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Logging in - Employee

Web Time Entry is processed through Banweb, using your Michigan Tech ISO Username and
Password.

1. Sign in to Banweb: https://www.banweb.mtu.edu/ (Recommended browser: Mozilla Firefox)

,/ﬁ Michigan Tech Login ¢\ + Mﬂg@lﬂ.

b

L & | https://www.banweb.mtu.edu/pls/owa/twh

@) Google Bockmark & Google - Bookmarks

Michigan Tech Login
Welcome to Michigan Tech's Login Page

Please enter your campus username and 1SO password
(This is the same username and password you use for
HuskyMail, MyMichiganTech, and Canvas) and click login.
If you have forgotten your password, or have other questions
regarding this login page. please visit
https-//mylogin.mtu_edu

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

Username

Password | |

Login

® 2016 Ellucian Company L.P. and its affiliates.
This software contains confidential and proprietary information of Ellucian or its subsidiaries.
Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and such licensees.

2. Click on ‘Employees’.

/& P = MQ‘M
| Region Capture [
€) D@ hps banureb.mtu.edu/ plsf owa/twblwbis P_MainhMnugimsg=WELCOME+ <b> Welcome, Search wa o =

@ Google Bookmark & Google - Bookmarks

@ Michigan Tech

Out Help

Welcome, to BANWEB!

Personal Information Research Finance Payments/Confirm Enroliment
Address information, Safety yee Information Research Payments includin dent Bill
First Alert, emergency Enroliment Deposit, Student
contacts, marital status, and Insurance, Graduat dent fees
survey confirming enrollment, etc

© 2016 Ellucian Company L.P. and its affiliates.

SITE MAP
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https://www.banweb.mtu.edu/
https://www.banweb.mtu.edu/
https://www.banweb.mtu.edu/

3. Click ‘Time Sheet'.

2L Employees + R)] = 53
- Window Capture
€ & | hitps banweb. mtu.edu/pls/owa/twbkwbis.P_GenMenu? £ E+<b>Welcome 5 e ﬁ =

@ Google Bookmark G Google - Bookmarks

Michigan Tech
[iaas]

Welcome, to BANWEB!

- Home > Employees

Personal Information Employees Research Finance Payments/Confirm Enroliment

Time Sheet Compensation Statement Electronic Persennel Benefits and Deductions
Web Time Eniry Comprehensive Overview of | Action Forms Retirement, health, flexible
Salary and Benefit Cosis to EPAFs spending, miscellaneous
the employee and Michigan deductions, and compensation
Tech statement
Pay Information w | Tax Forms w | Leave Balances Meost Recent Paystub
Direct deposit allocation, Federal W4, W2 and Vacation, Sick, Personal ‘Your most recent Michigan
eamings and deductions 1095-C and Annual Leave Tech paystub

history, and pay stubs

Non-Payrell Direct Non-Payroll Direct Deposit | Open Enroliment Update Campus Directory
Deposits History Destination Click here to begin open Update your Campus

View Direct Deposits View/Modify Direct Deposit enroliment Directory Listing
(non-Payroll) Repository (non-Payroll)
summary of Current and Salary Planner -

Future Deductions
Summary of Current and
Future Deductions

© 2016 Ellucian Company L.P. and its affiliates.

SITE MAP

RELEASE: 8.13

" Browse

4. Verify that the correct Position and Pay Period and Status are selected. Click ‘Time
Sheet'.

Sign Out  Help

Michigan Tech

yees || Research Finance Payments/Confirr

Personal Information )
Time Sheet Selection

- Home > Time Sheet Selection

? Make a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet

Title and Department My Choice Pay Pericd and Status
@ Nov 06, 2016 to Nov 19, 2016 Not Started =
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Entering Time as an Exempt Employee - Report Exception Time Only

1. Click ‘Enter Hours’ for the day that you are reporting exception (sick, vacation, etc.) time.

o Tmemd Lorva Fagorting. % |

€ a8 &

) Googhe Bockmark 5 Googie - Beokmaria

Time and Leave Reporting

Tisea and Leave Reperting

T Sefect the bk under 3 date I srcer Iours o days. SHHCE VWisK1 O VA2 10 Tawgae thITugh the dates weha the pinced
** Arcourt Distributon adpsted on this day
Time Sheet

Tithe and Numb-er:
Depastment and Kumbar:

Time Sheet Period: Moy 06, 2016 to Now 19, 2016
Submit By Date: Mo 31, 2016 By 13:00 PM

Earning | Sl | Oefanht Tolal | Total | Senday Monday Toesday Thursday Friday Saturday

Mours ar Units | Hours | Usits. o7 Moy Of, 2016 Mow 19, 7016 | Mow 11, TOIE | Moy 12, 1016

acaton “ome i e e ) =
janrusl Lewve Teme 0 o [ it Kot frhat Hinars)

ok T i C o ) T it | e s
[Fersenal “rne 0 o rwt Hmats | [ frinr Humts | [

Service Amecd Day L e [
[Sereaverment Leave 0 C| et Mo | friar Hpves ] et Wiy it M|

ury Duty e voun|  ineer ne irewr wours| e wesry

Croes Duty Ermer Houn| Erear iz Lrter Wowr | Entar vican |

fonrenreey Busness Laswn e B Trtar wzun | trear teurs

sty Lasve wih Pay Erbar Woun| et Hown)| Lrear vz | Lrtar bzear) Erbar Woun|

iltacy Laave (Unpaet) 9 Erber unda) sbar Ureta) Lroar Lnss Krtar urtal fnbar Ureta
[Docked Pay Erbwr Houn| Srour Houn| Lrtwr Haurn ] Erbar Hown| Lrtar o
Fnowtmargancy G £ trtw tours] e | e v Grtwr toars| e hours
ot s E| o o E| o o o
[Eoims [ L L

Position Selecticn Comments  Preview Submit for Approval  Resurt Hext
Submitted for Approval hy:
Approved thy:
Waiting for Approval From:

' Browse

2. In the ‘Hours’ box, enter the number of hours claimed for that day and click ‘Save.” Repeat
this step until finished. Week 2 can be accessed by clicking ‘Next'.

£ Timesnd Lewce Reportng % | &

@) 5 8 | Mipe v hamweb by achy picfaveabwpketin P fnterTimeShe ThobsSeqho= 01 B Typeint e & |[@ sear o m e

& Google Bookmark 5 Goegle - Bookmarks

Time and Leave Reporting

Time and Leave Reporting

# Salact tha ink uncer 3 dmte 0 #ntar hours or days. Selec

Vaeir or Waskd 1o nmvgats ihiough tha dates within the pancd
* Account Cistribution adjusted on this day

Time Sheet

Title and Number:
Department and Number:

Timme Sheet Period: Now 08, 2016 to Nov 19, 2018

Submit By Date: Naw 21, 2016 by 12:00 PM L
Farming! Wneation Tirm

Date: Mo 07, 2015

shife: 1

e e
m Copy Account Distribution

Earning shifty | pefaul Total | Tatal | Sunday Manday Tunsday wednouday | Tharsday Friday saturday
Hours or Units | Hours | Units | Hov 06, 2016 | Nov 07, 2016 | Nov 08, 2016 | Nov 09, 2016 |Now 10, 2016 |Hov 11, 2016 | Now 12, 2016

e 1 o o Enter rous|  Enie Mouws|  Enie mows|  Ecterdous|  Etersourl  Enbe mows|  Fter Hours
[Bnual Leave Tene 1 o o Enber Heurs|  Enbwe Hows|  Enbee Huwa|  Enler Hours|  Enber Boursl  Enles Howrs|  Enlar Hours)
Sick Time o Enter Mour|  Enter Mowrs|  Enier Mows|  Eniar Mours|  Ender Mous 8] Entar Hours|
Personal Time 1 9 Enter Hour|  Enies Howes|  EnbesMows|  Frter Hours|  nber Moursl  Enter Hewrs|  Fter Hours|
Service Award Day n o Tnter tiours]  fer tiours|  Fnies o] Coiar Hours]  Frer tours]  fntes towns]  Foter Hous
= Lewve i 4 C Gnteriiiuna]  brtactoun|  Entaeviewn|  Uotarwouna|  Grbervesurs]  Enterewrs| Gt Hours
ury Duty, n o o “Entm ours|  Enter Hous|  Enter Howl Entms sours|  Enier Hours
Rescue/Fire/Red Cross Dty |1 o o Enter Heua|  Enber Hows|  Enber Huwes Enws Hawra|  Enlar Huwea|
Universty Business Leave |t o Enter smurs|  Enbes Mours|  Enbes owrs|  Eeter Hnurs|  Ebar tenurs]  Enter Mawrs]  Entar Haue
Maternity Leave with Fay [t o Enter fiours]  Bofec Hows|  fnber ows|  fier Hours|  fober Bours]  Enber Hows]  Fotar Houes|
Hilltary Lesve (Uromid) 1 o o Lonar unt| Entar unns fntar uns Enter unes Totar unita tazar uns| Entar vats
Cocked Fay —h o "~ Ente mows|  Enler Mowa|  Enie mows|  Ever Mours|  Enter eoura|  Enter Mows|  Enter s
S Emergoncy Clowsre |t o of Enbar Heurn|  Enler Howes|  Enier Hawns|  Eobar Hours|  Enhar Houra|  Enler Howns| _ Enfer Houes|
ot Hours: | 9 o o ——=i 9
Tortad etn: o o o 4 o C o

Positien Salecticn Commants Praview Submit for Approval Restart m

' Browse 1 for Approval By:

Annrauad Bu- Y
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3. Click ‘Preview’.

a]l
A Time and Leave Reporting + a2 | = |

& & | hitps banweb.miu.edu/pls/ owa/bup . Searc T B U i =

@ Google Bookmark & Google - Bookmarks

Sign Out  Help

ne > Time and Leave Reporting

P Select the link under a date to enter hours or days. Select Week1 or Week2 to navigate through the dates within the period

** Account Distribution adjusted on this day

Time Sheet

Title and Number:

Department and Number:

Time Sheet Period: Nov 06, 2016 to Nov 19, 2016
Submit By Date: Now 21, 2016 by 12:00 PM |
Earning: Snow/Emergency Closure
Dat Nov 15, 2016
Shift: 1
Hours: 4
Save Copy Account Distribution
Earning Shift | Default Total |Total |Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
Hours or Units |Hours | Units | Nov 13, 2016 | Nov 14, 2016 |Nov 15, 2016 |Nov 16, 2016 |Nov 17, 2016 |Nov 18, 2016 |Nov 19, 2016
\Vacation Time 1 0 8| Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Annual Leave Time 1 0 [} Entsr Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Time 1 0 8| Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Personal Time 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Service Award Day 1 0 0 Entsr Hours Enter Hours Enter Hours Enter Hours Enter Hours Entsr Hours Enter Hours
Bereavement Leave 1 0 0 Ent=r Hours Enter Hours Enter Hours Enter Haurs Enter Hours Enter Hours Enter Haurs
Jury Duty 1 0 0 Ent=r Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Rescue/Fire/Red Cross Duty |1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
University Business Leave 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Maternity Leave with Pay 1 0| [ Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Millitary Leave (Unpaid) 1 0| 0| Enter Units Enter Units Enter Units Enter Units Enter Units Enter Units Enter Units
Docked Pay 1 0| 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Snow/Emergency Closure 1 0| 4| Enter Hours Enter Hours 4 Enter Hours Enter Hours Enter Hours Enter Hours
| Total Hours: 20 0] 0 4 0 0 0 0)
Total Units: 0 0 0 0 o 0 0 0
Position Selection Comments Submit for Approval Restart Previous

Browse 1for Approval By:

Annrauad Ru-

4. Review Summary of Reported Time. Click ‘Back’ to edit or submit timesheet.

Michigan Tech

Research Finance Payments/Confirm Enroliment
Summary of Reported Time

ne > Summary of Reported Time

Personal Information

? Set your printer layout to Landscape before printing

Time Sheet
Earning Code | Shift | Total |Total | Sunday |Monday | Tuesday | Wednesday, | Thursday | Friday | Saturday | Sunday | Monday | Tuesday | Wednesday, | Thursday | Friday | Saturday
Hours | Units |, o o Nov 09, o o 5 9 9 o Nov 16, - - 5
Nov 06, |Nov 07, |Nowv 08, |2016 Nov 10, |MNow Nov 12, |MNov 13, |Mov 14, |Nov 15, |2016 Nov 17, |Nov Nowv 19,
2016 2016 2016 2016 M, 2016 2016 2016 2016 2016 18, 2016
2016 2016

[Vacation Time 1 8 8

Sick Time 1 8 8

Snow/Emergency |1 4 4

Closure

[Total Hours: 20 8 8 4

[Total Units: 0|

Page 5



5. When finished, click ‘Submit for Approval.’

# Time and Leave Reporting
€ La

@ Google Boskmark T Google - Bookmarks

o

miu.edu tariDvive 3

Time and Leave Reporting

Time and Leave Reporting

ect the fink under a d

o enter howrs or days.

hin the penad

** Account Distnbution adjusted on this day

Time Sheat

Title and Number:

Dapartmeant and Numba)
Time Sheet Perlod: New 06, 2016 to Nov 19, 2016

Submit By Date: Now 21, 2016 by 12:00 PM

Earning Shift | Default Total |Total | Sunday Monday T ay Wednesday | Thursday Friday Saturday

Hours or Units | Hours Mov 04, 2016 | Nov 07, 2016 | Nov 0B, 2016 |Nov 09, 2016 |Mow 10, 2016 |Nov 11, 2016 | Nov 12, 2016
f 0 o Entar Haurs Enter Hours Enbar Hours Enbar Entar Hours Emtas Hours|

i Ci o | Enter How Enter Hows]  Enber Howns “Entar Hours Enter Hewrs Ertar How
Sick Time f [ [ Untar Mours Tntar Howrs Untar Hoon Tntar Hours Tntar Hewrs rtas vours|
’Frmu E T L o Eni s Enter Hours Erter Hours|
Service Amard Day 1 o [} Enter Hours Entet Hiwn Ertee Hours|
Bereavement Leave i [ [ Tntar Hours Lntar Hours e sours|
uery Duty 1 [ [ Enter Hour Enter Howrs Enter Hours|
Rescue/Fire/Red Cross Duty |1 R Enter Howns atet Mo e Houns|
l‘.’l"“"“ Buginess Leave 1 [ [l Enbar Hosr Entar Hours Fntar Heours Eriar Mours|
Malerrty Leawve wth Pay |1 0 o | Entes Hiwrs Entar Haurs) Enter Huwra B Huwes|
radlitary Leave (Unpasd) 1 o L Ensar aits| Lotar Unite Entae Unita Entar Unssl
M Entar Hours Entar Haurs| Entar Hours Ertas Mous|
ilEs: o o Enler Howra Entwr Hours| __ Enber Howra| __ Evfer Huun|

[ [ o o [ o

C [ o 9 [ o [

Fosition Selection Comments Preview 5 for Approval Restan Mext

Submitted lor Approval By:
Approved By:
Waiting lor Approval From:

Browess

6. Your time sheet has now been submitted; verify you have submitted your time by
looking at the ‘Submitted for Approval By’ area.

€ Ca

-

Time and Leave Reporting

mba.edu

- " g x |+

% Google Bookmark T Google - Bookmarks

Time and Leave Reporting

% Ho hours entered.

Waak1 oo

igate theough the dates within the period

** Account Distribution adjusted on this day

Time Shest

Title and Number:

Department and Number:

Time Sheet Period:
Submit By Data:

Mov 20, 2016 to Dec 03, 2016

Dac 05, 2016 by 12:00 B

Earning shift | Default Total |Total | sunday |llon¢uv Tuesday Wednesday ursday Friday Saturday
Hours or Units | Hours | Units | Nov 20, 2016 | Nov 21, 2016 | Mov 22, 2016 |Nov 23, 2016 |Nov 24, 2016 |Nev 35, 2016 | Nov 26, 2016
Iacsten Tme 1 3 o Ertar b Enlar Hawrs Eeber Hours)
[nnual Lasve Tima 1 o Lntar Wewrd Lazer Hour|
Sick Time. 1 9 o Entar Hours Teter Hours|
[Persanal Tene 1 o Enlar Hars, Bt Hours|
[Bervice Award Day 1 [ | Letar Hours|
[Bereavement Leave n [ o
lury Dty 1 3 | Evtar Mours|
Finscun/Fire/fied Cross Duty |t ol
Wniversity Busness Leave |1 3 o Enber Hours|
[Matarnity Lasve with Pay 1 q
Millitary Leawe (Unpaid) 1 g
[Docked Pay 1 o
ow/imargancy Closurs |1 [ o Entar naurs Loter Hours) Ertar peura
oomi e i P
otal Unita: o o [ o o

Comments  Freview Mext Retum Time

You on Dec 02, 2016 I

Brows

——

« Approval From:

Page 6



Entering Time as a Non-Exempt (Hourly) Employee

1. For each day worked and for leave time for eligible employees, click ‘Enter Hours’ for
that particular day.

| e— A ereRepotng % |4
€ -a s

& Goagle Bockmark 5 Geogle - Baokmarks.

Time and Leave Reporting
< > Tume and Leave Reporting
T Sulect the link ender & date to entier houts o days. Sebect Wisk! or Waak 10 navigate thrsugh the dates within the pariod
** Account Distribubon adjusted on this day

Time Sheat

Tithe and Numiber:

Gepartment and Mumber:

Time Sheet Period:
Submit By Date:

Mow 70, 2016 to Dec 03, 2016

Dec 05, 2018 by 12:00 PM

ey Wodnesdwy | Thursday | Friday Saturday
Haomrs or Usits 1 Mow 23, 2006 | Now 24, 2006 | Now 25, 2016 | Hov 16, 2016
o et Haban S Havn ot Haners | e
mmmmm Soter Hours]  fnter Howa] ke o]
[ e Houn Artwe noun) Embar vicera | Embar o]
° e bparn]  Betee sl Baber Haes|  Bater b e
o friae b Srtae Maun [Enbar Mgr Embar oy
- Ervtes Moun Entar Fiow
[
d o | tmwnenl tweseo = i foaw ol frne tisun] ftar e | e -
o Erter Mzur Enter Moy, Bt Moy, T Mou, vt Mouny) Gntar Mo | Entar Hoyn)
W o | Gerscun|  imersoun]  Gersoun] e ioun| e woun e
q s T T T s T T
| | L
o r q q q o

Pesition Selection  Comments  Preview  Submitfor Approval  Restan Next
Submitted for Approval By:
Approved By
Waiting for Approval From:

— .

2. In the ‘Hours’ box, enter the number of hours claimed for that day and select

‘Save.’ Repeat this step until finished. Do not enter ‘0’ hours. Week 2 can be
accessed by clicking ‘Next’.

- s seporis x \O&

€ @ - ——

& Googht Bskmark T Googht - Beshrris

Time and Leave Reporting

Time and Leave Reperting

i undier 3 date to enter howrs or days. Select Wkt 0 Weeki2 10 naigate thiough the dates
** Ace Distribution adjusted on the day

Time Sheet

Tithe and Number:
Dapartmant and Number:

Therwe Shivat Period: Mov 20, 2016 ts Dee 03, 2018

Submit By Date: Bec 05, 2016 by 12:00 PM

Baeime hegdarw "

Dabas New 34, 2016

skl 3

Save Sopy Account Distribution
Farning shift | Dotault Total |Total | Sund, Manday Tussday |Wednasday | Thursday Friday Saturday
Hours or Units | Wours | Units Wov 21, 2016 | Kow 32, 2016 | Nov 23, 016 |Nov 24, 2016 | Mow 25, 2016 | Nov 26, 2016

3 [ L

Page 7



3. Click ‘Preview’.

I T S ——

£ ©a |

& Geogle Bockmark G Goagle - Roakmarks

b

Time and Leave Re
g Tume and Leave Reporting
P 3,

" b

i1 or Weekl

aunt Distribution adjus

Time Shest

Titte and Hummber:
Dapartmant and Numbar:
Tima Shaat Pariod:

Sulsmit by Date: Dac 05, 2016 by 12:00 PM

Maw 20, 2016 to Dec 03, 2015

| Earning Shift | Detault Taotal |Total | Sanday Manday Tuesday ‘Wednesday Thursday Friday Saturday ¥
| Hours or Unie  |Hours |Units | Now 20, 2006 (Now 21, 2006 | Nowv 32, 2006 |Naw 203, 2006 | Row 24, 2016
egular Rate 1 L 24) Ertw Hows | & & 8 Enbar Houts|
Overtiors i F - T T T T T
acaton Tewe n o Sonar o] Eoter o] Eob tewra]  Eohu toura] St tiou]
Arvasal Leave L o L Efitar Wow Enter Moo Ente Houra) Enter Mt
Parsonal Time L [ o Enbar Hours|
Halidhy Pay g q 0 Enbes tiouri|
Car rd Dy o [ CH - 1 ntar waural
Susnrarkiawe [T - o s
= - E f C 8 “Lnber vours|
2 -
ot e ; T

Pesition Selection

Comenents

submitted for Approval By:
Approved By:

Waiting for Approval From:

B

—— r r ar

4. Review Summary of Reported Time.

o Summary of Begorted Tms. % | 4

Click ‘Back’ to edit or submit timesheet.

1oL

Heman Resources. 76500

Shift| Toanl | Tosal | Sunday | Wonday | Tuesday

Now 20,
2016

Thursday | Friday
Haw 74, | How 76,
W6 [ (A% [

Bow 23,

Thursday | Friday
Bec 0, | Doc 2. | boc 03,
a0 216 16

Hov 30,

n Compary L. and its aflilistes

Browse

Page 8



5. When finished, click on ‘Submit for Approval.’

Time and Leave Reporting

Time and Leave Reporting

ik undar a date 1o ener b

of days.
™ Account Distnbubon adjusted on this day

Time Sheet

Tite and Number:
Department and Number:
Tima Sheat Pariod:

submit By Date:

W g - ——

% | o TenesmdLerveReporting % | 4

ekt o Wiok2 to nanigats three

o pericd

Mav 30, 7016 to Dec 03, 7016

Dec 05, 2016 by 12:00 PM

Position Selection

Submittad for Approval Ry:
Approved By:

Waiting for Approval From:

Browse

Comments  Freview | Submitfor Approval | Restart  Next

Earming Shift | Default Tetal | Total | Sunday Honday Tuesday ‘Wednesday Thursday Friday
Heurs or Units  |Hours | Units | Moy 20, 2016 | Mov 21, 2016 |Mov 22, 2016 |Nov 23, 2016 | Nov 24, 2016 |Nov 25, 2016
1 of 2 & |
: El E E E
T o o
1 [ I ke Howrs| frcar Houra|
= . o o Eniat riours et riours
Persenal Time i g Erver rioura| Tober Hous)
Hohday Pay 1 o bl Entmr Hours ) Erlar Hirers Entwt Hours)
Sarvich Ju [l o Eotar Hewrn Lnber Moura|
1 L Eelme Hoprs Frbas Huurs)
in [ I Lot e Enket Haura|
1 o Ertar Mooy Erbar Mours) Eraar Moy
T [ o TokarHoura|  Enter Wows| Entar Houn| Unteriours]  Conar e Cotar veurs
T of Ll o L
o | o o E

6. Your time sheet has now been submitted; verify you have submitted your time by
looking at the ‘Submitted for Approval By’ area.

..i. Michigan T

Time and Leave Reporting

e fink undr

time sheet was 5

mitted succossfilly.

** Account Distribution adjusted on this day.

Time Sheat

Title and Number:

Department and Numb

Time Sheel Period:

hmit By Date:

h the dates within

¢ period

Nov 20, 2016 to Dec 03, 2016
Dec 05, 2016 by 12:00 PM

Earming shift | Default Total | Total Honday Tuesday Wednesday | Thursday Friday | saturday
Hours or Units | Howrs | Units | Nov 20, 2016 | Nov 21, 2016 | Nov 22, 2016 | Mov 23, 2016 | Nov 24, J016 | Nov 25, 2016 | Nov 16, 2016

Reguiar Rate qL J= 2 ___ O o Ewaien] Emechows] Esiackoal  Esacho
Crvetimie 1 5| ol Enter Hours Enter Howrs Enter Hours Enter Howrs Enter Howrs Enter Howrs
vacation Time 1 o 1 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours, Enter Hours,
annual Leave Time 1 o o Enter Hours| Enter Howrs| Enter Howrs| Enter Howrs| Ertter Howrs| Enter Howrs| Enter Howrs|

e 1 o 135 Enter Hairs Eniter Howrs| Eniter Haurg| ] Eriter Hawrs| Eniter Haurs|

Tirmw 1 o | Enter Mours|  Enter Mours|  Enter Hours| Eriter Hours Enter Hours Eriter Hours|

Holiday Pay 1 o iC| Enter Hours Enber Hours| Enter Hours| Enter Hours| B B Eniter Hours|
Senvice Award Day 1 o of Enter Hours| Erter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Howrs| Erter Howrg|
[Bereavement Lea 1 o Enter_Hours Eriter Howrs| Eniter Hawrs| Enfter Haurs| Eriter Hawrs| Eriter Haurs| Eriter Huurs|
comp Time Earmed 1|~ 00| Goer ours|_Eover o] v vours] B oo iterfowrs] G aurs] e s
Comp Time Taken 1 | | Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Haurs Enter Hours
n [E | o Enter Howrs| Enter Howrs| Enter Howrs| Enter Howrs| Enter Hours| Enter Howrs|

= ; E E
1 L 9 g g L L

Position Selection  Commaents  Preview Naxt Return Tims

Subimitted for Approval By:
Approved By:

Waiting for Approval Fro:

Browse

You on Dec 02, 2016
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Approving Time for an Active Employee - Approver

1. Sign in to Banweb: https://www.banweb.mtu.edu/ (Recommended browser: Mozilla Firefox)

fﬁ Michigan Tech Login x "‘,\+ ol lglﬂhlgi
€ ] b.mitu.edu/pls/c 5P\ Login Search el 1—*—#_:

@ Google Bookmark G Google - Bookmarks

Michigan Tech nlin

Michigan Tech Login

Welcome to Michigan Tech's Login Page

Please enter your campus usemame and ISO password
(This is the same username and password you use for
HuskyMail, MyMichiganTech, and Canvas) and click login-
If you have forgotten your password, or have other questions
regarding this login page, please visit
https://mylogin.mtu_edu .

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

Username

Password ||

Login

@ 2016 Ellucian Company L.P. and its affiliates.
This software contains confidential and proprietary information of Ellucian or its subsidiaries.
Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and such licensees.

2. Click ‘Employees’.

s

Region Copture |
wa o =

fﬁ Main Menu
€ & | https://www.banweb.mtu.edu/pls,

@ Google Bookmark & Google - Bookmarks

@ Michigan Tech

Welcome, to BANWEB!

Personal Information Employees Research Finance Payments/Confirm Enroliment
Address information, Safety Employee Information Research Payments including Student Bill
First Alert, emergency Enrollment Deposit, Student
contacts, marital status, and Insurance, Graduate Student fees
survey confirming enrollment, etc

@ 2016 Ellucian Company L.P. and its affiliates.

SITE MAP
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https://www.banweb.mtu.edu/
https://www.banweb.mtu.edu/
https://www.banweb.mtu.edu/

3. Click ‘Time Sheet'.

£ Employees % |+

AL

L :

it e

Google Bockmark & Google - Bookmarks

€] Michigan Tech

Welcome,
- foir Employees

Personal information

Employeas

Time Sheet

Wb Time Entry

Non-Payroll Direct
Deposits Histery

Summary of Current and
Future Deductions

2016 Ellucian y LP. and its affiliates.

RELEASE: 0.13

'. Browse

4. Click the radio button next to ‘Approve or Acknowledge Time:’ and click ‘Select.’

Michigan Tech
x|

ersonal Information y d
Time Reporting Selection

* Home

= Em| > Time Sheet

to BANWEB!

Research

Mon-Payroll Direct Deposit
Dastination

Salary Planner

Payments/Confirm Enroliment

Finance Payments/Confirm Enroliment
ic Personnel Benefits and Deductions
Action Forms. b
EPAFS

Leave Balances Most Recent Paystub

it Michigan

Open Enroliment Update Campus Directory

SITE MAP

? Select a name from the pull-down list to act as a proxy or selact the check box to act as a Superuser

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report:
Access my Leave Request:
Approve or Acknowledge Time: @
Approve All Departments:
Act as Proxy: Self +
Act as Superuser:

Proxy Set Up



5. Verify that the correct Department and Pay Period are selected, select Sort Order,
and click ‘Select.’

Sign Out  Help

rch Finance Payments/C

Personal Information Employees
Approver Selection

Home > Approver Selection

Time Sheet

Department and Description My Choice Pay Period
U, e BW, Nov 06, 2016 to Nov 19, 2016 ~

Sort Order

My Choice
Sort employees’ records by Status then by Name: @
Sort employees’ records by Name:

6. Click on the name of the employee whose time sheet you wish to approve.

A Summary + ] R | = .
€ & | htps banweb.mtu.edu/pls/owa/bwpktais.P_ProcSelectApproverAction Search w e O%F " =

@ Google Bookmark G Google - Bookmarks
MichiganTech Sign Out  Help
|

Personal Information Employees Research Finance ayments/Confirm Enroliment

Department Summary

Home > Department Summary

7 Select the employee's name to access additional details

COA: U, MTU Chart of Accounts £
Department:

Pay Period: Nov 06, 2016 to Nov 19, 2016

Act as Proxy: Not Applicable

Pay Period Time Entry Status: Open until Nov 21, 2016, 05:00 PM

Change Selection

In Progress

1D ‘ Name, Position and Title Total Hours Total Units Cancel Other Information
¥ 00 00| Leave Balances
Office Assistant 5

16.00 00} Leave Balances

998731 - 00
Office Assistant 6

Not Started

1D | Name, Position and Title Other Information

I

(

0

(

;| Browse
| <
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7. Verify that the time entered is correct and entered on the line for the correct earn
code and under the correct day of the week. Click ‘Approve’.

#L tmpioyee Detuiz =+ L E IS

&) @ | b e

& Google Beskmack T Google - Beskmacks

Employee Details

Home > Employes Details

Employe 10 and Nam; Deparment and Description: U 26500 Human Resources
Titko: FRTIS00 Office Assigtan & Transac thion Status: Pendng

Pravieus Menu m for Comection Change Record Celete Add Commant Haxt

Rostrg Qutee  Accoes Onireuton

Time Snesat
Enmings | Shift | Specini | Total | Total | Sunday | Monday | Tussday Thursday | Friday | Saturday | 5 ¥ y | Tussdny | Wadnesday, | Thursday | Friday | Satsrday
Hate | Mowrs | Units |, 5 . Dec 07, 3 A ' " 3 & Dae 14, . " '

Dwe 4, | Dwe 05, | Duc 06, | 2016 Dec 08, |Dec  |Doc 18, |Dec 1, (Doc 12, |Doc13, |2016 Dec 15, (Dec | Dwetl,
6 e 2016 2016 o, w0 M6 | 2e w016 mE 116, 2016

= - . = 6 | B N _fants

Fegeiar |1 0 E C 8 B E E [ [ B E|

] J | 4 i ’ . i | L

Total Hours: El 8 B H Cl E [ 5 |

Total Units: i | I |

Routing Queue

Hame Action and Date

d Doc 05, 2016 08:42 am
sted Doc 08, 2016 08-58 am

Arcoun Distrtustion Detas Data

Percent  [Index  [Fund | Orgenization [Account  [Program  [Activity [Location  [Project Tyrpe | Cost Type
e e - — e —

8. Look for the verification message that says “Time transaction successfully
approved”. The transaction status will say “Approved” and the Routing Queue will
indicate “Approved” with the date and time of approval.

11 Tene sheet - et % 1 Mechigen Technol o % A Employee Detibs ® |+ g 0| = | G
L2

Department and Description: ZE500 B Resources

TEvtealon 3

Previous Menu  Return Time Hext

caut Datutcn
shin| spacial | Tot! | Totn! | Sunday | Menday | Tuesday Thursday | Friday | Saturday | Sunday | Mondny | Tuesday | Wednesday, | Thursday | Fridey | Saturdoy
Rate | Hours | Units|, ; ; Hov2i, |, i ) : ; ; Nov3d, |, ¥ ¥
Now 70, |How 24, |Nov 72, | 2016 Wow?d, |Hov |Mow26, |Now27, |Now?s, [Hov3s, (7016 Dec01, |Dec [Decoy,
e |06 | 2016 we |25, |26 (2016|2016 [2016 we  |oz,  |me
2016 6
Reguiar |1 455 o o o E z
Rl |
Vacation |1 1| | 1
Tims L 1
Sick Tima |1 135 Ci | | =4
Holiday I| 1 I l [ C l l
oy
Tosal Haurs: 80 B E B i B El El
Total Units: ﬂ ] 1 | 1
:{W"l}; Queue
Hume Actlon and Date
Originated Doc 01, 2016 0154 pm
Subrmitled Dee 02, 2016 0316 pm
| Fepond Deciz WE0IHEm |
| m—m—— =" — ~ m———— —
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Returning a Time Sheet for Correction - Approver

1. If you discover an error in time entry and time allows, click ‘Return for Correction’.

£ Employe: Doty * | )
€8 propes " c e e

& Google Boskmark & Geogle - Bookmarks

Employes Details

Employen 10 and Name: Department and Description: U 26500 Homan Risousces
Tislo: 53873500 Office Assistam & Transaction Status: Pandng

Previous Menu  Approve  Retum for Correction  Chamge Record  Delets  Acd Comment Hext

Bt Cumss  Accsent Dtbaton

Tirme: Steet
Eamings| Shifi| Special | Toeal | Total ¥ Y | Tusaday ¥ J Torsday Thursday | Friday | Satssday
Fate . . Dec0?, |, . . . . . Dectt, |, . .
Dec 04, | Dec 05, | Dec 06, | 27016 Dec 08, |ODec |Dec 9. |Dect, [Dec 12 |Dec1l, | 2016 Dec 13, Dec |Decif,
WE (e |6 e 0, s W (AME | AN w6 16, |6 L
w6 e

Regel [+ 3 C 3 [ E

fReate | |

Total Hours: T3 iy ] I - 3 4

Total Unita: C

Routing Queue

HMame Action and Dute

Orignated Dec 05, 2076 0842 am
Submitted Dec 08, 2016 06.53 am
Pendng

Actoun Distribution Defsut Data

[Account Ewm [Aciity  [Location  [Project Type  [CostTyps |
0 I I

Dec 04, 2015 00 00ATIB0S  [GOG0DD 26501 P 1 1 |
Browse:
rimens Menu  Approve I Roeturn for . oe Deiete Hext
————— T P T —_— .

2. Verify time sheet was approved and notify employee to correct and resubmit.

£ tmployee Detals x4+ il | e T ]
408 h banweh mtuiedu - e |la #E T =

& Google Reckmark T Goagle - Baskmasky

Employee Details

Empicyss Details

£ Tirme 1 Ai Rully raturned far Aivn,
Emplayen ID and Name: Deparment and Description: U 26500 Huenan Resources
Tithe: FRTI00 Office Assistant § Trahsaction Status: Retumad for Comection

Provious Menu Maxt

[ e

Time Sheat

Enmnings | Shitt| Special | Total | Fotal | Sundwy | Maonday ny y | Sacurday vy y | Tuasday iy, | Thursday /] iy
Rate | Houwrs | Units |, . . Dec 07, . . . . . . Doc 14, . . .

Dac 04, | Dac 03, (Oae 06, | 2096 DecO8, |Dec (Dac10, |Dec 11, |Dac 12, (Dae 13, | 2006 Dac 18, [Dac | Decil,
WE (M6 | 2016 2016 % 206 WG |AE | 2016 e 16, 2016

Regise 1 | T | i E ] E| I = 8 o B
e l] | 1

|
Total fours: E Cl El E 8 El Cl [ E| si
Total Units: | d | |

Routing Queus

Harme Action and Date
Onginated Dec 05, 2016 08:42 am
Submitted Dec 08, 2016 08.58 am

In the Queve

Browse  Inbulion Detaut Data

— T = e — —
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Copying Hours - Employee

1. To copy hours to other dates, enter hours into the ‘Hours’ box, then click ‘Copy’.

£ Time wnd Lowve Repsrting 5 | o | 5

e*ia p——rrs . %8 T =

& Gosghe Backmank 5 Gaoghe - Boskmarks

| MichiganTech

Time and Leave Reporting

]

** Account Distribution adjusted on this day

Time Shast

Titha and Numnsber:

Departrment and Nurmber:

Time Sheet Period: MNov 06, 2006 to Mov 19, 2016
Subsmit By Date: Mov 18, 2016 by 12:00 PH

Shift | Defauit Trotar [ronal
Hours ar Usits | Hours | Units

I
T ’
|

L elalololelalelale lolslale

Posftion Selection  Comments  Preview  Submitfor Approval  Restart  Next

' Browse | for Approval Ry:

A

2. Place checkmarks in the appropriate dates and click ‘Copy.’

Note: To copy all remaining work days after the day you entered to copy, you can use
the “Copy from date displayed to end of the pay period” box instead of choosing
individual days. If you want to include Saturdays or Sundays in this type of copy, select
the appropriate box.

_ MichiganTech Sign Out  Help

Personal Information Employees Research Finance Payments/Confirm Enroliment
Copy

Home > Copy

¥ Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are copying from, your hours will be deleted
When you select Copy, the Hours or Units and the Account Distribution is also copied
Earnings Code: Vacation Time, Shift 1
Date and Hours to Copy: Nov 07, 2016, 8 Hours
Copy from date displayed to end of the pay period:
Include Saturdays:
Include Sundays:
Copy by date:

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Nov 06, 2016 Now 07, 2016 Nov 08, 2016 Nowv 09, 2016 Now 10, 2016 Nov 11, 2016 Now 12, 2016
] ]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Nov 13, 2016 Nov 14, 2016 Nov 15, 2016 Nov 16, 2016 Nowv 17, 2016 Nov 18, 2016 Nov 19, 2016

—

Time Sheet Previous Menu
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3. Look for the verification message that says “Your hours have been copied

successfully” and click ‘Time Sheet’ to return to the weekly time entry selection.
@ Michigan Tech

Personal Information Employees Research Finance Payments/Confirm Enrollment

Copy

Home > Copy

¥ Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are copying from, your hours will be deleted
When you select Copy, the Hours or Units and the Account Distribution is also copied

l . Your hours have been copied successfully. I

Earnings Code: Vacation Time, Shift 1
Date and Hours to Copy: Nov 07, 2016, 8 Hours
Copy from date displayed to end of the pay period: (=]
Include Saturdays: =]
Include Sundays: (=]
Copy by date:
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Nov 06, 2016 Nov 07, 2016 Nov 08, 2016 Nov 09, 2016 Nov 10, 2016 Nov 11, 2016 Nov 12, 2016
o O ] a a ] ]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Nov 13, 2016 Nov 14, 2016 Nov 15, 2016 Nov 16, 2016 Nov 17, 2016 Nov 18, 2016 Nov 19, 2016
] a ] a a ] a

Time Sheet Previcus Menu Copy

Restarting a Time Sheet - Employee

1. Access your time sheet and click on ‘Restart’.

2L Time sod Lone Ragoing % | iR |

€ & i edu s b a8 T¥F K

& Gosgle Bockmart

cugle - Bookmedts

Time and Leave Reporting

Time and Leave Reporting

the fink undar & dabe §o enter b

** Account Distriby djusted on this day

Time Sheet

Title and Number:

Department and Humber:

Time Sheet Period: Now 06, 016 to Nov 19, 2016
Submit By Date: New 18, 7016 by 12:00 PM
Earnisgs

Data:
Shire

Mours: "
Save  Copy  Account Distribution
Earming Shifh | Datautt Tatal | Total | Sunduy Monday Tussdny Wednesday | Tharsday Friday

Saturday
Haurs or Units | Hosrs | Units | Nov 06, 2016 | Nov 07, 2016 | Nov 08, 2016 | Nov 09, 2016 |Nov 10, 2016 |Nov 11, 2016 wov 12, 2016

&l &l &l &l Fabar Haun|

Entar Hou Fabar Hurs| Fabar Haurs| Fabar Haurs| Fabar Hnurs| Fatar Hourg|

Frrer Hun| Fabar Houns| Fabar Houn| Fabar Houn|

Fmbar Haurs| Embar Haurs| Embar Haurs| Fatar Hurs|

b ¢ o
[escue/Fire/med Cross Duty_ |2 o
nreersity Buseess Leave o

aternicy Leave wih Fay o
Falitary Leave (Unpaid) o
B ¢
{Snow/Emergency Ciosure o
[Fetat ura: I

Fotal Bnita:

Pesition Selection  Comments  Praview

' Browse 1 lor Approval Ty

Annsnad B
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2. Verify that you want to restart the time sheet entry process and select ‘Submit.’

£ MichiganTech

Personal Information )
Restart Confirmation

Home > Restart Confirmation

? Restarting will delete all changes that you have made to your time record. Select Submit to restart

e

3. You will be brought back to the Time and Leave Reporting screen. You may now
enter your correct hours.

Returning a Time Transaction - Employee

1. If you click ‘Submit for Approval’ in error, your time sheet can be retrieved from your
supervisor’'s approval queue if it has not been approved. Click ‘Return Time’.

=
£ Time and Leave Reporting a e R || = 55

Window Capture | _
#le et =

€ & | htps banweb mitu.edu/ plsfowa/bwpktetm. P

@ Google Bookmark & Google - Bookmarks

Michigan Tech
[iaes]

Personal Information oyees Research Finance Payments/Confirm Enroliment

Time and Leave Reporting

Home > Time and Leave Reporting

? Select the link under a date to enter hours or days. Select Week1 or Week? to navigate through the dates within the period

L Your time sheet was submitted successfully.
% No hours entered.
** Account Distribution adjusted on this day.

Time Sheet

Title and Number:

Department and Number:

Time Sheet Period: Nov 06, 2016 to Nov 19, 2016

Submit By Date: Nowv 18, 2016 by 12:00 PM 2
Earning Shift | Default Total |Total | Sunday Monday Tuesday Wednesday | Thursday Friday Saturday

Hours or Units | Hours | Units | Nov 06, 2016 |Nov 07, 2016 |Nov 08, 2016 |Nov 09, 2016 |Nov 10, 2016 |Nov 11, 2016 |Nov 12, 2016

\Vacation Time 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
|Annual Leave Time 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Entar Hours Entar Hours
Sick Time 1 [l o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Entar Hours
Personal Time 1 0 0 Ent=r Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Entar Hours
Service Award Day 1 [l o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Entar Hours
Bereavement Leave 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Jury Duty 1 [l o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Entar Hours
Rescue/Fire/Red Cross Duty |1 [ 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
University Business Leave |1 o o Entar Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Entar Hours
Maternity Leave with Pay 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Millitary Leave (Unpaid) 1 0 0 Enter Units Entar Units Enter Units Enter Units Enter Units Enter Units Enter Units
Docked Pay 1 [] 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Snow/Emergency Closure 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
[Total Hours: 0 [ [] [ 0 o [ [
[Total Units: 0 [l [] [l [} 0 0 o

Position Selection Comments Preview

Submitted for Approval By: You on Mov 08, 2016
Approved By:
Waiting for Approval From:

'| Browse
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2. Your time sheet has now been returned; verify by looking at the ‘Time transaction
successfully returned’ message. You can now adjust your time sheet and resubmit.

PO i
)08 o b " *

& Geogle Beskmat

Time and Leave Reporting
Time and Leave Repening

P Colact tha kol i o e Lo griter Reoord o deyn Seliect Wk o WistkZ 19 ninigath Surinugh the dated within the piiod

I' . Time transaction successhully retumed. I
e e

Timse Shaet

Titho and Number:
Department and Number:
Thmwe Sheet Period: W 08, 2018 to Nov 19, 2018

Submit By Data: Hov 10, 2036 by 12:00 PM

Position Selection  Comments  Preview  Submitfor Approval  Restart  Next

Submitted for Approval By:
Approved By
Waltireg for Approwal From:

'

Adding Comments to Time Sheet - Employee

1. Prior to Clicking ‘Submit for Approval’, click ’'Comments’.

PL T -l oD

®08 m -MK;" A ——y < lla s:rﬂ“:”' =

8 ooyl Bockmant. & Google - Bocknusks

Time and Leave Reporting

Y T u————
Sulumitied bor Approval By
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2. Type in any comment and click ‘Save’, then click ‘Previous Menu.’

Sign Out  Help

|7£] MichiganTech
[Lans]

Personal Information || Employees || Research | Finance | Payments/Confirm Enrolliment

Comments

Home > Comments

? Enter or edit comments until you submit the record for approval

Made By: You
Comment Date: Nov 08, 2016
Enter or Edit Comment:

[ Save [PTEViOUSMEHU l

Made By: You

Comment Date: Nov 08, 2016

Comment: Time Sheet Returned

Designating a Proxy - Approver

1. On the Selection Criteria page, click ‘Proxy Set Up'.

|| Michigan Tech

Time Reporting Selection

* Time Sheet

Selection Criteria

My Chaice
Rccess my Tine Sheet:
Access my Leave Report:
Access my Leave Request:
Approve or Acknowledge Time: @
Approve All Departments:
At s Proxy: Self =

Act as Superuser:

Select

2. From the Name dropdown box, select the person you want designated as a proxy.
3. Click the box under ‘Add’.
4. Click the ‘Save’ button.

Michigan Tech

Sign Out  Help

Finance Payments/Confirm Enroliment

Personal Information || Empio Research

Proxy Set Up

* Home > Proxy Set Up

yees
Name Add Remove

-

Time Reporting Selection
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Tips & Reminders - Employee

. 12:00 p.m. (noon) on the Monday after the pay period ends is the normal deadline
for submitting a time sheet for approval.

. Early time sheets can be submitted at any time in the pay period.

e Time sheets show common earning types that apply to your job.

o After your time sheet is approved by your supervisor, you cannot make any
changes. Contact your Approver about any changes to an approved time sheet.

. Leave Balances: Always check your balances! It's easy to do at the Employee tab
in Banweb.

. Do not enter ‘0’ in hour fields.

o Do not use your browser’s ‘Back’ button.

Tips & Reminders - Approver

. Be on the lookout for misapplications of Earning Codes, such as Sick Leave
instead of Vacation.

e  The deadline for approving time sheets is Monday at 2:00 p.m.

. Remind employees to check Leave balances regularly.

o Return for Correction should only be used when sufficient time exists for the
employee to resubmit and the approver to approve prior to the approval deadline.

o Change Time Entry should only be used to make corrections when there is a time
constraint.

. Do not use your browser’s ‘Back’ button

o On the Department Summary page, approvers will see information for all
department employees with the time sheet status of Not Started. Time sheets in
other statuses can only be seen by the employee’s approver.

Time Sheet Status Definitions

The following are definitions for each of the statuses of a time sheet and what
actions to take next.
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Time Sheet Status Definition and Action

The time sheet has not been started by the
employee. The time sheet can be started
and submitted by the employee up to the
time entry deadline.

Not Started

Something is wrong with the employee’s

Error record (contact Payroll if necessary).

The time sheet has been started, but not
In Progress submitted for approval. Employee can submit
for approval up to the time entry deadline.

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
Return for Correction sheet can be returned for correction, altered,
and submitted again for approval. This can
occur only prior to the time entry deadline.

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 payroll process.
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