OK Changes]



ALWAYS use the original account code.  This will default to the original account code regardless of what you select when it posts.



Select the “Comments” Tab [at which point I get a Pop up message that says, “Select Option to OK Changes or Cancel Changes”.  I Select “OK”, so I can enter the comment.  This returns me to the Edit Labor distribution screen.  I select Option/OK changes.  Then I select Comments.]
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PHAREDS

Presenter
Presentation Notes
Input your required comments here.  Then select next block to return to the Earnings History and Labor Distribution Screen. 
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PHAREDS

Presenter
Presentation Notes
Under Earnings History, your status will become “X” but your distribution will not have changed from 70.
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PHAREDS
Save Once

Presenter
Presentation Notes
Select the “Save” icon.   
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PHAREDS
Save Twice –

 

Using “Options”

 

menu to “Submit Redistribution”

Presenter
Presentation Notes
Your “X” will change to “P”, and your Disposition to “47”.  [By the way, the comments have disappeared at this point from the comments screen]

Select “Options, Submit Redistributions”(see next screen)
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PHAREDS
Save Thrice

Presenter
Presentation Notes
Your Status will change to “S” and your distribution will remain at 47.  Select the “save” icon.
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PHAREDS

Presenter
Presentation Notes
Your status will now change to “P”, your distribution to “48”, and a pop up will appear that says “Transaction completed”.  With this third save, your redistribution will go to the approval queue, and not before.
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PHAREDS

Presenter
Presentation Notes
You may use the “Search and Replace” tab to make identical changes to all the lines of a redistribution at once. 

If all earning codes listed in the earnings history block are to be changed, in the “New Earnings Labor Distributions” block check the change all box.  This will only change the labor redistribution with the earnings codes that have the same index, percentage, amount and hours.

We will not review this tab in detail.  As you become comfortable with PHAREDS, carefully use this screen, checking the results.  It can be a useful tool in some circumstances.
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PHAREDS

IN SUMMARY:



 

Remember you must save three 
times 



 

Watch for updated material



 

Reports now available in E-print

Presenter
Presentation Notes
You will save MORE than three times if you are redistributing multiple pay periods and have multiple comments to put in place.



You will find the most current version of the FILR 100 Labor Redistribution Manual on the FSSC website at http://www.unm.edu/~fssc/pguides.html (Under Participant Guides)

The Power Point will be posted on HSC Unrestricted Accounting under LEARN ( http://hsc.unm.edu/financialservices/accounting/LEARN.shtml ), and FSSC website, also under LEARN (http://www.unm.edu/~fssc/LEARN.html)



There are labs to assist you with the new Redistribution Process.  There are three scheduled in March.  You must already have security to access the PHAREDS form to attend these labs.  The labs, with location, date, and time are posted on the FSSC website, on the right hand area under “News and Events”.



E‐Print Report‐hrp_banp
 

repository



PHAREDS – Returned for Correction
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