Labor Redistribution in
Wings Express



Labor Redistribution
Contact Information

* For help contact the Help Desk at
helpdesk@wright.edu, 4827

* You may also contact Bill Polk at
william.polk@wright.edu, x2137 or Teresa
Kramer at teresa.kramer@wright.edu, x2893
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Employee
q Welcome to Employee Self Services. This is our initial release - additional On-Demand HR Services will guickly follow, e.g., Leave Balances, Benefits and Deductions, Request Time Off, etc,

Need more information on Employee Self Services?

MNote, your current Pay Stubs can be found in the Pay Information service, while your past Pay Stubs (prior to Jan. 1, 2006) are still on Wright OnLine in the Pay Advice service.

Time Sheet
Electronic Personnel Action Forms

Security Warning,

Pay Information ( Although this page is encrypted, the information you have entered is to be sent over an
Direct deposit allocation, earnings and deductions history, or pay o unencrypted connection and could easily be read by a third party.

Tax Forms 5
3 e Are: you sure you wark to continue sending this information

Leave Balances

Effort Certificationt
Alows Tacaley and seaf to certify thair own effort and administrative staff to review and cartify affort for others,

Labor Redistribution
Allows adminiztrative staffto create and approve labor redistribution transactions,
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Click Continue to clear this message
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Transferring data from oass.wright. ed,
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Labor Redistribution
Context-sensitive help

/= Effort Certification - Windows Internet Explorer
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Q) Advanced Search ~ Displaying 0 rows.

Search Tips

You can szarch using the default search attribute displayed in the search field or you can sslect Advgeed Search and add multiple search attributes to further refine your
search,

Your search will return the best results when you are more spedfic with your search aitgef using multiple search attributes.

b Advanced Search

Click here for context-sensitive help or Help Suite
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Banner Effort Certification (Version 1.0 Build: 1)
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Labor Redistribution
Context-sensitive help

/= Effort Certification - Windows Internet Explorer
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Search Tips

You can search using the default s=arch attribute displayed in the search field or you can select Advanced Search
search,

Your search will return the best results when you are more spedfic with your search aiteria using multiple search

b Advanced Search
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Search for an employee

As a Labor Redistribution Aitiator or
a Superuser, use the Labor
Distribution Persory/Search page
to select employeeg/for whom to
initiate labor redigribution
transactions. Yy can format the
page to your freference, using drag
and drop ty/reorder the columns and
the up/dgfvn arrows to sort the

ion in the columns. Use the

7 Help

Click here for Help Suite

Open Items
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Banner Effort Certification (Version 1.0 Build: 1)

Done
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Labor Redistribution
Help Suite

fj Effort Reporting and Labor Redistribution Help Suite - Windows Internet Explorer

& | http://oas2 wright.edu:8889/ efc/efc-flex/help/suite/wwhelp/wwhimpl/js/html/wwhelp htm#href=suite_start_page_c.html

File Edit View Favorites Tools Help

e [@ Effort Reporting and Labor Redistribution Help S... ] \
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Contents Search Favorites 1

Effort Reporting and Labor Redistribution Help 5
What is effort certification?

What are certification periods?

Request a change to an effort report

Review pay period summary

Review routing details

What is an Effort Certification proxy?

What is an Effort Certification Superuser?
What is the labor redistribution process?
Search for an employee

Initiate labor redistributions for an employee
Update labor distributions

Approve or return a labor redistribution
Review labor redistribution routing

What is a Labor Redistribution proxy?

What is a Labor Redistribution Superuser?
Perform a lookup search

Effort Reporting and Labor Redistribution Help Suite

Welcome to the Banner HR Effort Reporting and Labor Redistribution Help Suite for Banner Employee Self-Service.

[=x
@

The Help Suite contains topics that cover conceptual and task-related information as well as reference topics that describe the fie
and buttons on the pages and windows of the system.

In the Help Suite you can:

« Navigate to a help topic using the Table of Contents.
«  Search for a help topic using the full text search.

+  Bookmark a topic for future use.

«  Send us vour documentation comments...

Perform a wildcard search

The Help Suite opens in a separate window

J/ Trusted sites | Protected Mode: Off H100% -




Labor Redistribution
Important information

Make sure to close out all screens before logging out or
system can lock up records.

On-the-fly members should be added at a sequence
number greater than that of an existing queue member
that has already approved.

If errors redistributing, log out & log back in.
If can’t see queue, refresh browser or log out/in.

An employee may have multiple earnings codes to
redistribute but some codes shouldn’t be redistributed.

Once you submit a redistribution it can’t be changed, only
returned for correction.

Be patient with speed of Flex application.



Labor Redistribution
Important information continued

The Cognos Labor Redistribution report shows full
redistribution details for completed transactions. The
Labor Redistribution module shows full redistribution
details for redistributions in process, and current
distribution details for completed transactions.

Do not use the Open Items window to switch between
records.

Click the refresh button if the system displays multiple pays
for a given period with the same sequence number

If an approver is auto-assigned to the queue multiple times
based on org level, then that approver must approve
multiple times, i.e. for each instance.



Labor Redistribution
TEST Instance

e Contact Bill Polk at william.polk@wright.edu,
x2137 for latest information on the test
instance
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