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Self Service Banner Web Time Entry

Select period from the drop-down menu

Employee
Time Sheet Selection

Home = Select Time Sheet

¥ Make a selection from My Choice. Chaoose a Time Sheet period from the pull-down list. Select Time Sheet.

Title and Department Iy Choic i
Student Work Study, SW9922-00 & | Oct 02, 2011 to Oct 15, 2011 Nt Started |+ | ]

Office of Human Resources, T70007

Time Sheet
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Self Service Banner Web Time Entry

Click the clock icon to clock in or out
Note the date

Time and Leave Reporting

Home = Time Sheet

P Selectthe link under a date to enter hours or days. Select Mext or Previous to navigate through the dates within the period.
Time Sheet
Title and Number: Student Work Study -- SW9922-00

Department and Number: Office of Human Resources -- T70007

Time Sheet Period:

Submit By Date:

Oct 02, 2011 to Oct 15, 2011
Cct 19, 2011 by 08:00 PM

Clock In Earning Shift Default Total Total Sunday Monday

Tuesday Wednesday Thur
or Out Hours or Units Hours Units Oct 02, 2011 Oct 02, 2011 Oct 04, 2011 Oct 05, 2011 Oct
p—
@ Regular Pay 1 ] 2 Me Time Entry Me Time Entry Me Time Entry Me Time Entry i
——
Adjustment 1 a a Enter nits Enter nits Enter Units Enter Units
Total Hours: o ] a a a

Total Units:

o
Fosition Selection m m Submit for Approval

a a a

a

Submitted for Approval By:
Approved By:

Waiting for Approval From:
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Self Service Banner Web Time Entry

Time is rounded

Clock In and Out

Home = Clock In Out page

¥ Entertime atintervals of 15 minutes in the 99:99 form:
changes in Clock Time In or Clock Time Qut. Be sure-

Date: Wednesday, Oct 12, 2011

Earnings Code: Regular Pay

Clock In
shit  System Clock Clock Time
Time In e, Adjusted

[t 03:02PW Joz:o0 | [Pm ] r I_

Northeastern State University 5



Self Service Banner Web Time Entry

Clock In and Out

Home = Clock In Out page

9 Entertime atintervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total
changes in Clack Time In or Clack Time Qut. Be sure to ente ra comment explaining the adjustment and press Save to store

Date: Wednesday, Oct 12, 2011
Earnings Code: Regular Pay
 Clock In Clock Out N\
shitt  System Clock Clock Time Comment Date System Clock {
Time In Time In Adjusted and Timg  Time Out Time Out
[ 0302PW [oz:o0  [em 5 r | 4] 0403PN [oazo0 | [pm 2]
. hd v
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Self Service Banner Web Time Entry

Verify the Total Hours

Clock In and Out

Home = Clock In Out page

¥ Entertime atintervals of 15 minutes in the 99:99 format, For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours.To manually enter or adjust system ¢ alculated Clock Time, make
changes in Clock Time In ar Clock Time Out. Be sure to enta r a comment explaining the adjustment and prass Save to stare changes.

Date: Wednesday, Oct 12, 2011
Earnings Code: Regular Pay
Clock In Clock Out —
shift  System Clock Clock Time Comment Date System Clock Clock Time Comment Date Activity Date § Total
Time In e Adjusted and Time  Time Out T Adjusted and Time  and Time | Hours

|1_ 03:02 P |.33:gg |pm g r ] 04:03 I |U;:gg |pm g r 4 Oct 12, 2011 1
04:03 PN
i i

Total: |

Rreriee T e ] o

Account Distribution

Earnings Code Shift Hours

Regular Pay 1 I  Account Distribution
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Self Service Banner Web Time Entry

Successfully submitted time sheet

Time and Leave Reporting

Hame = Time Sheet

Mext or Previous to navigate through the dates within the period.

L Your time sheet was submitted successfully.

e STt
Title and Number: Student Work Study -- SW
Department and Number: Office of Human Resources
Time Sheet Period: Oct 02, 2011 to Oct 15, 2C
Submit By Date: Oct 19, 2011 by 05:00 PM
Clock In  Earning shift Default Total Total Sunday Monday Tuesday
or Out Hours or Units Hours Units Oct02, 2011 Oct 03, 2011 Oct 04, 201
@ Regular Pay 1 0 1 Me Time Entry Mo Time Entry Mo Time
Adjustment i 0 o Enter Units Enter Units Enter
Total Hours: 1 0 0

Total Units: 0

o Q

Submitted for Approval By: You on Oct 12, 2011
Approved By:

Waiting for Approval From: Rickie Manes
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Self Service Banner Web Time Entry

Notice the Status says Returned for Correction

Time Sheet Selection

Home = Select Time Sheet

¥ Wake a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

My Choice Pay Period and Status
| oct 02, 2011 to Oct 15, 2011 Return for t:c:rrecticnj]

Title and Department

Student Work Study, SW9922-00 &
Office of Human Resources, T70007

Time Sheet
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Self Service Banner Web Time Entry

Notice if the approver rejects (returns)
the timecard

Time and Leave Reporting

Home * Time Sheet

P Selectthe link under a date to enter hours or davs. Select Next or Previous to navigate through the dates within the period.

(L. Time transaction successfully returned.

L
Title and Number: Student Work Study -- SW9922-00
Department and Number: Office of Human Resources -- T70007
Time Sheet Period: Oct 02, 2011 to Oct 15, 2011
Submit By Date: Oct 19, 2011 by 08:00 PM
Clock In Earning shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
or Dut Hours or Units Hours  Units Oct02, 2011 Oct 03, 2011 Oct 04, 2011 Oct 05, 2011 Oct 06, 2011 Oct 07, 2011 Oct 08, 2011
@ Regular Pay 1 ] 1 Mo Time Entry Me Time Entry Me Time Entry Mo Time Entry Mo Time Entry M Time Entry Me Time Entry
Adjustment 1 ad a Entar Units Enter Units Enter Units Enter Units Entsr Units Entzr Units Enter Units
Total Hours: 1 b a b a ] a a

Total Units:

J J ]

] a a ] ]

Submitted for Approval By:
Approved By:

Waiting for Approval From:
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Self Service Banner

Web Time Entry

Notice Summary and Detail lines. Also notice
Comments.

Summary of Reported Time

Home = Display Time Sheet Preview

P set your printer layout to Landscape hefore printing.

Lala Bell Office of Human Resources, TF0007
Student Work Study, SW9922-00
Time Sheet

Earning Shi
Code

Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday, Monday, Tuesdayl] Wednesday, BThursday, Friday, Saturday,
Oct02, Oct03,  Oct04, Oct 05, Oct 08, Oct07, Oct08, Oct09, Oct10, Oct11, Oct12, Oct 13, Oct14, Oct15,
2011 2011 201 2011 201 2011 201 2011 201 201 2011 2011 2011 2011
Regular 1
Pay

Total Hours:

Time entry Detail

Total Units:
Time In and Out, Regular Pay

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Oct 02, Oct 03, Oct 04, Oct 05, Oct 06, Oct 07, Oct 08, Oct 09, Oct 10, Oct 11, Oct12, Oct 13, Oct 14, Oct 15,
2011 2011 2011 201 2011 2011 2011 2011 2011 2011 201 2011 201 2011
02:00 FM
04:00 FM
Comments
Date Made by Comments
Oct12 2011 04:04 pm You Time Sheet Returned
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Self Service Banner Web Time Entry

Comments are required when manually entering time.

9 Entertime atintervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours. To manually enter or adjust system ¢ alculated Clock Time, make

changes in Clock Time In or Clock Time Cut. Be sure to ente r a comment explaining the adjustment and press Save to store changes.

Date: Tuesday, Oct 04, 2011

Earnings Code: Regular Pay

Clock In
Shift  System Clack Clock Time
Time In Tl Adjusted
- [orzo0 | [eM ] F
o | [am =] r
o | [am =] r
o | [am =] r
A o e

Comment

fargot to clock in

= = I s e L ) i

Date
and Time

Dct12, 201
04:08FM

Clock
Time Cut

Clock Time Comment
Adjusted

| & Y

¥ tcrgct to clock out &

n =
i
n =
i
m =
i
m =
i

Date

and Time
Oct12, 2011 |Oct12, 2011

04:07 P

Total; |

Northeastern State University

Activity Date  Total
and Time

04:08 PM

Hours

2

ra



Self Service Banner Web Time Entry

Comments are required when manually entering time.

Another example.
Clock In and Out

Home = Clock In Out page

P Enter time atintervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save 1o display Total Hours. To manually enter or adjust system ¢ alculated Clock Time, make
changes in Clock Time In or Clock Time Qut. Be sure to ente r a comment explaining the adjustment and press Save to store changes.

Date: Wednesday, Oct 05, 2011

Earnings Code: Regular Pay

Clock In Clock Qut
shit  System Clock Clock Time Comment Date  System Clock Clock Time Comment Date  Activity Date  Total
Time In gl Adjusted N and Time  Time Out fniut Adjusted andTime  andTime  Hours
ll_ IEI2:DD IPM 'l [ ] forgot to clock in ﬂ IEIS:DD IPM 'l [ ] forgot to clock out ﬂ 0
| =
i | [am =] r | =] | [am =] r | = 0
| =
[ | [am =] ] o] | [am =] ] ] 0
= =
[ | [am =] r =] | [am =] r ] 0
= =
[ | [am =] m <] | [am =] m =] 0
= =
Total: | 0

Add ew Line Delete
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Self Service Banner Web Time Entry

Click Submit for Approval when time sheet
corrections have been made.

Time and Leave Reporting

Home = Time Sheet

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

Time Sheet
Title and Number: Student Work Study -- SWa9922-00
Department and Number: Office of Human Resources -- T70007
Time Sheet Period: Oct 02, 2011 to Oct 15, 2011
Submit By Date: Oct 19, 2011 by 08:00 PM
Clock In  Earning Shift Default Sunday Monday Tuesday Wednesday Thursday Friday Saturday
or Out Hours or Units Oct02,2011  Oct03,2011  Oct04,2011  Dct05 2011  Oct06,2011  Oct07, 2011  Oct 08, 2011
@ Regular Pay i 0 Mo Time Entry Mo Time Entry 2 Mo Time Entry 2 Mo Time Entry Mo Time Entry
Adjustment i 0 Enter Units Enter Units Enter Units Enter Units Enter Units Entzr Units Entzr Units
Total Hours: h] h] 2 a 2 a b
Total Units: g g g a a a a

Position Selection m m L — Restart m

Submitted for Approval By:
Approved By:
Waiting for Approval From:
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Self Service Banner Web Time Entry

Time Sheet submitted, waiting on approval.

Time and Leave Reporting

Home > Time Sheet

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

l (L Your time sheet was submitted successfully.

Title and Number:

Department and Number:

Time Sheet Period:

Submit By Date:
Clock In  Earning Shift Default Total Total Sunday
or Qut Hours or Units Hours  Units Oct02, 2011
@ Regular Pay 1 7 5 Mo Time Entry
Adjustment 1 3 ] Enter Units

Total Hours: 5 1

Total Units:

] ]
=D = @@ @

Submitted for Approval By:
Approved By:

Waiting for Approval From:

Northeastern State University

Student Work Study -- SW9922-00
Office of Human Resources -- T70007
Oct 02, 2011 to Oct 15, 2011

Oct 19, 2011 by 08:00 PM

Monday Tuesday Wednesday Thursday Friday Saturday
Oct 03, 2011 Oct 04, 2011 Oct 05, 2011 Oct 06, 2011 Oct 07, 2011 Oct 08, 2011
Mo Time Entry 2 Mo Time Entry 2 Mo Time Entry Mo Time Entry
Enter Units Enter Units Enter Units Enter Units Enter Units Enter Units
] 2 J 2 a ad
a 0 0 il b 0
You on Oct 12, 2011
Rickie Manes
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Self Service Banner Web Time Entry

Approved Time Sheet

Time Sheet Selection

Home = Select Time Sheet

¥ Make a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

Title and Department My Choice Pay Period and Status
Student Work Study, SW9922-00 |Oct 02, 2011 to Oct 15, 2011 Approved =]
Office of Human Resources, T70007

Time Sheet

16
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Self Service Banner Web Time Entry

Approved with Comments

Time and Leave Reporting

Home > Time Sheet

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

Time Sheet

Title and Number:
Department and Number:

Time Sheet Period:

Student Work Study -- SW3922-00
Office of Human Resources -- T70007
Oct 02, 2011 to Oct 15, 2011

Submit By Date: Oct 19, 2011 by 08:00 PM
ClockIn Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
or Out Hours or Units Hours Units Oct 02, 2011 Oct 03, 2011 Oct 04, 2011 Oct 05, 2011 Oct 06, 2011 Oct 07, 2011 Oct 08, 2011
@ Regular Pay i 0 ] Ma Time Entry Ma Time Entry 2 3 2 Mo Time Entry Mo Time Entry
Prior Pay Period Hours 1 0 ] Entsr Hours Entsr Hours Entsr Hours Enter Hours Entzr Hours Entzr Hours Enter Heurs
Total Hours: 5 ] ] 2 3 2 2 2
Total Units: il il il il b b b b
o I
Submitted for Approval By: You on Oct 12, 2011
Approved By: Rickie Manes on Oct 12, 2011 with Comments
Waiting for Approval From:
Northeastern State University 17




