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Begin departmental time entries by logging in to
BANNER and reviewing the banner form PHATIME.

[~ DEVEL Banners
Eile Help

Go To... | Bd|

My Banner
[ Employee Jobs [NBAJOBS]
2 Employee BenefiYDeduction [PDADEDN]
= Check Detail Inquiny [PHICHEK]
[2) Time Sheet Keys [PHITSKY]
) On-line Time Entry [PHAHOUR]
[ Job Year To Date Totals [PEIJTOT]
[ Deduction Year To Date Totals [PEIDTOT]
2 Employee [PEAEMPL]
) Employee Year To Date Totals [PEIETOT]
[ Employee Leave History [PEILHIS]
2 Employee Class Rules [PTRECLS]
= identification [PPAIDEN]
[2) Direct Deposit Recipient [GXADIRD]
[E) Run Oracle Report [GZAORPT]
2 General Student [SGASTDN]
= Employee Leave Balances [PEALEAV]
= Pav Hictans | eave Accrmale IOHIACTR]

Banner Broadcast Messages

o

2 General Menu GUAGMNU 8.3.0.5 (DEVEL) - Monday, April 16, 20 Gl

Welcome, Department Timekeeper.

wlll \onday, April 16, 2012 01:32:13 PM

Products:

Menu | o

My Links
Change Banner Password
Check Banner Messages
Tech e-mail
Houghton Weather
Pasty Radio
Payroll Services

MTU Documentation

Discoverer

My Institution

L

Index

Enter the object name; Press LIST for listing
_Record: 141 | | | |
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Index

Run PHATIME in the “Go To...” section.

= DEVEL Banner8 o

Eile Help

[Go To... [PHATIME ] Welcome, Department Timekeeper. Products: > Menu | Site M

My Banner My Links
[ Employee Jobs [NBAJOBS]
2 Employee BenefiYDeduction [PDADEDN]
= Check Detail Inquiny [PHICHEK] Check Banner Messages  d
= Time Sheet Keys [PHITSKY] Tech e-mail
) On-line Time Entry [PHAHOUR]
[ Job Year To Date Totals [PEIJTOT]
[ Deduction Year To Date Totals [PEIDTOT] Fasty Radio
2 Employee [PEAEMPL] Payroll Services
) Employee Year To Date Totals [PEIETOT]
[ Employee Leave History [PEILHIS]
2 Employee Class Rules [PTRECLS]
= identification [PPAIDEN]
[2) Direct Deposit Recipient [GX}XADIRD] My Institution
) Run Oracle Report [GZAORPT]
2 General Student [SGASTDN]
= Employee Leave Balances [PEALEAV]
= Pav Hictans | eave Accrmale IOHIACTR]

Change Banner Password

Houghton Weather

MTU Documentation

Discoverer

Banner Broadcast Messages

Enter the object name; Press LIST for listing | ]
_Record: 171 | | | | | <osc> J

1885 - 2010

CELEBRATING 125 YEARS




You will be brought to the PHATIME entry form. The
User ID, Entry by:, COA, Year, Time Entry Method and
Transaction Status will automatically populate.

|- DEVEL Banner 8: Open > PHATIME =<

Eile Edit QOptions Block Itemm Record Query Tools Help

(=) HEEES o9 BEBEEEE @ S ‘ @ X

Jobs
D t m = t Name Position Suffix Stat Method
=
Time Enty = Timein Special 2 Hours  Totals y
Earn and Out Shirt Rate = or Units Earmn
i)

Total Hours:
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|/ DEVEL Banner8: Open > PHATIME ==X
File Edit Options Block Item Record Query Tools Help

@00 BEEE 37 YBE 6 5 B 5 55 0 X . Enter the correct time sheet
Useri:  ProxyFor | = Superuser Organization Number- Select

Entry by: |Time Sheet v Time Entry Method: :Department

ol O il il T the Transaction Status that
\_ W ]
fits your needs. Enter the

ID Last Name First Name Position Suffix Status Method

5 Year, Payroll ID (BW) and

Time Entry Time In Special Hours  Totals by

= meou Sut Rateerbnts - Eam | Payroll Number to work on.
| , [ |
‘ N D S —— Press Enter.
[ ]|

\
[
\
\
i
\
1

Total Hours: | ‘ \ [
Total Units: [ ( 7‘ ‘ | I ‘

Payroll Number, press LIST for valid Codes. |
Record: 1/1 | | | <0sC>

1885 - 2010

CELEBRATING 125 YEARS



|-/ DEVEL Banner8: Open > PHATIME BEX
File Edit Options Block [tem Record Query Tools Help
& BaB ‘?J %ﬂ P D@ D& L { X
{53 X
l . . . . ’
The ‘Time Entry Selection Criteria
User ID: Proxy For: v Superuser
Entry by:  Time Sheet v Time Entry Method Department v 1 H
T D e (0 T L B screen will appear. You can enter in an
Year: 2012 Payroll ID: BW ¥ Bi-Weekly Payroll Number: 8 ¥ 01-APR-2012 to 14-APR-2012 . . . 0 .
individual to work on in the Time
Jobs
D

| | w« .| | Sheet Org or you can leave the ID and
Last Name blank to select all with the

Eam Employee

. mm : Time Sheet Org. Click ‘OK’.

Last Name:

Total Hours:
Total Units

Empl ID; press LIST for Namelld search \
Record: 1/1 [ 2 | <0sC>
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Index

Select ‘Yes’ to start the electronic time sheets.

|/ DEVEL Banner8: Open > PHATIME | =1<]
Window
L7 %
User ID: Pro:xy For: ¥ [JSuperuser
Entry by: Time Sheet -2 Time Entry Method: Department 2
COA: U Organization: > Transaction Status: Mot Started -
Year: 2012 Payroll ID: BW ¥ Bi-Wweekly Payroll Number: =) ¥ 01-APR-2012to 14-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
= a
Extract Process
Time Entry Til
Earn an
e J Do you want to extract time to begin time entry?
Total Hours:
Total Units:
< »
Empl ID; press LIST for Name/ld search. |
Record: 1/1 | | = | =0sC>=
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Index

Click on ‘Continue’ to go to the electronic time sheets.

|/ DEVEL Banner8: Open > PHATIME | =)|><
File Edit Options Block Item Record Query Tools Help
— = -~ v’_‘ — — 2 = .
= REEE fie =) I 5 X
L7 nic Approva ity P ‘X
User ID: Proxy For: . [JSuperuser
Entry by: Time Sheet = Time Entry Method: Department ~
COA: u > Organization: i Transaction Status: Mot Started s
Year: 2012 Payroll ID: BW ¥ Bi-weekly Payroll Number: 8 ¥ 01-APR-2012 to 14-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
= -
Time Entry
Earn
o ) 3 time record(s) processed with no errors.
Total Hours:
Total Units:
< >
Orgn Code; press LIST for valid codes. |
Record: 111 | | .| Listofvalu... | | =0sC=
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-5

a0 8688 59 088 G/E : You are now in the PHATIME Jobs
Block. You can now either select an
I o e — individual from the Search button or
” B you can start with the person

: mmms CaE DTEm TR already selected. To enter hours for

this person, select the ‘Next’ block
: JUp—— L button.

R ']
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DEVEL Banner8: Open » PHATIME = Q@
File Edit Options Block Item Record Query Tools Help
= BAEEE Y9 EEX @ & I {3 X

i " You are now ready to enter time

Year: 2012 Payroll ID: BW | ¥ |Bi-Weekly Payroll Number: 8 ¥ |01-APR-2012 to 14-APR-2012 fo r t h e Se I e Cte d e m p I Oye e ° YO u
can either enter in the Earnings

1D Last Name First Name Position Suffix Status Method

M33333333 che James Z04001 |00 In Progress |Department : Code you Wa nt to enter in time
Time Enty oo B el . . for, or click on the Search button

Eam and Out Shift Rate or Units Eam
j Apr01  Apr02 Apr03 Apr04 Apr05 Apr06  Apr07

: to see a list of enterable
Earnings Codes.

Total Hours:
Total Units:

Enter Eamings Code; Listis available \ 1
Record: 1/1 | | | | <08C»
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If you choose to search for eligible entry codes,

highlight the appropriate code and click on ‘OK’.

DEVEL Banner8: Open > PHATIME
Eile Edit Options Block Iltem Record Query Tools Help

-

Employee Earnings Codes

Flndr';o

Rate Ind

Description

| 200 Overtime R

_d) Ii OK I WQancel)

5 = ) .
= BB B E W @ & 5 X
L7 fronic A als of y P %
User ID: Proxy For: X
Entry by: Time Entry Method:
COA: U > Organization: ¥ Transaction Status:
Year: 2012 Payroll ID: BwW * Bi-Weekly Payroll Number: g8 ¥ 01-APR-2012 to 14-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
M33333333 ¥ Doe James Z04001 oo In Progress Department =
Time Entry Time In Special Hours Totals by .
Earn and Out Shift Rate or Units Earn 2 on e ied K Gl S
Apr 01 Aproz Apro3 Apr04 Apr0s Apr 06 Apr07

Choices in list: 2

Record: 1/1 | | = | | | =osC=
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Index

If necessary, enter the Shift Number in the ‘Shift’ field
and press Enter.

DEVEL Banner8: Open > PHATIME | =1=<|
Eile Edit Options Block Itern Record Query Tools Help
= B aEE S ; & & I 5 : X
Electronic Approvals of Ti
User ID: [@wse st T Proxy For: -
Entry by: 77‘ Time Entry Method: )é =]
COA: U > Organization: ‘ [+ Transaction Status: |
Year: 2012 Payroll ID: éw | v ] VEli—Weekly Payroll Number: E] . }’D1—AF‘R—2EI12(0 14-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
M33333338 | v |[Doe [1ames zoaoo1 oo In Progress [Department =
Time Entry Time In Special Hours Totals by )
Earn and Out Shift Rate or Units Earn S Iion e wed hu L] SEL
, Apr 01 Aproz Apro3 Apro4 Apr0s Apr 06 Apr07
001 |Regular Rate 0.000000 } ] i | i } i =
\ [ i 3l 1
Ll . \ \
\ \ \
] i i
\ 1 [
; : | | |
i [ — ( ) —
i 7 N B [ 3 [ z N =
| |
Total Hours: 0.00 ooo[  0.00 oo oo0 ooo[ ooof ooo
Total Units: 0.00 [ [ [
<| >
Enter Shift |
Record: 111 | | | | =osc=
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Index

In the correct days, enter hours claimed. Repeat
entering hours until all days have been filled out.

DEVEL Banner8: Open > PHATIME
File Edit Options Block Item Record Query Tools Help
= RBEE B W E &&= I 5 : X
User ID: e § Proxy For: - |
Entry by: E Time Entry Method: s
COA: u > Organization: R | Transaction Status: |
Year: [2012 Payroll ID: Bw [~ |Bitweekly Payroll Number: [s [~ [01-aPR-2012t0 12-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
[Mmzz333333 [~ |[Doe [James [zoaoo1  [oo In Progress [Department =
Time Entry Time In Special Hours Totals by )
Earn and Out Shift Rate or Units Earn Sun Loty e wed T il SEG
>, Apro1 Aproz Apr03 Apro4 Apr 05 Apr 06 Apr 07
001 |Regular Rate 1 0.000000 ] I ] i ) =
\ \ i )| L ] ) s
\ \ [ 1 \
| |
| | | |
[ i ) ) \
1 i i ] . [ i
| N ] 3 i 3 [ R -~
Total Hours: 0.00 oo/ ooo[ ooof oo ooo| o000 0.00
Total Units: o.oo | [ [ [ ( (
<| >
Enter Time or Doubleclick on a daily breakdown field for Time InfOut Entry. |
Record: 1/1 | | = 0 | | =osc=
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| DEVEL Banner8: Open > PHATIME

S

(@]
>

File Edit Options Block Item Record Query Tools Help

BYE RAEE %% 8K Q& [ o I X

"B Electronic Approvals of Time Entry PHATIME 8.4 (DEVEL)
User ID: T Proxy For:
Entry by: Time Entry Method:
COA: u [ Organization: i Transaction Status:
Year: f2012 Payroll ID: BW | ¥ |Bi-Weekly Payroll Number: 8 1'" |01-APR-2012 to 14-APR-2012
Jobs

ID Last Name First Name Position Suffix Status Method
Ms3azaass [ oee James zoaont [oo In Progress Department =
Time Entry Time In Special Hours  Totals by
Eam and Out Shift Rate or Units Eam o Man e i il ol
ﬂ Apr01  Apr02 Apr03  Apr04 Apr05 Apr06  Apr07
001 |Regular Rate f 0.000000 [ 120 ao0[ 400 e[ B | 5
\ \ i [
\ \ \
[ [ |
| | |
[ [ T
[ [ [
| | [ v
Total Hours: 12.00 0.00 4.00 400 4.00 0.00 ‘ 0.00 0.00
Total Units: 000 | ] I [ (
4| »
FRM-40407: Transaction complete: applied records saved.
Record: 111 | | | | <05¢C>

After entering hours, click ‘Save’
to save the time transaction. The
Total Hours: and Totals by Earn
fields will automatically populate.
Repeat previous steps for
additional earn code lines.
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Index

When finished entering time, click on the ‘Options’
menu then click on ‘Submit Time for Approvals.

|/ DEVEL Banner8: Open > PHATIME | =)[<|
Eile Edit Block Item Record Query Tools Help
= View Errors [PHIDERR] I B & &
ubmit Time for Approvals ATIME 8.4 (DEVEL) :
Access Next Time Record
—
User = or: [=] X
View or Override Labor Distribution ! == = 5 ——
Entry Time Entry Method:
— — —
COA: | st Leave Balances bn: y ; he Transaction Status: 3 p
Year: View or Enter Comments |BW | ¥ Bi-Weekly Payroll Number: 1-APR-2012 to 14-APR-2012
Jobs
1 First Name Position Suffix Status Method
M3333 [James zo4oo01 oo In Progress [Department =
View or Change Routing Queue
Time Entny Time In Special Hours Totals by R
Earn and Out Shift Rate or Units Earn BN MonTae B aaredsThy Al S
Apr 01 Apr02 Apr03 Apr04 Apr05 Apr06 Apr07
001 |Regular Rate 1 0.000000 12.00 | 4.00 4.00 | 4.00 =
| { | |
|
Total Hours: | 12.00 0.00 | 4.00 4.00 | 4.00 0.00 | 0.00 ‘ 0.00
Total Units: 000 | [ ( [
<| >
FRM-40407: Transaction complete: applied records saved. |
Record: 1/1 | | = | | | =osC=
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Index

Your time transaction has been successfully submitted,
the Transaction Status should change to Pending. You
can now access other time sheets.

=/ DEVEL Banner8: Open > PHATIME
Eile Edit Options Block Itern Record Query Tools Help
A R R @ & &
lectronic Approvals of Time Entry PHATIME 4 (DEVEL)
User ID: [@aee it n § Proxy For: 2 |
Entry by: Time Entry Method: &
COA: U > Organization: [+ Transaction Status:
Year: 2012 Payroll ID: Bw [~ [Bitweekly Payroll Number: [& [~ [01-aPR-2012 to 14-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
rMazszassz [ v |[Doe [James zoaoo1 oo Pending [Department =
Time Entry Time In Special Hours Totals by )
Earn and Out Shift Rate or Units Earn S Iion e wed hu L] Sl
. Apr 01 Aproz Apro3 Apro4 Apr0s Apr 06 Apr07
|Regular Rate 1 0.000000 12.00 | ] a00| aoo| ao00/ ] =
|
Total Hours: 12.00 000 400 200 400 ooo[ ooof ooo
Total Units: 000 | [ [ [ [
<| >
Time transaction successfully submitted. |
Record: 1/1 | | = | | =osC=
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Index

Click on the ‘Options’ menu then click ‘Access Next
Time Record.

|/ DEVEL Banner8: Open > PHATIME M=)
Eile Editglock Item Record Query Tools Help

@ ) View Errors [PHIDERR] ZEE @&
ATIME 8.4 (DEVEL)

«t Time Record

NOTE: If you come to a
U IACCESSPVEViDUSTKmERECDm ) ‘ Time Sheet that does not
S v TR Eitoy Moo, [oopsren require any action, leave it

COA |t L eave Balances bn: | [+ Transaction Status:

Year: | view of Eriter Comiriants Bw [ [Bi-weeky Payroll Number: 8 [~ [01-APR-2012t0 14-APR-2012 b I an k an d access t h en ext

Jobs Approve Time .
1 First Name Position Suffix Status Method tl l I le re CO rd .
pfaggs) Somm:Time for. Correction James lzo4oo1 oo Pending Department =
View or Change Routing Queue
Time Entry Time In Special Hours  Totals hy )
Earn and Out Shift  Rate or Units  Eam S Mon  Tue  Wed:  Thul  Frll g
LJ Apr01  Apr02 Apr03 Apr04 Apr05 Apr06 Apr07
[Regular Rate 1 0.000000 12.00 | 400 400 400 =
: .
| |
| |
[ [ |
2 ‘ : |
| [
‘ \ [ -
| |
Total Hours: 12.00 ooo[ 400 400 400 ooo ooof o000
Total Units: | 000 | ( i (
4| »
Time transaction successfully submitted. |
Record: 1/1 || | | <osC>

1885 - 2010

CELEBRATING 125 YEARS




Index

Repeat the previous steps to add time entries for
remaining employees.

DEVEL Banner8: Open > PHATIME
Eile Edit Options Block Itern Record Query Tools Help
= E BB E e ; X
User ID: [ T Proxy For: =
Entry by: | Time Entry Method: | Deps =]
COA: U > Organization: | [+ Transaction Status: [ |
Year: 2012 Payroll ID: Bw [~ [Bioweekly Payroll Number: [e [~ [01-aPR-2012t0 14-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
n22222222 _:_l Smith |Jane uo4001 VDD i In Progress ;Depanrnent =
i Time In Special Hours Totals b
TE"::]rr? Ene and Out Shift l’:{ate or Units Earn L S Iion e wed hu L] SEL
J Apr 01 Apr02  Apro3 Apr04  Apr0s Apr06  Apr0O7
001 |Regular Rate 1 [ 0.000000 72.00 60.00 [ so0 soo| so0 soo| 400 =
300  |Holiday Pay [1 0.000000 8.00 a00 | i [ [
400 |vacation Time ) 1 M 0.000000 [ 2.00 [ \
|soo  [sickTime |1 0.000000 s.00 | [ \ [
1 i T i ;
{ ) | i
| | | [ |
‘ ‘ I ! \
[ | [ | -~
Total Hours: 80.00 ooo| =00 soo0| so0 soo[ soo[ o000
Total Units: 0.00 | [ |
<| >
FRM-40407: Transaction complete: applied records saved. | J
Record: 2/4 | | = | | =osC=
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Before you submit time for approval, click on the
‘Options’ menu then click ‘View or Enter Comments.’

= DEVEL Banner8: Open > PHATIME

Eile Editglock Itern Record Query Tools Help
View Errors [PHIDERR] St

Electrd Submit Time for Approvals

BR[[=)] <

Access Next Time Record

Access Previous Time Record -
User | or: >
Entry Time Entry Method: i
COA: | st Leave Balances pn: [= Transaction Status: |
Year or Enter BwW | - Bi-Weekly Payroll Number: 8 [~ |01-APR-2012 to 14-APR-2012
Jobs

1 First Name Position Suffix Status Method

M3333 [aames zosoo1  |oo In Progress [Department | =

View or Change Routing Queue
Time Entry Time In Special Hours Totals by )
Earn and Out Shift Rate or Units Earn S0 Ion ge aied il il =t

;‘ Apr 01 Apr02  Apr03 Apr04 Apr05 Apr06 Apr07
|Regular Rate 1 0.000000 12.00 4.00 400, 400 =
{ | |
Total Hours: 12.00 s00[ ao00 ao00f
Total Units: 0.00 [ ( \
<] >
Enter Earnings Code; Listis available |
Record: 141 | | =l | | =0sC=

1885 - 2010
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Index

Click inside the Current Comments area to enter
comments.

|/ DEVEL Banner8: Open > PHATIME M= <]
Eile Edit Options Block Itern Record Query Tools Help -
= HEEE B L1 < I X
User ID: Proxy For: -
Entry by: Time Entry Method:
COA: u > Organization: Rl Transaction Status:
Year: 2012 Payroll ID: B ~ Bi-Wweekly Payroll Number: g ¥ 01-APR-2012t0 14-APR-2012

"7 Comments PHATIME 8.4 (DEVEL)

Previous Comments

Date and Time:
Made By: Confidential

/Current Comments \

\ Confidential /

Enter Comments |
Record: 1/1 | | = | | <osC=
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Index

Type in your comment and click ‘Save’.

DEVEL Banner8: Open > PHATIME

dit Options Block Item Record Query Tools Help

REEE e EE SN I3 = X
User ID: Proxy For: -
Entry by: Time Entry Method:
COA: u > Organization: > Transaction Status:
Year: 2012 Payroll ID: BwY * Bi-Weekly Payroll Number: =] ¥ 01-APR-2012to 14-APR-2012

S Comments PHATIME 8.4 (DEVEL)

Previous Comments
[

Date and Time:

Made By: Confidential

Current Comments

Confidential

FRM-40400: Transaction complete: 1 records applied and saved. |
Record: 1/1 | | =1 | | =osC=
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Index

Click on the ‘Options’ menu then select ‘Time Entry
Data’ to return to the time sheet.

= DEVEL Banner8: Open > PHATIME
Eile Edltglock Item Record Query Tools Help

E,] ) View Errors [PHIDERR % ?__;ﬁ, =2 T E I & I % [y :"U [ =k &2 | @ X

] [=0[><

User ID: Proxy For:

Entry by: Time Entry Method:

COA: U > Organization: . Transaction Status:

Year: 2012 Payroll 1D: BW ¥  Bi-Weekly Payroll Number: 8 ¥ 0D1-APR-2012to 14-APR-2012

%8 Comments PHATIME 8.4 (DEVEL)

Previous Comments

Date and Time:

Made By: Confidential

Current Comments

]

HAdd your comments here

Confidential

FRM-40400: Transaction complete: 1 records applied and saved |
Record: 141 | | = | | =osC>
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Overriding Labor Distributions
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Index

After you have saved your hours entered, select the
appropriate day that you would like to override the
labor distribution for.

=/ DEVEL Banner8: Open > PHATIME
File Edit Options Block Item Record Query Tools Help
B B AEEB » e Bo EYEE : X
Electronic Approvals of Time Entry PHATIME 8.4 (DEVEL
User ID: [ @bt § Proxy For: - |
Entry by: E Time Entry Method: | Deps
COA: u bt Organization: ‘ e Transaction Status: [ |
Year: [2012 Payroll ID: Bw [~ |Bitweekly Payroll Number: [s [~ [01-aPR-2012t0 12-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
[Mmzz333333 [~ |[Doe [James [zoaoo1  [oo In Progress [Department =
Time Entry Time In Special Hours Totals by )
Earn and Out Shift Rate or Units Earn Sun Loty e wed T il SEG
>, Apro1 Aproz Apr03 Apro4 Apr 05 Apr 06 Apr 07
001 |Regular Rate 1 0.000000 12.00 ] 200 ao00/ | =
\ \ i )| L ] ) s
\ \ [ 1 \
| | |
| | | |
- : ’ i | |
1 i i ] . [ i
| N ] 3 i 3 [ R -~
Total Hours: 12.00 ooo[ 400 400 400 [
Total Units: o.oo | [ [ [ \
<| >
Enter Time or Doubleclick on a daily breakdown field for Time InfOut Entry. |
Record: 141 | | = | | =osC>

1885 - 2010
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Index

Click on the ‘Options’ menu then select ‘View or
Override Labor Distribution’.

|~/ DEVEL Banner8: Open > PHATIME || =)< |
Eile Edit Block Item Record Query Tools Help
= ) View Errors [PHIDERR] it
Electrd Submit Time for Approvals
Access Next Time Record
Access Previous Time Record -
User - or: >
Entry — Time Entry Method: :
COA: List Leave Balances pn: ! - Transaction Status: L |
Year: View or Enter Comments BW | ¥ |Bi-Weekly Payroll Number: 8 = |01-APR-2012 to 14-APR-2012
Jobs
1 First Name Position Suffix Status Method
M3333 [aames zosoo1  |oo In Progress [Department | =
View or Change Routing Queue
Time Entry Time In Special Hours Totals by )
Earn and Out Shift Rate or Units Earn S0 Ion ge aied il il =t
;‘ Apr 01 Apr02 Apr03 Apr04 Apr05 Apr06 Apr07
001  |Regular Rate 1 0.000000 12.00 | 400, 400 =
{ | |
Total Hours: 12.00 ooo[ so0[ so00[ ao00f ] |
Total Units: ooo | [ ( \
<] >
Enter Time or Doubleclick on a daily breakdown field for Time InfOut Entry. |
Record: 141 | | =l | | =0sC>=
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Index

You will be brought to the ‘Override Labor Distribution’
entry form where you can edit Labor Distributions.

|~/ DEVEL Banner8: Open > PHATIME | =)< |
File Edit Options Block Item Record Query Tools Help
FRa R BB B 2 e | e | G &R [ a2 @ X

"8 Override Labor Distribution PHATIME 8.4 (DEVEL) ©

Earn: 001 li:rlégulrarrFie:ie Shift: [+ COA: V]

Default Labor Distribution
Percent Inde:c Fund Orgn Account Program Activity Location Project Cost

100.00 [ ] G00000 PB41 263 [ =

Override Labor Distribution

Date: |02-APR-2012 Total Hours or Units entered for Date: | 4.00
Hours or Units Inde:x Fund Orgn Account Program Activity Location Project Cost
[+ [+ =2 - | [ [+ [+ - [+
[ [ [ -
FRM-40350: Query caused no records to be retrieved. |
Record: 111 | | = | | =osc=
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Index

In the ‘Override Labor Distribution’ section, enter new
labor information. When finished entering, click ‘Save’.

= DEVEL Banner8: Open > PHATIME

Eile Edit Options Block Itern Record Query Tools Help

= RO R B B B W5 S B 2@ x

Earn: bD1 3 ‘I;lregt,ilrarr}:'lz;te j Shift: 1 ] COA: U

Default Labor Distribution
Percent Inde:c Fund Orgn Account Program Activity Location Project Cost

100.00 Go0oooo 263 =

Override Labor Distribution

Date: 02-APR-2012 Total Hours or Units entered for Date: 4.00
Hours or Units Inde:x Fund Orgn Account Program Activity Location Project Cost
=) (-] id &4 (~] =] d il =]
2.00 i |Gooooo PB41 [ =
[ -
2.00
FRM-40400: Transaction complete: 1 records applied and saved. |
Record: 1/1 | | = | | =osC=

1885 - 2010

CELEBRATING 125 YEARS




Index

To return to the time sheet, click on the ‘Options’ menu
then select ‘Time Entry Data’.

DEVEL Banner8: Open > PHATIME

Eile Edit Eeladlgi]

& &

Earn: bD1 3 ‘I;lregt,ilrarr}:'lz;te j Shift: 1 ] COA: U

Default Labor Distribution
Percent Inde:c Fund Orgn Account Program Activity Location Project Cost

100.00 1 G00000 PBa1 263 =

Override Labor Distribution

Date: 02-APR-2012 Total Hours or Units entered for Date: 4.00
Hours or Units Inde:x Fund Orgn Account Program Activity Location Project Cost
d (=] i &4 (=] (=] ] &) &)

2.00 |4 |GO0o00 FB641

FRM-40400: Transaction complete: 1 records applied and saved. |
Record: 111 | | = | | =osc=
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Viewing Leave Balances
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In the ‘Options’ menu, select ‘List Leave Balances’ to

see available balances.

-/ DEVEL Banner8: Open > PHATIME

L

Eile Edltglnck Iltemn Record Query Tools Help

= | View Errors [PHIDERR]
Electrd Submit Time for Approvals
Access Next Time Record

Access Previous Time Record
User |

| =3

Time Entry Method:

| Transaction Status:

Sw Of ENter Comments [Bw [+ [Bisweeky Payroll Number:
Jobs
1 First Name Position Suffix Status Method
hM2222 [aane un4001 |00 In Progress [Department =
View or Change Routing Queue
Time Entny Time In Special Hours Totals by R
Earn and Out Shift Rate or Units Earn Eg Mon I B i Gl G
- Apro1  Apr02 Apr03 Apr04 Apr05 Apr06  Apr07
001 |Regular Rate 1 0.000000 72.00 60.00 5.00 so0| s.00 3.00 4.00 =
300  |Holiday Pay 1 0.000000 8.00 4.00 ] [ [ 400
400 [vacation Time 1 0.000000 8.00
|Sick Time 1 0.000000 2.00
Total Hours: 80.00 5.00 so0[ so0 soo| soof
Total Units: 0.00 [ ( [
<] >
Enter Earnings Code; List is available |
Record: 4/4 | | = | | =osCc=

1885 - 2010
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Once you have finished viewing available Leave

Balances, click on ‘OK’.

=2/ DEVEL Banner8: Open > PHATIME

File Edit Options Block Iterm Record Query Tools Help

ERa 2 B B N & &R o %
‘75 Electron : e En / 25
User ID: Proxy For: >
Entry by: Time Entry Method:
COA: U i Organization: . Transaction Status:
Year: 2012 Payroll ID: B ¥ Bi-Wweekly Payroll Number: 8 ¥ 01-APR-2012to 14-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
mM22222222 ¥ Smith Jane Uo4001 oo In Progress Department =
Time Entry Time In Special Hours Totals by .
Earn and Out Shift Rate or Units Earn iy iion e L] gl Al 2l
- Apr03 Apr04 Apr05 Apr06 Apr07
Leave Balances [--i-- R
001 Reqgular 8.00 8.00 8.00 4.00
300 Holiday 4.00
Find|%
400 Vacation
Sick Tim | Code Description Current Available Hours Accrued Hours Banked
| sick Sick Leave 104 0 0
VACA “acation 10.78 10.78 o
<] >
Eind cancel 2
Total Hours: 80.00 8.00 8.00 8.00 8.00 8.00
Total Units: 0.00

Choices in list: 3

Record: 4/4 | | | <0sC>
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Approving Department Time
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To approve your department’s time sheets, log into
BANNER and access the form PHADSUM.

[~ DEVEL Banners
Eile Help

|Go To... PHADSUM]

i 154

My Banner
[ Employee Jobs [NBAJOBS]
2 Employee BenefiYDeduction [PDADEDN]
= Check Detail Inquiny [PHICHEK]
[2) Time Sheet Keys [PHITSKY]
) On-line Time Entry [PHAHOUR]
[ Job Year To Date Totals [PEIJTOT]
[ Deduction Year To Date Totals [PEIDTOT]
2 Employee [PEAEMPL]
) Employee Year To Date Totals [PEIETOT]
[ Employee Leave History [PEILHIS]
2 Employee Class Rules [PTRECLS]
= identification [PPAIDEN]
[2) Direct Deposit Recipient [GXADIRD]
[E) Run Oracle Report [GZAORPT]
2 General Student [SGASTDN]
= Employee Leave Balances [PEALEAV]
= Pav Hictans | eave Accrmale IOHIACTR]

Banner Broadcast Messages

o

Welcome, Department Timekeeper.

Products:

Menu | o

My Links
Change Banner Password
Check Banner Messages
Tech e-mail
Houghton Weather
Pasty Radio
Payroll Services

MTU Documentation

Discoverer

My Institution

L

Index

Enter the object name; Press LIST for listing
_Record: 141 | | | |

1885 - 2010
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DEVEL Banner8: Open > PHADSUM
Eile Edt Qptions Qlock ftem Record Query Tools Help

| @ REER 7 BB

User ID: Prox

Approval of:  Time Sheet

COA v Y Organization

Year: 2012 Payroll ID: BW
D

Eaming

A&

y For

j Bi-Weekly

Shirt

, - Fill in all necessary fields and select
s the appropriate Transaction Status. If
T . acting as a proxy, search for or enter

Payroll No: (8 | J01-APR20I2TO 14APR-2012

e e e e in the approver’s User ID that you are

Queue Status Action

Special Rate

Total

Acknowledge Correction Cancel  Exist  Exist

acting for in the “Proxy For:” area.

Labor Override
Hours Units Exists

Transaction Status
Record 111 | | |

1885 - 2010
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Index

In the ‘Options” menu, select ‘Department Summary’ to
see all available time sheets.

DEVEL Banner8: Open > PHADSUM

File Edit gelasdigill Elock Item Record Query Tools Help

I Department Summany

Yon Depart View or Change Time Detail [PHATIME] 8.3 (DEVEL)
YWiew Errors or Warnings [PHIDERR]

User ID: [ ; Proxy For: ; _I‘ Superuser
Approval of: Time Sheet =
COA: U ‘;l Organization: j ;l Transaction Status: ;AII {except Not Started) '}
Year: [z012 Payroll ID: [ew [~ |[Biweeky Payroll No: [s [*][o1-aPR-2012 TO 12-aPR-2012
Required Approve or Return for Comments Errors
1D Position Queue Status Action Acknowledge Correction Cancel Exist Exist

Labor Override

Earnings Shift Special Rate Hours Units Exists

| =]

|

‘ [

T P - r = = =

|

|

‘ -

Total:

Transaction Status. |
Record: 141 | | = | | =osC>
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Index

Select an employee’s ID to see a summary of their
hours entered.

DEVEL Banner8: Open > PHADSUM | =1=<|
Eile Edit Options Block Itern Record Query Tools Help
= B EE S : & & 3 e : X
User ID: — Proxy For: ~[
Approval of: | | =
COA: 3U f“ Organization: | | = || Transaction Status:
Year: [2012 Payroll ID: [Bw [~ [Birweeky Payroll No: 3 [~ [01-APR-2012 TO 14-APR-2012
Required Approve or Return for Comments Errors
Position Queue Status Action Acknowledge Correction Cancel Exist Exist
) ane,.James :Z'DA{DD o F’ending iApprove 04 -
}VM22222222 ;Smllh,Jane :UIJ4IJEI1—UD ’Pendlng |Approve
iM11111111 jSmith,Juhn PO4001-00 Pending |Approve
r =i B 4 -
|
r
|
Labor Override
Earnings Shift Special Rate Hours Units Exists
[oo1  |Regular Rate 1 000000 | 12.00 =
|
|
[ T ] [ ¥ i i
|
‘ r
Total: 12.00
Id number. |
Record: 1/3 | | = | | =osC=
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DEVEL Banner8: Open > PHADSUM
File Edit EO[QGUEN Block [tem Record Query Tools Help

| & Department Summary

\ Transaction Summan
' Depariie ctiol y

View or Change Time Detall [PHATIME]
Approve or Acknowledge All
User Il Proxy For:
Approy
COA: View Routing Queue Transaction Status:
Year: View Erors or Wamings [PHIDERR] BIW | ¥ |BFWeekly Payroll No: 8 ¥ 01-APR-2012 TO 14-APR-2012
Required  Approve or  Return for Comments Erors
D Position Queue Status Action  Acknowledge Correction  Cancel Exist  Exist
Doe, James Z04001-00 Pending Apprave v
2 |Smith, Jane U04001-00  |Pending Approve
M11111111 |Smith, John P04001-00 Pending Approve
Labor Override
Eamings Shift Special Rate Hours Units Exists
001 |Regular Rate 1 000000 12,00
Total: 12.00
d number,
Record: 1/3 | | | <08C>

To enter or view comments, click
on the ‘Options’ menu and select
‘View or Enter Comments’. When
finished viewing or entering
comments, click on ‘Options’ and
select ‘Department Summary’ to
return to PHADSUM.
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To approve, return for correction or cancel a time
sheet, place a checkmark in the appropriate section.

DEVEL Banner8: Open > PHADSUM

Eile Edit Options Block Itern Record Query Tools Help

= E BB E

User ID:
Approval of: |

& &

Proxy For:

COA: U I Organization: |+~ | Transaction Status:
Year: [2012 Payroll ID: [ew [~ [Birweeky Payroll No: 3 [~ [01-APR-2012 TO 14-APR-2012
Required (Approve or Return for Comments Errors
1D Position Queue Status Action Acknowledge Correction Cancel Exist Exist
| '3315373 ‘boe,James 2040 ju} : ‘VF:endiing ;\ppro\re B 4 v
}VM22222222 ;Smllh,Jane :UIJ4IJEI1—UD ‘Pendlng |Approve 4
M11111111 ESmith, John \PO4001-00 Pending jApprove u/
r ) - - - -
|
r
|
{ \.
Labor Override
Earnings Shift Special Rate Hours Units Exists
|400 Vacation Time 1 [a]ululululs] 16.00 =
|
|
[ T ] [ ¥ i i
|
‘ r
Total: 16.00
ApprovefAcknowledge Time Sheet |
Record: 3/3 | | = | | =osc=
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Index

In the ‘Options” menu, select ‘Apply All Actions’

=/ DEVEL Banner8: Open > PHADSUM
Eile Edlt Block Iltem Record Query Tools Help
Department Summary
' Transaction Summary
View or Change Time Detail [PHATIME]
Approve or Acknowledge All
. Proxy For: * ||
v All Actions
Approy Wiew or Enter Comments — — — — g -]
COA>  vfiew Routing Queue B > Transaction Status: |
Year: ‘iew Errors or Warnings [PHIDERR] Bw i fBi—Weekly Payroll No: 8 | ¥ |01-APR-2012 TO 14-APR-2012
Required Approve or Return for Comments Errors
1D Position Queue Status Action Acknowledge Correction Cancel Exist Exist
[M33333333 [Doe, James [znaoon1-00 Pending Approve =] - )
[M22222222 [smith, Jane [Uosoo1-00  [Pending [approve
‘M11111111 jSmith,John |PO4001-00 ‘Pending Approve
Labor Override
Earnings Shift Special Rate Hours Units Exists
400 Vacation Time 1 | .000000 16.00 =
[ T =
r P r =
Total: 16.00 [ 3
ApprovefAcknowledge Time Sheet |
Record: 3/3 | | = | | <osc=
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Index

The transaction is complete and all records have been
saved. The Queue Status should now be changed
accordingly.

DEVEL Banner8: Open > PHADSUM

Eile Edit Options Block Item Record Query Tool

= BMEE B 2w

User ID: [ Ty i Proxy For: = ‘

Approval of: | =

COA: U ““ Organization: | | | Transaction Status: |

Year: [z012 Payroll ID: [ew [~ [Biweeky Payroll No: [s [+ [01-aPR-2012 TO 12-aPR-2012

Required Approve or Return for Comments Errors
Position Queue Status Action Acknowledge Correction Cancel Exist Exist
Doe, James [zo4o01-00 |Approved | v -]
1M22222222 :VSleth,r .Jrane ] L]DADU‘I—UU % v.zkpproueci ] [ i
\'M11111111 Smith, John

|Po4001-00 |Approved

Labor Override

Earnings Shift Special Rate Hours Units Exists

{001 Regular Rate 1 .0ooo00 | 12.00 [ =

|

‘ [

T P - r = =

|

|

‘ -

Total: | 12.00

FRM-40400: Transaction complete: 3 records applied and saved. |
Record: 143 | | =l | | | =osC>
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