 Summer Appointment/Reappointment Forms:
In Nolij
Open the appointment or reappointment form

Verify the summer maximum amount exceeds the total provided. If the total is more than the maximum Jeri must approval the job.  Send it back for approval if it is not already on the form.
In NBAJOBS
Enter the employee information to bring in the job referred to on the form
On the Job Detail tab be sure the effective date matches that of the job begin date or enter a new Effective Date matching the day listed on the form.

Make the job status Active
Verify that the appointment percent and e-class match the form and update as needed
The change reason will be AAHIR if this is the first time the employee has had this position or enter BREAP (reappoint) as the change reason

Enter the amount on the Assign Monthly Salary line on the job form in the Assign Salary box in NBAJOBS.

Click F10 to save

Verify that the other tabs in NBAJOBS match the information on the job form as appropriate
Update the Default Earnings tab to match the appointment percent and the hours per pay.  Earn codes should be SUM for Teaching or C29 and C24 positions and SMN for Non-Teaching or C28 and C26 position types.  Verify that the job form uses the correct earn code and you enter the correct earn code in banner. 

Click F10 to save

Under the Job Labor Distribution tab be sure there is an updated labor distribution that matches the reappointment form

July marks the beginning of the new fiscal year, all records must have a new labor entered with a July 1st date.  If you are processing the form in June the system will load a July 1st date automatically if it is after June be sure there is at least a July 1st date added even if it is with the same labor that had been active previously.
Under the Base Job tab enter July 1st as the start encumbrance date (unless the job starts in August then use August 1st, etc) enter the end date given on the job form.  If the Job started at the end of June still enter the encumbrance start date as July.
Again under the Job Detail tab add a new effective date as the date listed on the form as the end date and change the status to Terminated and the change reason to TERMJ
Now verify the employee has the appropriate deductions set up and active in the PDADEDN form in Banner



TFE
TME
TSF
*FICA is Active








TSS
TST
TT1

Stamp the form and save it in NOLIJ

TUI
TWC
IDR








IOP
INS
MEC
Process Overpayments on an Overpayment form

Request additional pay on a spreadsheet to be paid the following month in time entry.
