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POSITION SALARY AND BENEFITS REPORT 
 

 
INTRODUCTION: 
 
In 2002, a committee was established to identify the inefficiencies of the Budgeted Position and 
Assigned Personnel Report (Big Boy) and design a new report that would better meet the needs of 
the users.  Beginning in July of 2003, the Position Salary and Benefits Report (NWRSABR) will 
replace the Budgeted Position and Assigned Personnel Report (Big Boy).   
 
WHY CREATE A NEW REPORT? 
 

• Provide monthly budgeting 
• One detail report reflecting position attribute data and financial data  
• Identify budget adjustments and reason for the adjustment 
• Identify base budget 

 
NWRSABR – POSITION SALARY AND BENEFITS REPORT 
 
The Position Salary and Benefits Report is a listing of all campus positions and includes the 
budgeted amounts, the person in each position, the actual salary paid and employer paid 
benefits.  The report is sorted first by employee group then by position within each 
employee group.  Each position reflects the budgeted amount, changes to the budget, and 
the actual salary paid by earning code for each employee(s) in the position.  The report lists 
budgeted salary, actual salary paid and employer paid benefit amounts for each month as 
well as the YTD total and an overall total for the year. It can be run for the entire campus or 
for only a certain group determined by the FOPAL parameters.  Additional fields included in 
the report are Banner ID, position number and suffix, name, position title, personnel date, 
effective date, termination date, appointment length, appointment percent, position FTE, 
faculty FTE, FOPAL percent, the salary grade and step, increment month, employee class 
and group, and the full-time equivalent salary.  A totals page is printed for each distinct 
FOPAL and an additional report totals page is printed if there are multiple FOPALS.  
 
BEGINNING IN FISCAL YEAR 2004 NWRSABR REPLACES  
 

NWRWBBA – Personnel Budget Report  
NWRWEXC – Budgeted Position Exception Report  
NWRWBPS – Budgeted Position and Assigned Personnel Report  

 
You will still be able to run historical report for NWRBBA, NWRWEXC and 
NWRWBPS for prior fiscal years.
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APPENDIX A – PRINTING NWRSABR 
 

 How Long Does It Take to Print a Report? 
 
A typical report takes about 10 minutes to compile and print.   
 
 
SENDING A PRINT JOB THROUGH JOB SUBMISSION 
 
Log into Banner WWIS.  In the direct access box, type “NWRSABR”. 
 
 

 
 
 
Pressing Enter on your keyboard will take you to the following screen. 
 

 
 
This is the Process Submission Control Form.  Press CTRL+PAGE DOWN on your 
keyboard to advance to the Printer Control section of the form.  Another CTRL+PAGE 
DOWN will take to the Parameter Values section. 
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PARAMETERS, HOW TO USE THEM 
 
Parameters are the values or expressions that restrict the result or return of data requested.  
You will always want to restrict the data to Chart 1, a specific fiscal year, and a specific fiscal 
period.  The fiscal year uses the last two digits of the year, ie. 04 is used to represent 2004.  
The fiscal year begins in July; therefore, fiscal period 01 is July, fiscal period 12 is June and 
fiscal period 14 is the accrual period.  Below is an example for entering the first three 
parameters. 
 

 
 
USING A WILDCARD 
 
The wildcard in Banner is represented by the percent symbol (%).  The wildcard is a variable 
that will expand the data returned.  It can be used with Fund, Orgn, Program, Activity and 
Location.   For example if you wish to print a report for all funds in fund type 14, indicate B 
in the Fund Specification and use the wildcard as such:  14%.  Another example is printing a 
report for all orgn’s that begin with “3”.  Again, indicate B in the Orgn Specification and use 
the wildcard such as 3%.  An example is shown below: 
 

 
 
For detailed instructions on printing reports in Job Submission go to the Business Services 
Help Desk at http://www.acadweb.wwu.edu/BFA/BusinessServices/HelpDesk.htm  
Printing a report in Job Submission is item #3.   
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APPENDIX B – FIELD DEFINITIONS 
 
Report Name: Job submission name used to run the report. 
  
Report Title: Identifies Western Washington University, the official name of the 

report and the as of date or month end date for data contained in 
the report.  If you run the report prior to Finance closing, the as of 
date will state, “This data may be incomplete.” 

  
Print Date and Time: Identifies the date and time of the print job 
  
Index: The fast index is a shorthand code describing designated segments 

of the chart of accounts.  Fast indexes describe a unique 
combination of fund, organization and program. 

  
Fund: Fund represents a distinct code designating the source for a 

particular transaction.  (10200 = State Funded, 2xxxx = Self-
Sustaining, 5xxxxx = Grant) 

  
Orgn: Organization represents a separately identifiable budget unit within 

a fund, such as a college or department.  The organization code 
establishes budget responsibility, system security and to facilitate 
generation of reports and summarization’s.  

  
Prog: Program code defines functional classifications of financial activity. 
  
Actv: Activity code defines specific activities at a level that is not required 

for University reporting.  Use of the activity code is optional. 
  
Locn: Location code defines a specific building, room or off-campus 

facility.  Use of the location code is optional. 
  
Posn/Suff: The position to which an employee is assigned. 
  
Banner ID: Western identification number assigned to a person. 
  
Name/Position Title: Name of employee and the position class title. 
  
Personnel Date: The date listed on the Personnel Action Form for the action or 

change of the job. 
  
Effective Date: The date the change was made in Banner.   For retroactive changes, 

the date is usually the first day of the next pay period.  This date 
does not reflect the actual date of the job change as indicated on the 
personnel action form. 

  
Termination Date: Reflects the date the job terminates 
  
Appt Length: Represents, in months, the length of time an employee works.  For 

example:  12.00 = 12 months, 11.50 = 11 ½ months 
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Appt %: Percent of time the employee is working in the position. 
  
Pos FTE: Is the position FTE which represents the staff full time equivalent 

that the employee is working in the position during a 12-month 
period or a 9-month period for faculty and graduate students. 

  
Fac FTE: Is the faculty FTE which represents an annualized FTE for faculty 

and graduate students 
  
FOPAL %: Reflects the percent the position is assigned to the FOAPAL (Fund, 

Organization, Program, Activity and Location) or budget string.  
FOPAL % may also be referred to as the labor distribution percent. 

  
Grade: The grade identifies the salary grade assigned to the position based 

upon the position classification. 
  
Step: The step identifies the salary step at which the person within the 

position is currently paid. 
  
Incr Month: Increment month reflects the month in which the person within the 

position receives their step increment. 
  
Empl Class: Employee class reflects the type of employee and whether they are 

full-time, part-time or temporary 
  
Empl Group: Employee group is the group code for each employee.  For 

example:  C = Classified, E = Exempt, F = Faculty, S = Student 
  
Full-Time Equivalent 
Salary: 

The full-time equivalent salary is the annual full-time salary of an 
employee.  Salary for part-time employees is converted to reflect 
their salary as if they were appointment on a full-time basis.   
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APPENDIX C – CODE DEFINITIONS 
 

HR EARNING CODES: 
 

AWD Award  
CBK Call Back Pay  
CBO Compensatory Time Buyout  
HAZ Hazardous Duty Pay  
HBO Holiday Comp Time Buyout  
HLD Higher Level Duty Pay  
HOA Hours Worked Over Appt Percent  
HPP Holiday Premium Pay  
OVT Overtime Pay  
SBE Sick Leave Buyout-Exempt  
SBO Sick Leave Buyout  
SHF Shift Differential Pay  
SHO Shift Differential Overtime  
STP Stipend  
SUP Supplemental Pay  
TEN Tenure Buyout  
VBO Vacation Leave Buyout - No Ret  
VBR Vacation Leave Buyout - W/Ret  
YSO Hourly Shift Differential OT 

 
BUDGET CHANGE REASON CODES: 
 

BADJ Adjustment to base budget 
BASE Starting base budget for current fiscal year 
CFND Change in Funding 
CFTE Change in FTE 
CLGTH Change in Appointment Length 
CPCT Change in Appointment % 
CSAL Change in salary 
CSTP Change to salary step 
NH New hire 
NP Create New Position 
OT Overtime 
REAL Reallocation between funding sources 
RECL Reclassification of position 
RET Retire 
SEP Separation 
TERM Terminate Position 
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