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Beginning the Process
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ign into Banweb (https://www.banweb.mtu.edu

File Edt View History Bookmarks Tools Help

@ > C o [T netps:jwn barweb.mtu. edujplsfowstwbkbis. P_WWWLogin =

{2 Most visited | | Firefox Help | | Firefox Support [l Plug-in FAQ

| ¥ Michigan Tech Login | ¥ Michigan Tech Login

Wj‘éﬁ(mﬁfﬁ\/ - Sign In

~ Create the Future

Home

Michigan Tech Login
¥Welcome to Michigan Tech's Login Page

*NOTICE*: Supported Web Browsers

. E7B
* Firefox
* Safari

This system is not available from 2 a.m. until 2:30 a.m. EST
daily, for system backup processing.

When you are finished, please Exit and close your browser to
protect your privacy.

Please enter your campus username and ISO password
(This is the same username and password you use for
HuskyMail, Husky Hub, and Blackboard) and click login. If you
have forgotten your password, or have other questions
regarding this login page, please visit

htlp:itwwwilnglnimtliedy Enter Michigan Tech ISO Userid and
B Password

Username —

Password
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Click ‘Employee Services'.

(’_ '_ﬁ—!h“u’aﬂ,—. [\

' @& Sign Out | @ Hel
micni ign Out | @ Help

Browse

Personal Information Student Semnvices Financial Aid Employee Senices Guest Access Student Bill/Confirm Enrollment D

Address information Student Information

rds, Status and Employee Information Guest access to student Michigan Tech Bill Stuc

Safety First Alert, Financial Aid information Enr¢
emergency contacts, Information Part
marital status, and survey Bro«
Sch
Dire
Infor

SITE MAP
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Click ‘Time Sheet’.

Sookmarks  Tools

Help

e E———
e 2

42 Most visked '] Firefox Help Firefox Support Phog-in FAQ

BN retps: { fwsseve banbock. mtu. edufplsfomaitwblawbis P_GerMenu?name=pmenu. P_Mantnu

W Employee

1 Michigan Technological University Mall - P> C-BUCK Banners Development

sloyee Info

Personal informat

Time Sheet
web Time Entr

Tax Forms -~
ederal W4 and

Cost Shae
pon -

Non-Payroll Ditrect Deposits Non-Payroll Direct Deposit
History s i

Deposit

SITE MAP
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Select the correct Pay Period and click ‘Time Sheet’.

M’ch!gan‘fech & Sign Out | @ Help

Croate the Future

Browse
v

Time Sheet Selection

LS r Select Time Sheot
| Make 3 salection from My Chalce Choose 3 Time 8 a2 period from the pull
Title and Department My Choice Pay Period and Status
Feb 19, 2012 to Mar 03, 2012 in Progress ¥
Time Sheet

SITE MAP
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Entering Time for an Exempt
Employee
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Click ‘Enter Hours’ for the day that are you reporting.

£) Time and Leave Reporting - Mozilla Firefox

History

Bookmarks

Firefox Support

Tools Help

42 Most Visked | Firefox Help

1 Michigan Technological University Mall -

E

Emplo

Time and

Time Sheet

tthe link under a d to enter hours or

** Account Distribution adjusted on this day

Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Earming shift Default
Hours or
Units
tion 1 o
Annual Vaca Leav for 1 o
/10 mon
Service Award Day 1 o
Parsonal Time 1
Time : o
1 o
1 o
y Business Leave 1 o

Total Hours:

Total Units:

S o ]

Submitted for Approval By:
Approved By:

Waiting for Approval From:

W retps: {fwesve bal

> C-EUCK Banners Development

Reportin

wck.mtu. edufplsfomalbwpites P_Select Tme:

Plug-in FAQ

> Time and Leave Reporting

Feb 19, 2012 to Mar 03, 2012

o)y

& Sign Out | @ Help

Apr 30, 2 by 05:00 PM
Total Total d. v v Friday Saturday
Hours Units Feb 19, Feb 20, Feb 21, Feb 22, Feb 23, Feb 243, Feb 23,
2012 2012 2012 2012 2012 2012 2012
o Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours  Enter Hours
o Hours Enter Hours Enter Hours Enter b Enter Mours Enter Hours  Enter
o Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours  Enter
o Hours Enter Hours Enter He Enter Hours  Enter Hours Enter Hours  Enter
Hours  Enter Hours Enter H Enter Ho Enter Hours Enter Hours  Enter
Hour Enter Hours  Enter Hours Enter Hours  Enter Hours Enter Hours E
o Mours Enter Hours Enter Enter F Enter Hours Enter Hours  Enter
o Hours Enter Hours Hours Enter Hours  Enter Hours Enter Hours  Enter
o
o o o o o
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Fle Edt Vew Hstoy Bookmarks Tools Help
& -c o e banbuck.mtu.
A Most Visited Firefox Help Firefox Support Phug-in FAQ

M1 Michigan Technological University Mail -

MichiganTech)

Croate the Future

Browst

Time Sheet

Title and Number:
Department and Number:

Time Sheet Period:
Submit By Date:

Eaming:

Hou
u m Accourt Distribution

Earming shift Default
Hours or
Units
Vacation Time 1 [
Annual Vaca Leav for 1 o
/10 mon
Service Avard Day 1 o
Personal Time 1 o
Sick Time 1 o
Bereavement Leave 1 o
Docked Pay 1 o
University Business Leave 1 o
Total Hours:

Total Units:

e o I ]

Submitted for Approval By:
Approved By:

Waiting for Approval From:

Total Total
Hours Units

¥ C-BUCK Bannerd Development

¥ Time and Leave Reporting

a

Feb 19, 2012 to Mar 03, 2012
Apr 30, 2012 by 05:00 PM

Personal Time

Sunday

Monday  Tuesday  Wednesday Thursday  Friday
Feb 19, Feb 20, Feb 21, eb 22, Feb 23, Feb 24,
2012 2012 2012 2012 2012 2012
Enter Hours  Enter Hours 8  EnterHours EnterHours EnterHours
EnterHours Enter Hours EnterHours  EnterHours Enter Hours Enter Hours
Enter Hours  EnterHours EnterHours  Enter Hours  Enter Hours Enter Hours
Enter Hours  Enter Hours  Enter Hours 8  EnterHours Enter Hours
Enter Hours EnterHours EnterHours  Enter Hours  Enter Hours Enter Hours
Enter Hours  EnterHours EnterHours  EnterHours  Enter Hours Enter Hours
EnterHours  EnterHours EnterHours  Enter Hours  Enter Hours Enter Hours
Enter Hours  Enter Hours EnterHours  Enter Hours  Enter Hours Enter Hours
0 0 8 8 o o
o o o

o o o 0
i oorors [ Resvt | m

) Time and Leave Reporting - Mozilla Firefox (-]

@ Sign Out | @ Help

Saturday
Feb 25,
2012

Enter Hours

Enter Hours

Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours

0

0

SITE MAP

Done

In the ‘Hours’ entry
box, enter the hours
for that day and selec
‘Save’. Repeat until
finished and access
Week 2.
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Click the ‘Preview’ button.

2 Time and Leave Reporting - Mozilla Firefox

Fle Ed View tastory Bookmarks Tools Help

& - c o e

42 Most visked '] Firefox Help Firefox Support Phog-in FAQ

4 e

 Frsave Banbeck. mity. eduf

Isfomalbmpktetm.P_UpdateTimeShest -2

1 Michigan Technological University Mal -

P> C-BUCK Banners Development

> Time and Leave Reporting

Time Sheet

Title and Number:

Department and Number:
Time Sheet Period: Feb 19, 2012 to Mar 03, 201
Submit By Date:

Earming:
Date:
Shife:
Hours:

[ o e

Earming Shift Default Total Total Sunday o 3. — Thursday Friday
ours or Hours Units Ffeb 19, Feb 2o, Feb 21, Feb 22, Feb 23, Fob 24,
Units 2012 2012 2012 2012 2012 2012

Vacation Time x o Enter Hours  Enter Hours = Enter Hours  Enter Hours Enter Hours
Annual Vaca Leav for z o o Enter Hours  Enter Hou wrs Enter Hours Enter Hours  Entar Hours
9/10 mon
Service Award Day : o o Enter Hours Enter Hours Enter Hours Enter Ho Enter Hours Enter Hours  Enter Hours

onal Time 1 o s Enter Hours Enter Hours Enter Hours S  Enter Hours Enter Hours  Enter Hours

Time Y o o Enter Hours Enter Hourz  Enter Hours Enter Mours Enter Hours  Enter
Sareaverment Laave 2 o o Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours  Enter Hours
Dockad Pay 2 o o Enter Hours Enter Hours  Enter Hours Enter Hours ours  Enter Hours
Univ v Busin 2 o o ours Enter Ho wrs Enter Hours En ours  Enter Hours
Total Hours: 16 o B E o o o
Total Units: o ° o o o

i i ) i i Wicoccaii

Subm

ted for Approval By:
Approved By:

ng for Approval From:

SITE MAP
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Select ‘Back’ once you have checked your hours.

Michiganjfech)

 Create the Future

Browse

b ersonal Information Studen ices Financial Aid Empl

Summary of Reported Time

Home > Display Time Sheet Preview

Guest Acc Student Bill/Confirm Enrollment

? Setyour printer layoutto Landscape befare printing

Human Resources, 26500

Time Sheet

Monday, Tuesday, Wednesday, Thursday, Friday, Saturday,

Earning  Shift Total Total Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday,
Code Hours Units  Apr 15, Apr 16, Apr 17, Apr 18, Apr 19, Apr 20, Apr 21, Apr 22, Apr 23, Apr 24, Apr 25, Apr 26, Apr 27, Apr 28,
2012 2012 2012 2012 2012 2012 2012 2012 2012 2012 2012 2012 2012 2012
Regular 1 16 8 8
Rate
Total Hours: 16 8 8
Total Units: 0
Comments
Date Made by Comments
You Time Sheet Returned

Apr20,201210:51 am
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When finished, select ‘Submit for Approval’.

tistory Bookmarks

~ Pussave banbock.mtu. edupls/omalbwpktetm. P_Update TimeShest

| Firefox Help Firefox Support Phog-in FAQ

1 Michigan Technological University Mall - P> C-BUCK Banners Development > Time and Leave Reporting

Out | @ Help

MichiganiTech)

Time Sheet

Title and Number:

Department and Number:
Time Sheet Period: Feb 19
Submit By Date:

2012 to Mar 03,
by 05:00 PM

01

o .
ot 5
== s S
Earning Shift Default Total Total Sunday o - . Thursday Friday
Hours or Hours Units Feb 19, Feb 20, Feb 21, Feb 22, Feb 23, Feb 24,
R
Total Units: o o o o o o

: "
ErErT s s (R s ass

Submitted for Approval By:
Approved By:

Waiting for Approval From:

SITE MAP

Done
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Your time sheet has been submitted, verify this by
looking for the verification message.

£ Time and Leave Reporting - Mozilla Firefox
Eée Edit WView tastory Bookmarks Tools Hep

& -c o @

£ Most visked | '] Firefox Help Firefox Support Phag-in FAQ

W ritps: {fwsve banbuck.mtu. eduplsfomalbwpktetm.P_T

eetButtonsDrver

"1 Michigan Technological University Mall - P> C-BUCK Banners Development

> Time and Leave Reporting

‘ﬁicﬂjﬁfech & Sign Out | @ Help

Croate the Future

Ve
' ne Time Sheet
St ol oo o oo s oot Loo o » na g thin the period
l Your time sheet was submitted succcssfullv«l
:
Time Sheet
Title and Number:
Department and Number:
Time Sheet Period: Feb 19, 2012 to Mar 03, 2012
Submit By Date: Apr 30, 2012 by 05:00 PM
Earming Shift Default Total Total Sunday v Friday Saturday
Hours or Hours Units Feb 19, Feb 20, Feb 21, Feb 22, Feb 23, Feb 24, Feb 23,
Units 2012 2012 2012 2012 2012 2012 2012
vacation Time 1 o s Enter Hours  Enter Hours s Enter Hours  Enter Hours Enter Hours  Enter Hours
Annual Vaca Leav for 1 o o Enter Hours Enter Hours  Enter Hours Enter Ho Enter Mours Enter Hourz  Enter Hours
$/10 mon
Service Award Day 1 o o Enter Mours  Enter Hours  Enter Hours Enter Hours  Enter Hours Enter Hours
Parzonal Time Y o s Enter Hours  Enter Hours  Enter Hours &  Entertours Enter Hours
% Time : o o Enter Hours  Enter Enter Hours Enter Hours  Enter Hours Enter Hours
Beresverne 1 o o Enter Hours  Enter Enter Hours Enter Hours  Enter Hours Enter Hour
Dodked Pay e o o Enter Enter Enter Hours Enzer M Enter Hours  Enter Hours
Business Leave 1 o o Enter Hours  Enter Enter Hours Enzer H Enter Hours  Enter Hours
Total Hours: o o o s s o o °
Total Units: o o ° o o o o o
(o W e e
Submitted for Approval By: You on Apr 03, 2012
Approved By:
W aiting for Approval From: - ~

Done
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Entering Time for a Non-Exempt
(Hourly) Employee




For each day worked and for hours including sick and
vacation, click ‘Enter Hours’ for that particular day.

nout | @ Help

IMichi

Browse

P Personal Information Student Services

Time and Leave Reporting

Horme = Time Sheet

Financial Aid Employee Services Guest Access Student Bill/Confirm Enrollment Cther Payments

¥ zelectthe link under a date to enter hours or days. SelectWeek! or'Week2 to navigate through the dates within the period.

Time Sheet

Title and Number:
Hurnan Resources -- 26500

Apr 15, 2012 to Apr 28, 2012
Apr 30, 2012 by 05:00 PM

Department and Number:
Time Sheet Period:
Submit By Date:

Earning shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Hours Units Apr 15, Apr 16, Apr 17, Apr 18, Apr 19, Apr 20, Apr 21,
Units Z012 z012 Zo12 z012 2012 2012 2012

Fegular Rate 1 ] ] Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours

Cuertime 1 o o Enter Hours  Enter Hours  Enter Hours Enter Hours  EnterHours  Enter Hours  Enter Hours

Spacial Rate 1 o o Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours

Assignment

Total Hours: ] =} =} =} ] =} ] o

o o o o o o o o

Total Units:

Subrmit for Approval

Submitted for Approval By:
Approved By:
Waiting for Approval From:
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0ut | @ Help
~ Create the Future

Browse
3 Selectthe link under  date o enter hours or days. SelectWeek! or'Week?2to navigate through the dates within the period, y

Tite Sheet

bOX, enter the hours
Title and Numbe: STUDENT ASST HUMAN RESOURCES - 241001-00
Department and Number: Human Resourees - 26500 f t h t d d
Time Sheet Period: hpr 15, 2012 ta Apr 28, 2012 O r a ay a n

Submit By Date: Apr 30, 2012 by 0500 PM
Eaming: Regular Rate | l V ’ R
Date: Apri8, 2012 T )
Shift: 1
Hours: [] [ (]
m usourt Disibun u I Itl I | I IS e a I I
Earning $hift Default Total Total Sunday Monday  Tuesday  Wednesday Thursday  Friday Saturday
Hours or Hours Units Apr 15, Apr 16, Ape 17, Apr 13, Apr 19, Apr 20, Apr 21,
Units 2012 2012 2012 2012 2012 2012 2012 .
Reqular Rate 1 0 18 EnterHours  Enter Hours 8 8 EnterHours EnterHowrs  Enter Hours
Overtirne 1 0 0 EnterHours  EnterHours  EnterHours  EnterHours  EnterHours EnterHowrs  Enter Huurs
Special Rate 1 0 0 EnterHours  EnterHours  EnterHours  EnterHours  EnterHours EnterHours  Enter Hours
Assignrnent
Total Hours: 18 0 0 g g 1] 0 0
Total Units: 0 0 0 0 0 1] 0 0

Submitted for Approval By:
Approved By:

Waiting for Approval From:
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Enter hours for Week 2 if needed and click on the
‘Preview’ button.

Browse

P Personal Infarmation Student Serices

Time and Leave Reporting

Horme = Time Sheet

Financial Aid Employee Services Guest Access Student Bill/Confirm Enroliment Cither Payments

¥ Selectthe link under a date to enter hours or days. Select¥week orWeek? to navigate through the dates within the period.

Time Sheet

Title and Number: STUDENT ASST HUMAMN RESOURCES -- Z41001-00

Department and Number: Hurnan Resources -- 26500
Apr 15, 2012 to &pr 28, 2012
Apr 30, 2012 by 05:00 PM

Time Sheet Period:
Submit By Date:

Earning shift Default Total Total Sunday Monday Tuesday wednesday Thursday Friday Saturday
Hours or Hours Units Apr 22, Apr 23, Apr 24, Apr 25, Apr 26, Apr 27, Apr 28,
Units 2012 2012 2012 2012 2012 2012 2012

Regular Rate 1 1} a Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours

Cuertime 1 o =} Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours

Special Rate 1 =} =} Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours

Assignment

Total Hours: 1} o o o o o o o

[} =} o o =} =} o o

Total Units:

Comments

Submitted for Approval By:
Approved By:

Waiting for Approval From:
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Select ‘Back’ once you have checked your hours.

e g i

(MichiganiTech)

Create the Future

Browse

B Personal Information

Summary of Reported Time

Home = Display Time Sheet Preview

Student Services Financial Aid

v Setyour printer layout to Landscape before printing.

Time Sheet

Earning Shift Total Total

Code Howrs Units Apr 15, Apr 16,

Regular 1 16
Rate

Total Hours: 16
Total Units: 1]

Comments

Date
Apr 2o, 2012 10:51 am

l Back J

Sunday, Monday, Tuesday, Wednesday, Thursday, Friday,
Apr 17,
2012 2012 2012

Employes Services Guest Access Student Bill/Confirm Enrollment

Other Payments

Human Resources, 26500

Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday,
Apr 18, Apr 19, Apr 20, Apr 21, Apr 22, Apr 23, Apr 24, Apr 25, Apr 26, Apr 27, Apr 28,
2012 2012 2012 2012 2012 2012 2012 2012 2012 2012 2012
g g
g 8
Made by Comments
ou Time Sheet Returned
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When finished, select ‘Submit for Approval’.

ut | @ Help

Time and Leave Reporting

Home > Time Sheet

P selectthe link under a date to enter hours or days. Select Wweekl or'vweek2 to navigate through the dates within the period.

Time Sheet

Title and Number: STUDEMNT AS5T HUMAMN RESOURCES — Z41001-00
Department and Number: Hurman Resources -- 26500
Time Sheet Period: Apr 15, 2012 to Apr 28, 2012
Submit By Date: Apr 230, 2012 by 05:00 PM
Earming: Regular Rate
Date: Apr 22, 2012
shift: 1
Hours:
m p jstribution
Eaming Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours or Hours Units Apr23Z, Apr 23, Apr 24, Apr 25, Apr 26, Apr 27, Apr 28,
Units 2012 2012 2012 2012 z012 z012 z012
Regular Rate 1 o 16 Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours
Suertime 1 o o Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours
Special Rate 1 o o Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours

Assignrnent
Total Hours: 16 o o o o o o o

Total Units: o o o o 0 o o o

Submitted for Approval By:
Approved By:

Waiting for Approval From:
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Your time sheet has been submitted, verify this by
looking for the verification message.

n Cut | @ Help

P Personal Infarmation Student Services Financial Aid Employee Services Guest Access Student Bill/Confirm Enrollment Other Payrments

Time and Leave Reporting

Horme = Time Sheet

tweekl orWeek?2 to navigate through the dates within the period.

a L 4o L] o doto b £ L o

. Your time sheet was submitted successfully.

Time Sheet

Title and Number:
Human Resources —- 26500

Apr 15, 2012 to Apr 28, 2012
Apr 30, 2012 by 05:00 PM

Department and Number:
Time Sheet Period:
Submit By Date:

Earning shift Default Total Total Sunday Monday Tuesday wWednesday Thursday Friday saturday
Hours or Hours Units Apr 15, Apr 16, Apr 17, Apr 18, Apr 19, Apr 20, Apr 21,
Units 2012 2012 2012 2012 2012 2012 2012

Regular Rate 1 o 18 Enter Hours  Enter Hours S % EnterHours  Enter Hours  Enter Hours

Cuertime 1 o o Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours

Specdial Rate 1 o o Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours

Assignrment

Total Hours: 18 [} o = ] =} =} o

=} [} o =} o =} =} o

Total Units:

Youw on Apr 23, 2012

Submitted for Approval By:
Approved By:

Waiting for Approval From:
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Approving Time for an Active
Employee
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Click on the ‘Employee Services’ box.

& Sign Out | @ Help

Personal Information Student Semvices Financial Aid Guest Access Student Bill/Confirm Enroliment D
Student Information View Awar tus and Employee Information Guest access to student Michigan Tech Bill Stuc
Other Fina information Enre
emergency Information Part
marital status, and survey Bro
Sch
Dire
Infol

SITE MAP
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Click on ‘Time Sheet!

©) Employee - Mozilla Firefox

Fie & Views tastory Bookmarks Tools Hep

Isfomaitwbkwbis P_GenMenuname=pmenu.P_Mantny -3 J

wmsave . banbock. mtu. eduy
] rost visked | Firefox Help Firefox Support Plog-in FAQ

W Employee

1 Mchigan Technological University Mall - P> C-SUCK Banners Development

an Out | @ Help

- Home Employee Informanti

Personal informat

~ Pay Infos
Direct

SITE MAP

Done
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Place a mark next to ‘Approve or Acknowledge Time’
and click ‘Select!

~ Time Reporting Selection - Windows Internet Explorer provided by SAS

wve.banbuck.mtu.edufplsiowalbwpktais P_Select TmeSheetRoll

El = £ -
File Edt  Vie Favortes Tools  Help & Convert ~ [ Select

WP C-BUCK Banners Development | 3> Time Reporting Selection

£ Summary -

& Sign Out | @ Help

- ’ =

Selection Criteria
My Choice
Access my Time Sheet:

Access my Leave Report:

l Approve or Acknowledge Time: & '

Act as Proxy:

Self

Act as Superuser: O

& Internet *, 100%
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Choose the correct Pay Period and click ‘Select’.

Approver Selection - Windows Internet Explorer provi

(€] ~ | % https:jiwww.banbuck.mtu.edu/pls{owa/bwpktais.P_ProcSelectTimeSheetRoll ~| £ || 42| X | |web time entry approvers

File Edit View Favorites Tools Help

~ | & | C-PROD Banners > C-BUCK Banners Development | 3 Approver Selection & | Employee Details =] web Time Entry

& Sign Out | @ Help

nal Information | Employee Servi Other Payments

Approver Selection

Home = Process Select Time Sheet Roll

Time Sheet

Department and Description My Choice Pay Period
U, YYYYY, Payroll Suspense [© ' W, Apr 15, 2012 to Apr 28, 2012 ~ | I

Sort Order

My Choice
Sort employees’ records by Status then by Name: G,

Sort employees’ records by Name: o

SITE MAP

&P Internet * 100% ~
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Click on the employee’s name that is requesting Time
Sheet approval.

— Summary - Windows Internet Explorer provided by SAS
@ ~ W heeps: ffwww.banbuck. mtu. edufplsjowajbwpktais. P_ProcSelectApproverAction ~ 9| X 2 -
File Edit View Favorites Tools Help &5 Convert  ~

o ~ & C-PROD Banners W C-BUCK Banners Development | 3> Summary &  Summary = - - Page - Tools ~

& Sign Out | @ Help

MichiganTech)

Personal Inforn on Emp
Department Summary
Home Approver/Superuser Summary Web Page

COA: U, MTU Chart of Accounts

Department:
Pay Period: Apr 15, 2012 to Apr 28. 2012
Act as Proxy: Not Applicable

Pay Period Time Entry Status: Open until Apr 30, 2012, 05:00 PM

In Progress
D Name, Position and Title Total Hours Total Units Cancel Other Information
M 16.00 oo Comments
Not Started
) Name, Position and Title Other Information
M Web Time Student
Student Hourly
M Web Time Student
Student Grader
M Web Time Student

Student Lab

Pay Event Transactions

e s

&P Internet *, 100%
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Place a checkmark in the Approve or FYI section and
click ‘Save’.

Summary - Windows Internet Explorer provi
o=

g ~ |3 hitps:jfwww.banbuck. mtu.edufplsfowabwpktais.P_ProcSelectapproveraction

3 select

&5 Convert -
~ |::F Page ~ (. Tools -

File Edit View Favorites Tools Help

Summary

e 9Re ~ | & | c-PROD Banners > C-BUCK Banners Development | 3> Summary

& Sign Out | @ Help

(MichiganjTech

B

Personal Information Employee Services Other Payments
Department Summary
Home = Approver/Superuser Summary Web Page

Selectthe employee’s name to access additional details

COA: U, MTU Chart of Accounts
Department:

Pay Period: Apr 15, 2012 to Apr 28, 2012
Act as Proxy: Not Applicable

Pay Period Time Entry Status: Open until Apr 30, 2012, 05:00 PM

Seicct Al Approve or i === B3

Pending

1D Name, Position and Title Required Action Total Hours Total Units Queue Status App or FY1 for C i < 1 Other Information

M59976187 Approve 16.00 .00 [ ] Change Time Record
Comments
Leave Balance

Not Started

1D Name, Position and Title Other Information

™M Web Time Student

Student Hourly
M Web Time Student

Student Grader
M Web Time Student

Student Lab

Pay Event Transactions
~

&P Internet *L100%  ~

Done
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Look for the verification message that says ‘Approved/Acknowledged’ and that the
Quest Status says ‘Approved’.

Windows Internet Explo provided by SAS

- ~ W hrtps:ffumive. banbe

File Edt Wiew Favortes Tools Heb & Convert ~ [P Select

f.mitu. edufplsfowalbwpitais.P_Update TransactionStatus

T S= ~ & C-PROD Barmers P> C-BUCK BannerS Development | 3> Summary £ Summary

& Sign Out | @ Help

= T mployee Se oS

Department Summary

Approver/Superuser Summary Web Page

he employee’s name

| = 1 record(s) have been Approved/Acknowiedged. |
COA: U, MTU Chart of Accounts
Department:
Pay Period: Apr 15, 2012 to Apr 28, 2012

Act as Proxy: Not Applicable
Pay Period Time Entry Status: Open until Apr 30, 2012, 05:00 PM

Approved

0 Name, Position and Title Required Action Total Hours Total Units [ Queue ep or Y1 for © Cancel Other Information
M 1 o Comments
e Balance
Not Started
D Name, Position and Title Other Information
™M web Time Student
Student Hourly
™M web Time Student
Student Grader
r~ web Time Student
Student Lab
Pay Event Transactions ~
< >
Done & Internet *, 100% ~
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Proxy Set Up
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Click on Proxy Set Up. Place a check in the ‘add’ box
and select from the employee list.

Selection Criteria
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Confirm select and click “Save”.

................

,,,,,,,,,,,,,,,,,,,
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e Questions
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Index Overrides

,
e ¥ hips ey 1eT

File Edit View F

ime and Leave Reporting

rites  Tools Help

4 Wi DiscovererPlus i Discoverer Reports ¥ ESS [P|Pandora €3 Slacker &% American Payrol fichigan Chapter A. APA Detroit Home

& Sign Out | @ Help

Time and Leave Reporting

fome > Time and Leave Reporting

Select the fink under 3 date to enter hours or

** Account Distribution adjusted on this day
Time Sheet

Title and Number: Grader MEEM 2110 -- ZU0017-00
Department and Number: Mechanical Engrg-Engrg Mechanics -- 22600
Time Sheet Period: Jul 20, 2014 to Aug 02, 2014

Submit By Date: Dec 31, 2014 by 05:00 PM

Earning:

Date:

Shi 1]

Hours: 0

| Earning Default Total |Totsl [Sundsy | Monday Wednesday | Thursday Saturday
tours or | Hours | Units | Jul 20, Jul 21, 3 3ul 23, Jul 24, Jul 26,
Units 2014 2014 2014 2014 2014 2014

[Totai nits:

#100% ~
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Index Overrides

r .
|

e ¥ https mtu.edu a/bwpktetm.P ateTimeShee 0O ~ & C || ¥ Account Distribution

File Edit View Favorites Tools Help
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Account Distribution

Home > Account Distribution

Current Account Distribution

Type of Pay:  Regular Rate, Shift 1

Day and Date: Monday, Jul 21, 2014

1lndex lFund (Orqanlzallo Account rogramlActlvltylLocation|Project TypelCost Iype|
|11069|G00000[22601 P641 02 |

@ or a number under Hours or Units to change th

Update Account Distribution

Total Hours Available, Regular Rate: 8
lndexl Fund [Orqanization [Account l Program | Activity I Location [ Project Type I Cost Type

) Total 0

2014 ELLUCIAN COMPANY L.P. AND ITS AFFILIATES SITE MAP
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Typeof Pay:  Reguiar

Day and Date: Manday, &

Jpdate Account Distribution

Total Hours Available, Regular Rate:

Index

Hours|

26501

T
4
Fund | Organization| Account Program | Activity  Location  Project Type [ Cost Type

T

Your time sheet was submitted successfully.
** Account Distribution adjusted on this day

Time Sheet

Title and Number:

Department and Number:

of Payroll Se

Manage:

Human Resources -- 26500

Time Sheet Period: Aug 17, 2014 to Aug 30, 2014
Submit By Date: Sep 01, 2014 by 05:00 PM
Earning shift | Default Total [Total [ Sunday Monday Tuesday | Wednesday Thursday | Friday Saturday
Hours or Hours [ Units | Aug 17, Aug 18, Aug 19, Aug 20, Aug 21, Aug 22, Aug 23,
Units 2014 3 2014 2013 2014 14 2014

Submitted for Approval By
Approved By

Waiting for Approval From:
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