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Beginning the Process
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Begin departmental time entries by logging into
BANNER and reviewing the banner form PHATIME.
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2 General Menu GUAGMNU 8.3.0.5 (DEVEL) - Monday, April 16, 20 Gl il ionday, April 16, 2012 01:32:13 PM
Go To... | _~] Welcome, Department Timekeeper. Products: > Menu | o

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
[E) 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: 141 | | | | | <osc=> J
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= 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
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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.

< DE¥EL Banner 8: Open > PHATIME
Eile Edit QOptions Block Itemm Record Query Tools Help
=] P EE S S EE@EEE &S X
User 1D: Proxy For: * Superuser
Entry by: [Time Sheet Time Entry Method: Depar t
COA: U w Organization: | > Transac tion Status: t Started
Year: 2012 Payroll 1D:- et Payroll Number: =
Jobs
1D Last Name First Name Position Suffix Status Method
K3
Time Entry Time In Special Hours Totals by
Earn and Out Shirt Rate or Units Earmn
i)
Total Hours:
Total Units:
Orgn Code; press LIST for valid codes |
Record: 141 | | ... | Listofvalu | | <osc>
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|/ DEVEL Banner8: Open > PHATIME ==X
File Edit Options Block Item Record Query Tools Help

BYD BEEE 59 968 6 & B0 53 ¢ 580 11X . Enter the correct time sheet
Useri>:  ProxyFor | = Superuser : Organization Number- SeleCt

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

il i il T ] the Transaction Status that
| fits your needs. Enter the

First Name Position Suffix Status Method

5 Year, Payroll ID (BW) and

Time Entry Time In Special Hours  Totals by
Earn

A and Out ijt Rate or Units  Eam | | Payroll Number to Work On_
| ! ‘ \
| D D N - Press Enter.
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|
Total Hours: | ‘ \ [
Total Units: | ( | [ ( I (

Payroll Number, press LIST for valid Codes. |
Record: 1/1 | | | <0sC>
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screen will appear. You can enter in
Individual to work on in the Time
Sheet Org or you can leave the ID at
Last Name blank to select all with the
¢CAYS {KSS(GO hNBEO® .,
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