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Beginning the Process...
Step 1. Begin departmental time entries by logging in to BANNER and reviewing
the banner form PHATIME.

This BANNER form will allow you to generate time sheets for all
employees in a department.

File Edit Options Block Item Record Query Tools Help
EI ﬂllﬁ@l@[@@l @[%[@1@.[@@-[4["\ L@l@l

al Menu GUAGMNU

Products: [3 Menu | Site Map | Help Center

SUNGARD HIGHER EDUCATIO

El
E
B
E
=]
E
E
B
E
E
E
E
=]
E
B
El

Enter the ohject name; Press LIST for listing.
Record: 1/1
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Step 2. Run PHATIME in the “Go To...” section.

M S RE G ¢ S 2O Q1X

L) - Mo

SUNGARD H

E
El
E
E
B
E
El
E
E
El
E
E
B
E
El
E

Enter the object name; Press LIST for listing. ) -
Record: 1/1 |1 | | =osC>
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Step 3. 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.

NOTE: If acting as a proxy, select the person you are acting for in the Proxy For

dropdown list.

|2/ DEVEL Banner8: Open > PHATIME

File Edit Options Block Item Record Query Tools Help

userip: |

IProxy For:

Time Sheet v
b =)
2012

Entry by:
COA:

Year: Payroll ID:

Organization:

Time Entry Method:

I

[ =

=l

Transaction Status:

Payroll Number:

(BOE RAEER %7 REBXR Q &I RE DRI ¢ £ 2@ 01X

" Superuser

Department v

[ =

[Not Started

Jobs
1D Last Name

First Name

Position Suffix

]

[

=

Status

Method

4]

Time Entry
Earn

Time In

and Out Shift

m e (B (B (® @ =

EEuEREEEE

Special
Rate

Hours  Totals by
or Units

Earn

[
[
|
|

Total Hours:
Total Units:

|
|
|
|
|
[
|
|

<

Orgn Code; press LIST for valid codes.
Record: 111

.. | Listofvalu... |

| <0sC>
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Step 4. Enter the correct time sheet Organization Number. Select the Transaction
Status that fits your needs. Enter the Year, Payroll ID (BW) and Payroll Number to work

on. Press Enter.

B %]

% DEVEL Banner8: Open > PHATIME
File Edit Options Block Item Record Query Tools Help
(BYE BAER %9 BBR @ EIRE SH ¢4 1£1@1 01X
"B Electronic Approvals of Time Entry PHATIME 8.4 (DEVEL) '
User ID: — Proxy For: [ IZ]I [ Superuser
Entry by: | Time Sheet ¥ Time Entry Method:  |Department -
COA: U E] Organization: | ILIQ Transaction Status: Not Started x
Year: [eo1z Payroll ID: [ew [ ][Brweeky Payroll Number: [s [=for-APr201210 14-2PR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
= [ 1 IO &
Time Entry Time In Special Hours  Totals by
Earn and Out Shift Rate or Units Earn
=]
[ o [ I I [ u
[ D I I [
[ ==l I I [ ]
[ =l | I I [ I T I [
[ o | | [ I [ T 1 1
[ = W I I [ I [ T T 1
[ ==l I I [ I 1 T T 1
[ ==l | | [ [ I T T 1
[ = Wl I I [ [ 1 1 1 | =
Total Hours:
Total Units:
4| »
Payroll Number; press LIST for valid Codes.
Record: 1/1 | 1 | | =05C=
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Step 5. The ‘Time Entry Selection Criteria’ screen will appear. You can enter in an
individual to work on within the Time Sheet Org selected or you can leave the ID and
Last Name blank to select all within the Time Sheet Org. Click ‘OK’.

|2/ DEVEL Banner8: Open > PHATIME

(B][=% ]

File Edit Options Block Item Record Query Tools Help

REYE ACEE >y D@ @ & QNE Sk ¢ 2@ @ 00X
"= Electronic Approvals of Time Entry PHATIME 8.4 (DEVEL)

User ID: Proxy For: ¥ []Superuser
Entry by:  Time Sheet ¥, Time Entry Method:  Department -
COA: [V Organization: b Transaction Status: Not Started e
Year: 2012 Payroll ID: BW ¥ Bi-Weekly Payroll Number: 8 ¥ 01-APR-2012 to 14-APR-2012
Jobs "B Time Entry
1D Method
- -
Begin: |01-APR-2012 End: [14-APR-2012 Check: 20-APR-2012 xS
Time Entry
Earn Employee
v
»: [ & -
Last Name: I
ok (" cancel
=}
O
O
O
O
O -
Total Hours:
Total Units:
4 »
Empl ID; press LIST for Nameild search.

Record: 111 | ol

I
| <0sC> I
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Step 6. If you selected ‘Not Started’, this will allow you to start the electronic time

sheets. Select ‘Yes' to start the electronic time sheets.

T

| DEVEL Banner8: Open > PHA

Window

"= Electronic Approvals of Time Entry PHATIME 8.4 (DEVEL)

Do you want to extract time to begin time entry?

| 0

User ID: Proxy For: ¥ [JSuperuser
Entry by:  Time Sheet v Time Entry Method: Department v
COA: U [ Organization: V|| - Transaction Status: Not Started v
Year: 2012 Payroll ID: BW ¥ Bi-Weekly Payroll Number: g ¥ 01-APR-2012 to 14-APR-2012
Jobs
D Last Name First Name Position Suffix Status Method
v
Extract Pro

Time Entry

Earn

Total Hours:
Total Units:

Empl ID; press LIST for Name/ld search.

Record: 171 [ @l | <0sC>
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Step 7. Click on ‘Continue’ to go to the electronic time sheets.

File Edit Options Block Item Record Query Tools Help

AERNCEE TP B @SR FH G ¢

v

1 o e

Total Hours:
Total Units:

User ID: Proxy For: ¥ [JSuperuser
Entry by:  Time Sheet ¥ Time Entry Method:  Department -

COA: u v Organization: v |- Transaction Status:  Not Started -
Year: 2012 Payroll ID: BW ¥ Bi-Weekly Payroll Number: 8 ¥ 01-APR-2012 to 14-APR-2012
Jobs

ID Last Name First Name Position Suffix Status Method
v

Time Entry Time:

Eamn and

Orgn Code; press LIST for valid codes.

Record: 1/1 .. | Listofvalu.. | | <0sC=
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Step 8. You are now in the PHATIME Jobs Block. You can now either select an
individual from the Search button or you can start with the person already selected. To
enter hours for this person, select the ‘Next Block’ button.

| DEVEL Banner8: Open > PHATIME

oty

File Edit Options Block Item Record Query Tools Help

User ID:

—am

Proxy For: [

Time Sheet

Entry by:

[~

[ Superuser

Time Entry Method:

COA: v+ (=

Organization: (

Transaction Status:

e
[ In

Year:

2012

Payroll ID:

W[T‘Bi-\/\feekly

Last Name

First Name

Payroll Number: 8 FIM-APR-ZMZW14-APR—2012

Position Suffix Status Method

<fir

[zoa001 [0

[in Progress Department

Time In

Earn and Out Shift

Hours
or Units

Special
Rate

Totals by

Earn ol

| Mon Sat
Apr01  Apr02 Apr03 Apr04 Apr05 Apr06 7‘,9’3@7,

Tue Wed Thu Fri

0.000000

[

-
-
-
-
.
=l B
=
5
=

HEEEEEREE

4]

|
I
{
|
|
|
|
|

|
|
[
|
I
l
|
|

Total Hours:
Total Units:

Employee ID.

Record: 1/3 [ | <0sC>
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Step 9. You are now ready to enter time for the selected employee. You can either enter
in the Earnings Code you want to enter in time for, or click on the Search button to see
a list of enterable Earnings Codes.

| DEVEL Banner8: Open > PHATIME [:_]w
File Edit Options Block Item Record Query Tools Help
(B9 E RAEE 49 BBR @& RE S &J (@@ 21X -
"B Electronic Approvals of Time Entry PHATIME 8.4 (DEVEL) 00l il bl lele e il bbbl b L e
User ID: i Proxy For: [ FI ['Superuser
Entry by: |Time Sheet Time Entry Method: e
COA: ITF Organization: I ITI Transaction Status: Iln, >
Year: [eo1z Payroll ID: [ew [~ [Brweeky Payroll Number: 8 |7 [01-aPR201210 14-APR2012
Jobs
1D Last Name First Name Position Suffix Status Method
M33333333 | v |[Doe James [eosoo1 oo [in Progress Department =
T et anaOut shift  Rate  orumts  Eam S wn  Te wes T e[S
X Apr01  Apr02 Apr03 Apr04 Apr05 Apr06 ‘A‘pr;./q‘l:
S T | | I -
= W I I [ [ I
[ = I | I [
[ o I I I I
[ o I I [ I [ T 1 1
[ = W I I [ I [ T T 1
[ ==l I I [ I 1 T T 1
[ ==l | | [ [ I T T 1
[ = Wl I I [ [ 1 1 1 | =
Total Hours:
Total Units:
4| »
Enter Earnings Code; Listis available I J
Record: 1/1 | 1 | | =05C= I
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Step 10. If you choose to search for eligible entry codes, highlight the appropriate code
and click on ‘OK’.

|/ DEVEL Banner8: Open > PHATIME L:Jw
File Edit Options Block Item Record Query Tools Help

(BB REARBRE %7 REH QB RE IS EHh ¢ & £1@1 01X

"2 Electronic Approvals of Time Entry PHATIME 8.4 (DEVEL)

User ID: Proxy For: Y [JSuperuser
Entry by:  Time Sheet Time Entry Method: Department v
COA: U [liw Organization: V|- Transaction Status: In Progr
Year: 2012 Payroll ID: BW ¥ Bi-Weekly Payroll Number: 8 ¥ 01-APR-2012to 14-APR-2012
Jobs
1D Last Name First Name Position Suffix Status Method
M33333333 v Doe James Z04001 00 In Progress Department =
Time Entry Time In Special Hours  Totals by | ) 1
Eam and Out Shift Rate or Units  Eam IonTUE B e d I il =
>, Apr02 Apr03 Apr04 Apr05 Apr06

oyee Earnir 25 o

Rate Ind

@ I oK IQanceIJ 7} 3

Choices in list: 2 |
Record: 1/1 [ | <05C= I
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Step 11. If necessary, enter the Shift Number in the ‘Shift’ field and press Enter.

File Edit Options Block Item Record Query Tools Help

"8 Electronic

L BDE REAEE ¥R

of Time Entry PHA

@ @

TIME 8.4

I
VEL)

[ERREY

(] [ Fn |

(=]

001  |Regular Rate

[ o e o B [

EEEEEEEE |

User ID: Proxy For: | [' [ [ Superuser

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

COA: u [+ Organization: [ [ [ Transaction Status: | In Progress -
Year: 2012 Payroll ID: Bw [+ [Birweeky Payroll Number: 5 [ [o1-APR201210 14-8PR-2012
Jobs

ID Last Name First Name Position Suffix Status Method

M33333333 [ ¥][Doe James [z0a001 oo [in Progress Department
Time Entry Time In Special Hours  Totals by | .

Eam and Out Shift Rate or Units  Eam Ioni e B ed ST il

Apr02  Apr03  Apr04 Apr05 Apr06

0.000000

Total Hours: 0.00 0.00 0.00

0.00 0.00

0.00

0.00 0.00

Total Units: 0.00

Enter Shift
Record: 171 |

| <0sC=
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Step 12. In the correct days, enter hours claimed. Repeat entering hours until all days

have been filled out.

| DEVEL Banner8: Open > PHATIME

BEx]

File Edit Options Block Item Record Query Tools Help

(BB REERE Y9 REX @& R’ HI
of Time Entry PHATIME 8.4 (DEVEL) **

A Electronic

= R |

2@

User ID: i Proxy For: I [' [ [C'Superuser
Entry by: Time Sheet v Time Entry Method: Department v
COA: I?F Organization: [ FI ' Transaction Status: In Progress v
Year: 2012 Payroll ID: B F{Bi—Weekly Payroll Number: 8 [T[M—APR—ZMZ‘D14—APR—2012
Jobs
1D Last Name First Name Position Suffix Status Method

M33333333 [ ][Doe James [z0a001 oo [in Progress Department =
Time Entry Time In Special Hours  Totals by |

Eamn and Out Shift Rate or Units Earn

(]
001 |Regular Rate & | 0.000000 2

EENREEEE

Total Hours:
Total Units:

| |
| |
| | I
| |

<

0.00 0.00 0.00

0.00 0.00 0.00 0.00

0.00

0.00

Enter Time or Doubleclick on a daily breakdown field for Time InfOut Entry.
Record: 1/1 | 1 | | <05C=

Page 13 of 38



Step 13. After entering hours, click ‘Save’ to save the time transaction. The Total
Hours: and Totals by Earn fields will automatically populate. Repeat Steps 9 -13 for
additional earn code lines.

|2/ DEVEL Banner8: Open > PHATIME uw
File Edit Options Block Item Record Query Tools Help

BB RAER %9 ZEBXR @&

"BElectronic Approvals of Time Entry PHATIME 8.4 (DEVEL)

UserID: Proxy For: [ FI ['Superuser
Entry by: Time Sheet v Time Entry Method: artmen
COA: IU_IT Organization: I IT|T Transaction Status:
Year: IZUT Payroll ID: WITIBi-WeekIy Payroll Number:

Jobs
1D Last Name First Name Position Suffix Status Method

M33333333 [ ][Doe James [zoa001 [0 [in Progress Department

<fir

Time Entry Time In Special Hours  Totals by o X :
Eam and Out Shift Rate or Units  Earn E Mon Tus  WedtThu Fri sat
=] Apr01  Apr02 Apr03 Apr04 Apr05 Apr06  Apr07

001 |Regular Rate B 0.000000 1200 | 400 400 400 [ =

[ O I

|

NENEEREE

I I
I I
I [
I I
| I
I I
I [
I [
I I

| e (i (| (| s

4]

Total Hours: 12.00 0.00 4.00 4.00 4.00 0.00 0.00 0.00
Total Units: 0.00

Record: 1/1 [ @ | | <0sC>

FRM-40407: Transaction complete: applied records saved. | J I
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Step 14. When finished entering time, click on the ‘Options’ menu then click on ‘Submit

Time for Approvals.’

| DEVEL Banner8: Open > PHATIME

8=

File Edit
(B v

"BElectrL S -
Access Next Time Record

View Errors [PHIDERR]

mit Time for Anpr

Access Previous Time Record
Userl

Entry w or Enter Time In and Out
COA: | jst Leave Balances

Year: \iew or Enter Comments

ol
iew or Override Lahor Distribution

Block Item Record Query Tools Help

=]

Time Entry Method:

Transaction Status:

[ew [ [Brweeky

Payroll Number:

eave Taken Balance

[ Superuser

First Name

Return Time far Carrection

M3333

James
Wiew or Change Routing Queue

Position Suffix
[z04001

o

Status

Method

Iln Progress

Department

<>

Cancel Time

Hours
or Units

Time In
and Out Shift

Special
Rate

Time Entry
Earn

[

Totals by
Earn

Ap

Mon
| Apr02  Apr03  Apr04 Apr05 Apr06

Tue

Wed

Thu

Fri

0.000000

001 |Regular Rate

— [ 5

400

400

4.00

I

[

I

I
[
I

EEEEEEEE

|
I
I
[
I
I
I
I

Total Hours:
Total Units:

I
I
I
I
I
I
I
I
I

12.00

0.00

4.00

4.00

4.00

0.00

0.00

0.00

0.00

4]

FRM-40407: Transaction complete: applied records saved.

Record: 1/1 [ @ | | <0sC>
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Step 15. 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

Joks

File Edit Options Block Item Record Query Tools Help

User ID: Proxy For:

Entry by: Time Sheet v

COA: IF [7 Organization:

Year: 2012 Payroll ID:

(BOE RCEER Y7 BEX @S RE G,

"B Electronic Approvals of Time Entry PHATIME 8.4 (DEVEL) 7

(& 2 @1 21X

|

Time Entry Method:

j

[

[ew [~ [Brweety

Transaction Status: l In Progress

Payroll Number:

[ Superuser

8 F[M—APR—ZMZW14—APR—2012

Jobs
D Last Name First Name Position Suffix Status Method
Ms3333333 | | [Doe James [zosoo1 oo [pending Department =
Time Entry Time In Special Hours  Totals by |
Earn and Out Shift Rate or Units Earn
(] il
MH  |Regular Rate B & | 0.000000 1200 [ [ a0 2
= 0[] |
[ o [
[ o [
[ [ o]
=l s B | |
[ ] o [ | |
[ ] o [ | |
[ ] o [ | | =
Total Hours: 12.00 000 400 400 400 000 000/ 0.00
Total Units: 0.00
4 »
Time transaction successfully submitted. | J
Record: 1/1 =l | <osC> I
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Step 16. Click on the ‘Options’ menu then click ‘Access Next Time Record.’

NOTE: If you come to a Time Sheet that does not require any action, leave it blank and
access the next time record.

|/ DEVEL Banner8: Open > PHATIME [_._]@ﬁI
mﬂlock Item Record Query Tools Help

Access Previous Time Record
User! A r Override Lahor Distribution = I ITI
Entry ntek Time dvand Out Time Entry Method:
COAI | st L'eave Balances bn: | (= Transaction Status:  [In Froc :
Year: View or Enter Comments [EV‘ITIBi-Weekly Payroll Number: IIE—F’01-APR~2IJ12!014—APR«2012
View Leave Taken Balance
Jobs Approve Time
j &cinowledge Time First Name Position Suffix Status Method
fuiaggs| BeumiTime for Cenaction James Zosoot [oo [Pending Department =
View or Change Routing Queue
Cancel Time
T aaow snit  Ras  oroms | cam SN won T wes T e [N
[E] Apr01  Apr02 Apr03  Apr04 Apr05 Apr06 ’Apr:qi’
[T [Regutar Rate © [ ooooooo | [ 1z | [ o[ 400[ amnf [ =
[ ] =l | | [ [ 1 [ 1 1
[ ] == Wl | | I | [ | I
[ ] o [ | I [
[ ==l | [ [
=l = W | I I [
[ o[ I I [ ]
[ D] il I I 1 1
[ =Sl I I I I R N | G
Total Hours: 12.00 0.00 4.00 4.00 4.00 0.00 0.00 0.00
Total Units: 0.00
4| >
Time transaction successfully submitted. |
Record: 111 | | | <05C= J
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Step 17. Repeat Steps 8 — 16 to add time entries for remaining employees.

an > PHi
File Edit Options Block Item Record Query Tools Help
B E REEBRE YT REBE QSR [Tk
User ID: Proxy For: | [' [ [ Superuser
Entry by: [Timesheet - Time Entry Method:  |Depament <
COA: v = oOrganization: [ [7 [0 - Transaction Status: | In Progress -
Year: 2012 Payroll ID: fBWF[Bi—Weekly Payroll Number: 3—[7[01-APR-2012m14—APR—2012
Jobs
D Last Name First Name Position Suffix Status WMethod
M22222222 [ 7][smitn Jane [vosoot oo [in Progress Department
g maOut Shit  Rats  orumes | Eam Mon  Tue  Wed T i
=] Apr02 Apr03 Apr04 Apr05 Apr06
|001 Regular Rate (] [1_ 0.000000 72.00 60.00 8.00 a.un| 800 800 400
300 [Holiday Pay o 0000000 | 800 400 | | [~ oo
400  |Vacation Time O [1_ 0.000000 .00
500 [Sick Time O [1_ 0.000000 8.00
O]
] o ] i
] o ] i
o [
o [l 1 .
Total Hours: 80.00 000 800 800 800/ 800 800/ 0.00
Total Units: 0.00
1| P
FRM-40407: Transaction complete: applied records saved.
Record: 2/4 [ = | | <05C=
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Adding Comments

Step 1. Before you submit time for approval, click on the ‘Options’ menu then
click ‘View or Enter Comments.’

| DEVEL Banner8: Open > PHATIME HW
Mm Block Item Record Query Tools Help
(@ ¢ View Erors [PHIDERR] |
Submit Time for Approvals
Access Next Time Record
User Access Previous Time Record or: l [T[ B,
A r Override Lahor Distribution
Entry Time Entry Method: Department
COA: bn: | ] Transaction Status: | A/l (Exceptnot Started)
Year [ew [~ [Brweeky Payroll Number: s [ [01-aPR-201210 14-APR-2012
Taken
Jobs rove Time
1 e Time First Name Position Suffix Status WMethod
W E.etum Tima:far vi:mre.x:tu:wn James Z04001 IDIJ— |In Progress Department %
View or Change Routing Queue
= Cancel Time
o amaout Snt  Rate  orumts | Eem SO Mon T Wed T
E] Apr02 Apr03 Apr04 Apr05 Apr06 |
[T [Regutar Rate ©  p [ ooooooo | [ 1200 | [ aon| woo| 400 [ =
[ o | | [ [ [ 1
[ o [ ] | | [ [ T 1
[ = | | [ 1 [ 1 I |
[ == W | [ 1 [ 1 [ |
sl = B | L I [ | |
[ o [] | | [ I [ | |
| = B | | [ |
[T D | | || C
Total Hours: 12.00 4.00 4.00 4.00
Total Units: 0.00
4| >
Enter Earnings Code; Listis available | J
Record: 1/1 | | 2l | <0sC>
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Step 2. Click inside the Current Comments area to enter comments.

User ID: Proxy For: M [JSuperuser

Entry by: . Time Entry Method: Department v

COA: U [l Organization: g V| — - Transaction Status: All (Except not Started) v
Year: Payroll ID: BW ¥ Bi-Weekly Payroll Number: 8 ¥ 01-APR-2012 to 14-APR-2012

Previous Comments

Date and Time:

Made By: |

["' Confidential

Current Comments

( 4

.

[ Confidential

Enter Comments
Record: 1/1 [ | <0sC>
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Step 3. Type in your comment and click ‘Save’.

Open >
File Edit Options Block Item Record Query Tools Help

User ID: Proxy For: Y [JSuperuser

Entry by: . Time Entry Method: Department v

COA: U [l Organization: tniole V| —— Transaction Status: All (Except not Started) v
Year: 2012 Payroll ID: BW ¥ Bi-Weekly Payroll Number: 8 ¥ 01-APR-2012 to 14-APR-2012

Previous Comments

Date and Time:

Made By: | [” Confidential

Current Comments

vour comments here -

[ Confidential

FRM-40400: Transaction complete: 1 records applied and saved.
Record: 1/1 [ | | | <0sC>
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Step 4. Click on the ‘Options’ menu then select ‘Time Entry Data’ to return to the
time sheet.

Open > PHATIA

File Edit Block Item Record Query Tools Help

=l

7= E[EEHH

Time Entn

User ID: Proxy For: M [ISuperuser
Entry by: ¥ Time Entry Method: Department ¥,
COA: U fiw Organization: ot V| — . Transaction Status: All (Except not Started) v

BW 8 ¥ 01-APR-2012t0 14-APR-2012

Payroll Number:

Year: Payroll ID:
" Comments PHATIME 8.4 (MEMEIS

v Bi-Weekly

Previous Comments

Date and Time:

Made By: [” Confidential

Current Comments

Jscet your comments here. Al

4

[ Confidential

FRM-40400: Transaction complete: 1 records applied and saved.
Record: 1/1 | | ol | | <0sC=
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Overriding Labor Distributions

Step 1. After you have saved your hours entered, select the appropriate day that

you would like to override the labor distribution for.

|2/ DEVEL Banner8: Open > PHATIME

File Edit Options Block Item Record Query Tools Help

BB RAABE %% &

| [' l [ Superuser
Time Entry Method:
COA: [u_[T Organization: [ e [7 [ Transaction Status:
Year [eotz Payroll ID: [ew [+ [Biweeky Payroll Number:
Jobs
D Last Name First Name Position Suffix Status Method
M33333333 | ~|[Doe James [osoor oo [in Progress Department =
e e mion o e aime e [H o me e me o on [
B A Apr02 Apr03  Apr04 Apr05  Apr06

001 [Regular Rate O [ [ oooooo | [ 2o | BER| s00] 400
[ ] =l | | | Vm
[ o[ | [
[ ] o [ | [
[ o | | [
[ ==l | | [
[ =W | | [
I o [ | [ [T 1
l ==l | | [ [ T 1 I 1 =)

Total Hours: 1200 [ ooo[ 400[ 400[ 400

Total Units: 0.00

4| »

Enter Time or Doubleclick on a daily breakdown field for Time InfOut Entry.
Record: 171 || = | <0sC=
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Step 2. Click on the ‘Options’ menu then select ‘View or Override Labor

Distribution’.
| DEVEL Banner8: Open > PHATIME HW
Eile Edit Block Item Record Query Tools Help

| & 9 View Erors [PHIDERR]

Submit Time for Approvals

Access Next Time Record

or: | F[ [ Superuser

Entry Y or Enter Time In and [IimetEtyaMathiods
COA: | jst | eave Balances pn: | [T| ' Transaction Status:
Year: view or Enter Comments [ew [~ [Brweeky Payroll Number:
A eave Taken Balance
First Name Position Suffix Status Method
M3333 \ifetx”;:;::nf;er ;z:;;;[gueue James IZU4DCI1 it} |In Progress Department :f
= Cancel Time
Til Ent Time In Special Hours  Totals by i .
Fam and Out Shift  Rate or Units  Earn Sl AR
[Z] Apr02  Apr03 Apr04 Apr05 Apr06
001 |Regular Rate m 0.000000 | [ 120 | R so0] 400 [ =
| o | | [ [ T I I [
| =Nl | | [ [ T T I I
| = | | [ 1 I 1 I
== N [ [ |
= B [ 1
o [ ] [ I [ 1 I
O [ ] | |
o [ | :
Total Hours: 12.00 0.00 4.00 4.00 4.00
Total Units: 0.00
4| >
Enter Time or Doubleclick on a daily breakdown field for Time InfOut Entry. |
Record: 1/1 | | ol | | <0sC> J
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Step 3. You will be brought to the ‘Override Labor Distribution’ entry form where
you can edit Labor Distributions.

|2/ DEVEL Banner8: Open > PHATIME

/ot
File Edit Options Block Item Record Query Tools Help
(BYE RAER %9 BN QIEIRE I SH GI$ L@ 01X )

Earn: 001 |Regu|arRa!e Shift: |1— COA: [U_

Default Labor Distribution
Percent Index Fund Orgn Account Program Activity Location Project Cost
100.00 G00000 ——— P641 263

L

l
l [ [
I [ [
I I [
l I [

Override Labor Distribution

Date: 02-APR-2012 Total Hours or Units entered for Date: 4.00
Hours or Units Indei Fund Orgn Account Program Activity Location Project Cost
(] (] - (] (] (] (] (] (]

|»

| |
I I

|
I
[
l
l

| |
l I
[ I
l |
—

|

NEENEER

—

FRM-40350: Query caused no records to be retrieved. |
Record: 1/1 | | il | | <0sC> I
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Step 4. In the ‘Override Labor Distribution’ section, enter new labor information.
When finished entering, click ‘Save’.

|2/ DEVEL Banner8: Open > PHATIME I_.j[gj@
Eile Edit Options Block Item Record Query Tools Help
Bl B ReaBR %% 2@ J
5 Override Labor Distribution PHATIME 8.4 (DB EL) 55
Earn: 001 |Regu|arRa!e Shift: |1 COA: IU_
Default Labor Distribution
Percent Indes Fund Orgn Account Program Activity Location Project Cost
10000 500000 i 263 | m 2
[ [
I I | I I I [ ]
I I I I I [ I [ I =)
I [ I I I [ I [ I [ ]
I I I [ [ [ [ I I =
I I I I [ [ [ I [ l c
Override Labor Distribution
Date: 02-APR-2012 Total Hours or Units entered for Date: 4.00
Hours or Units Index Fund Orgn Account Program Activity Location Project Cost
7] 7] -] =] (-] 7] 7] o @)
| 2.00 = [co0000 = [pE41 250 | | |  Ba
[ [ | [ [ [ [ [ I [
[ [ [ [ [ [ [
I I I I I [ ]
I I I I I I [ ]
I I I I [ |
I I I I I [ B
2.00
FRM-40400: Transaction complete: 1 records applied and saved. |
Record: 1/1 | ] 2l | | <0sC> J
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Step 5. To return to the time sheet, click on the ‘Options’ menu then select ‘Time

Entry Data’.

|2/ DEVEL Banner8: Open > PHATIME

BEx]

Earn: W|Regular Rate Shift: 1 COA: IU_
Default Labor Distribution
Percent Index Fund Orgn Account Program Activity Location Project Cost
100.00 G00000 P641 263 l [_ =2
[ [ ]
I I | I I I [ ]
I I I I I [ I [ I =)
I [ I I I [ I [ I [ ]
I I I [ [ [ [ I I =
I I I I [ [ [ I [ l c
Override Labor Distribution
Date: ’W Total Hours or Units entered for Date: 4.00
Hours or Units Inde Fund Orgn Account Program Activity Location Project Cost
(] (] - (] (] (] (] (] =L
| 200 P coo000 == [pE41 30} | | | B
[ [ [ I I I [ I [ [ ]
[ [ [ [ [ [ [ |
I I I I I [ ]
I I I I I I [ ]
I I I I [
I I I I I [ JBE

Record: 11

FRM-40400: Transaction complete: 1 records applied and saved.

| «<05C=
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Viewing Leave Balances

Step 1. In the ‘Options’ menu, select ‘List Leave Balances’ to see available

balances.

|2/ DEVEL Banner8: Open > PHATIME

File Edit
| [@ ) View Enors [PHIDERR]

Submit Time for Approvals

Access Next Time Record
Access Previous Time Record
vl

ge Time

M2222 Return Time for Correction

View or Change Routing Queue

= Cancel Time

Block Item Record Query Tools Help

1]
View or Override Labor Distribution

ATIME 8.4 (DEVEL)

L@@ I

| (=1

Time Entry Method:

[ Superuser

Department

Time Entry

Earn

Regular Rate

gHE

Holiday Pay

=
=1
=]

Vacation Time

Sick Time

111118

| (=i Transaction Status:
[ew [+ [Biweeky Payroll Number: & [* [o1-APR201210 14-APR-2012
First Name Position Suffix Status Method
Jane [vosoot oo [in Progress Department =
Time In Special Hours  Totals by | 1 o
and Out Shift  Rate orUnits  Eam E o T LE SVC O T GR ‘
L Apr02 Apr03 Apr04 Apr05 Apr06 ¢
o ooooo00 | 7200 [ 60.00 [ soo| soo[ =00 soo[ 400 =
O [ ]] ooooooo [ soo [ 400 [ [ | | [ 400
O [ ] 0.000000 | | 8.00 |
B [ | 0.000000 | | 8.00 |
= | | |
o[ | | [
= B | | [
==l | l [T 1
5 0| | | [ [ I [ [ 1 C
Total Hours: 80.00 soo[ soo[ soo[ so0[ so00
Total Units: 0.00

Enter Earnings Code; Listis available
Record: 4/4 | ] =

| «<05C=
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Step 2. Once you have finished viewing available Leave Balances,

click on ‘OK’.

M=%

File Edit Options

Block Item Record Query Tools Help

B E RCABEE ¥ T B &l R I X
User ID: Proxy For: M [ISuperuser
Entry by: Time Entry Method: Department v
COA: U v Organization: . Transaction Status: ¥
Year: 2012 Payroll ID: BW ¥ Bi-Weekly Payroll Number: 8 ¥ 01-APR-2012to 14-APR-2012
Jobs
D Last Name First Name Position Suffix Status Method
M22222222 ¥ Smith Jane 04001 i) In Progress Department =
Time Entry Time In Special Hours  Totals by i
Eamn and Out Shift Rate orUnits  Eam | hon TE R U A
v Apr03  Apr04 Apr05 Apr06
001 Regular 8.00 8.00 8.00 4.00 =
300 Holiday 4.00
Find|%
400 Vacation
Sick Tim Description Current Available Hours Accrued Hours Banked
SICK Sick Leave 104 1} 0
VACA  Vacation 10.78 10.78 0
4| | L4
Find ( ok [fcancer =
Total Hours: 80.00 8.00 8.00 8.00 8.00 8.00
Total Units: 0.00
4 »

Choices in list: 3
Record: 4/4

| <osC>
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Approving Department Time

Step 1. To approve your department’s time sheets, log into BANNER and access
the form PHADSUM.

File Edit Options Block Item Record Query Tools Help
Q“IH’B@IEIE@I@@@M%II oo | T4
7 N ast log M

Welcome, Department Timekeeper, Products: E] Menu | Site Map | Help Center

=3
-

SUNGARD HIGHE

El
E
E]
B
El
£l
E
E
El
E
B
E
E
El
E
B

Enter the object name; Press LIST for listing. v o
Record: 1/1 | | 2l | <08C>
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Step 2. Fill in all necessary fields and select the appropriate Transaction Status.
If acting as a proxy, search for or enter in the approver’s User ID that you are

acting for in the “Proxy For:” area.

|/ DEVEL Banner8: Open > PHADSUM

(B][=% ]

File Edit Options Block Item Record Query Tools Help

(BB REABR %%/ R
' Department Payrall Summary PHA (
fUser ID: [ Proxy For: | || ["| Superuser
Approval of: Time Sheet v
COA: [U_[ZJ Organization: | BI Transaction Status: A
LYec-zr: W Payroll ID: WE{Bi-Weekly Payroll No: IS_E] 0
Required  Approve or  Return for Comments Errors
ID Position Queue Status Action  Acknowledge Correction Cancel Exist Exist
[ [ [] ] L] m| m A
| [ = [] ] m O
[ | [ m] O O O O
[ | [ O O O O O
[ [ [ [ 0 O O O O
| | | | : s
[ | [ [ O O = = mf &
Labor Override
Earnings Shift Special Rate Hours Units Exists
L [ [ | TR = 5
| [ — — — O
[ | [ . [ {— =
| [ ] | A — r
[ [ | [ [ r
[ [ r ] I O
[ [ [ | | [ ] O o
Total: | [ ]

Transaction Status.

Record: 1/1 [ | <0sC>
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Step 3. In the ‘Options’ menu, select ‘Department Summary’ to see all available
time sheets.

%) DEVEL Banners: ‘Open > PHADSUM

File Edit Block Item Record Query Tools Help

View Errars or Warnings [PHIDERR]

User ID: (-, | Proxy For: [ E” [ Superuser
Approval of: Time Sheet v
COA: !-U_[Zj Organization: : E” ' Transaction Status: All (except Not Started) ~~ ~
Year: W Payroll ID: WBIBi-Weekly Payroll No: E_B[m
Required  Approve or  Return for Comments Errors
ID Position Queue Status Action  Acknowledge Correction Cancel Exist Exist
[ [ ] ] ] ] ]
| [ = ] ] ] O
[ | [ m O m O O
[ | [ O O m m O
[ [ 8| r O O O
= [ [ [ (5]
= [ [ [ [

Labor Override
Special Rate Hours Units Exists

.

Earnings

[0}
=
2

N
EEEEEEE

LR TRRC T TRRT T[]

|»

Transaction Status.
Record: 1/1 [ | <0sC>
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Step 4. Select an employee’s ID to see a summary of their hours entered.

ml Banner8: Open > PHADSUM uw
File Edit Options Block Item Record Query Tools Help -l
(BOE REAEBRE Y7 REHE QI &I X[E ' (@@ 01X B
"B Department Payroll S ;
User ID: ! - Proxy For: [ [T| [l Superuser
Approval of: >
COA: Organization: | [ Transaction Status: |1l (sxcept Mot Started) -
Year: Payroll ID: [WF{Bi-Weekly Payroll No: [8_F|01—APR—2012T0 14-APR-2012
Required  Approve or  Return for Comments Errors
Position Queue Status Action  Acknowledge Correction Cancel Exist Exist
z04001-00  [Pending |Apprave - £ m v m PN
M22222222 [Srmith, Jane [uosoo1-00  [Pending [approve m | m | )
11111111 [smith, John [Po4001-00  [Pending |approve | O O 0 0
[ | | | [ m O O m O
[ [ 8| O O = O
O O O O O
O O m m ml e
( Labor 0verria
Earnings Shift Special Rate Hours Units Exists
001 [Regular Rats [ [ oo o T 2 -
[ ] [ [ T — =
= [ [ [ | — O
[ [ [ — — =
[ | [ [ [ [ ] O
[ [] [ [ ] L o
[ [ [ | (— 0 z
\_ Toor [ zm e "/
Id number. | J
Record: 1/3 | | <05C= I

Page 33 of 38



Step 5. 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.

|/ DEVEL Banner8: Open > PHADSUM B
malock ften Becord Query Tools Help

) Department Summary i B | | &1 ®
% s Transaction Summary DN e e rass O IILILSe
View or Change Time Detail [PHATIME]

Approve or Acknowledge All
User Il . Proxy For: ‘ [T| [ Superuser
Apply All Actions
Appro [ -
COA: VoW Routing Queue [ ] Transaction Status: | All (except Mot Started)
Year: view Errors or Warnings [PHIDERR] Bw [~ [Biweeky Payroll No: (8 |7 [01-4PR-2012T0 14-4PR-2012
Required  Approve or  Return for Comments Errors
Position Queue Status Action  Acknowledge Correction Cancel Exist  Exist
W EE [Doe, James z04001-00  [Pending lapprove m i ™ v m A
22222222 [Smith, Jane [oa0o1-00  [Pending spprove [] L] m L] L]
11111111 [smith, Jonn [Posoo1-00  [Pending [spprove ] O O O O
[ [ [ [ O m O O O
— | | | : oo
\ | [ | [ O O O O O
‘ [ | [ O m m m mfEd

Labor Override
Special Rate Hours Units Exists

.000000 12.00 &

)
=
E

Earnings

001 [Regular Rate

|»

w (m (m |m (w] (@

|
EEEEEEE

——
——
——

[ —

Total: 12.00

Record: 1/3 | | | <0sC>

1d number. | J I
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Step 6. To approve, return for correction or cancel a time sheet, place a
checkmark in the appropriate section.

| DEVEL Banner8: Open > PHADSUM

File Edit Options Block Item Record Query Tools Help

BB REAEE %P

"8 Departrment Payroll Summary PH?

Time Sheet >

== = N
(DEVEL)

Proxy For: [

[l Superuser

User ID: KF
Approval of:
COA: "

ek

Transaction Status: [.»"-.II (except Not Started) x

400 [Vacation Time

EEEEEEE

Year: 2012 [ew [~ [Brweety Payroll No:  [8 [ [01-APR-2012TO 14-APR-2012
Requiredf| Approve or  Return for omments Errors
1D Position Queue Status Action | Acknowledge Correction Cancel Exist Exist
[M33333333 [Doe, James [z04001-00  [Pending [approve | v ] [] v o (a)
22222222 |Smith, Jane IUDM]EH-IJD Pending IApprn\/e v [] [ [ |
11111111 [Smitn, John [Possot-00 [pending [approve v m £ £ m
[ [ | [ O ] 0O O O
0 O O O O
[] [ [ [ [
| 0 O O O m[ES
Labor Override
Earings Shift Special Rate Hours Units Exists

000000

[ e i 1] O a8
— — =
[ | — r
] — r
[ [ r
] [ = |
[ ] [ ] o :
Total: [—1600‘ [—

Approve/Acknowledge Time Sheet
Record: 3/3

| <0sC>
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Step 7. In the ‘Options’ menu, select ‘Apply All Actions’.

File Edit

| [@ O Department Summary
% Transaction Summary
View or Change Time Detail [PHATIME]
Annrgve gr Acknowledoe A
Proxy For: [ Superuser
£DRroy View or Enter Comments
COA:  view Routing Queue v || — Transaction Status: All (except Not Started) j
Year: view Errors or Warnings [PHIDERR] [ew [~ [Biweey Payroll No:  [8 |7 [01-APR-2012TO 14-APR-2012
Required  Approve or  Return for Comments Errors
ID Position Queue Status Action  Acknowledge Correction Cancel Exist  Exist
[M33333333 |Doe, James [z04001-00  [Pending [#pprove v | 0 v m A
IM22222222 ISmith, Jane U04001-00 Pending |Approve v [] []
11111111 [Smith, John P04001-00  |Pending [approve 7] | m m m m
[ [ [ [ O O m m O
[ [ [ [ O O O O O
| [ 0 | | | O
| [ O O O O 5+
Labor Override

Earnings Shift Special Rate Hours Units Exists

[400  [vacation Time [ | oooooo 16.00 O 8

= [ r

e [ O

- [ ] r

] [ i

L3 [ =

| B = =2 =2 0 =l

Tota: | 1600 ]

Approve/Acknowledge Time Sheet
Record: 3/3

| <05C=
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Step 8. The transactions are complete and all records have been saved. The
Queue Status should now be changed accordingly.

. DEVEL Banner8: Open > PHADSUM B=%]

File Edit Options Block Item Record Query Tools Help

(BB REAERE 29 REE @I &[]

"B Department Pa

User ID: Proxy For: [ r"| [l Superuser

Approval of: Time Sheet
COA: {U—F Organization: ’ [T[ ' Transaction Status: I,-"-.II (except Not Started) *
Year: 2012 Payroll ID: [ew [~ [Brweety Payroll No:  [8 [ [01-APR-2012TO 14-APR-2012
Requi Approve or  Return for Comments Errors
Position [ Queue Status Action  Acknowledge Correction Cancel Exist Exist
Doe, James |204001—0£l pproved L I LI 4 L] -
22222222 [Smith, Jane [uosoo1-00  flapproved m = = = ]
11111111 [smith, John [Posoo1-00  {approved [ ] O O O O
[ [ | [ m O O O O
O [ [ [ [
] | (| (| [
[ O O O O m[ e
Labor Override
Earnings Shift Special Rate Hours Units Exists
W IF\'euIar Rate [1_ ’m ,W ﬁ [# =
il [ = — [ — O
=0 [ [ ] {—r =
[ 1 [ [ ] ) — O
[ ] [ ] [ ] ] [ ] D
[ | [ [ ] | [ =|
[ [ [ — [ ] 0 Cl
Total: [—W [—
FRM-40400: Transaction complete: 3 records applied and saved. | J
Record: 1/3 [ | | | <05C= I
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Time Sheet Status Definitions

The following are definitions for each of the statuses of a time sheet, where they
can be located, and what actions to take next.

Time Sheet Status Definition and Action
Not Started The time sheet has not been started.
Something is wrong with the employee’s
Error )
record (contact payroll if necessary).
In Proaress The time sheet is extracted/ready for entry,
g but not submitted for approval.
. The time sheet has been submitted and is
Pending

waiting for approval.

If submitted for approval and the approver
disagrees with the time entered, the time
sheet can be returned for correction, altered,
and submitted again for approval.

Return for Correction

The time sheet is approved and ready for
Payroll. Once a time sheet reaches this
status, you can no longer adjust the time. To
Approved make changes after this point, you will need
to submit a paper timesheet to the Payroll
department. You should contact Payroll and
notify them of the change.

Payroll has pulled the information and is in

Completed the paycheck process.
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