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BannerWeb
Time and Leave Entry
User Guide

For Staff, Students, and Approvers

Introduction

The Banner Human Resources System provides Electronic Approvals of Time Entry to support all
staff and students who are required to report time worked and/or leave time taken. The following
is a guide on how to access BannerWeb, how to complete time and leave entry, and how to
approve time.

Contacts - Staff

e Employment issues - Jen Tenczar, Office of Human Resources, ext. 2274, email:
jtenczar@smith.edu.

e Technical Usage of BannerWeb — Jen Tenczar, Office of Human Resources, ext. 2274,
email: jtenczar@smith.edu.

Contacts - Staff/Students:

e Web Time Entry or Payroll related issues - Linda Jacque, ext. 4401. Or email the Payroll
Office via payroll@smith.edu.

e Job advertising and hiring through JobX - Valerie Schumacher, Student Financial
Services, email: vschumac@smith.edu..
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Accessing BannerWeb

The Smith College BannerWeb system is a secure way for you to see your personal information.
It also allows you to access your time sheet or leave report and enter hours worked and/or leave
time taken.

Once your username and password have been authenticated, you and only you will have access

to your information. From any computer, at any time, you will be able to access your personal
information.

Active members of the Smith Community (students, staff, and faculty)

1. Log in to the Smith portal: http://portal.smith.edu

a. Use one of the following browsers:

Smith Portal for Windows Google Chrome
Smith Portal for Mac Google Chrome
Safari

b. Enter your network username and strong password.

Q:-\’SMITH COLLEGE

SHIBBOLETH LOGIN

Please enter your Smith College network username and
password.

Note: If you have problems with your login, please
notify the User Support Center at x4487.

Username:

Password:

Login

Forgot password?

c. If you have any questions about logging in to the portal, contact User Support at x4487.


http://portal.smith.edu/

Accessing BannerWeb, cont’d

Active members of the Smith Community (students, staff, and faculty), cont’d:

2. Click on the My Info tab

General Info || My Info

Home

My Info

Personal Info

Flex Benefits

Health Insurance Benefits
Leave Balances

Pay Stub

Personal Data

Retirement

Wa and W4 Tax Information

Timesheets [ Leave Reports
APPROVAL of Timesheets/Leave Reports
Leave Report ENTRY
Timesheat ENTRY

For More Information...
Delta Dental web site
Harvard Pilgrim web site
ING web site

3. Depending on your designation and purpose, see further instructions for choosing an option
in the Timesheets/Leave Reports section:

Designation Purpose Go to pp
Approvers - Active Smith Staff/Faculty ) 32, 34-36
- — APPROVAL of Timesheets/Leave Reports

Approvers — Smith Affiliates 33, 34-36

Exempt Administrative Staff Leave Report ENTRY 22

Students . 8

— - Timesheet ENTRY
Non-Exempt Administrative Support Staff 13




Accessing BannerWeb, cont’d

Smith Affiliate Approvers

1. Log in to BannerWeb directly: http://www.smith.edu/bannerweb.

2. Enter your User ID and PIN.

' SMITH COLLEGE Bal]l‘lerweb

HELPF EXIT
User Login

_}; Pleasze enter your 2-digit Smith College ID Mumber in the User ID field and vour Personal Identification Murnber [PIN],
Then, click Login.

When you have finished with Bannerweb, please choose exit and dosze your browser to protect your privacy,

Faculty and staff are rerninded that all student records are protected by the Farnily Educational Rights and Privacy Act
(FERPA)L This law prohibits the unauthorized release of information (except that which is classified as directory information)
to any person outside the college, or to any college ermployee without a legitimate educational need to know, Requests for
personally identifiable information from off campus sources should in all cases be referred to the registrar's office. For
further information and guidelines, please consult the registrar's website at

http  ffwww, smith, edufregistrard privacyfacandstaff php.

If you have forgotten your PIM nurber ar it is not working, please enter your User ID nurnber and click Forgot PIN?, Cnce
you have succezsfully answered your security question, you will be given termparary access and will be required to set a new
PIM number

User ID:
PIN:

[Login] [Forgot PIN?]

See further instructions on approving time on pp 34.

What if | this is my first time logging in?

See pp 6 and pp 7 below for instructions.

What if | forget my PIN?

Call Human Resources at 413-585-2274.

What if my account is locked?

Call Human Resources at 413-585-2274.


http://www.smith.edu/bannerweb

Accessing BannerWeb, cont’d

Smith Affiliate Approvers, cont’d:

First Time Logging In? Read 3a. — 3d.

1. First time users only: Enter temporary PIN and set permanent PIN

a. Enter your User ID and a temporary PIN:

HELPF EXIT

lUser Login

\,j_i Pleaze enter your 9-digit Smith College ID Number in the User ID field and your Parsonal Identification Murmber (PIN). Then, click
Login.

When you have finished with BannerWeb, please choose exit and close your browser to protect your privacy,

Faculty and staff are rerninded that all student records are protected by the Family Educational Rights and Privacy Act (FERPA). Thiz
law prohibits the unauthorized release of information (except that which is dassified as directory information) to any person outside
the college, or to any college ernplayee without a legitimate educational need to know, Requests for personally identifiable

infarrn ation frarm off carnpus sources should in all cases be referred to the registrar's office. For further information and guidelines,
please consult the registrar's website at httpiffwww, smith, edufregistrar/privacyfacandstaff. php.

If you have forgotten your PIN number or it is not working, please contact Human Resources (413-583-2260) if you are an employee
or college affiliate, Alumnae and prospedtive students should contact the User Support Center (413-585-4487), For more information,
seet hitp/fwww srnith, edufitsftara’bannerveb/access bl

User ID: [ Your Smith College identification number (99...)
PIN: <&~ Initially set to WTESP#### (where **** are the last four digits of your
Smith College ID #) when you are hired. When you first log in, you will

(Login] - Click Here for Help VHE; ﬁ‘Pg'rrﬁ'pted to change your PIN to one you will remember easily.

b. First time users only: Next, change your PIN to a permanent PIN known only by you:



swencour Bannerweh

HELP  EXIT

Login Verification Change PIN

Your new PIN needs to be 8-15 characters in length and needs to include at least one number and one letter. It will also be case
sensitive. Please go to this link for more info: http://www.smith.edu/tara/bannerweb/bannerweb_pin.html.

O vour PIN has expired. Please change it now.

Re-enter Old PIN:
New PIN:

Re-enter new PIN:

Accessing BannerWeb

Smith Affiliate Approvers, cont’d:

First Time Logging In? Continue reading 3c. — 3d.

c. First time users only: Next, set up Emergency Contact information.

SMITH COLLEGE Bamerweb

Emergency Information Review and Update
For Susan Rice
In the unlikely event of an emergency on campus, Smith College needs to be able to contact faculty, staff, and students quickly and

efficiently. The Smith College emergency notification system allows the college to contact the community in the event of an
emergency by sending messages via:

s Text messages to your cell phone or mobile device
e E-mail to your Smith address
* Voice message to cell phones

When an emergency occurs that requires community attention or action, the system will be activated and you will be notified by text
message and voice message to your cell phone and email.

d. First time users only: Next, you will be asked to agree to the Terms of Usage. If you
choose not to accept the terms, click on Exit. You will not be able to use BannerWeb for
any function. However, if you agree to the terms, click on Continue and you will be taken

into BannerWeb.



¥ Acceptable Usage Statement - Mo: Firefox ===
e Edt view Go Bookmarks Took Help o
& -op - =z @ @] Rill htas:bannerweh smith edu:8082ipls/PPODItwhiewhis P_ValLogin == ® eo [[C

Wil Intermet Native Banner @il Bannerwies [ Tara || Groupwise Web

SMITH COLLEGE Bamerweb

HELP EXIT

Terms of Usage

You are entering a secure infermation area! The information contained in the BanneWeb@3mith modules is live, confidential data

The server that runs this system is a WVeriSign cerifisd Secure Site. All transmissions between the server and your client ars encrypted. You will also see that the
system includes several security features, such as inactivity time outs, and limits the number of failed login attempts. However, vour records may be unprotected if you
ate negligent. To ensure that no other person can gain access to your records: 1) never share your PIN with amyone | and 2) be sure to logout completely, (Exit the
system and shutdown your browser process), when you have finished using the systemn. This is paricularly important if vou are aceessing the system from a Smith
Resource Center. If you don't logout completely, another person may access the machine, and your records

Use of this system is gowerned by the College's Acceptable Use Policy. Specific prohibitions relsvant lo the use of the Banneteb@Smith systern include
"Diselosure of confidential information or invasion of personal privacy”, "Sharing vour account or password with anvone", and " alfempting fo gain access fo ofher users'
goocounts, or private fifes. " If you are unaware of the contents of this policy, please review it. The policy can be found on-line in the "Policies" section of the ITS Web
site at (hitp: /A, smith. edu/its). Violations of college policies are adjudicated according to the procedures outlined in the Student Handbook, the Faculty Code,
and the Staff Handbook. [f you agree to these terms of usage, click on the "Continue" button below, Otherwise, click on the "Exit" button.

ContfinLie Exit

RELEASE: 6.1 powered by @k
[ Done | bannerweb.smith.edu:g082 (=
Blsvart| @ ] (3] (=] (2] & o & % novell Groupwis... | 7 oracle Forms Ser... || @ Oracle Developer... | ] User Guide - Micr... |[ @ acceptable Us... |« @D z:41pm




BannerWeb Time Entry - Students

Within the portal options, click on Timesheet ENTRY.

&% SMITH COLLEGE

General Info My Info

Home

My Info

Personal Info

Flex Benefits

Health Insurance Benefits
Leave Balances

Pay Stub

Personal Data

Retirement

W2 and W4 Tax Information

Timesheets [ Leave Reports
APPROVAL of Timesheets/ Leave Reports
Leave Report ENTRY
| Timesheet ENTRY |

For More Information...
Delta Dental web site
Harvard Pilgrim web site
ING web site

A new browser window will open. Choose Access my Time Sheet. Then, click Select:

Personal Informatior Emplu\ree Smith Custom
Search @

Time Reporting Selection

Selection Criteria

My Choice
[Access my Time Sheet: 5]
Access my Leave Report: O
Access my Leave Reguest: O
Approve or Acknowledge Time: ()
Approve All Departments: O
Act as Proxy: SEIFD
Act as Superuser: O




BannerWeb Time Entry - Students, cont’d

NOTE: DO NOT USE the Back arrow button in your Web browser (in the upper left corner of the
screen) to navigate through BannerWeb. It causes error messages to appear on the time sheet.

Time can be entered throughout the duration of the pay period. However, all time sheet
transactions must be completed and submitted for approval by 12:00 p.m. on the Monday
following the end of each bi-weekly pay period.

NOTE: When entering time, if Monday is a holiday, refer to the Student Calendar on the
Controller's Office Payroll site for deadlines:

http://lwww.smith.edu/controller/PDF files/Student%20Payroll%20Schedule%202015-16.pdf

To begin entering time:

1. Choose the job and the pay period for which you are entering time. BE CAREFUL. You may
have more than one job and there may be more than one pay period open at a time.

=3 https://dewldbs.smith.edu:8250/pls /PPOD /bwpktais.P_SelectTimeSheetRoll - Microsoft Internet Explorer == =]
Fie  Eeft e [Fewe tes Tools Help | w
7 . A, P~ e % =1
O Back - (LJ - 2 o | ) search 5 Favarites  £<) | - e - (G i 1 ﬁ bry %
Address |®j https: fidevidbs. smith, edu: 8250/pls/PPOD/bwpkEais . P_Select TimeshestRoll ~] B3 o |J Links >*
wr - 2] ~| search wablvl & e - @ | camal -~ @y vahon - GF Fantasy Sporks + (o3 Football - DA Games - 5 Music - >

SMITH COLLEGEBamerweb A

Personal Information Alumni and Friends Student and Financial Aid Employee

Search | EI

SITE MaP HELP EXIT

Position Selection
'\j) To select a position, click under Position, choose the Time Sheet Period and click select.

Title and Department My Choice Pay Period and Status

art Office Assistant, SPO001-00 @ [Sep 16, 2007 to Sep 25, 2007 Mot Started =]
work study, Py100 o

Kitchern wrkr-Gillette/MNorthrop, SPO225-00 Sep 30, 2007 to Oct 13, 2007 Mot Started
Work Study, Pv100
Kitchen worker- Ziskind/Cutter, SPOZ225-00 [Feb 12, 2007 to mar 02, 2007 Completed =
work Study, Pv100

Time Sheet

il

<
T T T B W

“&] Done
r,('startl = = B 2] & B =) % M ¥ Movell Gr... | & oracle ap... | &% oracle be... | &7 Hiring arc... | #1] Banner w”@ https://... |§JQ@ M 10:30 am

2. Once you have chosen the correct job and pay period, click on Time Sheet.

NOTE: If you have transferred from one position to another in the middle of a pay period, you will
see both jobs open. You will need to enter time for the corresponding days worked in each job

for that pay period.

There are four work categories for student employees; On Campus, Off Campus, Retro On
Campus and Retro Off Campus. When the time sheet is initially displayed, you will need to

10
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BannerWeb Time Entry - Students, cont’d

input your hours worked. On Campus hours worked must be recorded with earn code 001. Off
Campus hours worked must be recorded with earn code 002.

3.

Find the row that corresponds to the earning code for which you are entering time. Follow the
row across to the column which corresponds to the day for which you are entering time and
click on the Enter Hours link.

1) Mozilla Firefox _1&l 1]
€ Vew Hgtory Bookmaks Took  He {
ps:fbanweb1 smith. electTmesheetoriver | 4 | F

€ a ith ¢ [B- ooste Pl &

Groupiifise Webaccess i INB (E) Refworks (| Smith College For Fac... ™11 Smith College's Moodle | Tara

- DdlllIErweD g

(5 Most Wisited - Latest Headlines |

% SMITH COLL

Personal Information  Student
search [ Go SITE MAP  HELP  EXIT
Time Sheet

QJ By submitting my time sheet, I certify to the accuracy of the hours worked and/or authorized time off as recorded.
I understand that intentional or willful falsification of time records is a violation of college policy and may result in disciplinary action.
Click EXIT to cancel.

Time Sheet
Title and Number: Student Asst-Controller's -- SP0133-00
Department and Number: “wWork Study -- PY100
Time Sheet Period: Aug 25, 2013 to Sep 07, 2013
Submit By Date: Sep 09, 2013 by 12:00 PM
[Earning Bhift  [Default Frotal [fotal  [Tuesday Wednesday Fhursday Friday Saturday

Hours or Units Hours  |units  [Sep 03, 2013 sep 04, 2013 sep 05, 2013 Sep 06, 2013 sep 07, 2013
001) On Campus-Student 1 0| 0 Enter Hours| Enter Hours| Enter Hours| Entter Hours| Enter Hours,
[002) OFf Campus - Student 1 0| 0 Enter Hours| Enter Hours| Enter Hours| Enter Hours, Enter Hours,
[(114) Retro Pay Student ON cam 1 0| 0 Enter Hours| Enter Hours| Enter Hours| Enter Hours, Enter Hours,
[(115) Retro Pay Student OFF ca 1 0| 0 Enter Hours| Enter Hours| Enter Hours| Entter Hours, Enter Hours|
[Total Hours: of 0 o 0 0 0|
[Total Units: 0| 0 ol 0 0 al

Position Selection | _Comments | Preview | Submit for Appraval | Restart |

Submitted for Approval By:
Approved By:

waiting for Approval From:

RELEASE: 8.8 =

You will be brought to the top of your time sheet to enter the hours worked. The time can be
entered as whole numbers (4, 7, 10, etc.) or out to two decimal places (2.25, 4.5, 8.75). Once
you have entered the hours, click on SAVE and your time will be populated into the
column/row combination where you started.

ALTE

He Edt yew Hgory Beohmars Dok teb
[ T m— |

4 @ hittpsfbarweh1 amith, s 6690 PROD (bipheetm _UipdateT meshect | [ Goocie 28 &
(2] Most Visited (5] Latest Meadines {7} All Five Collogss () Graupbise Webaccess [ 1N8 (B) ReFWorks 1] Smith College Por Psc... T Smith Collage's Maodla [ Tera
=l
Personal Information  Student CITEFEDY
search [ Go SITE Map  HELP  EXIT
Time Sheet
[ ; By submitting my time sheet, 1 certify to the accuracy of the hours worked and/or authorized time off as recorded,
1 understand that intentional or wilful falsification of time recards is a violation of college policy and may result in disciplinary action
click EXIT to cancel.
Time Sheet
Titde and Number: Student Asst-Controller's -- SPO132-00
Department and Number: work Study -- FY100
Time sheet Period: Aug 25, 2013 to Sep 07, 2013
By Date: Sep 09, 2013 by 12:00 FM
On Campus-Student
Sep 03, 2013
1
T
save | copy | account pistribution
[Earning [Shift  [Default [Total [Total  [Tuesday wednasday Thursday Friday [saturday
Hours or Units. Hours Units Sep 03, 2013 sep 04, 2013 Sep 05, 2013 Sep 06, 2013 sep 07, 2013
001) On Campus-Student i i 1 1 Enter Hours, Enter Hours, Enter Hours Eniter Hours,
002y Off Campus - Student 1 0| 0| Enter Hours Enter Haurs| Enter Hours| Enter Hours Enter Haurs|
[(114) Retro Pay Student ON cam 0 o o Entor Hours Ertor Hours Ertor Hours, Entor Hours Eritor Hour
115) Retro Pay Student OFF ca 1 o o Enter Hours Eriber Hours, Enter Hours, Enter Hours Eriter Hours,
[Total Hours: 1] 1] 0| 5] o] 0|
Total Units: 0| o ol 0| o ol =
Position Selection | comments | Praview | submit for Approval | Restart
submitted for Approval By: =
@) Firefox automatically sends sorme data to Mazila 5o that we can inprove your xperience. chosse what Lshare | x

11



BannerWeb Time Entry - Students, cont’d

NOTES: Do not use the shift box (shown above) as the College does not utilize this feature in
BannerWeb. If you work two different shifts, for example lunch and dinner, on the same day, add the
hours together and put the total hours worked for the day in the Hours box.

Make sure you click Next to enter hours for the second week of the pay period. Click Previous,
to go back.

You may Exit at any time. All hours entered and saved will be retained for payroll processing
and history

12



BannerWeb Time Entry - Students, cont’d

Once all of your work hours have been entered, it is a good idea to Preview your time sheet
before submission. This allows you to view the earn codes and days associated with time
entered.

After you have previewed your time and confirmed that the hours worked are correct, click on
Submit for Approval at the bottom of the time sheet page.

-l https:/ /devidbs.smith.edu:B250,pls/PPOD/bwpkteis.P_Select TimeSheetDriver - Microsoft Internek Explorer —1= x|
File Edit Wiew Favorites Tools  Help ‘ -
GBack - - J 2 _;‘J | /"’ Search :‘\’ Favarites {E‘I| - = il - [GD] ia & ey 4

Address [&] hitps: jfdevidbs . smith. edu:5250/pls/PPOD brpktsis . P_Select TimesheetDriver = B e |J Links **
| 3 - 2] ~| search Web|~| & B - @ | camal - @My vahon! - OF Fantasy sports - GgFoothall - £f Games - J5 Music - >
=1
Personal Information Alumni and Friends Student and Financial aid
search | Go SITE MaP  HELP  EXIT
Time Sheet
RETURM T MEML HELPFP
Thme Sheet far Sharai L yvnne Theis
Title and Number: Art Office Assistant -- SPO0O0O1-00 Time Sheet Period: Sep 18, 2007 to Sep 29, Z007
Department and Number: wWork Study -- P 100 Submit By Date: Cct 01, Z007 by 12:00 P.M,
Earning Earn sShift sStd Tot Sun Mon Tue wed Thu Fri sat
Code Hrs Hrs Sep 16, Sep 17, Sep 18, Sep 19, Sep 20, Sep 21, Sep 22,
2007 2007 2007 2007 2007 2007 2007
On Campus- o001 1 [s] 18 Sun Hours = = = Thu Hours Fri Hours Sat Hours
Student
Off Campus - 0oz 1 ls] Q0 Sun Hours  Mon Hours  Tue Hours  Wed Hours  Thu Hours Fri Hours Sat Hours
Student
Total Hours: 18 o] 3 3 3 o] ] o]
Position Selection I Comments I Preview I Submit for Approwval I Restart I MNext YWweeak I
Submitted for Approval By:
Approved By:
wWaiting for Approval From:
. owered by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION =
1| | 1|
&1 |2 & nternet
d{-startl = =] 2] 2] & B & B [ B movell Gr. .. | 4 Oracle Ap..‘l &% Oracle De...l &2 Hiring Arc... | 1] Banner w. .. ||@ https:/ /.. |§;§@'€5 N itoPm

Position Selection: This will bring you back to the start of your time sheet where you choose
the position and pay period for which you want to enter time.

Comments: This button allows you to enter comments for your approver.

Restart: This clears all information that has been entered and/or saved on your time sheet for
the position and pay period selected.

NOTE: If you need to delete any comments, you must highlight the comments and delete them
using the space bar, not the delete key.

Once submitted, you will be taken back to your time sheet. To confirm that your time sheet was
submitted successfully, review the information at the bottom of the page. BannerWeb updates
the Submitted for Approval By with the date you submitted your time sheet. It also populates
the “Waiting for Approval From” field with your approver’s name.

Once your approver has approved your time sheet, the Approved By field will also be populated
with the date the time sheet was approved.

13



BannerWeb Time Entry - Non-Exempt Administrative Support Staff
(hourly)

Within the portal options, click on Timesheet ENTRY.

«%» SMITH COLLEGE

General Info My Info

Home

My Info

Personal Info

Flex Benefits

Health Insurance Benefits
Leave Balances

Pay Stub

Personal Data

Retirement

W2 and W4 Tax Information

Timesheets / Leave Reports
APPROVAL of Timesheets/Leave Reports
Leave Report ENTRY
[ Timesheet ENTRY |

For More Information...
Delta Dental web site
Harvard Pilgrim web site
ING web site

A new browser window/tab will open. Choose Access my Time Sheet. Then, click Select:

Personal Information Emu-lo','ee Smith Custom

Search Go

Time Reporting Selection

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:

Select

14



BannerWeb Time Entry - Non-Exempt Administrative Support Staff (hourly),
cont’d

NOTE: DO NOT USE the Back arrow button in your Web browser (in the upper left corner of the
screen) to navigate through BannerWeb. It causes error messages to appear on the time sheet
when submitted.

Time can be entered throughout the duration of the pay period or all at once at the end of the pay
period. However, all time sheet transactions must be completed and submitted for approval by
12:00 pm on the Monday following the end of the bi-weekly pay period.

NOTE: When entering time, if Monday is a holiday, refer to the Staff Calendar on the Controller’s
Office Payroll site for deadlines:

http://mww.smith.edu/controller/PDF_files/Bi-WeeklyPAYROLLSCHEDULE(Non-Student)2015-
16.pdf

To begin entering time:

1. Choose the job (if you have more than one) and the pay period for which you want to enter
time. BE CAREFUL. Employees have the option of seeing multiple time sheet periods in

advance.

“j https://devldbs.smith.edu:8250/pls /PPOD/bwpktais P_ProcSelect TimeSheetRoll - Microsoft Internet Explorer == x|
File Edit VYisw Favorites Tools  Help | e
Qe - ) - (%] B 1w ‘ ) search ' Favaries -6“=| iz M- @A 2B

| address |@ https://devldbs  smith, edu: G250 pls/PPOD bwpkt sis.P_ProcSelectTimeShestRoll I Ees |J Links **

J Yt - 2- x| search WEb|'| & e #r @ | camal - @y vahoo! - G Fantasy Sports + (3 Football - (A Games ) Music - >

SMITH COLLEGEBamerWeb ]

Personal Information Alumni and Friends Student and Financial Aid JIETETECR Finance

search GDI SITE M&aR  HELP  ExIT

Position Selection
‘p To select a position, click under Position, choose the Time Sheet Period and click Select.

Title and Department My Choice Pay Period and Status

Payroll/Disbursement Associate, AS0406-00 & |5Ep 16, 2007 to Sep 29, 2007 In Progress ;l
Wice President for Finance and Admi, Prosz
Administrative Assistant, AS0025-00 [ |De: 24, 2006 to Jan 06, 2007 Completed LI

School for Social Woaork, PY9s8

Time Sheet
. owerad by
RELEASE: 7.0 SUNGARD HIGHER EDUCATION =
4l ] _'l_l
|&] Done T & @ mtemet

Biseart| ] [x] [B] (2] & B ] B O 8 Movell Gr.... | &7 oracle ap.. | 2% Oracle DE...I £ Hiring Arc... | 1] Banner .. ||@https://___ |{%\3Q@ N 1:33rm

2. Once you have chosen the pay period, click on Time Sheet.

NOTE: If you have transferred from one position to another in the middle of a pay period, you will
see both jobs open. You will need to enter time for the corresponding days worked in each job
for that pay period.

15



BannerWeb Time Entry - Non-Exempt Administrative Support Staff (hourly),

cont’d

3. When the time sheet is opened it will be for a bi-weekly pay period. You will need to input

your regular work hours and/or any leave hours such as Personal, Vacation, Recess, or Sick.

Input any hours associated with paid excused time, leaves, overtime, etc. Find the row that
corresponds to the earning code for which you are entering time. Follow the row across to the
column corresponding to the day worked.

43 https:/ /devidbs.smith.edu:8250,/pls/PPOD,/bwpkteis.P_SelectTimeSheetDriver - Microsoft Internet Explorer ===
J File Edit “ew Favorites Tools Help | ,'J'
J Oﬁack & I_LI IELI _;‘J | /- ) Search ‘:\\?’ Favorites €<| = A - @ ﬁ ﬁ ‘i“
J.C\ddress I@j https:Jfdevidbs. smith, edu: 5250]pls/PPOD/bwpkteis P_Select TimeShestDriver j a G0 |JL|nks >
J Y_’ - évl jSearch web| = | 2/ E‘v @v ®| (=g Mail = @My ‘Yahoo! - @Fantasy Sporks - GgFootbaII - GGames - @Music - »»
Title and Number: Payroll/Disbursement Associate -- AS0406-00 Time Sheet Period: Sep 16, 2007 to Sep 29, |
2007
Department and Number: wice President for Finance and Admi -- Py9e2 Submit By Date: Qct 01, 2007 by 12:00 P.M,
Earning Earn $Shift Std Tot Sun Mon Tue Wed Thu Fri Sat
Code Hrs Hrs Sep 16, Sep 17, Sep 18, Sep 19, Sep 20, Sep 21, Sep 22,
2007 2007 2007 2007 2007 2007 2007
Regular Fay 020 1 o] 0 Sun Hours  Mon Hours  Tue Hours  Wed Hours  Thu Hours Fri Hours  Sat Hours
Owertime at 1.0 013 1 0 0 Sun Hours  Mon Hours Tue Hours Wed Hours Thu Hours Fri Hours  Sat Hours
Overtime 1.5 Admin 059 1 0 0 Sun Hours  Mon Hours  Tue Hours  Wed Hours  Thu Hours Fri Hours  Sat Hours
SUpport
Personal Time 300 1 0 0 Sun Hours Mon Hours  Tue Hours  Wed Hours Thu Hours Fri Hours ~ Sat Hours
wacation Time 170 1 0 0 Sun Hours Mon Hours  Tue Hours  Wed Hours Thu Hours Fri Hours ~ Sat Hours
Sick Time 150 1 0 0 Sun Hours Mo Hours Tue Hours Wed Hours Thu Hours Fri Hours  Sat Hours
Haoliday Times 150 1 8] 0 SunHours Mon Hours  Tue Hours Wed Hours  Thu Hours Fri Hours  Sat Hours
Paid Excused Time 310 1 0 0 Sun Hours  Mon Hours Tue Hours Wed Hours Thu Hours Fri Hours — Sat Hours
Paid Funeral Leave 240 1 0 0 Sun Hours  Mon Hours Tue Hours Wed Hours Thu Hours Fri Hours  Sat Hours
Faid Jury Duty 250 1 o] 0 Sun Hours Mon Hours  Tue Hours Wed Hours  Thu Hours Fri Hours  Sat Hours
Paid Inclement 290 1 0 0 Sun Hours  Mon Hours Tue Hours Wed Hours Thu Hours Fri Hours — Sat Hours
Weather
Paid Sick Leave Family 182 1 0 0 Sun Hours Mon Hours  Tue Hours  Wed Hours  Thu Hours Fri Hours ~ Sat Hours
Care
Paid Maternity Leave 423 1 0 0 Sun Hours  Mon Hours  Tue Hours Wed Hours Thu Hours Fri Hours — Sat Hours
Paid Paternity Leawve 424 1 0 0 Sun Hours  Mon Hours  Tue Hours Wed Hours Thu Hours Fri Hours — Sat Hours
Unpaid Short Term 420 1 o] 0 Sun Hours Mon Hours  Tue Hours  Wed Hours  Thu Hours Fri Hours  Sat Hours
Absence
Unpaid Family Leawve 422 1 0 0 Sun Hours  Mon Hours  Tue Hours Wed Hours  Thu Hours Fri Hours  Sat Hours
Total Hours: 8] 8] 0 o] o] 8] a o]
Paosition Selection | Comments | Preview | Subrrit for Approwval | Restart | Mext \Week I =
4| | »
& [T 3 [ meemet

L{‘Startl ] =] [B] 2] & & 2] % O ) novell G, | @Oraclenp...l & Oracle De...l & Hiring Are. .. | 8] Barner W...“@https:ﬁ.._ |féa%@ N Lazpm

To see the second week, click on the “Next Week” icon.

NOTE: Employees are responsible for knowing how much accrued time they have avalil

able for

use. If you input time you don’t have, you may be docked pay to cover that time. To view your
current leave balances, go to Leave Balances in the Personal Info section on the My Info tab

within the portal.
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BannerWeb Time Entry - Non-Exempt Administrative Support Staff (hourly),
cont’d

4. You will be brought to the top of your time sheet to enter an hourly amount. The time can be
entered as whole numbers (4, 7, 10, etc.) or out to two decimal places (2.5, 4.25, 8.75).

5. Once you have entered the amount, click SAVE and your time will be populated into the
column/row combination where you started.

¥ Mozilla Firefox == =]
File Edit ¥ew Go Bookmarks JTools  Help
<:| - L;:‘ - @ L @ Iiﬁl\ https:#bannereb. smith. edu:90680/pls/PROD/bwpktetrn. P_UpdateTimeSheet ﬁj @ Gao I@,
ﬁm Internet Native Banner ﬁ“l BannerVeb Blackboard | | Tara ﬁm Bannervveb 7.0 Test | | Dreamweaver 8
=l
RETURM T MENL HELP
Time Sheet for Tina M. Benoit
Title and Number: Office Supervisor -- AS0166-00 Time Sheet Period: Jul 23, 2006 to Aug 05, 2008
Department and Number: Human Resources -- Pra40 Submit By Date: Aug 07, 2008 by 12:00 P.M.
on Date: Monday Jul 24, 2006
Enter Shift: |1—
Enter Hours: |7—
Save I Copy I Account Distribution I
Earning Earn |Shift| Std Tot| sun Mon Tue wed Thu Fri Sat
Code Hrs Hrs| Jul 23, Jul 24, Jul 25, Jul 286, Jul 27, Jul 28, Jul 29,
2006 2006 2006 2006 2006 2006 2006
Regular Pay 020 1 0 7 Sun Hours 7| Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Overtime at 1.0 013 1 0 ] Sun Hours fMon Hours| Tue Hours Wed Hours| Thu Hours Fri Hours) Sat Hours|
Overtime 1.5 Admin 053 1 ] aQ Sun Hours rMon Hours| Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Support
Personal Time 300 1 0 ] Sun Hours fMon Hours| Tue Hours WWed Hours| Thu Hours Fri Hours Sat Hours|
acation Time 170 1 0 0 Sun Hours Mon Hours| Tue Hours Wed Hours Thu Hours Fri Hours Sat Hours|
Sick Time 180 1 0 0 Sun Hours fMon Hours| Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours|
Holiday Time 150 1 8] o] Sun Hours Mon Hours| Tue Hours Wed Hours Thu Hours Fri Hours] Sat Hours
Paid Excused Time 310 1 8] aQ Sun Hours rMon Hours| Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Funeral Leave 240 1 0 ] Sun Hours fMon Hours| Tue Hours WWed Hours| Thu Hours Fri Hours Sat Hours|
Paid Jury Duty 250 1 0| 0 Sun Hours Mon Hours Tue Hours|  Wed Hours Thu Hours Fri Hours Sat Hours|
Paid Inclement Weather 290 1 0 0 Sun Hours fMon Hours| Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours|
Faid Sick Leave Family Care 182 1 8] o] Sun Hours Mon Hours| Tue Hours Wed Hours Thu Hours Fri Hours] Sat Hours
Paid Maternity Leave 423 1 8] aQ Sun Hours rMon Hours| Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Paternity Leave 424 1 0 ] Sun Hours fMon Hours| Tue Hours WWed Hours| Thu Hours Fri Hours Sat Hours
Unpaid Short Term 420 1 0 u] Sun Hours Mon Hours| Tue Hours Wed Hours Thu Hours Fri Hours Sat Hours |
Absence
Unpaid Famnily Leave 422 1 0 0 Sun Hours fon Hours| Tue Hours Wad Hours| Thu Hours Fri Hours Sat Hours
Total Hours: Z Q 7 Q 0 0 0 0
HHHHHH EETE— —— | Y m——"| | | [

i start h" w2 =] (2] & & & © ) novel Groupwise - Ma\lboxl \ﬂl]User Guide - Microsoft W.. | & Mozilla Firefox B2 AU N to:4sam

You may choose to copy your hours for multiple days or for the whole pay period. This is done
by completing step #4 above and then clicking on COPY. (See next page for additional
documentation.)
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BannerWeb Time Entry - Non-Exempt Administrative Support Staff (hourly),
cont’d

You may copy hours worked to either the full pay period or for selected days. If you want to copy
the hours to each day of the week (excluding Saturdays and Sundays), check the box labeled
Copy from date displayed to end of the pay period. Check the boxes for including Saturday
and/or Sunday if appropriate.

You may also choose specific days to copy to by clicking the check box beneath each day as
displayed. In this case, your hours will only be copied to the selected days.

) Mozilla Firefox —=] x|
Ele Edt Yew Go Bookmarks Toos Help
@-op- & £3) [Sil htps:i#bannerweb. smith.edu:9080/pls/PRODbwpkietm.P_UpdateTimeSheet 8-] 0 & [GL

ill Intemet Native Banner il Bannerweb BB Blackboard || Tara il Bannerweb 7.0 Test | | Dreamweaver 8

~ SMITH COLLEGE Baﬂflerweb

Personal Information JSUTINTL:E Finance
Search Go SITE M&F  HELR  EXIT

Copy

K 0 copy to the end of the pay period, click the check box. If you want to copy weekend dates, be sure to check Include Saturday(s) or Include Sunday(s).
4
o copy individual dates, click the check boxes under the dates, Warning: If you select the same date that you are copying from, your hours will be deleted.

Earnings Code: Regular Pay, shift 1
Date and Hours to Copy: Jul 24, 2008, 7 Hours
Copy from date displayed to end of the pay period: r
Include Saturdays: r
Include Sundays: r
Copy by date:
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Jul 23, 2006 Jul 24, 2006 Jul 25, 2006 Jul 26, 2006 Jul 27, 2006 Jul 28, 2006 Jul 29, 2006
r r ~ | | | r
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Jul 30, 2006 Jul 31, 2006 Aug 01, 2006 Aug 02, 2006 Aug 03, 2006 Aug 04, 2006 Aug 05, 2006
r r - r r r -
Time Shest | Previous Menu | Copy |
RELEASE: 6.0

d_-start| W= @O 8 Navel Gruulese'Ma\Ibuxl 1] User Guide - Microsoft w| @ Mozilla Firefox P2 AEN w0:s2am

6. Once you have entered the information for copying time, click on Time Sheet to return to your
time sheet view and then click on SAVE. Your hours will be populated into the time sheet.

Earning Earn |Shift] std Tot Sun Mon Tue Wed Thu Fri 8at
Code Hrs Hrs| Jul 23, Jul 24, Jul 25, Jul 26, Jul 27, Jul 28, Jul 29,
2006 2006 2006 2006 2006 2006 2006

Regular Pay 020 1 0 35 Sun Hourg 7 7 7 7 7|l sat Hours
Overtime at 1.0 013 1 0 0 Sun Hours Mon Hours Tue Hours Wed Hours Thu Hours Fri Hours| Sat Hours
Cvertime 1.5 Admin 058 1 8] 8] Sun Hours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours| Sat Hourg]
Support

Personal Time 300 1 8] 8] Sun Haours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours| Sat Hours|
Wacation Time 170 1 8] 8] Sun Hours Mon Hours Tue Hours|  Wed Hours] Thu Hours Fri Hours| Sat Hourg|
Sick Time 180 1 8] 8] Sun Haours Mon Hours Tue Hours|  Wed Hours] Thu Hours Fri Hours| Sat Hourg|
Holiday Time 150 1 8] 8] Sun Hours IMon Hours Tue Hours|  Wed Hours Thu Hours Fri Hours Sat Hours
Paid Excused Time 310 1 8] 8] Sun Hours Maon Haurs Tue Hours|  Wed Hours| Thu Hours Fri Hours| Sat Hours|
Paid Funeral Leave 240 1 8] 8] Sun Haours Mon Hours Tue Hours|  Wed Hours] Thu Hours Fri Hours| Sat Hourg|
Faid Jury Duty 250 1 0 0 Sun Hours Mon Hours Tue Hours|  Wed Hours Thu Hours Fri Hours| Sat Hours
Faid Inclerment Weather 290 1 8] 8] Sun Hours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours| Sat Hours|
Faid Sick Leave Family Care| 182 1 8] 8] Sun Hours IMon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Maternity Leave 423 1 8] 8] Sun Haours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Paternity Leave 424 1 0 0 Sun Haurs Mon Hoursg Tue Hours|  Wed Hours Thu Hours Fri Hours| Sat Hourg|
Unpaid Short Term 420 1 8] 8] Sun Haurg Maon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Absence

Unpaid Family Leave 422 1 8] 8] Sun Hours Maon Haurs Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Total Hours, 35 0] 7 7 7 7 7 0]




BannerWeb Time Entry - Non-Exempt Administrative Support Staff (hourly),
cont’d

If you have entered hours into day(s) incorrectly and you need to remove time from your time
sheet, click on the amount under the date you wish to remove it from.

This will populate the amount under “Enter Hours” at the top of the time sheet.

¥ Mozilla Firefox

==
File Edt Wiew Go Bookmarks Tools  Help
- B - €3 | https: #hannerweh. smith. edu:3080/pls/PROD/bwpkteci. P_UpdateCol S~ @ Go ||[C
& ol [ @ P! =R Py
willl Internet Mative Banner g annerfWeb |83 Blackboard | | Tara g annerfeb 7.0 Test | | Dreamweaver
[ 1 i} B ] Web B8 Blackboard T: | E: Wveb 7.0 T D g

Time Sheet for Tina M. Benoit
Title and Number:

|
Office Supervisor -- AS0166-00
Department and Number:

Time Sheet Period: Jul 23, 2006 to Aug 05, 2006
Human Resources -- Pyg40 Submit By Date:

Aug 07, 2006 by 12:00 P.M.
for Earning: Regular Pay (020}
on Date: Friday Jul 28, 2001
Enter Shift: 1
Enter Hours: 7
Save Copy Account DistrBOTon i

Earning Earn Shift] std| Tot| sun Mon Tue Wwed Thu Fri Sat

Code Hrs| Hrs| Jul 23, Jul 24, Jul 25, Jul 26, Jul 27, Jul 28, Jul 29,

2006 2006 2006 2006 2006 2006 2006

Regular Pay 0zo 1 o] 35 Sun Hours 7 7| 7 7| 7| Sat Hours
Owertime at 1.0 013 1 o] 8] Sun Hours Mon Hours Tue Hours, WWed Hours Thu Hours| | Fri Howrs| Sat Hours
Overtime 1.5 Admin 052 1 o] o] Sun Hours Mon Hours Tue Hours WWed Hours Thu Hours Fri Hours Sat Hours
Support

Remove the amount from the box by backspacing or highlighting and deleting. DO NOT put in a
0 in the box. The box should now be blank.

¥ Mozilla Firefox

=] x|
Eile Edit  ¥iew Go Bookmarks Tools  Help

<o - L - & 99) (Sl ritesiibannerweb.smith, edu:S080/pls/PRODYbwpktetm. P_EnterlimeSheet PJobsSeqNo=37614&TypeEntry=DéLas £ =] © Go [[GL
#illl Internet Mative Banner @il Bannerweb Blackboard || Tara ill Bannerweb 7.0 Test || Dreamweaver B

RETURM TO MEMU HELF
Time sheet for Tina M. Benoit

Title and Number:
Department and Number:
for Earning:

Office Supervisor -- AS0166-00
Human Resources -- PY240
Regular Pay (020}
Friday Jul 28, 2006
1

Time Sheet Period:

Jul 23, 2006 to Aug 05, 2006
Submit By Date:

Aug 07, 2006 by 12:00 P.M,
on Date:
Enter Shift:

Save Copy Account Distribution |

Earning Earn |Shift] std Tot] Sun Mon Tue Wed Thu Fri Sat

Code Hrs| Hrs| Jul 23, Jul 24, Jul 25, Jul 26, Jul 27, Jul 28, Jul 29,
2006 2006 2006 2006 2006 2006 2006

Regular Pay 0z0 1 0 35 Sun Hours 7 7 7| 7 7 Sat Hours

Qvertime at 1.0 013 1 o) o) Sun Haours| Mon Hours Tue Hours Wed Hours Thu Hours Fri Hours Sat Hours

Cvertime 1.5 Admin 05g 1 8] 8] Sun Hours| Mon Hours Tue Hours Wed Hours| Thu Hours| Fri Hours| Sat Hours

Support

Save your deletion. This will put the link back in the row/column of the date you removed.

) Mozilla Firefox

=i

Ele Edt Wiew Go Bookmarks TIopals  Help

<@~ - &L ) [Nl hitps ibannenvet. smith edu S080/pls/PROD/bwpktetm.P_UpdateTimeSheet ar] © o [C,

will Internet Mative Banner il Bannerweb Blackboard || Tara wjll Bannerweb 7.0 Test | | Dreamweaver 8

= |
RETURN TC MEMU HELP

Time Sheet for Tina M. Benoit

Title and Number: Office Supervisor -- AS0166-00 Time Sheet Period: Jul 23, 2006 to Aug 05, 2006
Department and Number: Human Resources -- Fra40 Submit By Date: Aug 07, 2006 by 12:00 F.M,

for Earning: Regular Pay (020)

on Date: Friday Jul 28, 2006

Enter Shift: 1

Enter Hours:

Save | Copy I Account Distribution |

[—

Earning Earn  |Shift] std Tot] Sun Mon Tue wed Thu Fri Sat

Code Hrs| Hrs| Jul 23, Jul 24, Jul 25, Jul 26, Jul 27, Jul 28, Jul 29,
2006 2006 2006 2006 2006 2006 2006

Regular Pay 020 1 0 28 Sun Hours 7| 7| 7 7| Fri Hours Sat Hours
Overtime at 1.0 a1z 1 8] 0| Sun Hours fMon Hours, Tue Hours|  Wed Hours Thu Hours Fri Hours Sat Hours
Cvertime 1.5 Admin 855 1 0 0 Sun Hours Mon Hours, Tue Hours|  Wed Hours Thu Hours Fri Hours Sat Hours
Support




BannerWeb Time Entry - Non-Exempt Administrative Support Staff (hourly),
cont’d

Once all your hours have been entered, it is a good idea to Preview your time sheet before
submitting it. This allows you to see the earn codes and days associated with time that you
entered.

) preview Web Page - Mozilla Firefox Jil&
Fle Edt Yew Go Eookmarks Tooks Help
Q] - LD: - % I:l @ m\ hittps:hannenweb.smith. edu:9080/pls/PROD/wpktetr P_TimeSheetButtonsDriver ﬁj © Go I@,

Bill Internat Native Banner §jll Bannetteb B Blackboard | Tara gl Bannetek 7.0 Test || Dreamweaver 8

swencouzs: BannerWeh

Personal Information J3T00I:k Finance
Search Go SITE MAP  HELP  EXIT

‘\j) Be sure to set your printer to landscape before printing the document,

Tina Benolt Human Resources, Pra40
Office Supervisor, A50166-00

Time Sheet

Earning |Shift[Total [Total day day[Tuesday Wednesday, Thursday Friday(Saturday day day|Tuesday|Wednesday, Thursday(Friday Saturday

Code Hours{Units|, e e Jul 26, 2006 |, iy e , e I Aug 02, e e ,
Jul 23, Jul 24, [ul 25, Jul27, [Jul  [ul29, [Jul30, Jul31, |Aug 01, |2006 Aug 03, |Aug |Aug 05,
2006 (2006 |2006 2006 28, 2006 2006 (2006 2006 2006 04, 2006

2006 2006

Regular (1 35 7 7 7 7 7

Pay

‘acation|1 35 7 7 7 7 7

Time

Total Hours: 70 7| 7 7| 7 7| 7 7 7 7 7

Total Units: 0

Previous Menu |
RELEASE: 7.1

o start| %) @ @ Lgl I;‘EI 38 @ & ) Novel Groupitise - Mal\boxl .ﬂ_] User Guide - Microsaft Wl @/Preview Web Page - ... \'—_i\GjO }E@ N 1107 am

Click on Previous Menu to get back to the time sheet.
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BannerWeb Time Entry - Non-Exempt Administrative Support Staff (hourly),
cont’d

After you have previewed your time sheet, you may do one of the following: input comments for
your approver, submit for approval, or restart your time she

1Ite ana Numper: UMce SUPeryISor -— AsULbb-UU 11me sneet Perioa: JUl £, ZUUb To ALG Us, ZUUb
Department and Number: Human Resources -- PY340 Submit By Date: AlLg 07, 2006 by 12:00 P.M,
for Earning: wacation Time (170)

on Date: Sunday Jul 23, 2008

Enter Shift:

Il
Enter Hours: I

Save I Copy | Account Distribution I

Earning Earn |Shift] std Tot sun Mon Tue wed Thu Fri Sat
Code Hrs Hrs| Jul 23, Jul 24, Jul 25, Jul 26, Jul 27, Jul 28, Jul 29,
2006 2006 2006 2006 2006 2006 2006

Regular Fay 020 O 35 Sun Haurs 7 7 7 7 7 Sat Hours
Overtime at 1.0 013 8] 8] Sun Hours Maon Hours Tue Hours|  YWed Hours] Thu Hours Fri Hours| Sat Hours
Cwertime 1.5 Admin 059 1 8] 8] Sun Hours Mon Hours Tue Hours|  YWed Hours| Thu Hours Fri Hours| Sat Hours
Support

Personal Time 300 1 8] 8] Sun Hours Mon Hours Tue Hours|  YWed Hours| Thu Hours Fri Hours| Sat Hours
Wacation Time 170 1 8] 35| Sun Hours Mon Hours Tue Hours|  YWed Hours| Thu Hours Fri Hours| Sat Hours
Sick Time 180 1 0| 0| Sun Hours Mon Hours, Tue Hours Wed Hours Thu Hours Fri Hours Sat Hours
Holiday Time 150 1 0| 0| Sun Hours Mon Hours, Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Excused Time 310 1 0| 0| Sun Hours Mon Hours, Tue Hours Wed Hours Thu Hours Fri Hours Sat Hours
Paid Funeral Leave 240 1 0| 0| Sun Hours Mon Hours, Tue Hours Wed Hours Thu Hours Fri Hours Sat Hours
Paid Jury Duty 250 1 8] 8] Sun Hours Mon Hours| Tue Hours|  Wed Hours Thu Hours Fri Hours| Sat Hours
Paid Inclermnent Weather 280 1 8] 8] Sun Hours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours| Sat Hours
Paid Sick Leave Family Care 182 1 8] 8] Sun Hours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Maternity Leave 423 1 8] 8] Sun Hours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Paternity Leave 424 1 8] 8] Sun Hours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Unpaid Short Term 420 1 0 0 Sun Hours Mon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Absence

Unpaid Family Leave 422 1 0 0 Sun Hours Maon Hours Tue Hours|  Wed Hours| Thu Hours Fri Hours Sat Hours
Total Hours: 70 0 7 7 7 7 7 0

| Pasition Selection I Cormments | Preview | Submit for Approval | Restart | Hext Week | |

Position Selection: This will bring you back to the time sheet page if you need to input time for
a second position.

Comments: This button allows you to enter comments for your approver to see.

NOTE: If you need to delete any comments, you must highlight the comments and delete them
using the space bar not the delete key.

Submit For Approval: When you are satisfied that you have entered all time correctly click on
the Submit for Approval button.

NOTE: Once submitted, you cannot change your time sheet. However, if necessary, your
approver can.

Restart: This clears all information that has been entered and/or saved on the time sheet you
are currently in.
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BannerWeb Time Entry - Non-Exempt Administrative Support Staff (hourly),
cont’d

s
Elle Edit ‘“iew Go Bookmarks Tools  Help
TCRE= 3} [Will hitps:tbannenweb. smith. adu:3080/pls/PROD/bwpkisis. P_SelectTimeShestDriver 8- © e [CL
will Intermet Mative Banner gijll Bannertteb Blackboard || Tara will Bannefeb 7.0 Test || Drearnweaver 8
Time Sheet =
RETURN TO MENU HELP

Time Sheet far Tina M. Benoit

Title and Number: Office Supervisor -- AS01&6-00 Time S8heet Period: Jul 23, 2008 to Aug 05, 2008
Department and Number: Hurnan Resources -- FYg40 Submit By Date: Aug 07, 2006 by 12:00 F.M,
Earning Earn |Shift Std Tot| Sun Mon Tue Wed Thu Fri Sat
Code Hrs Hrs| Jul 23, Jul 24, Jul 25, Jul 26, Jul 27, Jul 28, Jul 29,
20086 2006 2006 2006 2006 2006 2006
Reqgular Pay 020 1 0 0 Sun Hours IMon Hours Tue Hours Wed Hours Thu Hours Fri Hours Sat Hours
Overtime at 1.0 013 9] 9] Sun Hours IMon Hours, Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
COvertime 1.5 Admin 059 1 0 0 Sun Hours Mo Hours Tue Hours Wed Hours Thu Hours Fri Hourg| Sat Hours)
Support
Personal Time 300 1 ] ] Sun Hours IMon Hours Tue Hours Wed Hours| Thu Hours Fri Hoursg Sat Hours|
Wacation Time 170 1 9] 9] Sun Hours IMaon Hours, Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Sick Time 160 1 ] ] Sun Hours IMon Hours Tue Hours Wed Hours| Thu Hours Fri Hoursg Sat Hours|
Holiday Time 150 1 9] 9] Sun Hours IMaon Hours, Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Excused Time 310 1 ] ] Sun Hours IMon Hours Tue Hours Wed Hours| Thu Hours Fri Hoursg Sat Hours|
Paid Funeral Leave 240 1 9] 9] Sun Hours IMaon Hours, Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Jury Duty 250 1 ] ] Sun Hours IMon Hours Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Inclement Weather 290 1 9] 9] Sun Hours IMaon Hours, Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Pald Sick Leave Family Care 182 1 ] ] Sun Hours IMon Hours Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Maternity Leave 423 1 9] 9] Sun Hours IMaon Hours, Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Paid Paternity Leave 424 1 ] ] Sun Hours IMon Hours Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Unpaid short Term 420 1 8] 8] Sun Hours IMan Haours Tue Hours Wed Hours| Thu Hours Fri Hours Sat Hours
Absence
Unpaid Family Leave 422 1 ] ] Sun Hours Maon Hours, Tue Hours Wad Hours| Thu Hours Fri Hours Sat Hours
Total Hours: 0 0 o] 0 o 0 0 o
Position Selection Comments Preview Submit for Approval Restart Mext Week
Submitted for Approval By:
Approved By:
Waiting for Approval From:
RELEASE: 7.1 =

&seart| W) ] 2] (=] 2] 5 & & © ) Hovell Grouptise - Malbox | ] User Guide - Microsoft WI & Mozilla Firefox EMO A E N tzzam

To confirm that your time sheet was submitted successfully, review the information at the bottom
of your time sheet. BannerWeb updates the “Submitted for Approval By” with the date you
submitted your time sheet. It also populates the “Waiting for Approval From” field with your
approver’s name.

Once your approver has approved your time, the “Approved By” field will also be populated with
date when the time sheet was approved.
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BannerWeb Leave Entry - Exempt Administrative Staff (salary)

Within the portal options, click on Leave Report ENTRY.

«» SMITH COLLEGE

General Info My Info

Home

My Info

Personal Info

Flex Benefits

Health Insurance Benefits
Leave Balances

Pay Stub

Personal Data

Retirement

W2 and W4 Tax Information

Timesheets /| Leave Reports
APPROVAL of Timesheets/ Leave Reports
Leave Report ENTRY |
Timesheet ENTRY

For More Information...
Delta Dental web site
Harvard Pilgrim web site
ING web site

A new browser window will open. Choose Access my Leave Report. Then, click Select:

Personal Informatior Emplu\ree Smith Custom
Search @

Time Reporting Selection

Selection Criteria

My Choice

Access my Time Sheat: O
|A|:cess my Leave Report: {E}|

Access my Leave Request: O
Approve or Acknowledge Time: ()
Approve All Departments: E

Act as Proxy: Self |:|
Act as Superuser: O
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BannerWeb Leave Time Entry - Exempt Administrative Staff (salary), cont’d

NOTE: DO NOT USE the Back arrow button in your Web browser (in the upper left corner of the
screen) to navigate through BannerWeb. It causes error messages to appear on the Leave
Report when submitted.

Leave time can be entered throughout the duration of the leave period or all at once at the end of
the leave period. However, all Leave Reporting transactions must be completed and submitted
for approval by 12:00 pm on the Monday following the end of the bi-weekly pay period.

NOTE: When entering time, if Monday is a holiday, refer to the Staff Calendar on the Controller’s
Office Payroll site for deadlines: http://www.smith.edu/controller/payroll.php

To begin entering leave time:

1. Choose the job (if you have more than one) and the leave report period for which you want to
enter leave time. BE CAREFUL. Employees have the option of seeing multiple Leave Report
periods in advance.

B Edt Yew G Bookmarks ook Help

- /
-t - & L0 ) [Nl hitps:banneneb smith edu:9080/pls FROD/bwpld

il Internet Native Banner il Bannerweb B Blackboard | | Tara il B4 Jest | | Dreamweaver &

[=.P_ProcelectLeaeReponFall e © 6o G

<« SMITH COLLEGE Ba" I [ e
A d
Personal Information
search Go SITE M&R  HELR  EXIT
Leave Report Selection v
Title and Department My Choljpe Leave Report Period and Status
HRIS Analyst, ADO318-00 & [30i 23, 2006 to Aug 05, 2006 Not Started =]
Human Resources, FY340 Jun 25, 2006 to Jul 08, 2006 Completed
Leave Repart Jul 23, 2006 to 05, 2006 Not S
—_— 4. 06, 2006 to Aug 19, 2006 In Progress
RELEASE: 7.0
Bstart| W) ] (@] (2] (2] 02 @ & ® K Novel Groupwise - Maibox | 8] User Guide - Micrasefe W... | [@ Leave Report Selectin, EO2 RPN @

2. Once you have chosen the correct job and leave report period, click on Leave Report.

NOTE: If you have transferred from one position to another in the middle of a pay period you will
see both jobs open. You will need to enter time for the corresponding leave time in each job for

that pay period.
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BannerWeb Leave Time Entry - Exempt Administrative Staff (salary),
cont’d

When the Leave Report is initially displayed, it will be for a bi-weekly leave period, and will
show the accrual categories you are eligible for. You will need to input your leave time in
DAYS. Find the row that corresponds to the accrual code for which you are entering leave
time. Follow the row across to the column which corresponds to the day for which you are
entering time and click on the underlined link.

SMITH COLLEG FBal‘]IleI‘

Personal Informatior Emplnyee Smith Custom

Search SITEMAP HELP Ex

Time Sheet

.:}. By submitting my time sheet, I certify to the accuracy of the hours worked and/or authorized time off as recgrded.
I understand thatintentienal or willful falsification of time records is a viclation of college pelicy and may gfsultin disciplinary action.
Click EXIT to cancel.

Leawve Report

Title and Number: HR Technology Specialist--AD0318-00
Department and Number: Human Resources - PYS

Leave Report Period: Sep08,2012ta Sep21,3013

Submit By Date: Sep 23,2013 by 12:00

Earning Total Total Sunday Monday Tuesda Wed ay Thursday riday Saturday

o Upits Sep 08, 2013  Sep 09, 2013 Sep 10,2013  Sep 3. 2013 Sep 12 2013  Sep 13,2013 Sep 14, 2013
(200) Personal Time o EnterDays Enter Days Entsr Days EntsrDays Enter Days Entar Days
(1830) SickTime o EnterDays Enter Days Enter Days EntsrDays Enter Days Enter Days
(170} wacation Tims o EnterDay: Enter Days Enter Days EnterDays Enter Days Enter Days Enter Days
Total Days: 0 o 0 0 o o 0 0
Total Units: o o 0 0 o o 0 0

[__Fosition Selection || [ Cemments | [ Preview | [ Submitfor Approval | [ Restart [f[Next]

Submitted for Approval By:
Approved By:
Waiting for Approval From:

To go to the other week, click on the “Next” or “Previous” button.

SMITH COLLEGE Bal]l]erweb

Personal Informatior Employee Smith Custom

Search [=E] SITEMAR HEL!

EXIT
Time Sheet

.;, By submitting my time sheet, I certify to the accuracy ofthe hours werked and/or authorized time off as regorded.
Iunderstand thatintentienal orwillful falsification of timerecerds is a vielation of cellege policy and may r§sultin disciplinary action.
Click EXIT to cancel

Leave Report
Title and Number: HR Technology Specialist-- ADOE18-00
Department and Number: Human Resources -- BY540
Leave Report Period: Sep 08,2013 toSep 21,2013
Submit By Date: Sep 23,2013 by 12:00 BM

Earning Total Total Sunday Monday Tuesday Wednesday

Thursday Friday Saturday
Days Units Sep15 2013  Sep 16,2013  Sep 17,2013  Sep 18, 2013

Sep 19, 2013 Sep 20, 2013 Sep 21, 2013

(200) Persanal Time 0 EnterDay: Enter Days Enter Days EnterDgys Enter Days Enter Days Enter Days
{180} Sick Time 0 EnterDays Enter Days Enter Days EnterDfys Enter Days Enter Days EnterDays
(170} Vacation Time 0 EnterDays Enter Days Enter Days EnterDfys Enter Days Enter Days Enter Days
Total Days: o a a o a a o 0
Total Units: 0 o o [} o o [} a

[__FBosition Selection || [ Comments | [ Preview | [ SubmitforApproval | [ Restart Jf Previous |

Submitted for Approval By:
Approved By:
Waiting for Approval From:
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BannerWeb Leave Time Entry - Exempt Administrative Staff (salary), cont’d

NOTE: Employees are responsible for knowing how much accrued time
they have available for use. To view your current leave balances, go to
Leave Balances in the Personal Info section on the My Info tab within
the portal.

«» SMITH COLLEGE

General Info My Info

Home

My Info

Personal Info

Flex Benefits
Health Insurance Benefits
l Leave Balances |
Pay Stub
Personal Data
Retirement
Wz and W4 Tax Information

Timesheets / Leave Reports
APPROVAL of Timesheets/ Leave Reports
Leave Report ENTRY
Timesheet ENTRY

For More Information...
Delta Dental web site
Harvard Pilgrim web site
ING web site
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BannerWeb Leave Time Entry - Exempt Administrative Staff (salary), cont’d

5. You will be brought to the top of your Leave Report to enter a daily amount. The leave time
can only be entered as 1 whole day. Decimal places (.25, .5, .75) are not allowed.

6. Once you have entered the amount, click SAVE and your leave time will be populated into the
column/row combination where you started.

SMITH COLLEGE Bal]llerweb

Personal Informatior Empluyee Smith Custom

Search SITEMAP HELP EXIT

Time Sheet

i By submitting my time sheet, I certify to the accuracy ofthe hours worked and/or autharized time offas recorded.

1 understand thatintentional orwillful falsification of time recerds is aviolation of college policy and may resultin disciplinary action.
Click EXIT ta cancel,

Leawve Report
Title and Number HR. Technology Specialist-- AD0218-00
Department and Number Human Resources -- BYS40
Leave Report Period: Sep08,2013to Sep 21,2013
Submit By Date: Sep 23,2013 by 12:00 PM
Earning: Personal Time
Date: Sep 15,2013
Days: .
v <= 2. Enter number in box.

[Ezd|(Cory) < 3. Click Save, )
1. Click ‘Enter Days

Earning Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Days Units Sep 15, 2013 Sep 16, 2013 Sep 17, 2013 Sep 18, 2013 Sep 19, 2013 Sep 20, 2013 Sep 21, 2013

[200) Personal Time 0 m Enter Days Enter Days EnterDays Enter Days Enter Diays Enter Days
(120)SickTime 0 Enter Diays Enter Days Enter Days Enter Days Enter Days Enter Diays Enter Days
(170} Wacation Time 0 Enter Diays Enter Days EnterDays EnterDays EnterDays Enter Diays Enter Days
Total Days: 0 0 0 0 0 a 0 0
Total Units a 0 0 0 0 i) 0 0
[_Position Selection || [ Comments | [ Preview | [ Submitfor Approval | [ Restart] [ Previous |

Submitted for Approval By:
Approved By:

Waiting for Approval From:

You may choose to copy your days for multiple dates. This is done by completing step #5 above and
then clicking on COPY.
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BannerWeb Leave Time Entry - Exempt Administrative Staff (salary), cont’d

You may copy days taken to either the full leave period or for selected days. If you want
to copy days to each date in a leave period (excluding Saturdays and Sundays) check
the box labeled Copy from date displayed to end of the pay period. Check the

boxes for including Saturday and/or Sunday if appropriate.

SMITH COLLEGE Bal]llerweb

Personal Informatior Smith Custom

Search SITEMAP HELPR EXIT

Time Sheet

1!_; By submitting my time sheet, I certify to the accuracy ofthe hours worked and/or authorized time off as recorded.

I understand thatintentional orwillful falsification eftime records is a viclation of cellege pelicy and may resultin disciplinary actien.
Click EXIT to cancel

Leawve Report

Title and Number
Department and Number:
Leave Report Period:
Submit By Date:

HR Technology Specialist-- ADO318-00
Human Resources -- FYS40
Sep08,2013toSep 21,2013
Sep23,2013 by 12:00 PM

Earning: SickTime  |&€— 7 Notice the Earning type and Date
Date: Sep 05,2013 . .
Days: A match the number clicked in 1.

3. Click Copy. 1. Click number to be copied.

Earning Total Total Sunday Monday

Tuesday Wednesday Thursday Friday Saturday
Days Units Sep 08, 2013 Sep 09, 2013 Sep 10, 2013 Sep 11, 2013 Sep 12, 2013 Sep 13, 2013 Sep 14, 2013
(200} Personal Time a] Enter Days Enter Days Enter Days Enter Days Enter Days Enter Daysi Enter Diays
[120)SickTime 1 Enter Days :l Enter Days Enter Days Enter Days Enter Days Enter Diays
[170}Vacation Time a] Enter Days Enter Days Enter Days EnterDays Enter Diays EnterDays EnterDiays
Total Days: 1 u} i u} 0 u} 0 u}
Total Units: u} a u] u} 0 u] u} u}

[ Position Selection || [ Comments | [ Preview | [ SubmitforApproval | [ Restart] [MNext]
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BannerWeb Leave Time Entry - Exempt Administrative Staff (salary), cont’d

You may also choose specific dates to copy to by clicking the check box beneath each
date as displayed. In this case, your days will only be copied to the selected dates.

Personal Informatior Empln\fee Smith Custom

Search [E9 SITEMAR HELR EXIT

Copy

}J To copy to the end of the pay period, click the check bos Ifyouwant to copy weekend dates, be sure to check Include Saturday(s) or Include
Sunday(s). To copy individual dates, clickthe check boxes underthe dates, Warning: If you selectthe same datethatyou are copying frem, your

hours will be deleted,

Leave Code: Sick Time, Shift 1
Date and leave time to copy: Sep09,2013,1 Days
Copy from date displayed to end of the leave period: [}
Include Saturdays: ]
Include Sundays: 1. Checkmark the dates
Copy by date:
Sunday Monday Tuesday Wednesday Thursday Friday
Sep 08, 2013 Sep 00, 2013 Sep 10, 2013 Sep 11, 2013 Sep 12, 2013 Sep 13, 2013
O O O O
Sunday Manday Tuesday Wednasday Thursday Friday
Sep 15, 2013 Sep 16, 2013 Sep 17, 2013 Sep 18, 2013 Sep 10, 2013 Sep 20, 2013
O O O O O O

C=zveRepor JI(Sopv] <— 3. lick Leave Report

Saturday
Sep 14, 2013

]
Saturday
Sep 21, 2013
O

Once you have entered the information for copying days, click on Leave Report to return to
your Leave Report view. Then click SAVE. Your days will be populated into the Leave Report.

Personal Informatior 20N iak Smith Custom

Search SITEMAP HELP EXIT

Time Sheet

1~ By submitting my time sheet, I certify to the accuracy of the hours worleed and/or autherized time offas recorded.

I understand thatintentional orwillful falsification of time records is a viclation of college policy and may resultin disciplinary actien.

Click EXIT ta cancel,

Leawve Report

Title and Number: HR. Technclogy Specialist -- AD0Z12-00
Department and Number Human Resources -- PY340

Leave Report Period: Sep08,2013toSep 21,2013

Submit By Date: Sep 23,2013 by 12:00 PM

Earning: Sick Time

Date: Sep 05,2013

Days: 1

- [Sopv] €— 2. Click Save. 1. Notice the checkmarks have been processed

Earning Total Total Sunday Monday Tuesday Wadnesday Thursday
Days Units Sep 08, 2013  Sep 09, 2013  Sep 10, 2012 Sep 11, 2013 Sep 12, 2013

{200} Personal Time 0 Enter Diays Enter Days Enter Days Enter Days Enter Days
[180) Sick Time c} Enter Days i | i i Enter Days
{170} Wacation Time 0 EnterDays EnterDays Enter Days Enter Dlays Enter Dlays
Total Days: ] o 1 1 1 o
Total Units u} o o o a u]
[ Positicn Selection | [ Comments | [ Preview | [ Submitfer&pproval | [ Restart] [Next
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Enter Dlays
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BannerWeb Leave Time Entry - Exempt Administrative Staff (salary), cont’d

If you have entered days into dates incorrectly and you need to change your Leave Report, click
on the amount under the date you wish to remove it from. This will populate the amount under
“‘Days” at the top of the Leave Report.

Time Sheet

(A2 By submitting my time sheet, I certify te the accuracy ofthe hours werked and/er authorized time off as recerded,
Iunderstand thatintenticnal or willful falsificaticn oftime records is a wiclation of college policy and may resultin disciplinary action.

Click EXIT to cancel.

Leawve Report
Title and Number
Department and Number

Leave Report Period:

HR Technology Specialist-- AD0OZ18-00
Human Resources -- PY3940
Sep08,2012toSep 21,2012

Submit By Date: Sep 23,2013 by 12:00 PM
Earning: SickTime . X
Date: Sep 11,2013 é 2. Notice how Earning, Date and DayS
Days: 1 match the niimher clicked in 1
1. Click number to be deleted.
Earning Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Days Units Sep 08, 2013  Sep 09, 2013  Sep 10, 2013 Sep 11, 2013  Sep 12, 2013 Sep 13, 2013 Sep 14, 2013
(200) Perscnal Time o Enter Days Enter Days Enter Days EnterDays Enter Days Enter Days EnterDays
{1280)Sick Time il Enter Days 1 1 Enter Days Enter Days Enter Diays
[170)Wacatien Time u] Enter Daysi Enter Days Enter Days EnterDays Enter Days Enter Days Enter Days
Total Days: 3 o 1 1 1 o o u}
Total Units u] o o u] u] o o 0
[[__Position Selection | [ Comments | [ Preview | [ Submitfor Approval | [ Restart]

Remove the amount from the box b

y backspacing or highlighting and deleting. DO NOT put in a

0 in the box. The box should now be blank.

Save your deletion. This will put the “Enter Days” link back in the row/column of the date you

wanted to remove.

Personal Informatior Smith Custom

Ed

Saearch

Time Sheet

Click EXIT to cancel

Leawve Report

Title and Number
Department and Number
Leave Report Period:
Submit By Date:

Earning:

SITEMAP HELP EXIT

i By submitting my time sheet, I certify to the accuracy of the hours werked and/or autharized time off as recorded.
Iunderstand thatintentienal orwillful falsification oftime recoerds is aviclation of cellege policy and may resultin disciplinary action,

HR Technology Specialist-- ADO318-00
Human Resources -- PYS40
Sep08,2013to Sep 21,2013

Sep 23,2013 by 12:00 PM

SickTime
Sep 11,2013

<— 1. Delete the number in the box.

. Click Save. 3. Notice how the number changed back to ‘Enter Days’..

Earning Total Total Sunday Monday Tuesday Wednesday Thursday Friday Satwrday
Days Units Sep 08, 2013 Sep 09, 2013 Sep 10, 2013 Sep 11, 2013 Sep 12, 2013 Sep 13, 2013 Sep 14, 2013

[{200) Personal Time o Enter Daysi Enter Daysi Enter Days Enter Daysi Enter Days Enter Days EnterDays
[180)SickTime el Enter Days i i Enter Days Enter Days Enter Days
({170} Vacation Time u} Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
Total Days: 2 i} 1 1 i} i} 4} [u}
Total Units: o o u] o o o o} 0
[__Position Selection | [ Comments | [ Preview ] [ Submitfor Approval | [Restart | [Nesxt]
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BannerWeb Leave Time Entry - Exempt Administrative Staff (salary), cont’d

¥ Mozilla Firefox _l=]x|
Eile Edit Wew Go Bookmarks Tools Help

I R
- - & ) ) [Nl tpsiibannerwab. smith. edu9080/pls/PROD/bwpktstm. P_UpdateTimeShest & © o [l

Wil Internet MNative Banner wijll Bannerteb Blackboard || Tara wijll Banneryeb 7.0 Test | | Dreamweaver 8

. SMITH COLLEGEBaIn]erWeb ;

Personal Information SN GTEE
Searchl Go SITE MaP  HELP  EXIT

Time Sheet

Leave Report

Title and Number: HRIS Analyst -- ADD318-00 Leave Report Period: Aug 08, 2006 to Aug 19, 2008
Department and Number: Human Resaources —- PYa40 Submit By Date: Alg 21, 2006 by 05:00 P.M.
for Earning: wacation Time (170
on Date: Monday Aug 07, 2006
Enter Days: |1
Save | Copy
Earning Earn Code |Total Sun Mon Tue wed Thu Fri Sat
Days | Aug 06, 2006 | Aug 07, 2006 | Aug 08, 2006 | Aug 09, 2006 | Aug 10, 2006 | Aug 11, 2006 | Aug 12, 2006
Personal Time 300 8] Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
Sick Time 180 0 Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
acation Time 170 5 Enter Days 1 1 1 1 1 Enter Days
Total Days: = 0 1 1 1 1 1 o]
Position Selection | Comments | Preview | Submit for Approval I Restart I Kext Week I

Position Selection: This will bring you back to the Leave Report Selection page if you need to
input leave time for another position.

Comments: This button allows you to enter comments for your approver to see.

NOTE: If you need to delete any comments, you must highlight the comments and delete them
using the space bar not the delete key.

Preview: Once all of your leave time has been entered, it is a good idea to preview your Leave
Report before submitting it. This allows you to see only the dates and days associated with leave
time that you entered.

Submit For Approval: When you are satisfied that you have entered all time correctly click on
the Submit for Approval button.

NOTE: Once submitted, you cannot change your Leave Report. However, if necessary, your
approver can.

Restart: This clears all information that has been entered and/or saved on the Leave Report you
are currently in.

31



BannerWeb Leave Time Entry - Exempt Administrative Staff (salary), cont’d

To confirm that your Leave Report was submitted successfully, review the information at the
bottom of your Leave Report. BannerWeb updates the “Submitted for Approval By” with the
date you submitted your Leave Report. It also populates the “Waiting for Approval From” field
with your approver’s name.

Once your approver has approved your time, the “Approved By” field will also be populated with
the date when the Leave Report was approved.

== %]

File Edit View Go Bookmarks Tooks Help
< - i - & L0 99 [l nitps:ibannerweb smith. edu S080/pls/PROD/bwpktetm. P_UpdateTimeSheel 8] © co [IGL
il Intemet Native Banner gjll Banneryeb Blackboard || Tara il Bannereb 7.0 Test || Dreamweaver 8

Personal Information

search Gao SITE MAP  HELP  EXIT
Time Sheet

Leave Report

Title and Number: HRIS Analyst -- ADO318-00 Leave Report Period: Aug 06, 2006 to Aug 19, 2006
Department and Number: Hurman Resources -- PY940 Submit By Date: Aug 21, 2006 by 05:00 P.M.

for Earning: ‘\facation Time (170}

on Date: Monday Aug 07, 2006

Enter Days: 1

Save | Copy
Earning Earn Code |Total sun Mon Tue Wed Thu Fri Sat
Days | Aug 06, 2006 | Aug 07, 2006 | Aug 08, 2006 | Aug 09, 2006 | Aug 10, 2006 | Aug 11, 2006 | Aug 12, 2006
Personal Time 300 O Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
Sick Time 1580 0 Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
‘Wacation Time 170 S Enter Days 1 1 1 1 1 Enter Days
Total Days: 5 [s] 1 1 1 1 1 [s]
Position Selection | Comments | Preview | Submit for Approval | Restart | Hest Week

Submitted for Approval By:

Approved By:

Waiting for Approval From:

RELEASE: 7.1 =

Aistart| W) W] (2] 3] (2] 3 & & © ) Novel Groupiiise - Maibox | ] User Guide - Microsaft w... | [@ Mozilla Firefos PO 2PN ss AM_
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Approving Time — Approvers who are Active Smith Staff/Faculty

Access BannerWeb following the instructions on pp 3 - 4.

Within the portal options, click on APPROVAL of Timesheets/LeaveReports.

«%» SMITH COLLEGE

General Info My Info

Home

My Info

Personal Info

Flex Benefits

Health Insurance Benefits
Leave Balances

Pay Stub

Personal Data

Retirement

Wz and W4 Tax Information

Timesheets / Leave Reports

l APPROVAL of Limesheets / Leave Reports l

Leave Report ENTRY
Timesheet ENTRY

For More Information...
Delta Dental web site
Harvard Pilgrim web site
ING web site

A new browser window will open. Choose Approve or Acknowledge Time. Then, click Select:

Personal Informatior Emplu\ree Smith Custom

Search

Time Reporting Selection

Selection Criteria

My Choice

Access my Time Sheet: O

Access my Leave Report: O

Access my Leave Request: O
[Approve or Acknowledge Time: (5]

Approve All Departments: E

Act as Proxy: SEIFD

Act as Superuser: O

)

Skip to pp 34, Approving Time - Approvers who are Active Smith Staff/Faculty or Affiliate
Approvers.
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Approving Time — Approvers who are Smith Affiliates

Log in to BannerWeb following the instructions on pp 5 - 8.

Once you are logged into BannerWeb, click on Employee Services.

I'SMITH COLLEGE Bannerweb

Coose_snith st

Search

SITEMAP HELP EXIT

| Emplcvee Se*vnces |

. pay and Seduclion information, and federsl tax information.

Inf"rmatlcn Menu

view your address(es) and phone(s): view and update your emergency cont:

Return to Homepage

acts; oblain name change and socisl secunly number change information.

Click on Time Sheets or Leave Reporting, depending upon what you are approving.

Personal Information A" ESN Smith Custom

Search
RETURN TO MENU SITEMAP HELP EXIT

Employee

Accrued Leave Balances
View your spphcable accrued Dalances of personsl time, vacation and/or sick time.

Eeneﬁt Inr'

reurarce infarmalion, and fex spending sooounl:
sura L 1< s x spending 3o ts.

Pav ard Deduct:en Inr"matlon

Vimw your Girmst deposit dist:

Tax Infoermaticn

tion, samings and deductions history, and pay stubs.

owance Certificate. (Massachusells M-4 information i n2

~ for this """‘!'.“' 3

e entry for HOURLY paid employees and students.
E Ma|l Human Rescurce<

E-Mail Payroll

Admin Support Payroll Exception Time Sheet

Student Payroll Exception Time Submission
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Approving Time - Approvers who are Active Smith Staff/Faculty or
Affiliate Approvers

If you are a designated approver, you will see the Selection Criteria screen.

9 Time Sheet/Leave Request/Proxy - Mozilla Firefox =|i|£|
Fil=  Edit Wiew Go Bookmarks Tools Help @
<:ZI - |:> - @ (x| @j m’ll https:ibannerweb. smith.edu:B0B2ipIsiPPODIbwpktais. P_SelectTimeSheetRoll & @ co |G

iﬁ" Internet Mative Banner ﬁ“| Bannereb | | Tara | | GroupWise Web

SMITH COLLEGE Bamerweb

Searchl G BITE MAP HELP EXIT

Personal Information Employee

ﬁi/ Determine the action you want to take and click the radio bulton. If you are acting as 2 Proxy for an approver, please select a name from the list and click
Select To act as a Superuser, click the check box and then click Select

Selection Criteria

My Choice
Access my Time Sheet: o
Access my Leave Report: =
Access my Leave Request: =
Approve or Acknowledge Time:
Act as Proxy: Self j
Actas Superuser: [
Select | =
[ Prosy Set Up |
=
| Done | mannerwen.smith.edu:g0sz =

W Startl % W 2= s 8 9 8 % Novell Groupiivise - M... ”‘{g Time Sheet,/Leave ... 2 Internet Explarer v| ] Uiser Guide - Microsoft...l « BB a7 am

The system defaults to “Approve or Acknowledge Time”. If you are acting as proxy for a
designated approver, click on the drop down box to the right of “Act as Proxy” and select the
person for whom you are approving.

An approver may add or change his/her proxy by clicking on Proxy Set Up at the bottom of the
page (see documentation on the next page for the setup).

NOTE: If you are adding a proxy, please contact Jen Tenczar at ext. 2274 or
[tenczar@smith.edu in Human Resources so that the proxy is set up with your department
organizational security.

Once you have added a proxy, be sure to have the proxy go through the approval process with
you at least once before needing them to proxy time. This will ensure that they have the
necessary access to view time sheets and/or leave reports and that they know what your
guidelines are for your employees.
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Approving Time - Approvers who are Active Smith Staff/Faculty Approvers or
Affiliates, cont’d

To set up a proxy

1. Click on the down arrow and select the name of the person you want to set up as your proxy.

O hrowy St Lp - Mot Pt
ole  [dt pew G0 pockmarks  [ools  bep )
G- b - @) () ©2) (70 Hips Mommeneeb amilh ods BORIp PR OE vpists F_ProcProeySeil 5= © oo [T

&0 Internet Nistive Banner @l Banner Web | Tars | Groupwiss web HE Blsckbosra sl BESS - PPOD §lll BESS - TRNG

= SMITH COLLEGE Bal]llerweb

Search Go GETURN TOMENU SITE MAP HELP EXIT

Parsonal Information Employes Finance

Proxy Set Up

Hame Add Remove
| Time: Regeetos Setection |
et vy Tt
[Done ["bannerweb, smith. eduB082
Wioan| @ w 2] = 2] 58 @ ) User Gukde - Merosc... | G towel Groupwise - s |[@) Proxy Set Up - Mozt & Crock Forms Server - .. | @ Orade Deveioper For. .| [« & Liiam

2. Select the person’s name and checkmark the Add box. If the person’s name does not show
in the drop-down list, contact Jen Tenczar in Human Resources at ext. 2274 or
jtenczar@smith.edu.

R R i o

- <} 3 [0 1et5n armmmens smth, 00 E0B2 P PPODAWESLws P_FracPresySens o] O o [CL
WD hewert Native Barowr ) Banrar Wit | T ) Grocgiwhes Was l Blackbosst g BESS - PPOD ¢ BESS - TRND

Sench[

Parsacal infsceaticn Employse Fisance

Praxy SetUp

hame Add Removr
I

i

3. Then Save. The person’s name will appear above the drop-down box.

alalx|
G (0 Yo G Idnels Lok 0 o

- & 3 [ 1ps itanserwed smth o601 DRDHSPPOD RIS F_Procrrss ySely y2l O 6 |G

& termet Natie Bacner G Baner Vb | Tann | GrocpWise Wed [ Btackbosst @ BESS . FPOD ) BESS . TRNG

Search |

Peesosal Infermation Emplayer Fisaace

Proxy SetUp
Nare Ade Remove

et .

FELEASE 61 et v ot
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Approving Time - Approvers who are Active Smith Staff/Faculty Approvers or
Affiliates, cont’d

To remove a proxy
Check the Remove box next to the proxy name that you want to delete and then click Save.

You can set up as many proxies as needed. Remember that employees cannot approve time
for themselves.

To approve time:

Time should only be approved at the end of the bi-weekly pay period. All time transactions must
be completed and submitted for approval by 12:00 pm on the Monday following the end of the bi-
weekly pay period. All approvers must approve time by 9am the next day, Tuesday.

NOTE: When approving time, if Monday is a holiday, refer to the payroll calendar for adjusted
deadlines.

1. When approving time, you will need to select the Department by clicking on the radio button
under My Choice, and the Pay Period from Time Sheet or Leave Report.

2. Click on Select to open the related time systems. BE CAREFUL. There may be more than
one pay period open for approving time.

¥ approver Selection - Mozilla Firefox == x|
Eile Edit View Go Bookmarks Tools  Help

<@ - e - & L ©7) [ hitps sbannerweb. smith. e du:9080/ple/PROD/bwpktais. F_ProcSelect_saveReportRoll & © o [IGL

aill Internet Native Banner gl Bannerweb Blackboard [ | Tara aill Banner Wieb 7.0 Test || Dreamweaver 8

Personal Information JFEOTIITTT
search Go SITE MAR  HELP  EXIT

Approver Selection

Time Sheet

Department and Description My Choice Pay Period

1, PY100, Work Study (& [B%, Sep 08, 2005 to Sep 20, 2005 x|
1, PYB04, Admission's Cffice (o] |w><, Oct 01, 2005 to Oct 07, 2005 ;l
1, FY240, Human Resources € [Bw, Jul 09, 2006 to Jul 22, 2006 =]

Leave Report

Department and Description My Cheice Leave Period
1, FY240, Human Resources & [Bw, Jul 09, 2006 to Jul 22, 2006 =]

Sort Order

My Choice
Sort employees' records by Status then by Name: &
Sort employees' records by Name: o

Select |

RELEASE: 7.0 =

@start| W ] 2] = (2] 0 & & © ) Novell Groupwise ... | B8] User Guide - Micro... |[{@ approver Select... & ] Oracle Application ... | ‘& Oracle Developer ... | [ @@ 2 @ N 121461

NOTE: If an employee has transferred from one position to another in the middle of a pay period,
you may only see a partial Time Sheet or Leave Report for the first pay period.
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Approving Time - Approvers who are Active Smith Staff/Faculty Approvers or
Affiliates, cont’d

The first screen shows a Summary page which displays the Department, Status, Required
Action, Comments or Other Information as needed.

¥ summary - Mozilla Firefox

Eil= Edit Wiew Go EBookmarks Tools  Help

<::| - [_:;> - @ I:I @ Iiﬂ’ll https:/fbannerweb. smith. edu:8082/ple/PPOD/bwpktais. P_ProcSelectApproverAction ﬁj ® Go I@,

will Interret Mative Banner will Banner Web || Tara || GroupWise Yeb Blackboard gill BESS - PPOD gill BESS - TRNG

SMITH COLLEGE Bamerweb

Search Go SITE MAP HELF EXIT

Personal Information Employee Finance

=1=Ix|
(%]
—

Summary

\Tp Click under Approvedfcknowledge and then click Save. For more detailed information, click the employes's name.

ki 1 2rith College
Department: P340, Human Resources

Pay Period: Jun 25, 2005 to Jul 01, 2005
Act as Proxy: Mot Applicable
Pay Period Time Entry Status: Open until Jul 05, 2005, 10:00 4 M

Select New Deparimert I Select All, Approve or Pl | Reset I Save |

Name and Position Required Action Total Hours [Total Units Queue Status Approve or FYl Other Information |
[BA0305688 Tina M. Benoit Approve 35.00] .00 - Change Time Record

AS0M6E - 00
[Not Started
1D Name and Position Other Information
[a0E42121 Lynda DallaPegorara

ASOEE - 00
Pav Fuans Tranearfinne =l
‘ Duone | bannerweb. smith.edu:8082 =

@istart| 9 [w] 2] (=] (2] 3 & & 49 niovell Groupwise - Ma‘..l & oracle Forms Server - ... | & Oracle Developer For... ||@, Summary - Mozilla ... 8] User Guids - Microsoft | « I 11:26 AM

Department: All employees are grouped into Department Organizations. When you open this
summary, all employees for that organization (even ones that you do not approve time for) who
have not opened their Time Sheet or Leave Report will show. Once the employee opens their
Time Sheet or Leave Report, they will be routed to the correct approver.

Status: This is the most important piece of information on the Summary page. This tells you
what is happening with the Time Sheet or Leave Report. There are three statuses the approver
should be aware of;

Not Started: This means that the employee has not opened their Time Sheet or Leave
Report for the pay period you are viewing.

In Progress: This means that the employee has opened their Time Sheet or Leave Report
for the pay period you are viewing and is currently working on it. You are
able to view their Time Sheet or Leave Report but you cannot approve it.

Pending: This means that the employee has completed their Time
Sheet or Leave Report and has submitted it for your approval.
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Approving Time - Approvers who are Active Smith Staff/Faculty Approvers or
Affiliates, cont’d

You will see a summary of the time submitted, where the Time Sheet or Leave Report is in the
process (Routing Queue), and the Account Distribution for the position.

Employee Detailed Information

_:! / To select the next or previcus employee [if applicable), click either Next or Previous,

Employee ID and Name: — Department and Description: 1 PY¥340 Human Resources
Title: N -saction Status: Pending
Previous Menu Approve | Return for Correction | Change Record | Delete Add Comment | Ne><:t|

Routing Queus | Account Distribution

Time Sheet

Earnings Shift Special Total Total Sunday. Monday, Tuwesday, Wednesday, Thursday, Friday, Saturday. Sunday, Monday, Twesday, Wednesday, Thursday , Friday ., Saturday .

Rate Hours Units Jun 29, Jun30, Jul0i, Jul 02, 2014 Jul 03, Jul 04, Jul 05, Jul 06, Jul 07,  Jul 08, Jul 09, 2014 Jul 10, Jul 11, Jul 12,

2014 2014 2014 014 2014 2014 2014 014 2014 014 2014 2014
Regular 1 63 7 7 7 7 7 7 7 7 7
Pay
Holiday 1 7 7
Time
Total Hours: 70 7 7 7 7 7 7 7 7 7 7
Total Units: a

Routing Queue

Name Action and Date

Originated Jul 09, 2014 03:58 pm
Submitted Jul 09, 2014 04:02 pm
Pending

Account Distribution Default Data

Pay Period Effective Date Percent Index Fund Organization Account Program Activity Location Project Type Cost Type
Jun 259, 2014 100.00 101020 2111 51300 5300
Previous Menu Approve | Return for Correction | Change Record | Delete | Add Comment | Next|

If the employee’s time is correct, click Approve to approve the time.
Select Previous Menu to take you back to the Summary page to review other time sheets.
There are additional functions that may be performed on this page:

Return for Correction: Within strict time constraints, allows employee to make corrections after
their original submission for approval. See next page for further explanation.

Change Record: Allows you to make corrections to the employee’s Time Sheet or Leave Report
See next page for further explanation.

Delete: Deletes the employee’s time sheet or leave report and resets it for the employee to then
re-input and re-submit his or her time.

Add Comments: This button allows you to enter comments.

Previous Menu returns you to the Summary page.
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Approving Time - Approvers who are Active Smith Staff/Faculty Approvers or

Affiliates, cont’d

If your employee has entered time incorrectly, it is highly recommended that you discuss the
needed change with the employee and that you, the approver, then change the Time Sheet or

Leave Report as follows:
1. Click Change Record.

Employee Detailed Information

Jz To select the next or previous employee (if applicable), click sither Next or Previous,

Previous Menu Approve | | Change Record I Delete |

Leave Balances | Routing Queus

Employee ID and Name:
Title:

Department and Description:
Transaction Status:

Add Comment |Next

Pending

Return for Correction

1 PY¥940 Human Resources

Leave Report

Earnings  Total Total Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday,
Days Units Jun29, Jun30, Jul01, Jul02,2014Jul03,  Jul04 Jul05, Jul06, Jul07, Jul08, Jul09,2014 Jul10,  Jul11, Jul12,

2014 2014 2014 2014 2014 2014 2014 2014 2014 2014 2014 2014

Vacation 3 i i 1

Time

Total Days: 3 1 1 1

Tatal Units: 0

Leave Balances as of Jul 10, 2014

Type of Leave Hours or Days Banked Available Beginning Balance Earned Taken Available Balance

Sick Time Days i 83.18 i i 83.18

Vacation Time Days 0 15,5 15,29 13 21,79

Persenal Time Days 0 4 0 0 4

Click on the amount under the date you wish to correct or remove it from.
the amount in the box for Hours or Days at the top of the page.

Leave Report

Name:
Title and Number:
Department and Number:

Human Resources -- PY340

This will populate

Leave Report Period: Jun 28, 2014 to Jul 12, 2014

Submit By Date: Jul 15, 2014 by 09:00 AM

Earning: Vacation Time

Date: Jul 09, 2014

Days: ’1—

o |

Earning Total Total Sunday Monday Tuesday Wadnesday Thursday Friday Saturday

Days Units Jul 06, 2014 Jul 07, 2014 Jul 08, 2014 Jul 09, 2014 Jul 10, 2014 Jul 11, 2014 Jul 12, 2014

Parsonal Time a0 Enter Days Enter Days Enter Diays Enter Days Enter Days Enter Days Enter Days

Sick Time 0 Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
3 Enter Days Enter Days Enter Days 1 1 Enter Days

Total Days: 3 0 0 0 1 1 1 0

Total Units: 0 0 1] 0 0 i 0 0

Previous Menu | Preview | Comments Approve | Previous
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Approving Time - Approvers who are Active Smith Staff/Faculty Approvers or
Affiliates, cont’d

3. Remove the amount from the box by backspacing or highlighting and deleting. DO NOT put
ina 0. The box should now be blank.

Leave Report
Name: I
Title and Number:
Department and Number: Human Resources -- PY340
Leave Report Period: Jun 25, 2014 to Jul 12, 2014
Submit By Date: Jul 15, 2014 by 09:00 AM
Earning: Vacation Time
Date: Jul 03, 2014
Days: ”7
Earning Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Days Units Jul 06, 2014 Jul 07, 2014 Jul 08, 2014 Jul 09, 2014 Jul10, 2014 Jul 11, 2014 Jul 12, 2014
Personal Time a Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
Sick Time a Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
Vacation Time 3 Enter Days Enter Days Enter Days i 1 Enter Days
Tatal Days: 3 0 0 0 1 1 1 0
Tatal Units: 0 0 0 0 0 0 0 0

Previous Menu | Prwiew| Comments | Appruve| Previuus|

4. Save your deletion. This will put the “Enter Hours/Days” link back in the row/column of the date
you wanted to remove.

Leave Report

Name; I
L— ]
Department and Number: Human Resources -- PY34(

Leave Report Period: Jun 28, 2014 to Jul 12, 2014

Submit By Date: Jul 15, 2014 by 09:00 AM

Earning: Wacation Time

Data: Jul 09, 2014

Days: ||7

Earning Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Days Units Jul 06, 2014 Jul 07, 2014 Jul 08, 2014 Jul 09, 2014 Jul 10, 2014 Jul11, 2014 Jul 12, 2014
Perzonal Time 0 Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
Sick Time 0 Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
3 Enter Days Enter Days Enter Days 1 1 Enter Days
Tatal Days: 3 0 0 0 1 1 1 0
Tatal Units: 0 0 0 0 0 0 0 0

Previous Menu | PrE\riew‘ Comments ‘ Appruve| pl’E’\‘ilJIJ5|




Approving Time - Approvers who are Active Smith Staff/Faculty Approvers or
Affiliates, cont’d

If your employee has entered time incorrectly and you clearly understand the strict time deadlines
for submission and approval of time sheets and leave reports, you can arrange with the employee
for him/her to make the correction via Return for Correction. Otherwise, please very carefully
follow instructions above (beginning on pp 39) for Change Record.

It is critical to allow enough time for the employee to re-submit the
time sheet or leave report so that you can then meet the approver
deadline (which is usually 9am on Tuesday of a payday week).

1. Click Return for Correction followed by Previous Menu.

Employee Detailed Information

A To select the next or previous employee (if applicable), click sither Next or Previous,
.

Time transaction successfully returned for correction.
Emplayee ID and Name: ] Department and Description: 1 PY940 Human Resources

Title: _ Transaction Status: Pending
Previous Menu Approve | Return for Correction ‘ Change Record | Delete| Add Comment | Next

Leave Balznces | Routing Queue

Leave Report

Eamings Total Total Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday,
Days Units Jun29, Jun30, JulOL,  Jul 0Z 2014 Jul 03, Jul04,  Jul 05, Julo6, Jul07, Jul08,  Jul 09, 2014 Jul 10, Julil, Julil,

2014 2014 2014 2014 2014 2014 2014 2014 2014 2014 2014 2014

Wacation 3 1 1 1

Time

Total Days: 3 i i i

Total Units: 0

Leave Balances as of Jul 10, 2014

Type of Leave Hours or Days Banked Available Beginning Balance Earned Taken Available Balance
Sick Time Days 0 83.18 ] 0 83.18
Wacation Time Days 0 15.5 19.29 13 2179
Personzl Time Days 0 4 0 0 4

2. The employee’s row then appears under a ‘Returned for Correction’ status.

Summary

§ ! o Click under Approve or FYI and then click Save, For more detailed infarmation, click the employee's name,

COA: 1, Smith College
Department: PY340, Human Resources
Leave Frequency: BW, Bi-weekly

Leave Period: Jun 28, 2014 to Jul 12, 2014
Act as Proxy: Not Applicable

Leave Period Leave Entry Status: Open until Jul 15, 2014, 09:00 AM

Change Selection I Select All, Approve or FY1 ‘ Reset | Save

Pemlmg
Name, Position and Title Required Action Total Days Total Hours Total Units Queue Status Appruve or FYI Return for Correction Cancel Other Information

_ Override 2.00 .00 .00 Change Leave Record
Leave Balance
| ] Override 3.00 .00 .00 C e Change Leave Record
Leave Balance
or

Returned for Correction

1D Name, Position and Title Total Days Total Hours Total Units Other Information
| .00 .00 .00 Leave Balances
Not Started

1D Name, Position and Title Other Information

| _ Exctract



Once the Approver has approved the Time Sheet or Leave Report, the Status of the time sheet
will change to Completed.

Summary

Jf Click under Approve or FYI and then click Sawe, For more detailed information, click the employee's name.

COA: i, Smith College
Department: PY340, Human Resources
Leave Freguency: BW, Bi-waekly

Leave Period: Jun 25, 2014 to Jul 12, 2014

Act as Proxy: Mot Applicable
Leave Period Leave Entry Status: Open until Jul 15, 2014, 09:00 &M

| Change Selection ] Select All, Approve or FYI | Reset | Save |

Pending

ID Name, Position and Title Required Action Total Days Total Hours Total Units Queuwe Status Approve or FYI Return for Correction Cancel Other Information

Owverride 3.00 .00 .00 r r Change Leave Record
Leave Balance

Mot Started
Name, Position and Title Other Information

Extract

ID

Completed

Required Action Total Days Total Hours Total Units Queue Status Approve or FYI Return for Correction Cancel Other Information

2.00 .00 .00 Cverridden Leave Balance
Leave Updated

Name, Position and Title

Leave Balance
Leave Updated
Errors

.00 .00 .00 Cverridden

Pay Ewvent Transactions

Action required by all approvers: 1
Time or Leave Transactions Approved or FYI: el
Time or Leave Transactions Awaiting Approval or FYI: 2
Total: 5
Total Days: 5.00

When you have approved all of your Time Sheet and Leave Reports, Exit out of BannerWeb.

Personal Information F30TNNET% Smith Custom

SITE MAP HELP |EXIT

Search |

Summary

J/ Click under Approve or F¥I and then click Sawe. For more detailed information, click the employee's name.

COA: 1, Smith College
Department: FY¥540, Human Resources
Leave Freguency: BW, Bi-weekly

Leave Period: Jun 29, 2014 to Jul 12, 2014
Act as Proxy: Mot Applicable

Leave Period Leave Entry Status: Open until Jul 15, 2014, 09:00 AM
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