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Accessing MTSU Banner
At Your Desk

 Use Google Chrome as Web Browser
 http://mtsu.edu/banner
 Click on Banner Admin Pages (Banner 

9)
 Login using SSO Credentials (ex. 

jdoe@mtsu.edu) and password, then 
click Sign In
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Banner Main Menu
Direct Access 

Type in Page 
Name or Keyword

Access    
Tree Menu or 

My Banner
List of Pages 

Previously 
Accessed
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PEAEMPL 
Enter ID# or Tab to 

Name Field

Click Go

To Search for 
Employees Only – Click 

on …
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PEAEMPL 
ID and Name of 

Employee

Shows Employee 
Status and 

Classification Info

Shows Dept Org
Shows 

Timekeeping Org

Supplemental 
Data Engine –

Click More 
Information
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PEAEMPL – Regulatory Info 

Expiration

Date of I-9
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PEALEAV – Employee Leave Balances

Enter ID# or Click on … 
to Search for Employee

Click Go to Enter Page
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NBAJOBS – General Job Tab 
Enter Query Date –

Conversion 7/1/2005

Enter Postion # or Click 
on Drop Down Box to 

Access Position 
Numbers

Enter ID# or Click on … 
to Search for Employee

Click Go to Enter Page

Box presented if you 
click on Drop Down Box 

to Access Position 
Numbers.  Select List of 

Employee’s Jobs 
(NBIJLST)

Box when you Select 
List of Employee’s Jobs 

(NBIJLST)

Click on Position and 
Click Select at bottom of 

page
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Shows Deferred Balance 
and Contract Dates for 
Modified Employees

NBAJOBS – Base Job Tab 
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NBAJOBS – Job Detail Tab 

Number of 
Records
Click on 
Arrow to 
Advance 
through 
Actions

Shows Annual 
Salary, Monthly 
Salary, Hourly 
Rate, Job FTE

Salary Grade



11

NBAJOBS – Payroll Default  Tab

Timesheet Orgn

Can be different than 
Home Dept Org on 

PEAEMPL
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NBAJOBS – Deferred Pay Tab 

Shows Deferred Amt 
Per Pay Period (if no 

pay adjustments)
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NBAJOBS – Default Earnings Tab

How Banner tracks 
Longevity Payments
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NBAJOBS – Labor Distribution Tab

FOAPL

what account 
salary is 
charged
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PEAFACT – Faculty Tracking 

Enter ID# or Click on … 
to Search for Employee Click Go to Enter Page

Click on Tools

Under Options

Select Appt or Tenure 
Records or Rank 

Records
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PPAGENL – General Information
Enter ID# or Click on … 
to Search for Employee
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Quick Hints
 The wildcards for Banner are “_” (one 

space) and  “%” (one or more spaces)
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Questions?

Middle Tennessee State University
Human Resource Services

(615) 898-2929
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