Master Contact List - Self Service Banner (SSB)

Data from the Master Contact List is available to export into Excel or filter within the application. The employee data is dynamic
and extracted directly from Banner Admin. Based on the security class, the requestor may see varying options.

AU Access is a portal containing links to AU systems. Either method to access SSB data requires AU Authentication with 2-factor
DUO.

a Self-Service Banner (SSB)

Two-ways to access SSB:

a AU Access |

B Aubum Univessiy *

C @

a Employee Tab + Bppiy B Libaries
AUBURN

UNIVERSITY

ssbprod.auburn.edu

(@ auburn.edu

B Main Menu n X Employee

¢ @

AUBURN
UNIVERSITY
Personal Information ¥ Student ¥ Financial Aid § Employee ¥ Finance ¥ Gateway to Grades
AU ] J
search|  |[ce [ Module Navigation Links | ACCESSIBILITY AUBURN
UNIVERSITY
Main Menu
SulgNe =SSl FINANCE MY BEMERING MY CAMPUS

Personal Information
Update addresses, contact information or marital status; review name or sodal security number change info
Student and Financial Aid

Apply for Admission, Register, View your academic records and Financial Aid
Employee

Benefits, leave or job data, paystubs, W4 data, W2 data.

anner Admin Banner? Admin

a Master Contact List

B Employee X - AU Access b4
&« [ @ & htt bprod.auburn.edu/pls/PROD/

e Employee Info Tab

AUBURN

UNIVERSITY
eTravel Vouchers
Access this link to create and approve E-travel rs Personal Information il i Finance ¥ Gateway to Grades
Faculty Staff Campaign Payroll Dedud

Flexible Spending Account Plan Open| Jliment Search |:| Go
Graduate Students Background Che tus

Backaround Check processing ststus from Veri =d=ntials

Jobs Summary
Departments Contact Lists

\ > Emplovee Info Hierarchies
Master Contact List Select an option above.
Haster LOrtact LISt

Leave Balances
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e Select Search Settings:

Departments Contact Lists Banner Qu
Select Search Type:

Select S o [Division Listing x| a) Timesheet Org Number* i.e. HR441

ele earc 1 . . a
vicion Lt Taneshe L ORGN In ntmber cifier b) Timesheet Org Name* i.e. ISS

fvision Listing Timesheet ORGN in name order el Rerfimyet f i

e , c) Division Listing* i.e. 113 — VP for Bus-Fin & CFO

Select Divisio Division Listing emp L .
100 - Office of the Pres v T —ka d) Supervisor i.e. Enter Supervisor User ID or 90#
[ : tnclude other dept's ] for listed employees. wrorETy T for el

[ : show labor distrubtions for listed employees. (Can

08/23/2018 : Effective date for employee list

Search Options

*Drop-down menus available

e Additional Options:

a. Include other department’s jobs for listed
employees (multiple job employees’ secondary
jobs — especially useful for students and TES
employees

Select Search Type:

Timesheet ORGN in number order |«

Select TimeSheet Orgn

[iras1 - 159 =

b. Show Labor Distributions for listed employees O : Include other dept's jobs for listed employees.

(Can cause multiple records per person to show)
— Split funded employees will more than once

[ : show labor distrubtions for listed employees. (Can cause mutiple records per persen to show)

c. Effective Date for Employee List — Today’s date
will default. Change the date to view future
dated records (i.e. new hires, rate changes,

promotions, salary changes, etc.
a Submit

08/23/2018 : Effective date for employee list.

Check and Uncheck column selections*
*selections available based on security class

Departments

Conkact Lists  Ganner Queues  Bmployee fnfo ), Msrarchies  Search  Gther

Select Search Type:

Timachast OGN & fumbar srdar =

Salect TimeSheat Orgn

HRA4l - 155 -

[+ inchude ctter dect's jobs for ksted smplayees,

L1 : Show labor dutrubtions fer lisbed ermpleyees. [San casse matiple reconds par pacaca o= shiw)

|oajz3z018 | = Bifective date for arrioyms list.
List below i8 sertable by eeking o the heading echume, searchable by mousing 1 the righthand side of the headki sk, an
fed notes terminated supervisans

Unehack 13 hide colume, Chick eolumas 19 se/Fiter (o Name
o« Campan Ascresy

DanaeriD (|UsariD o Emal (o |Gencer  [f)2ab Tl

#\Camoes Fhare | JobLoce Code | Johleca Dwae (] Job Lecn Addreny

 ECLS  SalCode () Grede Caland o Moarmlgay o Mourty Race e 3 W d il
< Pown Super Beneartd || Poga Supar sl Poan Separ Bmall 7 Ponn Supar POSN
Name “|BaocaciD  UsedD  Bmad Gender | Jcb Title Job Bff Date | Position Num | Division | Division Desc
Gende + Job Title P
F 4] sort Ascending
-F i] Sort Descending ]
M Ay Remove Sort .
[ o v e s Sort and filter on column
F | contains ~|tsT
T T ast
T [And ]
M |m‘7
A ——
IG | Fiter || Clear |
-

£ MATEDME Foames e Dbisen o

Export to Excel
(bottom of page)

Export to Excel |

Button at the bottom.

o | Currea RRFATI

JblacnPhare  f TSOmge  [FITETie  [FMomeOrgn  [FMomeQrpnTide  ({edOmn i BodTide o jo Clani Code (o] Jeb Clans Tide (] Cosemace
4 75k Super BannariD [ Job Super Unerid

1B SEarEnl 7 b SaparPOSN | Peen Sapenvisar ame

Bara Blig Cintn | Currers e Gate (Last Pid | Campus Address

Corrections?

Submit EPAF
Contact HR Records

Available Selections*
Name

Banner ID

User ID

Email

Gender

Job Title

Job Effective Date
Position Number
Division

Division Description
Benefit Eligible Date
Current Hire Date
Last Paid Date
Campus Address
Campus Phone

Job Location Code
Job Location Description
Job Location Address
Job Location Phone
TS Org

Home Org

Home Org Title

Bud Org

Bud Title

Job Class Code

Job Class Title
Contract

ECLS

Sal Code

Grade

FTE

Hours/Pay*

Hourly Rate*

Assign Salary*
Annual Salary*

Job Supervisor Name
Job Supervisor Banner
Job Supervisor User ID
Job Super Email

Job Supervisor Posn
Posn Supervisor Name
Posn Super Banner ID
Posn Super User ID
Posn Super Email
Posn Supr POSN
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