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Enter a candidate's SSN if a Banner ID
does not already exist. It should be 9
digits and not contain dashes.
.___

� QtJed< spelling

�HR Notes
Hiring Proposal Summary

Applicant Information

---------------

Please enterin the following fom7at: �

This information is not editable
and will default in from the
application.

These fields wi II feed to Banner as part of the
integration. It is critical that they are
appropriately populated. Note that not all
integration fields are required (preferred
name, for example), but most are. If you are
unsure of what to enter, please contact HRIS.

Enter the candidate's preferred
name (if applicable).
Enter the person's legal
name suffix (if applicable).
NameSuffix

This information is not editable
and will default in from the
application.

Enter person's primary phone if known.
Primary Phone

Enter the candidate's email if known.

Email
Citizenship
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Enter citizenship if known.
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Sex

Male

This info-mation is not editable
and w II default in from the
application.

Rocc

Hispanic or Latino
Preferred Veteran Status

Enter a Banner ID in lieu of an SSN if one exists. Remember, Banner IDs will exist if
the candidate has been a student, applied for admission, received travel
reimbursement, or if they have been affiliated with ECU in the past. It should be 9
digits and begin with a capital 'B.'

Disabled Status

Hiring Proposal Information
Banner Id

This is the employee class that will end up on
PEAEMPL in Banner.

lsg - SHRA Temp 1 thru 100 nonexempt

Seleclion indicatedEmployee class; temporary employee dass codes are S9 or ST

These fields will feed to Banner
as part of the integration. It is
critical that they are api:;ropriately
populated. Note that not all
integration fields are required
(preferred name, for example),
but most are. If you are unsure of
what to enter, please ccntact
HRIS.

Home Deportment

I550401 - MH School of Music

Cu-rent Hire Date

01/15/2018

Position NLmber

T13800
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These should reflect the suffix as they would on an EPAF. If you do not know which job suffix to use, the link
below will take you to a report that will display all the position number and job suffix combinations that have
been used in the past.

aassification Trtle
JobSuffix

01

Click here for a report on allposition number and suffix combinations used based on a que,y date and Banner ID. Please enter in the folfom

Job Begin Date

101/15/2018

Jobs Effective Date

01/15/2018

Jobs Personnel Date

01/15/2018

Job Employee Class
Code

lsg - SHRA Temp 1 thru 100 nonexempt

limesheet Org
Supervisor Banner tD
Job location
Job Change Reason
Annual Salary
1-kx.wty Rate
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This will also end up on PEAEMPL. If this is the first time a person is being hired, it will also populate
the Original Hire Date, Adjusted Ser1ice Date, and Seniority Date fields on PEAEMPL.

I

55040l - AAH School of Music

550401 - MH School of Music
Please select

format· XX

This is the same as would have been on an EPAF previously. It should be the same as the job effective date.
This is the same effective date as was previously on an EPAF. It is the first date that the employee's new job will run through payroll.
It is constrained by :he payroll calendar and EPAF deadlines.

This is the same personnel date as was previously on an EPAF. This is the actual date that this hiring action takes place and should
reflect the true date of the employee's first day. This date is not constrained by the payroll calendar and EPAF deadlines.

This is the employee class that wil end up on NBAJOBS. It is typically the same as the employee class entered earlier
in the hiring proposal.

vi

This is the timesheet org that will end up on NB.6,JOBS. It dictates where the employee's job will show up in Kronos. It does not have to be the
same as the home department (entered earlier) but can be. It does not drive anything other than timesheet routing and display in Kronos.
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Enter the Supervisor's Banner 10. It should be 9 digits and begin with a capital 'B.'

This is the job location that will end up on NBAJOBS. Typically the same as the home department or timesheet org.
This is the job change reason that will end up on NBAJOBS. It is critical that the appropriate reason be selected as it is used in the integration
to determine how to transfer the information to Banner. The wrong selection will cause the entire record to error out during the integration.
It should be entered if the job will be on the SM payroll and should only include numbers.
This is the hourly rate that will end up on NBAJOBS. It should be entered if the job will be on the TS payroll and should be in this format: XX.XX

a
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The FTE that will end up on NBAJOBS. It should be in the followinJ format: X.X or .XXX (for example 1.0 or .875 or .500).

. 25
FTE

This entry is not a decimal.

_________Pl,_ease
__ent._er.,.in the following fom7at: XJOa
Posting and HP Type
Hiring Proposal Number
Contract Type

Competency level

Mailstop
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Is I
IPlease select

Th s w ll end up on NBAJOBS. On ly one primary job can be act ve at a t me.
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Secondary v

Choose the correct competency leve l for the pos t cn.
i i

v�

This field is required.

Iso6 -

The mailstop code that wil l end up on PEAEMPL.
School of Music

Job Effective End Date

04/24/2018

If the employee's appointment is finite in nature (temporary, student, time-limited, etc.), enter job effective end date. It is the last date
that the employee's new job will run through payroll. It is constrained by the payroll calendar and EPAF deadlines.

Job Personnel End Date

04/24/2018

If the employee's appointment is finite in nature (temporary, student, time-limited, etc.), enter the actual job end date. It is not
constrained by the payroll calendar and EPAF deadlines.

Applicant Reviewe.Is Background Check
Required?
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These fie lds w l l feed to
Banner as part of the
ntegrat on. It s cr t cal that
they are appropr ately
i:;opu lated. Note that not all
ntegrat on fie lds are required
(preferred name, for
example), but most are. If you
are unsure of what to enter,
i:; lease contact HRIS.
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Orientation Date
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EPAF Comments
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