Leave Reporting in Banner Self Service

Enter the MyYSU Portal YOIl -
o K IoUR

1. Sign into the My YSU Portal using your Username and Password at my.ysu.edu.

2. Click Banner Self Service under e-Services for Faculty and Staff. welcome to 1

User Name: rsdenaldson MyYSU is Youngstc
Passward: pazaled scces
= = Faculty and staff a

Set PIN & Security Question (ene-time setup) s s
is prohibited. Any use of this system What's Inside
A PIN and Security Questions must be set prior to your first leave report. If you have s it e Tt St | 3o

. . . . violators of this policy will be subject to
established a PIN and Security Question, skip to Enter or Approve a Leave Report. dssinaryscion, ey e (55 B
i s Cp =
1. Click the Personal Information tab to Change your PIN and Security Question. e

See the “Change PIN and Security Question” document for further instructions.

Enter or Approve a Leave Report

1. Click the Employee tab. 3. Click the radio button to select Approve or

2. Click the Leave Report menu option to approve Access my Leave Report.

or report time. 4. Click Select to continue to approve or report

leaves.

Personal Information Alumni and Friends Volunteer {3iTV0W7ZR Finance

Personal Information Alumni and Friends Volunteer Empluyee Finance

RETURN TO MENU  SITE MAP HELP EXIT
Employee SITE MAP  HELP  EXIT

Time Reporting Selection

The 2012 W2 form is now available! Please use the Tax Forms link to access and print your W2, Copies were mailed
Use the Pay Information link to obtain detailed information summarized on the W2. From the Pay Information link, use
detailed information provided in summary form on the W2.

Notice to students: During Spring and Fall semester, students cannot work more than 20 hours a week (including dual SE|ECt|0n Criteria
Time Sheet My Choice
To be used by Bi-Weekly Employees and Approvers Only! Access my Time Sheet:
Leave Report
To be used by Semi-Monthly Employees Only! Access my Leave Report:

Benefits and Deductions Access my Leave Request:
Retirement, health, flexible spending, miscellaneous, and Benefit Statement. Approve or Acknowledge Time: &

Pay Information .
Direct deposit allocation, earnings and deductions history, or pay stubs. Approve Al Deﬂartments'

Tax Forms Act as Proxy: Self [

W4 information or W2 Form.
Jobs Summary
Leave Balances

RELEASE: 8.10.1

Act as Superuser:

RELE
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Access my Leave Report

5. Click the Access my Leave Report radio button.

Click the Select button to continue.

Personal Information Alumni and Friends

SITE MAP  HELP EXIT
Time Reporting Selection

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report: -
Access my Leave Request:
Approve or Acknowledge Time:
Approve All Departments:
Act as Proxy:

Act as Superuser:

Select |

Proxy Set Up

Enter Leave Report

6. Click the Leave Report button to enter your Leave

9. Click the Next/Previous button to move from
week to week. See other button actions below.

Copy a Series of Dates

Report after choosing the period.

Personal Information Alumni and Friends Volunteer Student Financial Aid anys-m:-m

SITE MAP  HELP EXIT

Leave Report Selection

Title and Department

My Choice Leave Report Period and Status
Technology and Training Coord, 998560-00 @« IFah 01, 2014 to Feb 15, 2014 In ngmss‘

Human Resources, 120201

| Leave Report.

RELEASE: 8.8

7. To record your leaves taken during the Leave
Report Period, Click Enter Hours on the date and
type of leave taken.

Leave Report

Title and Number:
Department and Number:

Technology and Training Ceord -- $98560-00

Human Resources -- 120201

Mar 01, 2014 to Mar 15, 2014 7 O
Mar 18, 2014 by 11:55 PM

10. To enter multiple dates at a time, for example a
week of vacation, enter one day (see step 6)
then click the Copy button to select the series of
dates.

7 select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period

Leave Report

Title and Number:
Department and Number:
Leave Report Period:
Submit By Date:

Earning:

Date:
Hours:

Technology and Training Coord -- 998560-00
Human Resources -- 120201
Feb 01, 2014 to Feb 15, 2014
Feb 19, 2014 by 11:59 PM
Vacation Pay
Feb 03, 2014

e

11. Click the checkboxes for your selected dates.

12. Click the Copy button to copy your selection to
the Leave Report. Click the Leave Report button
to return to the Leave Report page.

Leave Report Period:
Submit By Date:
Earning Total Total |Saturday Sunday Monday uesd; Mednesdav Copy

Hours |Units |Mar 01, 2014 |Mar 02, 2014 | Mar 03, 201 04,2014 |Mar 05, 2014 S -
Vacaton P2y 3 Eoter Hourd T ter Hourd e 1 Eoter Hours Enter Hourd opncotane it sty gy 2 T 41 f G 3 1, s S o SUnGar. G OB D A, I 0L ST 0 A Gt v o o, v
Sick Leave 0 Enter Hours| Enter Hours{ Enter Hours Enter Hours| Enter Hours| Leave Code: Vacation Pay, Shift 1

Date and leave time to copy: Feb 03, 2014, § Hours,

‘Beraavement Leave 0 Enter Hours| Enter Hours{ Enter Hours Enter Hours| Enter Hours Copy from date displayed to end of the leave period:
‘FMLA Sick Leave 0 Enter Hours Enter Hours] Enter Hourg] Enter Hours| Enter Hours] :::::: :‘;‘u’:‘:"

8. Enter the number of hours taken for the day.
Click the Save button after each entry. -OR —

Click Submit for Approval when no leave is taken.

Time and Leave Reporting

¥ Select the link under a date to enter hours o days. Select Next or Previous to navigate through the dates within the period.

Leave Report
Title and Number:
Department and Number:
Leave Report Period:
Submit By Date:
Earning:

Date:

Technolagy and Training Coord -- 998560-00
Human Resources -- 120201
Feb 01, 2014 to Feb 15, 2014
Feb 19, 2014 by 11:5
Persanal Leave Pay

Hours:
Save | Copy
Earning Total otal rday
nits _|Feb

Hours
D

Personal Leave Pa
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Copy by date:

Saturday sunday Monday Tuesaay wednesday Friday
Feb 01, 2014 Feb 02, 2014 Feb 03,2014 Feh 04, 2014 Feb 03, 2014 Feb 07, 3014
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Feb 09, 2014 Feb 09, 2014 Feb 10, 2014 Feb 11, 3014 Feb 12, 2014 Feb 13, 2014 Feb 14, 2014
Saturday
Feb 15, 2014

Leavs Repart | | Copy ; n

Preview and Submit**

13. On the Leave Report page, click Preview to verify
all dates are entered and correct in your Leave
Report.

14. Click Submit for Approval to send your Leave
Report to your supervisor by the Submit by Date
shown in the header.
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Approve or Acknowledge Time

On the Approver Selection page, click the Leave Report radio button to approve leaves.

Beginning on the Time Reporting Selection page:
1. Click the Approve or Acknowledge Time radio button. Click the Select button.
3.

for the department you are selecting to approve.

Personal Information Alumni and Friends Volunteer EiN7ag Finance

If you have several departments to approve, they will be listed by ORG code. Click the “My Choice” radio button

Personal Information Alumni and Friends Volunteer Finance

SITE MAP  HELP EXIT
Time Reporting Selection

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report:
Access my Leave Request:
Approve or Acknowledge Time: @
Approve All Departments:
Act as Proxy:

Self
Act as Superuser:

Proxy Set Up

RELEASE: 8.9

SITE MAP  HELP EXIT

Approver Selection

Time Sheet

Department and Description My Choice Pay Period
Y, 120201, Human Resources BW, Dec 01, 2013 to Dec 14, 2013 []

Leave Report

Department and Description My Choice Leave Period
Y, 120201, Human Resources T Feb 01, 2014 to Feb 15, 2014[5]

Sort Order

Sort employees' records by Status then by
Sort employees' records by Name:.

Select.

The image shown below is of a department’s employees in various states of the reporting process. See the table below.

Department Summary

I Select the employee’s name to access additional detalls.

coa: ¥, Youngstown State University
Department: 120201, Human Resources
Leave Period: Fab 01, 2014 to Feb 15, 2014

Act as Proxy:

Leave Peril

Change Selection | _Select All, Approve or FYl  Reset

Mot Applicatle
od Leave Entry Status: Open un

Pending
[Name, Position and Required |Total |Total |[Total |Queue |Approd€or[Returnfor  [cancelOthar
Title /Action Days Hours |Units Status FYI (Correction I
722302[Rosalyn Sherrill lApprove 00| agl ag Change Leave
Donaldson Record
998560 - 00 Leave Balance
Technology and Errors

[Training Coord

Not Started
1o IName, Position and Title [Other
00729167 Debra Anne LaRocco

999045 - 00

Manager Emplayas Banafits

b1+ Name, Position and |Required Total Total Total Queue ‘lvuﬂlva or|Return for |Cam:al|ulhe[
Title IAction Days Hours Units Status  |FYI
z Jennifer Jill Lewis 00 64.00 00 Approvad Leave
998393 - 00 Balance
Manager - EPC and Leave
Employee Rec |Updated
Y00407604|alisha A Yanniello 00 40.00 .00 Approved Leave
999544 - . Balance
Manager, Pay Event Transactions Leave
Action required by all approvers: o \Updated
Time or Leave Transactions Approved or FYI: 2
Time or Leave Transactions Awaiting Approval or FYI: 1
Total: 3
Total Days: .00
Total Hours: 104.00
Total Units: .00

Change Selection | | Select All, Approve or FYI | | Reset | | Save

Leave Report Description
Status

Not Started Report unopened by the employee
In Progress Report opened but not submitted for approval
Pending Report pending the supervisors’ approval
Returned for Returned to the employee for corrections by the
Correction supervisor
Approved Approved by the supervisor
Completed Report updated the leave balance in Banner

4.

7.

Click the employee’s name link to view their
leave report.

Click the Leave Balance or Errors to view details
or view them by clicking the name.

NOTE: NEVER change an employee’s Leave Report. Return
the report to the employee for correction.

Leave Balance displays the employee’s available leaves at
the time of the report.

Errors display warnings of more leave being reported than
is available to take. Every employee should manage their
own leaves balances. Over use of leaves may result in an
adjustment in pay.

Employees are unable to return their Leave Report once it
is submitted to the approver. If the Leave Period Leave
Entry Status has not expired, the approver may click
Return for Correction then the Save button to send it back
to the employee for correction.

Click the Approve/FYI check box to approve the
Leave Report. You may also approve multiple
employees by clicking Select All, Approve or
FYI.

Click Save to complete the process.
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Important Facts to Know about Web Leave Reporting (WLR)

% Do not submit your Request for Leave Form to Human Resources. There are some exceptions to when
you must contact HR for instructions or approval.
+» Leave without Pay and Family and Medical Leave (FMLA) require prior approval from HR.
Family and Medical Leave (FMLA): Please contact Linda Moore at x2137 for more information.
Leave without Pay: Submit a paper Request for Leave Form to the Chief HR Officer. The form should be
signed by you and your supervisor before sending it to HR. See the University Guidebook or the APAS
Bargaining Agreement, for details.
“* You are required to submit a Web Leave Report by the Submit by Date, whether you have taken leave or not.
+» Please manage your leave balances. WLR allows you to report more leave hours than you have accumulated.
Using more leave than you have accumulated may result in an adjustment in your pay.
s Leave balances accrue on the pay date and leaves taken are subtracted after the pay date. If you are at the
maximum accrual allowed you will not accrue more leave on the pay date.

X3

S

When you have an error in your leave report,

If you have not submitted your leave report for approval and it is before the “Submit by Date”, please change
your WLR.

< If you submitted your leave report and the “Leave Entry Leave Status” date has not passed, ask your supervisor

X3

S

to return the leave report for corrections.

Important Facts to Know about Approving Leave Reports

< If an employee requests Leave without Pay in advance, please submit the completed Request for Leave Form to
the Chief HR Officer for prior approval.

< Your department may choose how employees request leave in advance. Please explain your method to your
employees for clarification.

+* Please designate a Proxy to approve your employee’s leaves when you are absent. The Proxy for Web Time
Entry may serve as your Proxy for Leave Reporting as long as employees do not approve their own Leave Report.

< Review an employee’s leave balance before approving a leave request. The Personnel Report allows you to view
the leave balances of your employees. Once an employee opens their Leave Report, you may also review their
leave balances from your Department Summary page.

s Every employee must submit a Web Leave Report by the Submit by Date. A zero should appear in the report
when no leaves are taken.

DS

» Follow-up with employees who have not started their Leave Report to assure compliance.

B3

» Leaves are to be “approved or acknowledged” by the Leave Period Leave Entry Status date. If you miss the
deadline you will be asked to use an alternative method to report your employees’ leaves. Please strive to
approve by the deadline. You will be notified by email of the alternate method if you miss the deadline.

% Please review all Leave Reports. Your approval initiates the process to update the employee’s leave balance in

the Banner system.
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