Payroll Request Form Training:
Tricks, Pitfalls and Tools for Getting It Right!

1. Overview of PRF Uses

Establish positions

e Update employee job record

e Terminate positions (Example 1)
Correct labor distributions

2. Please attach supporting documentation to PRF if appropriate

Classified, Temporary and Unclassified PRF Information

PRF “A LL

bé_ se nf: dt rectlvto the Pav roll Office o

PRF: VP Signature Required e Principal

Salary increases, title changes, tnvestigator if

stipends appropriate -

' e Vice President or
designee

PRF (VP Signature Not Required) - e Principal

- Investigatorif = -




PRFs can be generated from the Banner System:

1. Go to PWIVERI and type in ID humber

2. Choose the job you need to update or create a new job if the
employee is currently in the system

3. If employee is not in the system or does not have a Banner 1D you
will need to fill out all the information using a blank PRF form:
(http://ba.uoregon.edu/sites/ba/files/forms/prf.pdf)

4. Go to Options on top menu and click on Payroll Request Form

5. Make changes to all necessary items (six tabs should be reviewed
when generating a PRF)

6. Go to Options and Run Report

7. AFillable PDF will be generated. Review Form and if correct print.

Example 3. FTE Change

Example 4. Add Stipend to employee job record
Example 5. Create a new position

Example 6: 3 PRFs vs. 1 PRF with PAW

Example 7: Using PAW to calculate multiple FTE with different time-
frames
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Example 1 —=Termination
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Request to Offer Academic Staff Appointment #92697

University of Cregon

{ AAEOPosting# MST To VP _ Jamie Moffitt

Hire Code: APP Contract Typs: A, OFFICER OF ADMINISTRATION, Nofice of Noneappointment Required

Description: Approved Indefinitely {| Faculty Type:  A30 OA, Professional
[ Disposition: Do NOT Route to AAEQ Contract Stafus: Renewal

Name:  George Washington

Address: Campus Cperations University of Oregon

Rank: NoRank

Title: Business/Personnel Director

Department: Campus Operations

College/Unit; Campus Operations

Start Date: MULs End Date: 30-JUN-16

Overtime Eligible: No

r Internal Cemment;

Employee has requested a reduction in FTE during first half of 2016. VP abproved

UoD:
HRIS Pasition # 837450 Suffix; 00 Purpose: BREAP Reappointment
Orgn Code Ts: 450000
BaseRate: . $88,811
Annual Basis: 12 Job Type: Primary -
Hourly Rate: $42.69844 Job Leg; Eugene
Effective Start: 01-JUL-15 EffectiveEnd;  31-DECA15
Appt % {Actual FTE); 1000
hssigned Monthly Salary; '$‘7-,:40_0.92-
Fcis Code: AB
| Index Fund Orgn Acct Prog Actv Monthly Percent Budgeted Amt.
i RADO 001100 | 450301 | 10103 50003 $7.40092 100.00% $44,405.52
'-‘ . $T;¢0Q_.Bg-:_: 100.00% $44,405.52
Effective Start; 01-JAN-16 EffectiveEnd:  30-JUN-16
Appt% {Actual FTE): 50, o
Assigned Monthly Salary: $3,70046 . *.
Ects Code: AR
Index Fund Orgn Acct Prog Acty Manthiy Percent Budgsted Amt.
RADO -4 - 001100.- i _ 45__030_1 50003 ) R IO $3,700._46 = 1_[}0'.[_?0% ’ $22,202.76
= $3,700.46 100.00% §22,202,76
Page 1 of 2 16-JUN-15 09:36 AM

Example Z



To create multiple date ranges/FTE within an RTO you go the Pay tab and

1. Change the end date in the End Date Box.

Job Type [Prirnary “'!
TS Orgn {450000 Campus Operations E
Evaluator J - ] ~ Title o ?
Agency 1 Change Reason iBREAP‘_ iReappaintrent

Begin Date jo1ouL-2015 [ End Date 30-UN-2016 [ =
Appt. % [100 ‘Owverload {7~ Monthly ﬁ?ﬁ? 2 :
Empl. Class [UF  junci Non-Teach 12mo .5+ FTE 1= 3

]

Job Type !Primary *E Annual Basis El
TS Orgn l450000 . [Campus Operations A Base Rate | 86211.00
Evaluator l 4 N Titte] _ - _ HDUI"?! 42.698437
Agencyi , Change Reason ngiﬁnE_ }Reappoin_tn_-.eng

Begin Date ;01-JLL- 2015 r@ End Date ; 31 DEC 2015
Appt. % ]—n i Overlnad ‘ T Monthly ,?400 92
Empl. Class IAB . [Uncl Non-Teach 12imo S+ FTE

2. Place your cursor in the END DATE Box and hit the® down arrow
on your keyboard. This will give you an empty Begin Date Box

Job Type (Primery 7| Annual Basis (12~ B
TS Orgn i450008 Campus Operations =] Base Rate | 88e11.00
Evaluator ir_ T ___ __ Title | o Hourly grh‘??jégﬁ“ﬁ
Agency [ ) ) . ] 7 Change Reason EBREAP %P.eappuintmant B
Begin Date 1____ B }% End Date |
Appt. % i_._.“__.. Overload F__._..._-__‘___ Monthly |

EmpI.CIass{ ) ! ) o Ej o C

3. Add your new dates and FTE.

| Annual Basis |12

Job Type |anary s
TS Orgn 14SUDEID !Carnpus Operatipn_s- o ) f-‘_j Base Rate . 1881100
Evaluator | _ _ Title | ” ‘ S Hourly | 42648437
Change Reason \BREAP iReap_pnintmant—‘ ““““““ S 7; IE]

Agency |

End Date tz0-3un-2026
©  Monthiy 1370046
Empl Class [43  [Admin 12 mo 5+ FTE-Exempt 1]

Adding Multiple dates/fte to RTO

Begin Date [01-344-2006 {55

appt. % !50 . Qverload l Sl

=
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Example 3 —Changing FTE Unclassified
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Example 3 —Changing FTE Classified
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Example4t ~Adding a Stipend
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Example 5—Create a new position -VClAE/7E)
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Example5~New Hire Classified
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Example 5 —New Hire Classified Academic
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Example 5 —New Hire Classified Temp Non-Reg
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Example 5 —New Hire Classified Temp
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Example 6A-E —PRFs and a PAW
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152015

O ; WNIVERSITY G2 OREGON MLUSINESS 3FFALRS

Payrdll Accourtting Web Page (PAW)

_gw Payroll Accountin g Web Page (cick© for instructions)

Ful — T iD K
I di '
Name: . .l?ol‘ey M_? |son”‘ Number: o
P An - e Position; Suffix:
Annual = 6272 Annual b : t
Salary: . Basis; ! iBUO\NSR ;OO
% 'Financial info:
Banner Labor Distribution
Effective date 06/16/2015 :: Monthly Salary $3,083.11 :: Appointment Pct 25.00%
BISOPX 10204 100.00%
Effective date 07/01/2015 :: Monthly Salary $6,126.22 :: Appointment Pct 50.00%
BISOPX 10204 100.00%
Effective date 09/01/2015 :: Monthly Salary $3,063.11 :: Appointment Pct 25.00%
BISOPX - 10204 100.00%
_ Annual | Appointment | Actual )
ACCI FUND | ORGN | ACCT | PROG | ACTV | FTE Salary FTE Start Stop
BISOPX 10204 0.0139 1,531.56 | 0.2500 | 06/16/2015 { 06/30/2015
BISOPX 10204 0. 1111 12,252 .44 | 0.5000 | 07/01/2015 | 08/31/2015
-BISOPX 10204 0.0139 1,8631.56 | 0.2500 | 09/01/2015 | 09/15/2015
| 0.1389 15,315.56
v Submission Info:
o ll"rint ) S_igﬁ Pﬁone o Détg
Prepared By Dee Rawson 6/2006 ~  06/15/2015
Dep_t Head
_ Dean/Dir
Grad. Sch.(GTFs)
HRIS PAW 07/2014

" ResetForm i . Print version

Example 6A-E —PRFs and a PAW.
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Example 7 —Using a Payroll Accounting Web

Page
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Example 7 —Payroll Accounting

Calculation



Position Numbers and Account codes can be found on the Banner Guide:

http://bg.uoregon.edu/content/hris-human-resource-information-system

Pooled Numbers:

http://ups.uoregon.edu/sites/ups.uoregon.edu/files/ups/AdjunctPooledPosnNum
bers.pdf

EClasses:

http://ups.uoregon.edu/sites/ups.ucregon.edu/files/ups/Fclasses%20New%20EFf
%207-1-2014 . pdf

Blank PRF Form:

http://ba.uoregon.edu/sites/ba/ffiles/forms/prf.pdf




