How to Use the Banner HR-Payroll Redistribution Form

The Banner HR-Payroll Redistribution Form was developed by Systems Coordination. The forms and instructions may be found on the Systems Coordination
website at https://financialservices.ecu.edu/systems-coordination/. You will want to periodically go to the Systems Coordination website to see if there have
been any changes to the form.

F'.ddress|@http:,f,l'www.ecu.edu,l'syscoord,l’ t—— v|G.:. Links % - &Snaglt @ [Eg

s

Banner Forms

+ Banner Direct Payment Form

Banner Direct Payment Form Instructions

Banner Disbursement Adjustment Form

Banner Fund Authority Form

Banner ID Charge Form

Banner Journal Entry Form

Banner Receipt Adjustment Form

Banner Travel Authorization/Reimbursement Travel Form

Banner Budget Transfer Form

Banner Budget Transfer Instructions

Banner HR-Payroll Redistribution Form-version 1.1
updated 1-14-08

+ Banner HR-Payroll Redistribution User Instructions

Please be sure to read the instructions found on the Systems Coordination website.
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https://financialservices.ecu.edu/systems-coordination/

Below, | will provide additional tips and instructions learned from using the form a few times. The instructions that follow are written using Excel 2007.

When you open the form, you will see a “Security Warning” and will need to click on the “Options” button.

ﬁﬂ‘ H&EQ T~ @B - Banner_HR_Payroll_Redistribution_Form_v1-3 [Compatibility Mode] - Microsoft Excel
)
Hame Insert Page Layout Farmulas Data Review View Add-Ins Acrobat
== K Cut '
J f Cu = Wrap Text Date - ﬂ iﬁﬁ Mormal B
Past e o .00l C d':“ | Format d
dsie rd arage B Cente - @ - = andriona arma
- . Format Painter A RS L M| S Formatting - as Table ~ 600 i
Clipboard IF] Font P Alignment P Mumber [ Styles
Q Security Warning 5Some active content has been disabled. Options... "_
| E18 - fx | =TopaY()
AlB|c D E F G H I J K L I N 0 p Q
14 EAST CAROLINA UNIVERSITY
15 BANNER HR PAYROLL REDISTRIBUTION ENTRY FORM
[Le]
st t TRANS DATE:|IEIREIEIE
CARGLINA =
19 | UNIVERSITY PREPARER ID: Clear/Reset Data Outout Batch
20 FiLE ReF numeer: [N
i Entry Area P
22
e )
24 DEBIT TOTAL: -
25 CREDIT TOTAL: -
25 MISSING REQUIRED FIELD ERROR CNT
EARN  RULE
JOB or CODE ACTIVITY
CAL PAY PAY JOB E- BDCA (HGRSor FUND ORGANIZATION ACCOUNT PROGRAM (1-6 Digits)
YEAR ID HNO BANMER ID HAME POSITION SUFFIX CLASS CODE HGRB) (6 Digits) (2-6 Digits) (5 Digits) (4 Digits) Optional AMOUNT DIC
30
31
32
33
34
ac
M 4 » M| Data Entry .~ Payroll Inquiry . GURFEED . OUTPUT . %¥J (4] m ]
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You will need to click on the radio buttons to “Enable this content” in the If you still receive error below stating “Because of your security settings,

Macro section and in the Data Connection section. Then click on “OK". macros have been disabled.”
Albjc] o NG o |u| 1 |u| ok M N 0 [ P Q| R | S | T U |V |W]|«X
EAST CAROLINA UNIVERSITY
» ] = = '?
Microsoft Office Security Options (2] BANNER HR PAYROLL REDISTRBUTION ENTRY FORM
SAVE 25 JLSM file
TRANS DATE:
. = PREPARER PIRATEID: Print VERSION FY2024  Bannerhas 2039 batchli
@ SECI.II‘ItY .ﬁIEI'tS - Ml.lltl pIE ISSUE . ‘IILEP.E‘FNL!I.ABEF\!E ‘ Signoff E::;slg V':Ieig::n Output Batch nner fias 8,998 row per batch imit
SUBMITTER PIRATEI: [T Sheet Submission Guide Lin
RECORD COUNT:
Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do not enable
this content unless you trust the source of this file, I mmﬂi T I T }
Warning: It is not possible to determine that this content came from a trustworthy - [ PRGRAGE I
source. You should leave this content disabled unless the content provides critical BRI IR i LUl
functionality and you trust its source. | Micusaft free x|
More information ] ) ) _ )
AL PAY PAY | Because of your disabled, To run matrs, you workbook, o enabls Formare dick Help.

File Path:  C:\... Files\Content, Outlook 0077984 Banner HR-Payroll Redistribution Form-v1 1.xls SDES ELED ] O

(5] [

() Help protect me from unknown content (recommended)

(%) Enable this content -‘—_

Data Connection

Data connections have been blocked. If you choose to enable data connections, your computer
may no longer be secure. Do not enable this content unless you trust the source of this file.

File Path: C:\... Files\Content. Outlook\J0O 77384 Banner HR-Payroll Redistribution Form-v1 1.xls

() Help protect me from unknown content (recommended)

(%) Enable this content ‘_—

Open the Trust Center [ DKW [ Cancel
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Close file and navigate to where file downloaded or where it was saved and
right click on it and then go to properties, In General tab check the Unblock

box.
~ Today (1)
!ES Banner_HR-Payroll_Redistribution_Form.xlsm

I:l:h'_- Banner_HR-Payroll_Redistribution_Form.xlsm Properties <

General  Securty Details  Previous Versions
@E. | Banner_HR-Payroll_Redistribution_Form xlsm
Type of file:  Microsoft Excel Macro-Enabled Worksheet {xlsm)
Opens with: I3 Excel Change...
Location: ChUsers‘chemye21\Downloads
Size: 6.55 MB (6,869,488 bytes)
Size on digk: 655 MB (6,873,088 bytes)
Created: Wednesday, August 30, 2023, 3:32:22 PM
Modified: Wednesday, August 30, 2023, 3:32:23 PM
Accessed: Today, August 30, 2023, 3:32:23 FM
Attributes: [JRead-only  []Hidden Advanced...
Security: This file came from another
computer and might be blocked to [ Unbloek
help protect this computer.
Cancel Apply

The spreadsheet will look like the following screen print.
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You will then be prompted to login to ODS. This login is required for the
data validation to work. Without the validation, the form will not function

properly.

Oracle ODBC Driver Connect

Service MName
REPT

IJzer Mame
BOWEN]

Pazzwiord

]9

Cancel

ElEls

About...

3




A B C 0 E F G H | J K L I M 0 B Q

14 EAST CAROLINA UNIVERSITY
ﬁ BANNER HR PAYROLL REDISTRIBUTION ENTRY FORM

I A5 T
18 | cAmoLIna TN 1/11/2008 il
19 | UNIVERSITY PREPARER ID: b Clear/Reset Data Output Batch
20 FILE REF HUMBER:
Y Entry Area P
22 RECORD COUNT: [1] |
s }
24 DEBIT TOTAL: -
25 CREDIT TOTAL: -
26 MISSING REQUIRED FIELD ERROR CHNT

EARN RULE
JOB or CODE ACTIVITY

CAL PAY PAY JOB E- BDCA (HGRS or FUND ORGANIZATION ACCOUNT PROGRAM (1-6 Digits)

YEAR ID NO BANNER ID NAME POSITION SUFFIX CLASS CODE HGRB) (6 Digits) (2-6Digits) (5 Digitz) (4 Digits) Optional AMOUNT DJC
31
32
33
34
4 4 » M| Data Entry .~ Payroll Inquiry .~ GURFEED . OUTPUT . %1 T m R

o The IRAWSIMAYRSH will default to today’s date. Do not alter the transaction date.
e You will enter your Exchange User ID in the [JNSZANAYIBH box. This is the same as your user name used to login to ODS.

o The [HIRMNAMNVWVIEIRE is any three-digit combination of numbers or letters that you choose. If you prepare more than one redistribution in a day, the
file reference number MUST be different otherwise the first file will be overwritten.
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After filling in the above mentioned items, | suggest that you move to the second tab, “Payroll Inquiry”, to gather the data you need to change. That
spreadsheet looks like the following screen print.

A B C D E F G H J K L I N ] P o R
1 [Payroll Inquiry |
2
3
4 Leoad Reversal Rows to
= REFRESH Query Data Entry Area
& (based on Query results)
7
8
9 Load Original Rows to
10 Data Entry Area
11 (from Query results)
12
13 Only restrict by Earn Code if the Account on the gross salary needs correction.
14
15

JOB E EARNCODEor RULE REVERSAL

il CALYEAR PAYROLLID PAY NO. BANNERID NAME POSITION SUFF CLASS BDCACODE CODE FUND ORGHN ACCT PROG ACTV aAmount DIC  siGH
17
18
193
M4 4 ¥ M| Data Entry | Payroll Inquiry - GURFEED ~OUTPUT . ¥J E- il

e (Calendar year is just that—January 1 through December 31; do not confuse this with the Fiscal or Academic Year.
e Enter the Banner ID of the person for whom you want to make a change to how he/she was paid; or enter B% if you will be selecting multiple persons.

e Leave the % sign in the Position field unless you know the specific position involved; i.e., 912345 for pre-Banner positions or 00000X for numbers
assigned since Banner HR has gone live.

o Payroll ID will be one of the following: “%” if you are unsure of the ID; “PB” if for payrolls from July 1 — October 31, 2007 which were Pre-Banner
transactions.; “SM” for Semi-Monthly payrolls of regular employees; or “TS” for those temps and students whose time must be submitted on a
timesheet.
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e Payroll Start # and Payroll End #: please refer to the following list:

o 1=January 15 2 =January 31

o 3 =February 15 4 = February 28 (29 if leap year)
o 5=March15 6 = March 31

o 7=Aprill 8 = April 30

o 9=May15 10 =May 31

o 1l1=Junel5 12 =June 30

o 13=July15 14 = July 31

o 15=August15 16 = August 31

o 17 =September 15 18 = September 30
o 19 =October 15 20 = October 31

o 21=November 15 22 = November 30
o 23 =December 15 24 = December 31

e Fund Leave the “%” if you are unsure of an entry. You may complete any part of the

FOAP that will help narrow down your search for the entries that need to be

e Orgn redistributed. Example: you want all EPA salaries paid from 60100 and 60150,
plus the associated accounts for graduate assistantship pay, enter 601%, to pull
* Acct all of those payroll salary entries. NOTE: You will not get the associated benefits

since they begin with 61%.
e Prog

e Earn Code is used if you are looking for a specific earnings code, such as Pre-Banner earnings code 225 for Summer School Pay. Please be sure to read
the note on the form as to when you may want to use this criteria option.
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Once you have completed as much of the criteria as you feel is necessary for extracting the data you want, move your cursor into cell A17. Then click on
“Refresh Query”.

A B C D E E G H I J K L M M 0 P a R
1 |Payroll Inquiry
2
3 | Calendar year [Pl Fd
4 Banner ID}=] Load Reversal Rows to
5 Position REFRESH Query Data Entry Area
] Payroll ID (based on Query results)
7 | Payroll Start gk
& | Payroll End #[t)
g Fund Load Original Rows to
10 Orgn Data Entry Area
11 Acctlgl (from Query results)
12 Prog
13 Earn Code Only restrict by Earn Code if the Account on the gross salary needs correction.
14
15

JOB E- EARN CODE or RULE REVERSAL

;] CALYEAR PAYROLLID PAY HO. BAMNMERID HAME POSITION SUFF CLASS BDCACODE CODE FUND ORGN ACCT PROG ACTV Amount DIC SIGH
17 1
18
19
20
21
M 4 » M| Data Entry | Payroll Inguiry .~ GURFEED ~QUTPUT %1 [ 1]
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You will be prompted to login to ODS again.

Oracle ODBC Driver Connect E'
Service Mame
REPT
User Mame
BOWEM.) Cancel
Pazsword About
| [oc

The spreadsheet should populate with the data based upon your criteria.
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In the example below, | populated Calendar Year, Banner ID (blocked from view), Payroll Start and End Dates. The results provided the person’s name based on
the Banner ID provided. This is a double check that you have pulled the information on the correct person (person’s name blocked from view). If you are
satisfied with the data retrieved, click on “Load Reversal Rows to Data Entry Area (based on Query results)” button. NOTE: You may realize that you can be
more specific in your criteria, make a change to the criteria, return to cell A17 and Refresh the Query again to narrow the search.

A B C D E F G H J K L M T 0 P Q R o

1 |Payroll Inquiry
2
3 | Calendar yrearl I A
4 Banner IDJEE Load Reversal Rows to
5 Position REFRESH Query Data Entry Area
8 Payroll ID (based on Query results) :
7 | Payroll Start gk "
& | Payroll End # L) Q
3 Fund Load Original Rows to (

=
10 Orgnjg Data Entry Area

=
11 Acctg (from Query results)
12 Prog
13 Earn Code [ Only restrict by Earn Code if the Account on the gross salary needs correction.
14
15

JOB E- EARNCODEor RULE
i) CALYEAR PAYROLLID PAY NO. BANMNERID NAME POSITION SUFF CLASS BDCACODE CODE FUND ORGN ACCT PROG ACTV AMOUNT
17 508923 PB  ZZ HGRS 111170 27 §0200 0000 2,885.12 D C
18 | 2007 PB 13 908923 PB Z7Z HGRE 111170 27 §1202 0000 21872 D C
19 | 2007 PE 13 508923 PB 77 HGRE 111170 27 §1205 0000 20457 |D C
20 |2007 PE 13 508923 PR ZZ HGRE 111170 27 61271 0000 160.57 |D C
21 2007 PE 14 508323 PR ZZ 001 HGRS 111170 27 60200 0000 288512 D C
22 2007 PE 14 508923 PR ZF 138 HGRS 111170 27 60444 0000 125.00 D C
23 2007 PB 14 908923 PR 77 HGRE 111170 27 61202 0000 21875 D C
24 |2007 PE 14 908923 PR ZZ HGRE 111170 27 §1202 0000 9.54 D C '
25 |2007 PB 14 508923 PB 77 HGRE 111170 27 §1205 0000 20457 |D C (
26 2007 PE 14 508323 PR ZZ HGRE 111170 27 §1205 0000 892 D C
27 2007 PE 14 908923 PR ZZ HGRE 111170 27 §1271 0000 160.57 D C
28 2007 PE 15 1808923 PB ZZ 001 HGRS 111170 27 E0250- A0 28512 [ C
a7 st . L | Z\'x‘ﬂvt_ 7 = FEENETUITOY A ‘-*"""%"“"‘"*‘—--‘
—_ it
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This is what you will see.

G

EAST CAROLINA UNIVERSITY
BANNER HR PAYROLL REDISTRIBUTION ENTRY FORM

A | B]C D E
14
15
=]
TE A& s 7 _
18 | CAnoLING TRANS DATE: |IETEETFEIE |
19 | UNIVERSITY PREPARER ID: TN ;
20 FILE REF HUMBER:
21
2 RECORD COUNT: 59 |
e )
24 TOTAL: Z
25 CREDIT TOTAL: 43,576.33

ERROR-Debits must

equal Credits

H

CAL PAY PAY
YEAR ID NO

BANNER ID

i

w.\

jmmmmmmmmmmmm

*—

NAME

MISSING REQUIRED FIELD ERROR CNT

POSITION

JOB
SUFFIX CLASS CODE HGRB)} (6 Digits) (2-6 Digits) (5 Digitz) (4 Digits) Optional AMOUNT DJIC

JOB
E-

| J L\ L W M a p [0}

Clear/Reset Data
Entry Area

EARHN RULE
or CODE ACTIVITY
BDCA (HGRSor FUND ORGANIZATION ACCOUNT PROGRAM (1-6 Digits)

|-

808523 HGRS  [111170 iy C i
908923 | PR | 77 HGRE_[111170 27 C ’
908923 | PR | 77 HGRE_[111170 27 cC %
908923 | PR | 77 HGRE_[111170 27 c_|®
908923 | PR | 77 01_| HGRS [111170 27 c?
908923 | PB | ZZ | 138 | HGRS [111170 27 C
908923 | P | 77 HGRE_[111170 27 C_ 1
908923 | PR | 77 HGRE_[111170 27 C
908923 | PR | 77 HGRE_[111170 27 C
308923 | PR | 77 HGRE_[111170 27 C
308923 | PR | 77 HGRE_[111170 27 Ef
908923 = o

[ soss23 | po | gz 1 oo ‘ﬁW&M\F" NI "

All entries are now in red and have the appropriate reversal C or D(as the case may be). At this time, because you have only loaded the reversal entries, you will
get an error message.
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Return to the “Payroll Inquiry’ Tab. At this point you should be ready to click on “Load Original Rows to Data Entry Area (from Query results).

1
2
3
4
g
[
7
a

9
10
11
12

13
14

15

16
17
18
19
20
21
X
23
24
25
25
27
28
pat ]

A B
Payroll Inquiry

Calenda @)arl I

Banner IDJ=4
Position g1
Payroll 1D g
Payroll Start # I
Payroll End #
Fund
Orgn
Acct gl

Load Reversal Rows to
Data Entry Area
(based on Query results)

Load Original Rows to r

REFRESH Query

Data Entry Area
(from Query results)

Prog g

Earn Code fg

CAL YEAR

2007
2007
2007
2007
2007
2007
2007
2007
2007
2007
2007
2007

EE

08923 i HGRE 111170 60200 0000 288512 D C s
FB 508523 PB ZZ HGRE 111170 27 51202 0000 2872 D C
PB 508923 PB i HGRB 111170 27 61205 0000 20457 D C
PB 508923 PB i HGRB 111170 27 61271 0000 16057 D C
FB 508923 PB ZZ 004 HGRS 111170 27 50200 0000 2868512 D C
FB 508923 PB ZZ 136 HGRS 111170 27 50444 0000 125.00 D C
PB 508923 PB i HGRB 111170 27 61202 0000 21875 D C
FB 508923 PB ZZ HGRE 111170 27 51202 0000 554 D C -
FB 508923 PB ZZ HGRE 111170 27 §1205 0000 20457 D C
PB 508923 PB i HGRB 111170 27 61205 0000 892 D C
FB 08923 PB i HGRE 111170 27 61271 0000 16057 D C
FB 508523 PB ZZ 004 HGRS 111170 27 50200 0000 2856512 D C
PB 508923 PB i HGRB 111170 27 61202 0000 21872 D C /
FB G029 PB HGRE 131170 27 51205 0000 20457 D C

PAYROLL ID PAY NO. BANNER ID

HAME

JOB
POSITION SUFF CLASS

Only restrict by Earn Code if the Account on the gross salary needs correction.

E-
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EARN CODE or RULE

BDCA CODE CODE

FUND ORGH ACCT PROG ACTV AMOUNT

o

REVERSAL
SIGH




This is what you will see.

A|BJ|C D E F G H | J K L M N 0 P a
14 EAST CAROLINA UNIVERSITY
15 BANNER HR PAYROLL REDISTRIBUTION ENTRY FORM

T
T

I A S T

18 | CAmoiLINA TrANS DATE: IEREIEDR T
SN v prepARER 10: TS E“Zgﬁg'?grﬁa? dK to Clear/Reset Data Outout Batch
20 FILE ReF numBeR: [T . Entry Area p

X2 RECORD COUNT: 113 |
24 [DEBIT TOTAL: 43,576.33
25 CREDIT TOTAL: 43,576.33
26 MISSING REQUIRED FIELD ERROR CNT

1)

ahe bbbt

EARN  RULE
JOB  or  CODE ACTIVITY

CAL PAY PAY JOB E- BDCA (HGRSor FUND ORGANIZATION ACCOUNT PROGRAM (1-6 Digits)

YEAR ID MO  BAMNMERID NAME POSITION SUFFIX CLASS CODE HGRB) (6 Digits) (2.6 Digits} (5 Digits} (4 Digits) Optiomal AMOUNT DIC

a7 B | 508923 111170 C

83 B | sos923 00 51 SH1 HERE [111170 27 51271 0000 178.85 C

89 B | soagz3 FE 7z 001 HGRS [111170 27 50200 0000 2.865.12 D

g0 B | soagz3 FE 7z HGRE [111170 27 51202 0000 218.72 D

91 B | sosgz3 PE 7z HGRE [111170 27 51205 0000 204.57 oL
92 B | 502923 FE 77 HGRE [111170 27 51271 0000 160.57 D

93 B | 502923 FE 77 001 HGRS [111170 27 50200 0000 2 885.12 n#
04 B | 502923 FE 77 138 | HGRS [111170 27 50444 0000 125.00 D

95 B | 502923 FE 77 HGRE [111170 27 51202 0000 218.75 oD |3
85 B | 502923 FE 77 HGRE [111170 27 51202 0000 g.54 D

97 B | soagz3 FB 77 HGRAE [111170 27 51205 0000 20457 0%
83 B | sogsza FB 7z HGRE [111170 27 51205 0000 8.892 D %
k] B l o08523 FE 77 HGRE [111170 27 51271 0000 160.57 D ’

7 Fy ]
100 g{g% B 223923 va‘ A DD?\.HGF‘.S 111170 fﬁ?\_ Ezu ED e '\ - J*]L

At this point, you need to make the necessary changes to the lines in black—the original entries—to effect the redistribution.

NOTE: If you are changing the position number that a person was paid from, be sure to check in INB that the E-Class is still correct for the position. One recent
example that | encountered, was a redistribution from 60100 (EPA-NT) to 60200 (SPA)—the E-class had to be changed!!
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If you should need to delete one or more lines of data on the “Data Entry” tab, you must do it in two steps as you cannot delete the row or clear the contents of

the row because of the validation. Please see the following example for how to remove one line of data from the “data Entry” tab.

You want to remove the line in Payroll 14 with earnings code 136 from your redistribution.

Page 14

A |l B[ C D E F G H I J K L M N 0 P %
14 EAST CAROLINA UNIVERSITY -
15 BANNER HR PAYROLL REDISTRIBUTION ENTRY FORM
[Le]
T TRANS DATE: IEIENALE

CAROLINA =
19 | UNIVERSITY PREPARER IDx; boweenj CﬂeaﬂReset Data Out ut BatCh
20 FILE REF NUMBER: il Entry Area P '
22 RECORD COUNT: 59 |
24 DEBIT TOTAL: - ERRDR-Debits must (
25 CREDIT TOTAL: 4357633 |  equal Credits
25 MISSING REQUIRED FIELD ERROR CNT
%5
EARM  RULE
JOB  or CODE ACTIVITY

CAL PAY PAY JOB E- BDCA (HGRSor FUND ORGAMNIZATION ACCOUNT PROGRAM (1-6 Digits)
Ml YEAR ID NO BAMNMER ID NAME POSITION SUFFIX CLASS CODE HGRB) (6 Digitz) (2-6 Digits}) (5 Digits) (4 Digits) Optional AMOUNT DJC
30 | 2007 | PE | 13 Bl 908923 PE Z7 001 HGRE [111170 27 60200 0000 288512 C
3 [2007] PB [ 13 B0 9028923 PE Z7 HGRE [111170 27 51202 0000 218.72 C
32 2007 PB | 13 B0 902923 PE Z7 HGRE [111170 27 51205 0000 204 57 ¥
33 2007 | PE | 13 Bl o08923 PE 77 HGRE [111170 37 51271 0000 160.57 L
34 7+ PR A4 = LT ] PR HpS oy o & OEC 47 .\.
35€QQU0T | PE [ 14 |5 (908923 |~ PE [ ZZ | 136 | HGRS [T11170 T s I 7 TN
365 [H] Hb 2 =hl] = Hb £ F HizH b 1 R PR LHHH] Y S Y
37 2007 [ PB [ 14 B0 9028923 PE Z7 HGRE [111170 27 51202 0000 218.75 C
38 | 2007 | Pe | 14 Bl 508923 PE Z7 HGRE [111170 27 51205 0000 5.92 C
38 [ 2007 Pe [ 14 B0 9028923 PE Z7 HGRE [111170 27 51205 0000 204 57 [
40 [ 2007 | PB | 14 B0 902923 PE Z7 HGRE [111170 27 51271 0000 160.57 g
41 [2007 [ PB [ 15 Bl 908923 PE 77 001 HGRS [111170 27 50200 0000 7 BE5.12 C 1
42 [2007 [ PB [ 15 B0 9028923 PE Z7 HGRE [111170 27 51202 0000 218.72 C
43 2007 | PB | 15 Bl 908923 PE Z7 HGRE [111170 27 51205 0000 204 57 C (
44 [2007 [ PB [ 15 B0 908923 PE 77 HGRE [111170 27 51271 0000 160.57 [
45 2007 | PB | 15 B0 902923 PE Z7 001 HGRE [111170 27 50200 0000 257975 C
46 | 2007 | PE | 18 Bl g08923 PE 77 255 | HeRs [111170 37 50200 0000 343.80 C
47 [2007 [ PB | 15 B0 9028923 PE Z7 HGRE [111170 27 51202 0000 253.20
43 [ 2007 E Mag(zoo3, LI i | G, [111170 .ﬁf- A0E 00 ] L ae. 320 41




Part one of the removal of an entry involves selecting the first four columns—CAL YEAR, PAY ID, PAY NO, and BANNER ID only. You may press delete to remove
the contents of those cells and the name will also disappear from the spreadsheet.

1
L0

JOB

EARN

or

RULE
CODE

CAL

PAY PAY

JOB

ID HO

BANHNER ID

HAME

POSITION

E-

SUFFIX CLASS CODE

BDCA (HGRS or
HGRB)

FUHD
(6 Digits)

ACTIVITY
ORGANIZATION ACCOUNT PROGRAM (1-6 Digits)
(2-6 Digits) (5 Digits) (4 Digits) Optional

AMOUNT

Al B|C D E F G H [ J K L M T 0 P a T

14 EAST CAROLINA UNIVERSITY
15 BANNER HR PAYROLL REDISTRIBUTION ENTRY FORM
18 :-..Lﬁ TRANS DATE: [IEEEDE

UNIVERSITY 3 bowenj Clear/Reset Data
;g - FILE Eﬁélepriﬁ.i gElg: Em J O utput Batch +
o Entry Area ?
2 59 |
24 DEBIT TOTAL: _ ERROR-Debits must s
25 CREDIT TOTAL: 43,576.33 cqual Credits (
25 MISSING REQUIRED FIELD ERROR CHT 5 .
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30 o 908923 111170 C
31 B 908923 111170 C

32 B 908923 111170 C

33 B 908923 111170 C

34 B 908923 111170 C

35 | 9085923 111170 C

35 | 2007 B 908923 FB ZZ HGRE [111170 27 51202 0000 9.54 I:é
37 | 2007 B 908923 FB ZZ HGRE [111170 27 51202 0000 21875 C

33 | 2007 B 908923 FB ZZ HGRE [111170 27 61205 0000 8.92 C

39 | 2007 B 908923 FB ZZ HGRE [111170 27 61205 0000 204.57 C

40 | 2007 B 908923 FB ZZ HGRE [111170 27 61271 0000 160.57 C

41 | 2007 B 908923 FB =z 001 HGRS [111170 27 50200 0000 288512 C

42 | 2007 B 908923 FB ZZ HGRE [111170 27 51202 0000 2872 C
Aggpeis | _B 02020 ACR.eebiBTatlain, | HGF‘.P..MII«..-M 2B _sumintas 51205 ’qw x"\r&




Part two of the removal of an entry involves selecting all cells to the right of NAME. You may press delete to remove the contents of those cells.

14

15
T
18
19
20

-

e )

24
75

21
L0

31
32
33
34
35

7
35
39
a0
41
42

CAROLINA
LUNIVERSITY
s

CAL
YEAR

PAY PAY

1]

HO

TRANS DATE:

1302008

PREPARER ID:

bowenj

FILE REF NUMBER:

0

RECORD COUNT:

58

F G

H

J

[\ L

EAST CAROLINA UNIVERSITY
BANNER HR PAYROLL REDISTRIBUTION ENTRY FORM

DEBIT TOTAL:

CREDNT TOTAL:

43,451.33

ERROR-Debits must
equal Credits

MISSING REQUIRED FIELD ERROR CHT

BANNER ID

B
2007 | PB | 13 B
2007 | PB | 13 B
2007 | PB | 13 B
2007 | PE | 14 B

|0 | |0 |0 | | e | oo | e

HAME

Clear/Reset Data

Entry Area

0l

EARH  RULE
JOB  or  CODE ACTIVITY
JOB E- BDCA (HGRSor FUND ORGANIZATION ACCOUNT PROGRAM (1-6 Digits)
POSITION SUFFIX CLASS CODE HGRB) (6 Digits) (2-6 Digits) (5 Digits) (4 Digits) Optional AMOUNT DJIC
AL M . .
3| P8 | 77 HGRB [111170 2 0000 218,72
3| P8 | 77 HGRB_[111170 27 0000 204.57
3| P8 | 77 HGRB_[111170 27 0000 160,57
3| P8 | 7z | 001 | HGRs |111170 27 0000 2.865.12
908923 77 HGRB 111170 57 51202 000D 954 C
908923 77 HGRB [111170 77 61202 0000 21875 | C
308823 77 HGRB [111170 27 51205 0000 892 | C
308923 77 HGRB [111170 27 51205 0000 20257 | ©
308923 77 HGRB [111170 27 61271 0000 18057 | ©
308823 7z | 001 | HGRS [111170 27 50200 0000 286512 C
9089823 77 HGRB_[111170 27 51202 0000 21872 C
90gR2 77 ol HGBERl 111170 gubd 2 51205 0000 o J0457 '-r’

You now have a blank row in the middle of your “Data Entry” spreadsheet. It will not hurt anything. If you need to select additional payrolls for redistribution,

the entries will be placed below the last entry on the spreadsheet.
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