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Introduction
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• This session is being recorded

• Please feel free to ask questions in the Chat!



The NWRINAS Timeline

Coffee Talk with HRIS – The NWRINAS Report 9.23.2021 3

• Schedule Entry must be completed first

• You can start running your NWRINAS Reports for Fall 2021 

on Monday, September 27.

• Fall 2021 NWRINAS Reports are due by Friday, October 1



Attendance Methods
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Attendance Methods have changed!

They are still two-digit codes that are assigned to CRNs.

See current Attendance Methods in:

• Banner – STVACCT

• or Spaces on the Schedule Entry Process page
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https://spaces.pcc.edu/display/schedule/Attendance+Methods


Errors to Watch Out For
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1.  Missing Position Numbers
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How to fix: Enter Position Number into SSADETL



Errors to Watch Out For
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2. Warnings or Errors
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How to fix: Submit EMPL EPAF 

(Be sure instructor passed CBC first)



Errors to Watch Out For
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3. Contract Type is correct
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How to fix: Enter correct Contract Type in SIAASGN



Errors to Watch Out For
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4. Missing instructors
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b. Make sure Position Number in SSADETL is correct

How to fix:

a. Make sure Attendance Method in SSASECT is correct



Errors to Watch Out For
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5. Incorrect Pay Rate or Incorrect Pay Hours
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How to fix: Adjust the field and all impacted fields in the PDF



Submitting NWRINAS
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Use the HRIS Forms AODocs
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The Approver should be your Program Dean or Manager



Submitting NWRINAS continued
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If your NWRINAS includes an EPM, make sure the Executive 

Approver is an Executive Manager
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Reminders:
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When to start: Monday, Sept 27

When NWRINAS are due: Friday, Oct 1
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Q&A
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Announcements
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• Please send emails to HRIS-group@pcc.edu (instead of directly to 

Melissa or Michelle)

• Please send Term Forms for Casuals, Student Employees and AJs 

as well as your monthly employees

• When submitting a JAF-M, don’t forget to update the employee’s 

location

• Update your Default Routing Queues!

• The Deep Links to the HR Trainings in the communication sent out 

last week are faulty - if you are interested in taking HR trainings, visit 

MyCareer@PCC!

mailto:HRIS-group@pcc.edu

