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Labor Distribution reports contairsalary and G# information that is considered highly
confidential, and shouldnly be handled/seen by thosevho are authorized by your Dean or
Reporting/Appointing Officerto access this data

Due to thesensitivity 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 o
the files to your computer Onceyou have confirmed your salargxpenseand anycorrections have been
made, printed documents should be shredded.

Why review Labor Distribution reports?
1 You can catch labor posting in error.
1 You can review for salary savings.
1 You can use fgslanning labor expense.

Some tipgo identify potential problems:
1 A staff member is listed on labor distribution thettould not be charged to that FOAP
1 Alabor assignment should have ended, bug #mployee still showgp on labor distribution as gettg

paid
1 Class was canceled but adjunct still shows up on labor distribution as getting paid.
§ Labor allocationisnotcorregtf 2 NJ SEIF YLX S F+ &0 FF YSYdoSNDRa &l

but should be a split labor allocation.

1 A staff membeis working on a grant, or is a borrowed faculty, and the labor should be charging
elsewhere.

9 Labor is posting to wrong account code.
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How toview Labor Distribution reports:

1. Go toBanner Resources home page

Select Banner Link:
Login to BanneBeltService using GVSU Central Login Service

® Banner Resources - Grand Valle: X 4 = a X

& > C & gwsuedu E * 6

@GRAI\'DVALLL\’ STATE UNIVERSITY

Banner Resources

BANNER LINKS FACULTY AND STAFF LINKS

Login to Banner Se i ) gin S " Banner Admin
Log into Banner Self-Service using GVSU Network ID and password. Includes e-print. Login via your GVSU network ID and password.

Banner Admin training materials can be found under
Login to Banner Self-Service using G-Number

Banner Faculty Training Manuals.
Log in to Banner Self-Service using GVSU G-Number and Banner Self-Service password.

GVSU Faculty/Staff Ad ynal Student Information

Password Reset £ : g ni % .

Advisee list, student by major list, class list, view
Reset your GVSU network account password. This requires that you have a primary mobile number and/or g s

midterm and final grades by student, and grade
personal email address on file in Banner.

report.

Proxy Payment Info

Banner Workflow
Setup proxy access to allow others to make secure payments on your behalf, view grades and tax information,

etc. through Guardian/Family Access. Banner Faculty Training Manuals

Banner Finance Training Manuals

2. At My Banner MainMenu - SelectFinance:

@ Main Menu X  + - a

<« 2> C & mybanner.gvsu.edu/PROD/twblkwb *t O

gupvun Pt myBanner s

I Inf ti ds Fii ial Aid ploy Finance Messages/Documents

Search Go ACCESSIBILITY SITE MAP HELP EXIT
Main Menu

Personal Information

Update addresses, contact information or marital status; review name or social security number change information; Change your password; Cuatomize your directory profile

Student

Ragister. View your acacemic records. Apply to Graduats. Financial Aid and Student Aczount Information
Financial Aid

Apply for Financial Ad. review status and leans

Employee
5

ect depcsit allccatons, W2, W4 data and ebilling.

v financial documents, budget information, asprovalz

Parking Services; Permits, Citations and Appeals

Addaonal mformation availabls at v gvsu.edu/parking

RELEASE: 8.9

© 2019 Ellucian Company L.P. and its affiliates.
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3. On the Finance Mem, selectE~Fint Finance Reports (PROD)

Q@ Finance x +

& > C @& mybannergvsu.edu/PROD/ P_GenMen e=t P_FinanceM

GRANDVALLEY

STATE UNIVERSITY,

1 Inf i d Financial Aid I GLETTS) Messages/Documents

Search Go RETURN TO MENU SITE MAP HELP BEXIT

Finance

Budget Queries
Encumbrance Query
Approve Documents
Xiew Docyment

e~Print Finance Reports (PROD)I

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | e~Print Finance Reports (PROD) ]
RELEASE: 8.9

© 2019 Ellucian Company L.P. aLd its affiliates.

4. FindWy 1 N&RRepoit @lumnfor W[ | 6 2 NJ 5 A & (0 30kndl i SDYi  idolsan waERisthf L@
Distribution reports.

) Banner ePrint Reports Repository X - — =} =
€« C @ eprintgvsuedu/cgi-t t N=F v c N 1 T 0
Select Report from Repository Banner Finance (prod Banner Finance (prod) Repositon
Banner - P i (prod) SUESST reE——

ePrint

= 7’ nhpfin2 Finance Interface Report Fri Oct 25, 2019 10:42am
PDF T!IT@ [Labor[!ﬁtrihulinn Report -Wed Oct 23, 2019 12:14pm
PDF TEXT I PHPFEXP Finance Expenditures Extract Sat Sep 08, 2007 11:56am
= I aueve \f-‘w'nval Queue Tue Oct 01, 2019 12-10am
PDF I VENDW! Vendor W9 Status Fri Oct 25, 2019 5:21pm
m nhpfin2 v

©2014 Ellucian Company L.P. and its affiliates. ellucian
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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.

Banner
E——
ePrint

Report Detail: NZRDIST Banner Finance (prod) Repository

SUESST

Banner Finance (prod) : NZRDIST
Title Date
PDF TEXT ? Labor Dist by Acct Report FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payroll 2019 FS 22 Wed Oct 23, 2019 12:14pm
@7“'@ Labor Dist by Acct Report FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payrol: 2019 SM 20 Mon Oct 21, 2019 07:36am
PDF TEXT ? Labor Dist by Acct Report FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payroll: 2019 SM 19 Fri Oct 11, 2019 1:25pm
PDF TEXT ? Labor Dist by Acct Report FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payroll 2019 FS 21 Wed Oct 09, 2019 2:10pm
PDF TEXT ? Labor Dist by Acct Report FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payroll. 2019 FS 20 Wed Sep 25, 2019 2.4Tpm
PDF TEXT ? Labor Dist by Acct Report FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payroll: 2019 SM 18 Mon Sep 23, 2019 07:30am
PDF TEXT ? Labor Dist by Acct Report FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payroll 2019 FS 19 Wed Sep 11, 2019 3.48pm
PDF TEXT ? Labor Dist by Acct Repont FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payroll 2019 SM 17 Fri Sep 06, 2019 3:38pm
Labor Dist by Acct Report FISCAL 2020 FUND 103000 ORGANIZATION 33500 Payroll: 2019 FS 22 - YWed Oct 23, 2019 12:14pm * m
©2014 Ellucian Company LP. and its attiliates. €llucian

A. Select thePDHFf you have access to a limited number of FOARIS will open the Labor Distributiaf all
your FOAPs in one PDF

B. Selectthe magnifying glas$#f you have access to multiple FOAPS. By choosing the magnifying glass you
select tre FOAP or range of FOAPs you wantteMeK A & 2 LISy d G KS Wb¥w5L{¢Y
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) Dannel EPnnt REpors SEECL Ry X + _ - -
= C @ eprintgvsu.edu/cgi-bin/eprint.ogi? ACTION=SORTKEY&amp;DETAIL=NZRDIST.2019_10_238&amp:TIME=157227103 T 6
Banner Search NZRDIST (Wed Oct 23, 2019) E:'F-n‘e\wml —

Banner Finance (prod) : NZRDIST : Pick Pages
lPageKey: Fund * l

Pick Values Manually Search

e
S ° __Go

0 T

©2014 Ellucian Company L P. and its affiliates. ellucian

Select fromthelt | 3S Y S@& GunRoN®rdJ R2 4y Y
AESRACABEQ!t AGNRY

(Fdzy R Aa (KS WCQandOynisi KS WEQhAY
Based on your pick of Fund or Org, proceed with the following:
*Recommended* searchby specific Fund or Org: type in the specific Fund or Org and

1.
click go
2. Or, you canPick Values Manuallpy selecting that boxclick Go. Thenselectthe Fund(s)

or Org(s) you want to opeout of a selection list of Funds/Orgs
3. You can select Rangeof Funds or Orgs: type in the range of Funds or Orgsigidgo

Open the selected Fund or Org PDF to display the Labor Distribution report.
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How toread Labor Distribution repo

Theheadingof the report will list the FOAP, payroll type & number, and payroll start and end dates.

The report is arranged in accountcode ordeti KA & A a (KS WIWahinkegch acéodnt cBde,Q! Q
payroll details are listed by employee last name, and includes G#, Position number, Account code, Program

code, Activity Coddiscal yeaito-date (FISC YTD Direct), motthdate (month direct), and current payroll
(current dired) expense by employee.

The report providesub-totals for fiscal yeato-date, monthto-date, and current payroll by account code
(labeled®! OO2 dz/ God@lBaali X G f TFT2NNARS 2.8 VENF R

328
NZRDIST Grand Valley State University 10/21/2019
Labor Dist by Acct Report 7:28:55
FISCAL 2020 FUND 110000
ORGANIZATION 98765
Payroll : 2019 SM 18
Pay Start: 06-SEPT-19 Pay End: 20-SEPT
EMPLOYEE EMPLOYEE NAME POSN ACCT PROG ACTV FISCYTD FISCYTD MONTH MONTH CURRENT CURREN
ID SUFF DIRECT REALLOC  DIRECT REALLOC  DIRECT REALLO
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 7 00 6102 664  CA1000 11,500.00 0.00 3,833.33 0.00 1,916.67 0.00
G00012347 Louie Lakersister 210103 7 00 6102 664  CA1000 11,750.00 0.00 3,916.67 0.00 1,958.33 0.00
s Account Total: 0.00 [11,750.00 000 587500 0.00
G00012348 Louie Lakerfriend 1 660123 7 00 6152 664  CB1000 421.04 0.00 210.52 0.00 105.26 0.00
G00012349 Louie Lakerfriend 2 660124 7 00 6152 664  CB1000 0 0.00 2,222.22 0.00 1,111.11 0.00
s Account Total: 0.00 2,432.74 0.00 1,216.37 0.00
G00012345 Louie Laker 210101 7 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  CAl000 4,727.88 0.00 1,575.96 0.00 787.98 0.00
G00012348 Louie Lakerfriend 1 660123 F 00 6610 664 CB1000. 35.52 0.00 17.76 0.00 8.88 0.00
G00012349 Louie Laker friend 2 660124 F 00 6610 664  CB1000. 608.85 0.00 191.76 0.00 95.88 0.00
G00012347 Louie Laker sister 210103 F 00 6610 664 CA1000 4,830.66 0.00 1,610.22 0.00 805.11 0.00
= Account Total: 5,040.13 0.00 2,520.09 0.00
Organization Total: 57,862.9;1 0.00 | 19,222.92 0.00 9,611.46 0.00
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How totie Labor Distribution reports to Banner Finance:

Labor distribution reportsare usedo provide detail of labor expense posting to banner, whether you use
Banner AdminBanner Sel§ervice, or E~Print reports to review banner activiglow is an examplef Banner
SelfService. You can see in the Budget Status rdgaaws (i K $for @urréntiReriodActivityQ G A Sa {2
Ya2yliK 5ANBOGQ 2y GKS [02N BABRYRAOKA A Y I NS LE AN
tiestothe LaborDisNA 6 dzi A2y WCA&OlFf [ ¢5 5ANBOGQ

-

How to determine which labor distributiorpayroll reportto use to compare banner activity:
1. Go to your banner sourc8énner AdminBannerSelfService, or B¥int).
2. ldentify labor account code you want to review.
a. Look at YTD (Ye#w-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 numb&ide: F
SM13). Use the payroll number to identify the corresponding labor distribution report.
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