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Scenarios:

•PRACTICE is a playground for training/practice for users

•FINAL is the real thing.  Make the changes you want uploaded to Banner in the 

FINAL scenario

12



13



14

“Records per Page” determines how many records will appear on the 

screen.

List by employee lists the search results by the names of your 

employees rather than list by position, where you will see a list 

of the positions without the employees’ names, especially since 

these are pooled positions.
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DO NOT HIT ENTER OR COULD LOSE CHANGES - Do not hit ENTER 

on this screen because it will activate the Mass Apply button and discard 

any of the changes you’ve made.
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If your employees only have one job, this might be the screen where you do most 

of your changes.  If your employee has multiple jobs, you have to be careful 

about entering increases on this screen because the increase will be applied 

across all the jobs in that org…you may want to use the Employee Detail screen.

Employee total salary and FTE are listed for reference purposes.
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HR Front End = current information, not proposed changes.  SP is looking at 

what is current in BANNER, which is also displayed in the HRFE
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Next and previous allows you to go to the next or previous screen to see more 

employees.  You can adjust the number of employees you see on a screen when 

you are on the Position Attributes Filter screen.
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Download Job Data shows both the Banner current job detail and the proposed 

job detail information.  It shows the change amount and change percent by job.

Download job and distribution shows the FOAPAL as well.
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Job Base Data = the base data that was extracted from Banner into salary 

planner.

Enter Changes = the area where you can make changes.

See More Details = links to more information about the particular job.
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Salary Planner calculates the merit increase on the base salary, not the proposed 

salary even if there is an FTE change.  It calculates solely on the base salary.

For example, if you have a .5 job with a base salary of $50,000, and you increase 

the FITE to 1.0, the proposed salary increases to $100,000 due to the FTE 

change.  But any merit increase will be calculated on the $50,000 salary.  So a 

percent increase of 10% would show as $5,000 instead of $10,000.
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Current HRFE = actually pulling from Banner, but view in the HR Front End
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When there is a difference between proposed and current, you get the 

CHANGED indicator.
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Other = FTE Changes

All Merit Increase = any additional money above the FTE change

DO NOT USE “ACROSS THE BOARD” = locks Salary Planner for everyone 

and no other changes are allowed
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Hours Per Day

•Proposed FTE * 8.0 hours = Proposed Hours per Day

•Example: 1 FTE * 8.0 hours = 8.0 for the new Hours per Day

Hours Per Pay

•Proposed FTE * 173.33 hours = Proposed Hours per Pay

•Example:  1 FTE * 173.33 = 173.33 for the new Hours per Pay

•VERY IMPORTANT to update Hours Per Pay
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What will be proposed to be effective on 8/16 in terms of funding will come 

from the position labor distribution for the ACs.  If you do not want what is on 

the position, you’ll need to either change the position labor distribution in 

advance of the extract or in salary planner after the extract.
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FOR COLLEGE HR USERS ONLY
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FOR COLLEGE HR USERS ONLY
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You will need to keep track of any FOAPAL changes that you make after the 

extract of the final scenarios in early July and make sure that, if these are still to 

be effective in August, that you change them in salary planner.
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Anything that is effective prior to 8/16 should be handled via normal operating 

procedures.  If something is entered into the job detail screen in Banner after the 

extract which is effective prior to the upload (determined by job detail effective 

date), then the department should update the base column in the job detail screen 

in salary planner.
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