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INTRODUCTION

Web Time Entry is the new time keeping method for Approvers at MSU.

Approvers will be responsible for submitting and approving student hours

worked every pay period. Once the Approver has approved the hours, they will then
be processed by Payroll.

It is the sole responsibility of the Approver to maintain accurate

representation of the hours worked. If hours are not submitted on time, they will

not be processed by Payroll for that pay period. Hours submitted late will require that
a paper timesheet be submitted and manual entry by the Payroll Dept. and will not be
processed until the next pay, thereby causing the employee’s paycheck to be delayed
by an additional two weeks.
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DEFINITIONS OF TIME SHEET PERIOD STATUS’

Not Started - The Student has not viewed or entered hours for this
pay period.
In Progress - The Student has viewed or entered hours, but have not

submitted the hours.

Pending - Hours are waiting approval.
Approved - Approver has approved the hours.
Completed - The hours have been extracted into the payroll process.
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Log on to Banner Self Service.
Click Enter Secure Area Link.
Enter User ID and Pin
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4. Click "Employee ™ Link

£~ Main Menu - Windows Internet Exploter
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Personal Information

Update addresses or contact inforration; Change your PIN.
Employee

Benefits, leave or job data, paystubs, W2 and T4 forms, W4 data.
Finance

Create or review financial docurnents, budget information, approvals.
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5. Click “Time Sheet” Link

e Employee - Windows Internet Explorer
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| Benefits and Deductions
Retirement, health, flexible spending, miscellaneous, benefit statement.
Pay Information
Direct deposit allocation, earnings and deductions history, or pay stubs.

Tax Forms
W4 information

Jobs Summary
Leave Balances
Campus Directory
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6. If your are the Approver, make your “My Choice” selection "Approve or Acknowledge
Time” and click “Select. If you are acting as a “Proxy”, select the name of the person
you are acting as Proxy for and click “Select’.
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| search | (= SITEMAP HELP EXIT

@ select a name from the pull-down list to act as a proxy or select the check box to act as a Superuser.

| Selection Criteria ,

My Choice
Access my Time Sheet: O
Access my Leave Report: O
| Access my Leave Request: (@]

Approve or Acknowledge Time: &

Act as Proxy: [self v/
Act as Superuser: [=]

Proxy Set Up
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7. Select Pay Number. You will only be able to see completed or current pay numbers.
8. By clicking on the drop down box select your department and click “Select”.

£ Approver Selection - Windows Internet Exploier
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Approver Selection

& Select Time Sheets or Leave Request, the Pay Year, Pay ID, Pay Number, and Department. Select a sort order and choose Select to access
the records.

| Type of Records: | Time Sheets |

| Yeor 2010 ¥
Pay ID: SM, Semi-Monthly ¥

| Pay Number: (1~

_ COA: ’l.._.l @.Eimmnmﬂ: State c2<m_.m_n<l - |
Department: | ALL v |

| sort Order {3100, Information Systems Director

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

Sort employees’ records by Name: @)
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9. Notice at the “Pay Period Time Entry Status: Open until Dec 31, 2009, 5:00 PM.”
This means that you must have all timesheets approved by that time, after that time
stated you or the employee will not longer be able to access this pay period.

10. You will be able to determine who has not opened their timesheet (Not Started
Status) and who has opened but not completed their timesheet (In Progress) and
who has completed their timesheet (Pending) .

11. Pending status allows you to make changes, add comments or approve the
timesheet. By clicking the employees name you will be able to access timesheet.
NOTE: Once the timesheet has been approved you must contact the Payroll Dept.
to make any other changes or adjustments.
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o Fmployee Derails - Windows Interner Explorer
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