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Labor Distribution reports contain salary and G# information that is considered highly 

confidential, and should only be handled/seen by those who are authorized by your Dean or 

Reporting/Appointing Officer to access this data. 

 
Due to the sensitivity of this information, do not leave this file open on your computer, out on your desk, or 

on a shared printer.  These reports are always available through Banner E~Prints, so do not save copies of 

the files to your computer. Once you have confirmed your salary expense and any corrections have been 

made, printed documents should be shredded.  

 

 

 

Why review Labor Distribution reports? 
¶ You can catch labor posting in error.    

¶ You can review for salary savings. 

¶ You can use for planning labor expense. 

 

 

Some tips to identify potential problems: 
¶ A staff member is listed on labor distribution that should not be charged to that FOAP.  

¶ A labor assignment should have ended, but the employee still shows up on labor distribution as getting 

paid. 

¶ Class was canceled but adjunct still shows up on labor distribution as getting paid. 

¶ Labor allocation is not correct ς ŦƻǊ ŜȄŀƳǇƭŜΣ ŀ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǎŀƭŀǊȅ ŜȄǇŜƴǎŜ ƛǎ ǇƻǎǘƛƴƎ млл҈ ǘƻ ŀ Ch!tΣ 

but should be a split labor allocation. 

¶ A staff member is working on a grant, or is a borrowed faculty, and the labor should be charging 

elsewhere. 

¶ Labor is posting to wrong account code. 
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How to view Labor Distribution reports: 

1. Go to Banner Resources home page 

Select Banner Link: 

 Login to Banner Self-Service using GVSU Central Login Service 

 

 

 

2. At My Banner Main Menu - Select Finance: 
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3. On the Finance Menu, select E~Print  Finance Reports (PROD): 

 
 

 

 

 

4. Find ΨƴȊǊŘƛǎǘΩ in Report column, for Ψ[ŀōƻǊ 5ƛǎǘǊƛōǳǘƛƻƴ wŜǇƻǊǘsΩ, and sŜƭŜŎǘ ǘƘŜ ΨŘǊƛƭƭΩ to open the list of Labor 

Distribution reports. 

 
 

 

 

 

 

 

 

 

 

 



 pg. 4 

 

 

5. From the list of Labor Distribution reports, choose by payroll type & number (SM for salaried staff, and FS for 

hourly staff).  To open you can either select the PDF or the magnifying glass.  

 

 
 

 

A. Select the PDF if you have access to a limited number of FOAPS. This will open the Labor Distribution of all 

your FOAPs in one PDF. 

B. Select the magnifying glass if you have access to multiple FOAPS. By choosing the magnifying glass you can 

select the FOAP or range of FOAPs you want to view. ¢Ƙƛǎ ƻǇŜƴǎ ǘƘŜ Ψb½w5L{¢Υ ǇƛŎƪ ǇŀƎŜǎ ǎŎǊŜŜƴ. 
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¶ The Ψb½w5L{¢Υ ǇƛŎƪ ǇŀƎŜǎΩ ǎŎǊŜŜƴΥ 

 

 
 

 

 

 

Select from the ΨtŀƎŜ YŜȅΩ ŘǊƻǇ ŘƻǿƴΥ Fund or Org    

(FǳƴŘ ƛǎ ǘƘŜ ΨCΩ ƛƴ ǘƘŜ ΨCΩh!t ǎǘǊƛƴƎΣ and Org is ǘƘŜ ΨhΩ ƛƴ ǘƘŜ CΩhΩ!t ǎǘǊƛƴƎύ 

  Based on your pick of Fund or Org, proceed with the following: 

1. *Recommended* - search by specific Fund or Org: type in the specific Fund or Org and 
click go. 

2. Or, you can Pick Values Manually by selecting that box: click Go. Then select the Fund(s) 

or Org(s) you want to open out of a selection list of Funds/Orgs. 

3. You can select a Range of Funds or Orgs: type in the range of Funds or Orgs and click go. 

Open the selected Fund or Org PDF to display the Labor Distribution report. 
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How to read Labor Distribution reports: 
 

The heading of the report will list the FOAP, payroll type & number, and payroll start and end dates.  

 

The report is arranged in account code order όǘƘƛǎ ƛǎ ǘƘŜ Ψ!Ω ƛƴ ǘƘŜ ChΩ!Ωt ǎǘǊƛƴƎύ. Within each account code, 

payroll details are listed by employee last name, and includes G#, Position number, Account code, Program 

code, Activity Code, fiscal year-to-date (FISC YTD Direct), month-to-date (month direct), and current payroll 

(current direct) expense by employee.  

 

The report provides sub-totals for fiscal year-to-date, month-to-date, and current payroll by account code  

(labeled Ψ!ŎŎƻǳƴǘ ¢ƻǘŀƭǎΩύ, and also a ǘƻǘŀƭ ŦƻǊ ǘƘŜ ŜƴǘƛǊŜ ΨhǊƎΩ ƻǊ ΨCǳƴŘΩ. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

328

NZRDIST 10/21/2019

7:28:55

EMPLOYEE EMPLOYEE NAME POSN ACCT PROG ACTV FISC YTD FISC YTD MONTH MONTH CURRENT CURRENT

ID SUFF DIRECT REALLOC DIRECT REALLOC DIRECT REALLOC

G00012345 Louie Laker 210101 00 6102 664 CA1000 12,000.00 0.00 4,000.00       0.00 2,000.00       0.00

G00012346 Louie Laker brother 210102 00 6102 664 CA1000 11,500.00 0.00 3,833.33       0.00 1,916.67       0.00

G00012347 Louie Laker s is ter 210103 00 6102 664 CA1000 11,750.00 0.00 3,916.67       0.00 1,958.33       0.00

****Account Total : 35,250.00 0.00 11,750.00     0.00 5,875.00       0.00

G00012348 Louie Laker friend 1 660123 00 6152 664 CB1000 421.04      0.00 210.52          0.00 105.26          0.00

G00012349 Louie Laker friend 2 660124 00 6152 664 CB1000 7,055.55   0.00 2,222.22       0.00 1,111.11       0.00

****Account Total : 7,476.59   0.00 2,432.74       0.00 1,216.37       0.00

G00012345 Louie Laker 210101 00 6610 664 CA1000 4,933.44   0.00 1,644.48       0.00 822.24          0.00

G00012346 Louie Laker brother 210102 00 6610 664 CA1000 4,727.88   0.00 1,575.96       0.00 787.98          0.00

G00012348 Louie Laker friend 1 660123 00 6610 664 CB1000. 35.52        0.00 17.76            0.00 8.88              0.00

G00012349 Louie Laker friend 2 660124 00 6610 664 CB1000. 608.85          0.00 191.76                0.00 95.88                   0.00

G00012347 Louie Laker s is ter 210103 00 6610 664 CA1000 4,830.66   0.00 1,610.22       0.00 805.11          0.00

****Account Total : 15,136.35   5,040.18           0.00 2,520.09           0.00

Organization Total : 57,862.94 0.00 19,222.92     0.00 9,611.46       0.00

ORGANIZATION  98765

Payrol l  : 2019 SM 18

Pay Start:  06-SEPT-19    Pay End:  20-SEPT-19

Grand Val ley State Univers i ty

Labor Dist by Acct Report

FISCAL       2020     FUND   110000



 pg. 7 

 

How to tie Labor Distribution reports to Banner Finance: 
 

Labor distribution reports are used to provide detail of labor expense posting to banner, whether you use 

Banner Admin, Banner Self-Service, or E~Print reports to review banner activity.  Below is an example of Banner 

Self-Service. You can see in the Budget Status report belowΣ ǘƘŜ Ψ¢ƻǘŀl for Current Period ActivityΩ ǘƛŜǎ ǘƻ ǘƘŜ 

ΨaƻƴǘƘ 5ƛǊŜŎǘΩ ƻƴ ǘƘŜ [ŀōƻǊ 5ƛǎǘǊƛōǳǘƛƻƴ ǊŜǇƻǊǘ ƻƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ǇŀƎŜΣ ŀƴŘ ǘƘŜ ¢ƻǘŀƭ ŦƻǊ Ψ¸ŜŀǊ ǘƻ 5ŀǘŜ !ŎǘƛǾƛǘȅΩ 

ties to the Labor DisǘǊƛōǳǘƛƻƴ ΨCƛǎŎŀƭ ¸¢5 5ƛǊŜŎǘΩ. 

 

 

 

 
 

 

 

How to determine which labor distribution payroll report to use to compare banner activity: 

1. Go to your banner source (Banner Admin, Banner Self-Service, or E~Print).  

2. Identify labor account code you want to review.  

a. Look at YTD (Year-to-Date) total for that account code, 

b. then look at the transaction detail in the YTD column.  

c. Find the last FS payroll and last SM payroll that posted and identify the payroll number (ie: FS14, 

SM13). Use the payroll number to identify the corresponding labor distribution report. 

 

 

 

 

 

 

 

 

 

 

 

 


