Employee
Web Time
Entry

Self-Service Banner

Rosalyn Donaldson, Technology and
Training Coordinator



WED TimMeE ENTIY FIOW CRart.....ooii ettt ettt ettt e et e e e e ettt e e e e e eataaeeeeeatteaeesntaeaeesnsteaeeesnsteeesastaneesanstneeesnnns 3

WeED TiMe ENLrY INSIIUCTIONS ......oovitiiiiereet ettt ettt et st b e b bt be et be et es e e st ebeneeenis 4
LOGGING ON 10 SEIF-SEIVICE ......ceeiiiiieiiietet ettt sa b sttt b e st sbe e b e bt sbe b e sbeebeebesaennesbeee 4
Self-Service throUgN POITaL...........o.oo ettt s b e sr bbb bt besbesnesbeneens 4
Y A o TU T o | PSPPI P PUPPPPPPTTN 6
Change YOUTr SECUIITY QUESTION .....uviiiiiiiiieecetitee e eecee e e e et e e e e etee e e e eettee e e eebaeeeeeeabaaeeeeeaabeeeeeeasteeeeaanstaeeeaanseeeeeeasateeeessenesensnsens 7
oY= Lo A o TU [l = | I UPPPUPR 7
LILLATSIRS TSI AT 1= o1 1 o] o TR 8
LOQISHICS Of @ WED TIME SNEET ...ttt sttt ettt et et e s b e sbesbesbennens 9
ENter TIME INTO TIME SHEET ..ottt e b et be et se et et e s e et e seeneene e 10
Time In and OUt (ENTEriNG STUAENT TIME) ..ueiiiiiiiiee i ee ettt et e e e ettt e e e e et aeeeeeeeeeerataeeeeeasaseeeaasssseeesssaseeeannsseseesasreeaaans 11
CopY TIME t0 MUILIPIE DALES .....c.eeeeiieiieiiee ettt ettt b et b e sb e et b e sb e s beeb e s bt sbeebesbesaeeaeesseneebenaens 13
INSEIT COMIMENES ..c..iiiiiieciee ettt sttt e st e e st e e s et s besateesbee sttt e beesateensee s st e seesabeenbee s besnbeesasesaseesheesaaeenseenasessueesanens 14
U] oo LR o T Y o o T o V7= 1 HS SRS 15
RELUIN TiME (10 COMEBCL EITOIS)....iiiitieiiitiecieeeesteete e et e e et e st e e steste e besteeseeste e b e essesbeesseseensesseensessaestesseesteesaesenessesnsensas 16
Correct, Remove , or Restart @ TIME SNEET........cc.oviiiiiieec e et 17
RS T | Y= Vo S 18




Web Time Entry Flow Chart

Web Time Entry is one time keeping method for employees at YSU found in your Banner Self-Service menu. Employees

will be responsible for entering and submitting their time every pay period. From that point, the approver will be

responsible for approving the hours. Once the approver has approved the hours, they will be processed by Payroll.
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Web Time Entry Instructions

Logding On to Self-Service

Access Self-Service Banner through the MyYSU Portal. (www.ysu.edu)
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Figure 1

a. Access the My YSU Portal on the YSU home

page.
b. Enter your username and password to login into
the portal.
C. If you have forgotten your password, please use

the Logon Help option (Figure 1). found below
“‘How do | reset my password?”




Self-Service through Portal
Under e-Services for Faculty and Staff, click Banner Self-Service..
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Click Personal Information —OR -- the Personal Information tab to establish a PIN, add a security question
or reset your PIN if you have forgotten. See Set Your PIN section (p. 6) for instruction on your on-time set up
of your time sheet PIN.

Click Employee —OR -- the Employee tab to view your Time Sheet or Leave options.
See Time Sheet Selection section (p. 8) for instructions to enter time on the Web.

Banner Sell-Service

Personal Information  Alumni and Friends Faculty Services Employee Finance
e Rl

Main Menu

Welcome, Rosalyn S, Donaldson, to the WWW Information S st web access on Nov 17, 20

Personal Information
View addrasses, phones and e-malil address; Change

Alumni and Friends

Muke a gift or view giving hixtary.
Faculty and Advisors
Fnter Grades and R
Employed

Tima shaats, time off, banefits, leave or job data, paystubs, W2 and T4 forms. W4 data.

N and/or your security question) Purchase Parking.

ration Quarrides, View Class Lists and Student Information




Set Your PIN

You must set your PIN (Personal Identification Number) when you first use Web Time Entry. Itis a
onetime setup unless you forget your PIN. The PIN is a unique six-digit number for certifying your
identity when submitting or approving time. It is not the
registration PIN used by students.

1.

5.
6.

On the Main Menu or tabs click Personal
Information.

Click Change your PIN to select a new PIN on
the Change PIN page.

Enter your Old PIN. The Old PIN for first time
users is yynnnn (where yy is your birth year and
nnnn is the last 4 digits of your SSN). If you
have ever changed this PIN but cannot
remember it, you must be reset.

Enter New PIN. Choose a six digit number you
can remember. Be selective in your choice here
as your identity is verified by the use of your PIN
when submitting your time sheets and approvals.
Re-enter new PIN.

Alumni and Friends
Change PIN

Enter Old PIN:
Enter New PIN:

Re-enter New PIN:

[ Change PIN H Reset

Click Change PIN after completing your entries. The Reset button clears all entry fields.

If your old PIN is incorrect you will see: “@0Ild PIN number verification error!” Please contact
the Tech Desk at X1595 for a PIN reset. Whenever you are reset, Self-Service returns you to the
option to Change PIN.

If your PIN changes are accepted, you will be returned to the Personal Information page and receive
the following message.

[ BRI OnGl &  Alumni and Friends Faculty Servi

Personal Information

Your changes were saved successqu

i

View Addresses and Phones
View E-mail Addresses

View Emergency Contacts
Change your PIN




Change Your Security Question
To reset your own PIN at a future time, please establish a security questions. (One time set-up)

1. Click Change Security Questions on the Personal Personal Information
Information page. |
2. Enter your current PIN to Confirm your PIN v Your changes were saved successfully
3. Enter a Question and Answer in the designated
boxes. View Addresses and Phones
4. Click Submit when you are finished. Click Reset to View E-mail Addresses
clear the Question and Answer boxes if you are View Emergency Contacts

Change your PIN
Need to update your PIN? Change it here.

Change Security Question

; . Forgot your PIN?
Secu rlty QUEStlon a nd An Swer Resegt youyr DLIJN using your security question

making corrections.

7 Please enter your new Security Question and Answer, then Submit Changes

Please Confirm your Pin: | ‘

Question: | |

Answer: | |

[ Submit H Reset ]

Forgot Your PIN?
When you do not remember the PIN and you have a security question established, Click Forgot your PIN? to
respond to the security question. Submit Answer, then you can reset your PIN to a new six digit number.

Contact the Tech Desk at X1595 to reset your PIN if you do not have a security question.

Security Answer

User ID: Y00722302
Question: Your favorite team?
Answer:

[ Submit Answer ] [ Reset




Time Sheet Selection

Open your time sheet on the first day of each pay period.

Choose Time Sheet from the Employee list of options to view and select your time sheet(s).

Employee

The 2011 W2 form is now available! Please use the Tax Forms link to access and print your W2. Copies will be mailed duri
Use the Pay Information link to obtain detailed information summarized on the W2. From the Pay Information link, use the
detailed information provided in summary form on the W2.

NEW Employee Options! The Time Sheet, Leave Report and Request Time Off are new options on this menu. If you ha
receive an error { You have no records available at this time. Please contact your Payroll Administrator if you have any
employees on these new features in Self Service!

Time Sheet
To be used by Bi-Weekly Employeess Only!

If you have more than one position for which time entry is required, a time sheet for each position will
be displayed on the Time Sheet Selection page.

1. Choose the time sheet to record your hours worked in a pay period.
a. Click the My Choice radio button to select the position. If you only have one
position, it will be checked for you.
b. Click on the drop down arrow to display list of the available Pay Periods.
Click Time Sheet to view and enter time into the time sheet.

Personal Information Alumni and Friends Student Financial Aid 3000032k Finance

Time Sheet Selection

" Make a selection from My Choice. Choose a Ti t period from the pull-down list. Select Time t.
Title and Department My ¢#hoice Pay Period and Status

Administrative Assistant 4, 999654-00 & Mar 25, 2012 to Apr 07, 2012 Pending +
Human Resources, 120201

Time Sheet\




Loqgistics

of a Web Time Sheet

SITE MAP  HELP  EXIT

Time and Leave Reporting

" Salect tha ink undér 3 date o sntar howrs of days. SEect Naxt or Pravious to navigate through the dates withen the perod
Time Sheet

Title and Number: Admmistrative Assistant 4 -- 999654-00

Department and Number: Human Resources 1
Time Sheet Period: Mar 25, 2012 to Apr 0
Submit By Date: Apr 11, 2012 by 11:50 PM
Eamning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday
Hours or L Hours Units Mar 25, 2012 Mar 26, 2012 Mar 27, 2012 Mar 28, 2012 Mar 29, 2012 Mar 30, 2012 M

Reguiar Hour Input 1 12 Enter Mours a 8 8 8
Overtime Pay 1.5x 1 0 Entar Mours Entar Howrs Enter Hours Enter Howrs Enter Hours
Comg Twme Earned 1 0 Entar Hours Enter Howrs Enter Howrs Enter Hours Entor Hours
Holikday Pay 1 1) Enter Hours Enter Howrs Enter Hours Enter Hours Enter Hours Enter Houra Enter Hours
Vacation Pay 1 8 Enter Houry Enter Hours Enter Mours Enter Hours Enter Mours
Sick Leave 1 0 Enter Howrs Enter Hours Enter Hours Entar Hours Enter Hours
Cal Back Pay 1 D D Enter Howrs Enter Hours Enter Hours Enter Houra Enter Hours
Cal Back Pay (1.5) 1 0 V] Enter Houry Enter Hours Enter Mours Enter Hours Enter Hours
Personal Leave Accrual 1 0 0 FNter Howrs Fnter Howrs Entar Hours Entar Howrs Entér Howrs
Comp Time Taken 1 0 0 Enter Hows Enter Howrs Enter Hours Enter Hours Enter Howrs
Firefighter Leave w/Pay 1 D D Enter Houry Hours Enter Hours Enter Hours
Military Leave w/Pay 1 0 0 Enter Hours Entee Howrs Entar Mours Entar Mours
Legal Leave with Pay 1 0 0 Enter Howrs Enter Hours Entar Howrs
Bereavement Leave 1 0 D Enter Hours Enter Hours Enter Hours
Absent, No Approved Leave 1 D 0 Enter Hours ~ Enter Mours Enter Hours Entec Howrs
Total Hours! 80 0 8 a8 8 8 0
Total Units 0 e 0 0 0 0 0

Postion Selection || Comments f | Praview || text | [ Retum Time

ISubmitted for Approval By:
IApproved By:
[Waiting for Approval From:

1. Title and Number, Department and Number, Time Sheet Period, Submit by Date — Position for
which you are reporting the department and fund code responsible for the position, pay period reporting
and deadline to submit the timesheet for approval.

2. Dalily

code,

time entry fields (Enter Hours), seven days per page (Sunday through Saturday) by earning
choose the Next button to see the second week of dates.

3. Selection buttons

a.

~ooo0CT

Position Selection — returns to the Time Sheet Selection page.

Comments - opens a free form text box to type details for the approver to see.
Preview - shows all entered data for all days reported on the time sheet.
Submit for Approval - submits time sheet to the approver.

Restart - Clears the fields for entry.

Next/Previous - shows next week or last week’s entry fields.

4. Submitted for Approval by, Approved By and Waiting for Approval From — allows you to see
where your Time Sheet is in the approval process. PLEASE... Watch the status of your time sheet
after it is submitted and check with your supervisor if your approval status is “Waiting for Approval by:
name” and is not being updated!

WARNING: If you do not submit your time sheet it cannot be approved. If it is not approved, Payroll will not
automatically pull the time sheet into the Payroll Processing. If the time sheet is not pulled into Payroll,
there may be a delay in your pay!

5. Earning Codes: Please report your time on the appropriate line for each earning code. Example: If
you are out on earned vacation hours, then report the vacation time on the line for earning code
“Vacation Pay”. All regular hours are entered on the “Regular Hour Input” line.




Enter Time into Time Sheet

To enter time into the time sheet:

1. Click “Enter Hours” under the date and on the row of the earning code associated with the time work
or leave taken.

2. A new set of buttons becomes available when entering hours. These buttons allow you to Save your
input, Copy your entry to multiple dates or change accounts when your hours are charged to more than
one fund code (Account Distribution).

3. The Shift and Hours box appears below the Submit by Date. The Earnings code and Date of entry is
displayed.

a. Enter the shift you worked and the number of hours worked. Time can be entered in quarter
increments.

b. If your hours extend over a shift, enter the shift for which the majority of hours are worked.

c. Click Save after each entry.

Sefect the Wk under 3 date to enter howrs or days, Select Next or Previous th nawvigats through the dates withn the perod

Thme Sheet
Titke and Number: Administrative Assistant 4 99965300
Department and Number: Human Resourtes 120201

Time Sheet Period: Mar 25, 2012 to Apr 07, 2012

Submit By Date: Apr 11,2012 b 55 PM

tarning: Regudar Hour Input
Daote: Mar 26, 2012
Shife:

Houwrs:

Sava | | Copy | | ACCount Distnbution |

Earning Shift Detault Total Sunday Monday wy Wadnesday  Thursday Friday
Hours or Unl it Mar 25, 2012 Mar 26, 2012 , 2012 Mar 28, 2012 Mar 29, 2012 Mar 30, 2012
Regular Hour [nput Entor Hours Entor Howrs Entor Houwr Enter HC Enter Howrs Entor Hours

Overume Pay 1.5x Entar Hours Enter Hows ENter Hows NLor Howrs Entar Howrs Entor Mours
Comp Time Earmed Ente O ENTOr How Enter Ho e Howrs Enter Hows ENtar Mows
Holday Pay Enter Hours Entor Hows Enter HoL Howrs Enter Hours Enter Mours
Vacanon Pay | ( 0 Enter Mours £ " Howrs Eniter Howrs Enter ours
SKX Leswve i o 0 Entur M en Hows Enter Hours Entar

er

£

Call Back Puy o 0 Eritar M * Mowrs Hours Enter
Call Back Pay (1.5) 0 (1] Eriter Mo r Mowes Hours Orler
Personal Leave Accrus 0 o Entar Mours Enter Mowrs Eriter Mours Moren r Mours Eriter Mours
Comp Time Taken 0 o Foter Moo Enter Hours Enter Hours r Howrn Hours Enter Hours
Firehighter Leave w/Pay 4 o o Entar Hours Enter Howr Entec Howrw FEoter Hows r Haurs Enter Mours
Miltary Leave w/Fay o o Erter Hours Enter Hours Enter Houry Entec Hours Enter Hours Enter Mours
Legal Leave with Pay o o Entar Hours Enter Hours Enter Houry Enter Hours Enter Hours Enter MHours
Bersavement Leave 3 o o Enter Hours Enter Howrs Enter Holrs Enter Howrs Enter Hours Enter Hours
Absent, NO Approved Leave L 0 0 Entar Hours Enter Houss Enter Houry Entor Howrs Enter Howrs Entar Hours
o o o o +] o o
o (4] a o 0 o 0
| Positon Selection Comments || Preveew || Subewt for Agprovad || Restart | [Next

Note: It is your responsibility to manage your leave bank; therefore, using more time than you have
may result in docked pay.




4. After the time is entered the number of hours is displayed below the date and on the earning code row
as entered. Totals are accumulated by the system.

Time and Leave Reporting

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

Time Sheet

Title and Number: Administrative Assistant 4 -- 999654-00
Department and Number: Human Resources -- 120201

Time Sheet Period: Mar 25, 2012 to Apr 07, 2012

Submit By Date: Apr 11, 2012 by 11:59 PM

Earning: Regular Hour Input

Date: Mar 26, 2012

Shift:

[ Save ] [ Copy ] [ Account Distribution ]
Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday
Hours or Units Hours Units Mar 25, 2012 Mar 26, 2012 Mar 27, 2012 Mar 28, 2012 Mar 29, 2012
Regular Hour Input 1 0 8 Enter Hours 8 Enter Hours Enter Hours Enter Hours
Overtime Pay 1.5x 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comp Time Earned 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
NN NN NN N AR
Bereavement Leave 1 o] ] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hors
Absent, No Approved Leave 1 o] o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 5] i] a8 i] i] t
Taotal Units: 0 0 0 0 0 g
[ Position Salaction ] [ Commants ] [ Praviaw ] [ Submit for Approval ] [ Rastart ] [Nnxl‘ ]

Submitted for Approval By:
Approved By:
Waiting for Approval From:

Time In and Out (Entering Student Time)
Students are required to complete the Time In and Out option to demonstrate that their time worked does not
conflict with their time scheduled for class.

Time In and Out 1. Enter time at intervals of 15 minutes in the 99:99
- : : : _ format. For example, 10:00, 10:15, 10:30, 10:45.
' Enter time at intervals of 15 minutes in the 99:99 format. For examp 2. Select Save to dlSpIay TOtaI Hours.

Date: Monday, Apr 09, 2012

Earnings Code: Regular Hour Input

Shift Time In Time Out Total Hours

[1 ][e:00 |[am ¥][12:00 |[EMI~] 0
|[am ]| |[am v 0
|Lam ]| |lam v 0
|Lam | |lam v 0
|lam v am v 0

0
[ Time Sheet H Previous Day ” Next Day ]
[ Add New Line ] [Save ] [ Copy] [ Delete ]

11
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Time In and Out
Button Descriptions:

¥ Enter time at intervals of 15 minutes in the 99:99 format. For example, 10

Time Sheet: Returns to the Time and Leave Reporting

Date: Monday, Apr 09, 2012 page shown below.

Earnings Code: Regular Hour Input

shift Time In Time Out Total Hours Previous Day / Next Day: Moves to the respective day
[L_][09:00 [iAMI|12:00 |;PM B ’ and allows Time In and Out reporting.

1| AM ¥ |LAM ~ 0

L] AM ¥ AM v 0 Add New Line: Recalculates the time if more than one
L 1[ am v [ AM ¥ 0 In/Out time is entered.

Bl am [ AM v 0 _ .

A = Save: Saves time to the time sheet. Save after every

entry.

| Time Shest J[ Previous Day | [ MextDay |
[ Add New Lne | [Save ] [Copy | [Delete | Copy: Allows you to copy your time report (In/Out and
total hours) to each date checked.

Account Distribution
Earnings Code  Shift Hours Delete: Deletes your entry.
Regular Hour Input 1 3| Account Distribution

Account Distribution displays the account for which the
wages are recorded after there is an entry of time.

Time and Leave Reporting

¥ Setact the Ink under 3 date to enter hours or days. Selsct Next ar Previous to navigats through the dates within the period,

Time Sheet

Tithe and Number: Student Wages -- STUDNT-10

Department and Number: Cheef Technology Officer -- 160100

Time Sheet Period: Apr 08, 2012 to Apr 21, 2012

Submit By Date: Apr 25, 2012 by 11:59 PM

Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Units Hours Units Apr 08, 2012 Apr 09, 2012 Apr 10, 2012 Apr 11, 2012 Apr 12, 2012 Apr 13, 2012 Apr 14, 2012

Rl_‘g'_.lﬂr Hour Input 1 0 3 Enter Hours 3 Enter Hours Enter Hours Enter Howrs Enter Houwrs Enter Hours

Holiday Worked Students 1 0 0 Enter Mours Enter Mours Entar Hours Enter Hours Enter Mours Enter Hours Enter Hours

Total Hours: 3 o 3 0 o o 0 1]

Total Units: 0 0 0 0 0 0 0 0

| Position Salectian Commants || Praview | Submit for Approval || Restart | [Next |

The time sheet will automatically populate the amount of hours reported by a student. Time is taken from the
Time In and Out page.

12
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Copy Time to Multiple Dates

To speed the time entry process, copy your time entered into multiple dates.
After entering time for one day

a) Click Copy to display the Copy Time page. For Student Time sheets (see insert), Copy is found on
the Time In and Out page.

b) To copy from one date to the entire pay period, Click the check box to “Copy from date displayed
to the end of the pay period:” Include Saturday or Sunday only if this applies. —OR- click each
date to copy time into.

c) Click Copy to copy time entered into the selected or all dates.

d) Click Time Sheet after copying time to return to the Time Sheet.

Time and Leave Reporting

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

Time Sheet
Title and Number: Administrative Assistant 4 -- 999654-00
Department and Number: Human Resources -- 120201
Time Sheet Period: Mar 25, 2012 to Apr 07, 2012
Submit By Date: Apr 11, 2012 by 11:59 PM
Earning: Regular Hour Input
Date: Mar 26, 2012
Shift:
Time In and Out
[ Save ] [ Copy ] [ Account Distribution
Date: Monacay, Ape 09, 3012
Carnings Code: Reguier Hour Tnput
Earning shift Default Total Total O e
Hours or Units Hours Units Mar 257 2 Mar| S e °
Regular Hour Input 1 o] 8 Enter Hou i ane - AM = o
Overtime Pay 1.5x 1 0 0 Enter Hours ane = AN - o
Comp Time Earned 1 0 0 Enter Hours - AN o
[t steer | [ oS gus oay | [ mestoay |
[ Asd Heiw Gne ] [Save | TCepy | [[Owiwts
Account Odstribration
Earnings Code Shift Hours EX
Regutar Hour Enput 1 3 [ Account Dearkwtion ]
Copy Student Time In and Out page

" Copy options include abfity to copy to the end of the pay period, include Saturdays or Sundays, or copy by date, 1f you salect the same date you are copying from, your hours
will be deleted. When you select Copy, the Hours or Units and the Account Distrbution = also copied

Earnings Code: Regular Hour Input, Shift 1
Date and Hours to Copy: Mar 26, 2012, 8 Hours
Copy from date displayed to end of the pay period: [l

Include Saturdays: I
Include Sundays: a1
Copy by date:

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Mar 25, 2012 Mar 26, 2012 Mar 27, 2012 Mar 28, 2012 Mar 29, 2012 Mar 30, 2012 Mar 31, 2012
O 3 O O O 0 O
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Apr 01, 2012 Apr 02,2012 Apr 03, 2012 Apr 04, 2012 Apr 05, 2012 Apr 06, 2012 Apr 07, 2012
0 [ () Cl O O O
_Tima Sheet Pravious Menu J |__Copyj

=
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Insert Comments

Whenever your time is not the standard work day (Regular Hour Input), or leaves are reported, please
record a comment. On your time sheet in the comment box please clarify by indicating date taken,
earn code description, number of hours. When you are reporting bereavement, sick (self or others) or
FMLA, please indicate the name of the person and relationship in the comments.

All comments should include: Date Taken, Earn Code, and Number of Hours.
a. Click Comments. A free form text box will appear for your typed detalils.

b. Click Save after typing a comment.
c. Click Previous Menu to return to the time sheet.

Personal Information Alumni and Friends Student Finandial Ald G L45a Finonce

Comments

¥ Enter or edit comments untd you submit the record for approval

Made By: You

Commaent Date: Apr 06, 2012

Enter or Edit Comment:
4/5 Sick Leave, 3 hours, Daughter sent home
with fever

[ Save l | Previcus Menu

Made By: You
Comment Date: Apr 06, 2012
Comment: Time Sheet Returned

Preview Time Sheet

Always preview the time sheet to verify that the dates and times are accurately recorded. Check
totals per day and earning codes were necessary. Click Previous Menu to return to the time sheet.

2ITE NS MELD  ExlY

Summary of Reported Time

¥ Sat your ponter lyout T8 Landecdpo Deftre protng

umen Resources, 120201

o aurs mamalAL 4, 96965400
Tine Sheet
Tarning Shift Total Total dny , ey , Y dnesday, Thursday |, Friday | day , Y day , day , drnwsday, Thursday , Fridoy , Saturday ,
Coda Hours Units Mar 25, Mar 26, Mor 27, Mar 28, Mar29, Mar 30, Mar 31, A 01, AprQ2, Apr03, AprOd4, Ape 05, Apr 06, Apr 07,
013 012 w2 0137 2013 W3 012 W03 017 W12 w2 20132 2013 J013
Mugde 1 0o n s [} s [ u s " a 5
Hour
Fput
Total Hours: L1 a e ] -4 L} a 2 L} s .
Totad Units: ]
Comments
Date Marde by Comments
Apc 06, 2012 01:38 pm Steghao Luckjansky TERE iS5 3 Comment about any date
Apr 0, 3012 01:22 pm : Tarm Srwat Neturmd

Provious Mo |

14
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Submit for Approval

Certification/PIN

By certifying your time sheet, you agree that the time entered is a true and accurate record of the time
worked. To certify your time, you must enter your six-digit PIN. See Set Your PIN (p. 6) for details.

WARNING: Do not share your PIN with others it is used to validate your identity.

1. Enter your PIN.
2. Click Submit to send the time sheet to your approver (supervisor) after entering your PIN.

b (e - R - Paow v Sefetyv Tockv e

Youngstown

Banner Sell-Service

Personal Information  Alumni and Friends  Student  Financial Aid TP WebTailor Administration  Fisance

SITEMAP MELP ©MIT

Certification

1 certify that the time entered represents a true and accurate record of my time, 1 am responsble far any changes made using my [0 and FiN

Enter your PIN and sedact Subext |f you agrae with tha previous statement. Othermise, sedact Exit and your time ransaction wil not ba subawtted for approval. You will be
adrected to tha User Logout wab page

PIN: cennes)

| Submit.

A reply message indicating your timesheet has been submitted successfully is displayed. You will
also notice the Submitted for Approval By date indicated and the name of the individual in the
routing queue who is your approver in the Waiting for Approval From area.

Time and Leave Reporting

¥ Saluzt tha link uncer s dete to wmter hours or days. Swiect Mext or Erevicus 1= nangets through the dates within the parod

| —
Your time sheet was submtted successFully.
Time Sheet
% Srogr - $95002-00

¥
Department and Number:

Time Sheat Parad: L
Submit By Date: Dec 06, 2011 by 1159 PM
Carmng Shift Defawlt Total  Totel Sunday Mondey Tuesdoy Wednesday Thursday Triday Saturday
Hours or Units Hours Units Nov 20, 2011 Newv 21, 2011 Nov 22,2011 Nov 23, 2011  Nov 24, 2011 Neov 25, 2011 Nov 26, 2011
Regular Hour [nout L o 64 Enter Haurs ¢ (] " ) Eatar Waurs
o S 1 2 £t haurs Entas wours Drtar Wours
red i o
1 [
srscnel Develsp 1 < o
ol Leave Gr 220 1 ¢ o
al Leave Accrual 0 0
v WAy
/Py P 5
wy
th Fa
e Leave
Absent, No Approved Leave 1 0
Total Hours: 20 0 8 2 8
Total Units: 0 0 ¢ 2 0
Faaition Cemcticn || Cammants | [ Sraview | [fest] [ Raton Time |

Submitted for Approval By:
Approved By:
Waiting for Approval From:

15
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Return Time (to correct errors)

When your time has been submitted and you realize you should change your entries you can return
your time sheet for corrections. This must be done prior to the Submit by Date and before your time
is approved by the Approver.

Click Return Time to pull your time sheet back for corrections.

- Pawe Sdatye Tocke @

<7
'

2 vvw o Lowren Beporing

Percneal Information Al and Frimeds  Gludent M‘ Faance

Time and Leave Reporting
¥ Salwct tha lirk uncer @ dute to weter hours or duys. Select Sext or Frevicus 1o nevigets throcgh the Setes mithin the serad

Yaur time shest was submetted succemfully,
Time Sheet
Title and Number;
Department and Number:
Time Sheat Perod:
Subwmit By Date:
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Legel Leave with Fay
Seresvement Leave 1 [} 0 Eoter ¥ours Inter Maury
Absant, No Approved Leave 1 o 0 Enter Hours Trter Mouss Ertwr Hours Enter Moo
Total Hours: 80 0 ) ]
Total Units: 0 0 0 Q

\Foattion Eetection || Comments || Freview | lf.'!r!E“"-“" Time

Submitted for Approval By: You on Dec 01, 2011
Approved By:
Waitting for Approval From: Rosalyn Donaidson
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Ervet Mours Eter Mours Ente
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You will receive a notice of your transactions being returned when you request to have them returned.
Correct your errors and re-submit your time sheet for approval.

Warning: If your time is returned by your supervisor you will not receive a notice.
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e TP
< Tune transaction successfully MuD

Title and Nomber: Pregr Analyst 4 Compt Sves « $94802.00

Department and Number: Comnieter Sarvces «« 160200

Tune Sheet Perud: Mov 20, 2011 t& Dec 03, 2012

Submit By Date: Oec 06, 2011 by F1:03 PM

Earning Shift  Defaalt Total  Total Sunday Moaday Tuesday Wednesday 1h

Hours or Units  Hours Units Nov 20, 2011 Nev 21, 2011 Nov 22,2011 Nov 23, 2011 N
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Correct, Remove, or Restart a Time Sheet
On the Time Sheet Selection page, open the time sheet to make corrections. The time sheet must

not be in Approved status.

Correct or Remove Time Entries
Click on the number displayed in the columns to open the Hours block.

a. Correct the time by entering the new hours in the Hours block — or --

Remove time by placing a zero in the Hours block.
b. Click Save after your changes have been made.

Restart Time Entries | Note: Choosing Restart will eliminate every time entry.

a. Click Restart to remove all time entered and reset every entry field to “Enter Hours”. The

Restart Confirmation page is displayed prior to the restart.
b. Click Submit to clear your time sheet or Cancel to return without removing all of the time

entered.
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Absent, No Approvec Leave
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Total Units:
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Exit Self-Service
Please close your Self-Service sign on by choosing Exit, closing the window or tab in your internet
browser.
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