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Session Rules of Etiquette

Please turn off or silence your cell phone

If you must leave the session early, please do so discreetly as 

possible

Please avoid side conversations during the session
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Session Agenda

1. Introduction

2. What our Part-Time Payroll system offers

3. How It Works 

4. Conclusion

5. Question & Answers
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Introduction

We would like to share LBCCõs solution to the challenges of 

paying part-time faculty
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What our Part-Time Payroll system offers:

ÅAssures consistent PT instructors compensation, based 

on college rules

ÅAutomates the management of pay increases for PT 

faculty step levels

ÅMinimizes data entry and automates data collection

ÅAutomates the creation of NBAJOBS records

ÅProvides managers the ability to manage their own 

payroll approvals
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Topic #1

Insert details on this topic

Å Limit each slide to 4-5 bullet points

Å Use the bullets to highlight the talking points 

Å Use the note section if you would like to elaborate on the talking points

Multiple master slides designs are available for adding supporting information and 

examples
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How It Works:

ÅStarting the process for a term

ÅStaging the term

ÅCreate instructor Notifications

ÅAdjustments, Pay, Revisions, Approvals

ÅAudit the updates

ÅPrint Authorizations

ÅCreateNBAJOBS records
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Starting the process for a term:

ÅHuman Resources creates the holiday schedule (PTREHOL), 

NTRSALA salary schedules and step levels, and users

ÅAcademicAffairs assigns CRNs, meeting times and instructors

ÅCenters and divisions verify and update their CRN/FOAPAL 

rules

ÅAdd or change users (PTV4USR)

ÅCRN Selection rules (PTV4CRN)

ÅFOAPAL rules (PTV4FOA)
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Staging the term:

ÅRun the staging process to copy schedule information to PT 

Payroll tables (PYPSTGE)

ÅRunthe audit reports (PYRAUDT)

ÅCorrect errors and missing classes

ÅCreate notification message for the term (PTV4DCD)

ÅRerunthe staging process as necessary to eliminate errors


