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Begin departmental time entries by logging in to 
BANNER and reviewing the banner form PHATIME.
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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.
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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. 
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screen will appear. You can enter in an 
individual to work on in the Time 
Sheet Org or you can leave the ID and 
Last Name blank to select all with the 
¢ƛƳŜ {ƘŜŜǘ hǊƎΦ /ƭƛŎƪ ΨhYΩΦ

Index
























































