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Approving Web Time Entry

Note: You must either “Approve” or “Return for Correction” all time that is in your Queue!

Students must submit their time by noon of the day time entry closes . Even though you may have
your own policy on when time should be submitted, be aware they are not Iocked out until the “Submit
By Date noted On the|r T|me Sheet Department amd Numibeer: :lp rir

Time Sheat Period: My 01, 2006 o May 15, 2008
Sulbmil By Date: May 21, 2008 by 12:0

Please use the Payroll calendar sent to you monthly to setup your Outlook calendar to automatlcally
remind you when time should be approved. Payroll would like all time approved by 3pm of the same
day time entry closes. You can retrieve the entire year of calendars from our web page.

1. Log into URSA : ursa.unco.edu
2. Click the Yellow Employee Tab

3. Click on Banner Self Service
Middle column Under General Information

4. Click on Employee & then Timesheet
5. Act as Proxy = Self
If you are acting as a proxy for someone than use the drop down box and click on their name.
6. Press Select
7. Under Time Sheet:
Select the Department from “My Choice” column and choose the Pay ID and period from the drop down list.
8. Press Select

9. You can |mmed|ately view and approve time for each employee. It is highly recommended that you
open eaﬁh employee’s time sheet to verify that they have entered their time in only SHIFT 1 and in
quarter hours.

By opening the Time Sheet you can also Return for Correction, add a comment or Change it.
10. Press Save

11. Make sure the screen says: (#) Record(s) have been Approved/Acknowledged




1. Sign into URSA
« Faculty/Staff use Firstname.Lastname

& coLoraDC

Usermame

Fassword

[ wam me before kegging in to other sies.

Password Help: Click on “Forgot Password” or call 351-HELP




2. Click on the Employee Tab
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Then Click on Employee and
then Timesheet Search| e

Main Menu
Employee
Personal Information
LUpdaly sddrenee, = L nformalion or marlel dialon; reves naeme or pocal peounly Time ShEEt

Employes
Tirrg sfwals. Lme

Finance

Craste o Feven franssl enumets, ullsel formaler, soprsvsl

Leave Report

Benefits and Deductions
Fiatirement, Pesith, Nlaxible spanding, misceisnsaus, bensficiary, cpen enrollment, Benefit Statement.

o o ete. peysiabu. W3 and T Morme W Cats

RELEASE: 8.7

Pay Information
Direct d=gosit allozation, =armings and detuctions histzry, or pay stubs.

Tax Forms

‘W4 information, W2 Form or T4 Form.

Jobs Summary



4-6

1 Click on Approve or Acknowledge Time
2 Proxy defaults to “Self”

Leave as Self unless you are a proxy.

3. Click “Select”
Personal Information
Search | |

Time Reporting Selection

&R Sclect a name from the pull-down list to act as a proxy or select the check bc

Selection Criteria

My Choice
Access my Time Sheet: O
Access my Leave Report: &
Access my Leave Request: &
Approve or Acknowledge Time: &) e 1
Act as Proxy: | Self v
Act as Superuser: F 4 2

Use drop down if you
are a proxy.




/-8

Eopleyes Tob

Select the department from
My Choice and choose the
Pay ID and period from the
drop down list. Determine
the sort order and click on

“Select” to access the records.

Persosal Information  Stedent and Financiel Ald [T

Search (6o

Approver Selection
@R Select the department from My Chosce and chosse the pay 10 and pened frem the pul down L. Oeteem

Time Sheet

Department and Description My Cholce Pay Period
Q. 10000, Mresident’s Office Operanons ® M, Moy 16, 2007 10 May 31, 3007 &

Q. 30000, Acaderms: Atars Office AL May 18, 2007 10 May 31, 2007 ¥

Q. 31110, Monors Program C SAL Jun 03, 2007 1o Jun 15, 2007 W

Sort Order
My Choice

Sort employees’ records by Status then by Name: )
Sort employees’ records by Name: O



You are able to approveralisee

that are in a PENDING Statils

r -

Department Summary

“ Sedect the employes’s name to sccess sdditional detsls

ChA: Q. Uni ity of Morthern Colorad -

Dapastivnt by e You can click onthe
Pay Period: Jan 06, 2008 to Jan 19, 2008

et o Promy: A emplo‘yees name and see
Pay Perdod Time Entry Stabus: Open untl Jan 22, 2008, 12:00 P.M their actual time card and
[ Select New Department | | Salect All, approve or F¥1 | [ Resat | [ Save hours the‘_'y’:l"u"e entered.

Pending

search LGg SITE M&P  HELP

I reame and Position [Re I s Queue Status Approve or FY1Retum Ffor Cormection I-mhr.-r Inlarmatian

e 200 = QD

@01032637 |Mark Timothy Moardle (A | B3 IZIl3| ) O 0 Change Time F

Recond

Mot Started

1 |'uar'ne and Position Other Information

@O1000LE2 laatty Barham

|-.|*-.|*-.|*-.- i - Q)
BE00004243 i:arttr ugene Brown
SHAEE0 = OO
BO00ZTA5E k.endra E Tingle

[¥99315 = 0O




Sample of two time ShEeetss

- -

Total hours and Time In anch@ut

[ Previous Menu | [ Approve | [ Return for Correction | [(Change Record | [[Detete | [ Add Comment |

Rouvtng Queye | Account Distribution

Time Sheet
Eamings Shift Special Total Total Sunday Monday Tuesday Waednesday, Thursday Friday Saturday Sunday Monday Tuesday Wednesday, Thursday Friday £

Rate  Hours Units , - - Jan 09, 8 2 3 - - - Jan 16, ’ 3 ¥
Joan 06, Jan 07, Jan 08, 2008 Jan 10, Jon Jon 12, Jon 13, Jon 14, Jon 15, 2008 Jon 17, Jon 3
2008 2009 2008 2008 11, 2008 2008 2008 2008 2008 18, z
2008 2008
Regular 13 0 75 ] 8 8 a 8 8 8 a 13

Pay

Personal
Total Hours:
Total Units:

Time In and Out
Eamings Sunday Monday Tuesday Wednesday, Thursday Friday , Saturday Sunday Monday Tuesday Wednesday, Thursday Friday Saturday

’ ’ ’ Jan 09, ’ Jan 11, , ’ v ’ Jan 16, ’ ’ v
Jan 06, Jan 07, Jon08, 2008 Jan 10, 2008 Jan 12, Jon 13, Jon 14, Jon 15, 2008 Jon 17, Joan 18, Jon 19,
2008 2008 2008 2008 2008 2008 2008 2008 2008 2008 2008
Reguiar 08:00 08:00 08: 00 AM 03:00 08:00 08:00 08:00 AM 05:00 aM 0800
Pay aM AM 12:00 PM AM AM AM 12:00 PM 12:00 PM  AM
12:00  12:00 PM 4020 pay 12:00 12:00  12:00PM yo.50pm  12-30 p  12:00
PM 12:30 PM 04:30 PM PM PM 12:30 PM 04:30 PM ps:30 pM  PM
12:30 D4:30 PM 12:30 12:30 04:30 PM 2:30
M P (=1 M
04:30 0+4:30 04:20 07:30

PM M PM PM



Previous Menu: Takes you back to the Department Summary (showing all employees)

Approve: Sends it to payroll (no corrections can be made after you Approve)
Return for Correction: Sends it back to the Employee to correct

Note: The student will not be locked out at noon — and can submit this time ANYTIME!!
You can go in and correct their time if time doesn't allow them to do so.
Be sure and make COMMENTS if you change their Time Sheet

This will delete their time from this pay period. The employee would have to extract

their time again if time is still needing to be entered. Don’t use unless they TRULY
do not have time for this pay period.
Add Comment: PLEASE ADD COMMENTS when:

You have made a change to their record
You are returning it for correction.

Change Record:

Delete:

| Previous Menu || Approve || Retum for Correction || Change Record || Delete |1 Add Comment |

\ / Routng Queue | Account Distrbution
Tirrses SFwvel |

Eamings Bhift Special Total Total Bunday Monday Teesday Wednesday, Thursday Friday Saturday Sunday Monday Tuesday Wednesday, Thursday Friday

Click the appropriate link for whatever action you need.

008

2008
Regular ] 1] 75 B B8 B g a8 B B a 11
Pay
Total Hors: 7o g 8 g g 8 E g i 8 11
Total Units: D
7 Check for accuracy of time entered
‘ = = 1 1 =
Shift is "1" and hours are entered in quarter hours
T A== TEJ  TWEE T, r - e ey - e - T .|y bl Ty - i wE= WMWYy s wmry
Pk F0E F0E ZO0E FO0&E anng Fooa Fnooa A0 FDng Fnog
Raguiar oa:00 oa:00 DB DD &AM Da:00 ul=H] ul-H ] 08:00 &AM DE:00 AWM D800
Pay 10 10 1200 P bt A A 12:00 PM 200 P AM
1200 1R00PM yaosq g 12:00 1200 IZBOPM yo.snpm go-3n e 1200
Fid 12:30 BM D4: 30 PM i PH 12:30PM 04:30PM  D4:30PM FH
12:30 04:30 P 12:30 12:30 04130 P 12:30
P (171 =]
05230 04: 30 0F:30
Pl Fi

i



Approving their time.
Click the Approve Button

W Sebect Hext or Frawious to access another emgloyes.
& Time transaction successiully approved.

Ermployas 1D and Narmi: 01032637 Mark Timathy Mearndle Departrment and Deseription:
Titla: P300-00 HR Administrative Assistant Transaction Btatus:

C 2400 Busnets Office
Approved

& | Account Distrbiy

Should say approved here
Time Sheet then click previous menuto

Eamings Shift § t, Thursday Friday Saturday Sunday Monday Tuesday Wednesday, Thursday Friday £
goon to next employees.

v " f) v ' v Jan 16, ' v "
Jam 10, Janm  Jam 12,  Jan 13, Jan 14, Jan 15, Z008 Jan 17, Jam 1
008 2008 2008 20048 11, 2008 2008 FO0E 2008 2008 18, 3
008 2008

Regular 1 75 E ] B a 8 E 8 a 11

Pay

Total Hours: 5 B =] B kS a a8 B - a 11

Tatal Units: 0

Time In and Out
Eamings Sunday Momday Tuesday Wednesday, Thursday Friday, Saturday Sunday Monday Tussday Wednesday, Thursday Friday Saturday

I ; ! Jan 04, - lan 11, , . I . Jan 16, | [ .
Jan 06, Jan 07, lan 08, 2008 Jan 10, 2008 Jan 12, Jan 13, Jan 14, Jan 15, 2008 Jan 17, Jan 18, Jan 19,
2008 F00E 2008 2008 zo08 2008 POOE 2008 2008 2008 2008
Emgular C8:00 C8:a0 0B 00 AM 0a:00 [a=H w1 OB 00 08:00 AM C3:00 AWM 0800
Pay AN AM 1Z:00 FM AN 10 ] 1Z:00 PM 12:00 P &M
1200 1B00PM o o 12:00 1200 1BD0PM noanpg pzoanew 12900
P 12:30 PM O4: 30 PM P PM

12:30 P 0420 PM 04230 P P ‘]




Once you have “Approved” their time you will be
locked out. Payroll can assist with any correction’s
but we will have to correct it during the confirm

process and the correction will not be reflected on
PHIETIM. Please make very sure that the Time
Approved is accurate.

Bearch | Ca SITEMSF HELP  EXIT

Department Summary

Should say approved here.

A Select the employes’s Name 10 ACCESS acditional detals,

L=l LE Q. University of Northern Colorado
Department: 2400, Business Office
Pay Period: Jan 06, 2008 to Jan 19, 2008
At as Proxy! Hot Agplicable
Pay Period Time Entry Status: Open unal Jan 22, 2008, 12:00 P.M.
[_Select New Department |
iApproved
M} and Positlion  [Required Action [Total Howrs [Total Units (Queus Status [Approve or FYT Return for Correctlon Other Information|
[@010T2637 [Mark Timothy Mcardie B3.00] oolapproved

FFEB00 - 00
& Started
i} {Wame and Position [ther Information
[@01000162 tty Barham

99930 = 00

= |f you have approved thier time and need to make a
" correction call Payroll and we'll assist in correcting the
Time Sheet.

Bary Evenn 1 ranisacions

Actlon lred by all FOWErS: [u]




After you have APPROVED WTE (Web Time Entry)

*Go to PHIETIM

*Make sure Time Entry Method is “Web”

*Enter Payroll Id and Number

*Check the Status
«After you approve their time the Status will show “Approved”
*After payroll confirms the payroll Status will be “Completed”
*If a status is other than Approved/Completed then please follow up on this
time and make sure they enter it next time as Retro. (See below: In Progress
means the student entered their time but didn’t submit it.)




Additional Questions?

Please contact the Payroll Office at 351-2700

Additional “How to’s” can be found on the Payroll Web Page
How to Enter your Time on the Web
How to set up a Proxy

It is recommended that all approvers have a Proxy so that if

the Approver is out then someone else can go in and approve
the Department’s Web Time Entry.






