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Approving/Acknowledging a Labor Redistribution

Approvers and Acknowledgers will receive an email notification when a redistribution has been submitted for their
approval or review.

All Principal Investigators are automatically inserted as approvers if the Labor Redistribution is initiated on their award.

1. Login to DrexelOne (http://one.drexel.edu)

2. Select the Employee tab

m EMPLOYEE CAMPUS+COMMUNITY

3. Select More Banner Web Employee Services under the Payroll heading

WELCCOME EMPLOYEE CAMPUS+COMMU
————

Direct Deposit Advice / Pay Stub Conflict of Interest Program
Time Reporting and Leave Balances Career Pathway

Learning and Performance Resources

ation and more...
Employee Quick Links

More BannerWeb Emplovee Services >>
i efits, Payroll, Job Hi

4. Select Labor Distribution

Employee Main Menu

Every effort has been made by the University to provide accurate, up-to-date information. However, errors can occur. By using the information contained
herein, the viewer willingly assumes all risks in connection with such use. The University shall not be held responsible for errors, omissions in information
herein nor shall it be held liable for any special, consequential, or exemplary damages resulting, in whole or in part from any viewer(s)' use of or reliance
upon, this material.

» Conflict of Interest Program
Annual Conflict of Interest and Code of Conduct review is required by all Full Time and Part Time Faculty and Professional Staff (Adjuncts, Bargaining
Units, and Students are not required).
» Benefits and Deductions
Provide links to all benefits offered, your current benefit elections, and general information regarding benefits
» Pay Information
View Pay Stubs, Direct Deposit Advice, Earnings and Deductions History
» Tax Forms
View your current tax exemptions and allowances, and update resident withholding.
If you wish to make an update to non-resident withholding, please contact the tax office. For W-4 instructions and worksheets, click here
» Time Reporting
Create or approve time sheets, leave reports, and view leave balances and activity
» Current and Past Jobs
View your job history
» Financial Information Menu
Create Requisitions, Purchase Orders & Budget Transfers; Approve Financial Documents; Query Budget & Encumbrance data; View financial document
details or their approval history.
» Electronic Personnel Action Forms

e available on line for originators and approvers!
< » Labor Redistribution
or Redistributi



http://one.drexel.edu/

5. Select the Labor Redistribution tab
e ——

EﬁortCerﬁﬁouﬂon( Labor Redistribution >

Sign Out

7 Help

Certify My Effort ) Effort Report Actions

Proxy or Superuser

Certify My Effort

z Refresh &

More Actions ~ &

COA Period Code

Report Period

Start Date

End Date

Status

Unlocked/Locked

Comments

6. Click on Approvals. A list of transactions awaiting approval will be displayed.
Com|
if there is a comment on the Redistribution

e This icon appears in the Comments column
e A batch number appears in the Batch ID column to indicate that this action included multiple pay periods with
identical actions.

Labor Redistribution Actions

Person Search

% Refresh (&5 Open [ X k]

Redistribution Approvals

Proxy or Superusear

A v} | S
I Pay ID |Y| | - |z|
I Pay Year |v | | - |z|
I Fay Number |v | | was |Z|
| catart Atbvikiba =
Close Clear Go
m Displaying 5 rows.
Select | Batch ID | Last Mame First Mame jix} Pay Year Pay ID Pay Mumber Seqguence Action | Comments
4183 Walker Johnathan GOBB7766 2015 ED 13 2 Approve
4183 Walker Johnathan SOBB7766 2015 ED 12 2 Approve
Walker Johnathan GOBB7766 2015 ED 10 2 Approve Q
4183 Walker Johnathan SOBB7766 2015 ED 14 2 Approve
4183 Walker Johnathan QOBBTTEE 2015 BD 15 2 Approve
Open Items @]

l Se.lactBatchl l UnSelect Batch




7. Select the records for approval.
e Single Record: Select the desired transaction(s) and Double Click to open the transaction or select the Open

icon. Open

Labor Redistribution Actions ’z Refrest{ &5 Open § - R

Redistribution Approvals

[ I~]| %]
[ Pay ID |v| | -] X
Lpa Year Iv] | -]
| Pay Number Iv]] o) (]
[ Catart Attviteta | = |
Close || Clear || Go

| Q Advanced Search = Displaying 5 rows.
Select | Batch ID | Last Mame First Mame jix} Pay Year Pay ID Pay Mumber Sequence Action Comments
4183 Walker Johnathan COBB7766 2015 ED 13 2 Approve
4183 Walker Johnathan SOBB77E6 2015 ED 12 2 Approve
Vialker lohnathan 99887755 2015 ED 10 2 Annroue £l
e Batch:

a. Click on a record within the batch
b. Then click on Select Batch
c. Then click on Open

Labor Redistribution Actions ’z Refresf &5 Open v _

Redistribution Approvals

E ] | x|
[ Pay ID |v| | |
I Pay Year v | | . |Z|
I Fay Number |v | | was |Z|
[ Catart Abtwibusta 1= |
Close Clear Go
O Advanced Search = Displaying 5 rows.
Select | Batch ID | Last Mame First Name jix} Pay Year Pay ID Pay Mumber Sequence Action | Comments
4183 Walker Johnathan GOBB7766 2015 ED 13 2 Approve
4183 Walker Johnathan SOBB7766 2015 ED 12 2 Approve
Walker Johnathan GOBB7766 2015 ED 10 2 Approve Q
4183 Walker Johnathan SOBB7766 2015 ED 14 2 Approve
4183 Walker Johnathan QOBBTTEE 2015 BD 15 2 Approve
——
( [ Select Batch I‘D.msded Batch l
V.

Click on Unselect Batch to remove the check marks from the Select box.



8. Audit and review Current and Updated distribution

The current and updated distributions will appear. The first pay period will display in a new window. The other pay
periods can be viewed and selected from the in the Pay Period & Earn Codes box.

Use the down arrow EI to display the other selected pay events

Labor Redistribution Actions = Refresh w1 3 More Actions = ¥ Close w Pay Period & Earn Codes

Johnathan Walker e 01580 14, s.aqmez< j)
- = D07147-00, Regular Shift 1,

Effective 01-Jul-2014

Current Distributions
COoA Index Fund Orgn Account Program Additional Components Hours Percent Amount
D 115295 6202 2260 135 16 100%: 617.81

“» Redistribution Details

2015 BD 14, Sequence 2 : =
13-Jun-2015 - 26-Jun-2015 |4
Disposition

» 48, Pre-Approve Update
Status :  Submitted
Hours: 16.00

Amount : $617.81

Updated Distributions

Percent : 100.00% E
COA Index Fund Orgn Account Program Additional Components Hours Percent Amount Originator :  Susan Jennings
-
D 110001 6202 2260 100 8 50% 308.91 —
D 115295 6202 2260 135 8 50% 308.9 ¥ Proxy or Superuser

Return All for Correction Approve or Acknowledge All

9. Approve or Return the transactions.

To Approve: Select Approve or Acknowledge (for a single transaction) or Approve or Acknowledge All (for batch
transactions)

To Return the Transactions: Select Return for Correct (for a single transaction) or Return All for Correction (for
batch transactions).

The Return for Correction function will send the record back to the Originator. A comment window will appear.
Comments are required to explain the reason for the return for correction.

115295 6202 2260 135 8 50% 308.9 ¥ Proxy or Superuser

Return All for Correction Approve or Acknowledge All




10. To close the transaction, select the Close button in the top navigation bar.

PHelp -

'Eﬂnncmiﬁcuﬂon ] Labor Redistribution

Sign Out

v Pay Period & Earn Codes

Labor Redistribution Actions T Refresh G & X

Redistribution Approvals

Johnathan Walker

Redistribution

2015 BD 20, Sequence 2 | ¥

D07147-00, Regular Shift 1,
Effective 05-Sep-2015

Comments
Current Distributions

Routing Queue
COA Index Fund Orgn Account Program Additional Components Hours. Percent ‘ Amount
D 115295 6202 2260 135 B 100% 308.9

11. Exit the system by selecting Sign Out in the top right corner

PHelp -

'Eﬂnncmiﬁcuﬂon ] Labor Redistribution

< Sign Out

v Pay Period & Earn Codes

More Actions = 3 Close

& Refresh G - X

Labor Redistribution Actions

Johnathan Walker

Redistribution Approvals

Redistribution

2015 BD 20, Sequence 2 | ¥

D07147-00, Regular Shift 1,
Effective 05-Sep-2015

Comments
Current Distributions
Routing Queue
COA Index Fund Orgn Account Program Additional Components Hours. Percent ‘ Amount
D 115295 6202 2260 135 B 100% 308.9

Important: You must close a record prior to signing out or the records that you are editing/viewing may be come

locked




12. Optional: Select Comments in the left navigation bar to enter comments.

- Johnathan Walker &
Redistribution )
g
1
Current Distributions
Routing Queue
COA Index Fund Orgn Account Program Additional Components Hours Percent Amount
D 115295 6202 2260 135 16 100%: 617.81
(=]
20
13
Digl
» || 48
St
Updated Distributions P
COA Index Fund Orgn Account Program Additional Components Hours Percent Amount ;T:
D 110001 6202 2260 100 8 50% 308.91 ,‘i
D 115295 6202 2260 135 a8 50% 3089 i
Open Items
¥ Approvals
Johnathan Walker
[ Return All for Correction 1 | Approve or Acknowledge All ]
To enter a comment, select the Add Comment button in the bottom right corner.
Any user in the routing queue can add comments to the transaction. Once saved, the comments cannot be edited
for deleted. The comment field can hold up to 4000 characters of text.
Walker
[ Add CanImEI’It‘

b. Enter comment text, and select the Save button.

»Add Comment

Comment % .Duume'na:\m on grant was delayed. Additional
information can be found with Principle Invesigator.

Cancell Save

(

Important:

e In accordance with Research policy, justification for all grant
redistributions must be included in the comments section.

e Any comment entered becomes part of the employees record.



13. Optional: Select Routing Queue in the left navigation bar to add additional users to the routing queue.

Tips:

e Only one person in each routing approval level must take action. Multiple members of an approval queues may
appear, but not all members are required to approve the redistribution.

e Additional approvers and acknowledgers are added for this transaction only. This is not a permanent change in
approval routing.

e Once added, the approver or acknowledger for the transaction cannot be removed.

Effort Certification = Labor Redistribution Sign Out
Person Search Labor Redistribution Actions 2 Refresh [ 3 More Actions ~ 3¢ Close
. Johnathan Walker
Initiator
Comments Cont
Sandra Wolf
Routing Queue ) PI, F¥15 Family Planning Main Cap
Sequence 1.00 Approve
& Pending E-mail
Evelyn Balabis

Group Ressarch Administration
Sequence 2.00 Approve
& Pending E-mail

Gabrlelle Berrios.

Group Research Administration

Sequence 2.00 Aoprove
& Pending E-mail
Julia Ford -
Group Research Administration
Sequence 2.00 Aoprove
& Pending E-mail
Andrea Almmatiris
Group HRIS/Payroll
Sequence 3.00 Approve
& Pending E-mail
Select the Add Member button in the bottom right corner.
1en Items
Person Search
Johnathan Walker
Add Member
g



A new Window will appear:

,Add.New Member

Name % [Susan Jennings (SLIS9)

Sequence 1.5

Action | Approve v

Name: Type in the users first or last name and the system will suggest matches. Click on the name to
make the selection.
Sequence:
Value If there is a grant account If there is not a grant account
0.01to0 0.99 Available for additional approvers | Available for additional
prior to the Principle Investigator | approvers
1.0 Do not use. This is reserved for
Principle Investigators
1.01to 1.99 Available for approvers after the
Principle Investigator and prior to
Grant Research Approval
2.0 and above | Do not use Do not use
Action: Approve

Click on Initiator to return to the record.

Effort Cerfification = Labor Redistribution

Sign Out

"? Help

Person Search Labor Redistribution Actions

Johnathan Walker

=

Current Distributions

: Refresh

More Actions ~ X Close

v Pay Periods & Earn Codd

2015 BD 9, Sequence 2 v
e " ]

P,D07147-00,Regular Shift 1
Effective 01-Jul-2014




Add or Remove Proxy

1.

Log in to DrexelOne (http://one.drexel.edu)

Select the Employee tab

Select More BannerWeb Employee Services under the Payroll heading
Select Labor Distribution

Select the Labor Redistribution tab

Select Proxy or Superuser in the left navigation bar

Select the Add Proxy button in the bottom right corner

Labor Redistribution Actions & Refresh 5] 3 i L

Persan Search
Approvals PrOXy OI SU perusel’

Proxy or Superuser )
Superuser

[] Act as a Labor Redistribution Superuser

Proxy

ActasProwy For: [ sef sise ||
L |

Update Proxy
Person Name

Frances Conlan, FC25

Open Items

Remove

Add Proxy ave

10


http://one.drexel.edu/

8. An Add Proxy window will appear.

Type in the users first name, last name or user ID and the system will suggest matches.

Click the user’s name to select them from the list.
Click on the Save button.

Add Proxy

Andrea Alimmatiris (ALHGS)

9. The name will appear in the Update Proxy section of the window.

P Labor Fecksirkution Actions 2 rvan -

el

Froey oe Sepersser 3

] At s Labor Feitrinstion Supsnums

Proocy

Ak s Prozey P

Sef, 5155 v

To remove the proxy
1. Select the Remove checkbox in the right column
2. Select the Save button in the bottom right corner

approvcls Proxy or Superuser

Proxy or Superuser

Superuser

[] Act as a Labor Redistribution Superuser

Proxy
Update Proxy

Person Name

Andrea Alimmatiris, ALHES

Frances Conlan, FC25

Dpen Items

| reroe

v

O

mm

Banner Effort Certification (Release 8.1

11




Acting as a Proxy

The user must first set you up with access to act as their proxy (see page 9).

1. Login to DrexelOne (http://one.drexel.edu)

2. Select the Employee tab

3. Select More BannerWeb Employee Services under the Payroll heading

4. Select Labor Distribution

5. Select the Labor Redistribution tab

6. Select Proxy or Superuser in the left navigation bar

Labar Redistribution Actions & Refn g -
Person Search & Refresh &5 Open iy > x

Approvals Person Search

|
L 1D il 99887766

L Pay ID v

L From Pay Year - I

| %) [x] [x]

7. Under the Act as a Proxy For heading, select the drop down menu to display the users for whom you can act as a

proxy. Select the name of the individual for whom you are proxying.

Note: Users can add a proxy. Users cannot set themselves up to proxy for another user.

Labor Redistribution Actions = Refresh w 3 ik

Person Search

Approvals Proxy or Superuser

Proxy or Superuser )
Superuser

[] Act as a Labar Redistribution Superuser

Proxy

ActasProwFor [sefsuss | v
(S ——]

self, SLIS9
Andrea Alimmatiris, ALHES

Update Proxy

8. Follow the instructions from the Approval section of this document.

Note: When you no longer need to be a proxy for this person come back to the Proxy or Superuser page and switch

the Act as Proxy For back to self or Sign Out of system

12
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