SCT Banner YES Human Resources/Payroll Team

Meeting Notes
I.
Meeting Logistics

	Item
	Description

	Date
	Friday, November 3, 2006

	Time
	8:30 – 9:30 am

	Location
	Human Resources Training Room


II.
Attendees

	Role
	Name

	Facilitator & Note Taker
	Cindy Miller, ext.  7133

Rhonda Adams



	Participants
	


III.
Agenda Items







	1.  Evisions
	Decision needs to be made as to how employees will receive their pay stubs.  

Donna talked to Troy regarding the distribution of the pay stubs via email and found we did not purchase the E-mail Director package with our Evisions contract.  There is also a concern regarding the security of processing this information in a networked email environment.

We can utilize self service for employees to view their pay stubs however since names are not on the stub, banks may not accept as proof of income.

Ron advised they will be using the printer in Accounts Payable for the printing of checks.  Bob has indicated on our trip report to practice printing checks/direct deposit notices out of Evisions.

	2.  Sick Leave Accruals
	Banner will over accrue for sick because the per hour accrual requires four decimal places to the right of the decimal.  Banner allows only two.  Currently, classified employees receive 4.6 hours sick leave per pay period or .0575 hrs sick leave per hour worked.  In Banner we would have to round .0575 to .06 which would be an additional .0025 amt earned every hour.  Over one year (2080 hours) this would equal 5.2 hours.

There is additional concern regarding accrual of sick leave in regards to overtime.

Our consultant indicates there are 3 options:  over accrue, maintain manually or modify the system.  The University’s stance has been to avoid modifications to the system.

	3.  Miscellaneous Deduction Policy
	The policy was presented to the Advisory Committee on Monday, October 23, 2006.  Questions were raised as to the legality of limiting miscellaneous deductions to employees who are at least halftime.  Ron was to review the guidelines pertaining to labor law to ensure we are on sound footing.   

	4.  Personal Leave Balances
	We will need to capture personal leave balances closer to “Go Live” for manual input.  Sue Jones currently audits these leaves, a lot of employees use personal days around the holidays.  

	5.  Bank Tape Testing
	Test bank direct deposit file with the bank with only a few employees on the file to be sure Bank can accept the format.

	6.  Union 
	Do we need to inform the Unions of our pending changes in policies and procedures?

	7.  Auditing
	PROD was cloned to PPRD on 11/2/06.  Payroll currently entering time cards from pay period 9/17 – 9/30/06.  Once completed we will run a new payroll register and begin the audit process.  KC Training Room reserved next week for our use.  Let’s recruit as many coworkers as we can to assist with this process.  Auditing Gross, deductions and leave calculations.

	8. Processes


	We will be having a meeting with other hiring departments pertaining to division of duties and who will be entering PPAIDEN, PEAEMPL, PDABDSU/PDADEDN, NBAPOSN,  NBAPBUD, NBAJOBS.

	9.  Forms
	Sue Reitmann currently reviewing all current forms and identifying changes to be made and creating a form for input of new employees.  Requisitions – Do we need to modify?  

	10. Reports
	Payroll and Human Resources need to look at all delivered reports in Banner and identify what is good and what is not.  What reports may need to be developed.  Sue R. will also work with other hiring departments to make sure all information is captured.

	11. Resources
	1. Mary Jo has returned and has a temporary contract through June, 2007.

2.   Eileen forwarded request to extend Rhonda’s contract through June 2007. 


IV.
Action Items

	 Action Items for discussion
	Owner
	Due Date
	Status

	1. Discuss Conversion Requirements
	HR Team (includes technical)
	Ongoing
	All employees except part time faculty and students were converted 10/26/06.  Currently working on spreadsheet to convert part time faculty and students.

	2. International Treaties – foreign employees
	Maureen

Michelle O
	Ongoing/Testing
	Maureen entered treaty information.  We need to set up a few records of NRA employees for testing.

	3. NBAPOSN
	HR TEAM
	Ongoing
	All positions added at this point but, this will be an ongoing process.

	4. Credit union deductions
	Ron/Maureen
	Completed
	Notification sent out 10/18/06 with a deadline for return of 12/1/06.

	5. Leave balances
	Rhonda


	On hold
	Per Bob’s suggestion at our training the week of 9/19-22, we will not begin to maintain this until closer to going Live.

	6. Longevity Pay
	Dennis Maureen D

HR Team
	Completed
	Maureen and Dennis figured out the script needed to run this process.  Script tested and works!

	7. Miscellaneous deductions – policy
	Ron Granger
	In Process
	Advisory Committee met 10/23.  Questions were raised regarding the legality of $25.00.  Eileen asked Ron to research this as to labor law and legality.

	8. E-Visions
	Ron Granger Cindy Miller
	In Progress
	Intellecheck information received back from Evisions.  Troy installed the icc file in TEST, TRNG, PPRD and PROD.  Ron is to inform Troy where the IntelleCheck client needs to be installed.  (Should this be installed in the training room in KC?)

	9. Stock Paper Products
	HR Team
	On Going
	Received information from Troy Cross regarding stock paper (timecards, earning statement etc.)  Keep in mind, do not order paper products for the Computer Center for processes that we will not be using.  

If we do need specific paper for a process that will continue, make sure they are stocked.  This includes current pay stub stock.

	10. October YSU Update
	Steve
	Completed
	Article updated and forwarded to Ron Cole and Bob Tupaj on 10/30/06.  Announcement attached.  We will also need to inform the University community regarding the manual process with time cards for approximately 6 months, phase in WTE and test group with DTE.  We will also want to inform the University Community regarding Self Service when we Go Live.

	11. Payroll approval process
	Ron

Patty  
	In Process
	9/28/06 Patty S. took over project and started working on gathering information.  Per Dennis, this information will need to be inputted directly into Banner.  The spreadsheet will help us organize the information.  Patty completed the spreadsheet listing all employees, their positions, who their supervisors are and their position number.

	12.  ID Cards/Validations
	Donna W
	
	Discuss with Donna W. Does this need to go to Advisory Committee.

	13.  Security Matrix
	Cindy
	
	First cut of security matrix loaded that identifies team members, HR and Payroll employees, and other hiring department employees.  Will need to send  an updated matrix as we get closer to Go Live listing all other University employees using the system.

	14. Training plan
	Donna W.
	
	Donna has developed training materials for the hiring process, DTE and WTE.

	15.  Payroll Notification for filling out new deduction cards.
	Maureen Y

Ron G.
	Outstanding
	Update.  To be sent out week of 9/4.


VI.
Policy/Procedure Issues 

	 Policy Issue changes
	Owner
	Due Date
	Status

	12. Web-Time/Department Time Entry


	HR Team
	Ongoing
	Would like to Go-Live with Department Time Entry for a small population (ex. Police, Parking, Concessions, Facilities, Grounds and Athletics).  Cindy will contact departments and ask their willingness to participate.  

Update:  Police, Parking, Concessions, Facilities, Grounds and Intramurals have agreed to be our test group.

	13. Electronic Approvals/Routing Ques
	
	ON HOLD
	Discussed with Aaron Aure during training week of 8/15/06 pertaining to job requisitions.   Aaron recommends to go with new hire and test with a cooperative pilot group. 

Steps to move forward:  

1. Function:  Types of activities we want to have done through EPAF’s (ex. new hire) other possibilities: terminations.  Which table do they go to and which field do they change. (look at NTVACAT)

2.  Route: Define the routing of a new hire.  Recommends putting it on paper in order to have a visual.  Decide if those that information are routed to are FYI, approvers, action taken –etc.  

3. Who are the proxy’s when original user not able to approve.  No way to make it move up by org, not person.

4. Security level (PTRUSER) Superuser or less – what security level are we going to allow people to take action.

Cindy emailed Aaron and is awaiting his reply regarding the information from the other University regarding electronic approvals and fringe expensing.


VII. Pending Non-Critical Items

	1. Assignments left over from Susan Shaw’s last visit that need addressed:
	None of these tables are critical for go-live and will be addressed with the various individuals who have access to this information

	2. GORVISA Table
	Needs completed with information on Visa’s



	3. PERBFAC
	Faculty Information Base Table

 

	4. PERAPPT
	Faculty Appointment Repeating Table



	5. PEBHSIN
	Health & Safety Incident Table



	6. PERBARG
	Employee Bargaining Unit Table



	7.  PERRANK
	Faculty Rank Table



	8. PERREVW
	Employee Review Type Repeating Table



	9. PPRCERT
	Person Certifications Repeating Table



	10. PTRDTOT
	Totals for miscellaneous deductions year-to-date needs a decision how these will be handled – Dennis will figure out


Old Business/ New Business

	 
	Owner
	Due Date
	Status

	1.  Next Meeting
	HR TEAM
	
	We will be working in the KC Training Room next week auditing the parallel payrolls.  Friday YSU is closed for Veterans Day.

	2.  Next Training Sessions
	HR TEAM and other invitees
	
	Bob Harwood – November 28-30, 2006.



	3.  General Accounting
	
	
	General Accounting would like to be included in the next parallel testing in order to test the accuracy of the encumbering process.  They would like to test how the interface process is working – notify Lisa Reichart.
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