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Introduction

Welcome to Banner Web Time Entry! Banner Web Time Entry is the time sheet tool Calhoun Community College
staff will use to enter hours worked and record leave time for payroll. Banner Web Time Entry can be accessed via
MyCalhoun through Calhoun Community College’s main web page. In general, completing a time sheet under Banner
Web Time Entry can be summarized in 5 easy steps:

1. Log into MyCalhoun;

2. Locate the One ACCS Banner Self Service tab;

3. Log in to self-service using your Calhoun email and MyCalhoun password;
4. Select “Employee” from the Main Menu options;

5. Select “Time Sheet”;

6. Enter, save, certify and submit the time sheet to your supervisor for approval;

Helpful Reminders
When completing a time sheet, entries consist of time worked, holidays and leave time. Leave time includes: annual,
sick, personal, jury duty, FMLA, comp time and LWOP.

Please note: When navigating the Web Time Entry tool, do not use your browser’s “back button” to return to a previous

screen. Use the navigation/control buttons, boxes and links in Banner Web Time Entry.

Background
Staff employees are divided into two groups for time reporting and they each record time a little differently as

follows:

1. Full-time Support Staff (non-exempt employees) - Enter Time In and Out
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e Report time in and out, including lunch
e Report hours worked each day including overtime
e Report leave hours/comp time taken
e Submit time sheet to approver

2. Part-time Hourly and Student Employees (will enter Time In and Out)
e Report the actual number of hours worked
e Report times in and out, including lunch
e Submit time sheet for approval

It is imperative that employees submit their electronic time sheets to their supervisor allowing sufficient time for
supervisor approval and processing. If an employee has hours to report and are going to be out of the office or will be
unable to access the Web Time Entry tool, please ask the employee to submit/certify their electronic time sheet before

they go.

Supervisors must ensure that all time sheets are approved by the deadline. If you will be out of the office,
coordinate with your proxy (back-up approver) to ensure timely approval. If time sheets are not approved and

submitted to payroll by the due date and time, paychecks will be delayed or inaccurate.

Let’s Get Started
The following is detailed instructions for approving time sheets using the Banner Web Time Entry Tool.
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1. Loginto MyCalhoun using your employee (A) number and your password.
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3. Enter your Calhoun email address and re-enter your password.

@ ellucian.

Sign in to your account

Remember me on this computer

4. Click onthe Employee Tab

Personal Information Employee Finance

Search Go
ACCESSIBILITY SITE MAP HELP EXIT

Your current Institution is CCC

Main Menu

Personal Information

Update addresses, contact information or marital status; review name or social security number change information.
Employee

Time sheets, time off, benefits, leave or job data, paystubs, W2 forms, W4 data.

Finance

Create or review financial documents, budget information, approvals

RELEASE: 8.9.1

© 2020 Ellucian Company L.P. and its affiliates.
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5. Click on Time Sheet

Personal Information JSiIBVIR Finance

Search Go

RETURN TO MENU SITE MAP HELP EXIT

Your current Institution is CCC

Employee

Time Sheet

Benefits and Deductions
Retirement, health, flexible spending, miscellaneous, beneficiary, benefits enrollment, Benefit Summary.

Pay Information
Direct deposit allocation, earnings and deductions history, or pay stubs.

Tax Forms
Electronic tax statements

Jobs Summary
Leave Balances

Personnel Web Page
Personnel Handbook, Employee Forms, Templates, Policies, Procedures, Organizational Charts, Banner Employee Training, etc.

RELEASE: 8.9.1

© 2020 Ellucian Company L.P. and its affiliates.
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6. Select “Approve or Acknowledge Time”. If you are acting as a Proxy, select the name of the Supervisor you are acting
as Proxy for from the drop down box next to “Act as Proxy”.
7. Click “Select”.

Personal Information Student Financial Aid [EZxrTe=

Search Go SITEMAP HELP EXIT

Your current Institution is CCC
Time Reporting Selection

¥ 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:
Access my Leave Report:
Access my Leave Request:
Approve or Acknowledge Time:

Approve All Departments:
Act as Proxy: Self v
Act as Superuser:

Proxy Set Up

8. Select Department and “Pay Period” you are approving. “MS” refers to full-time staff employees and “MH” refers to
part-time hourly employees. Note: You may have more than one category to approve. Make sure you approve both
the MS and the MH time sheets.

9. Click the “Select” button on the bottom left.
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Time Sheet

Department and Description My Choice Pay Period ,
C, 5101, Fiscal Management (@) MS, Mov 01, 2016 to Nov 30, 2016 |44
Sort Order

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

Sort employees' records by Name:

The “Department Summary” page will display. This page provides a list for the selected department grouped by their
status. Note: No employees will be displayed until at least one employee starts (extracts) their time sheet.

e Completed — The time sheet has been successfully processed through the payroll cycle.

e Approved — The time sheet has been approved by the approver. This time sheet status will convert to Completed
status when payroll processing is complete.

e Pending — The time sheet has been submitted for approval. The time sheet will remain in Pending status until the
Approver approves it, which will then convert it to an Approved status.

e In Progress — The time sheet has been started (extracted) and some hours have been entered by the employee. If
the time sheet is in this status when the due date/time has passed, the Submit button will move from the
employee’s view of their time sheet to the Approver’s view of the time sheet. In those circumstances, the Approver
will need to click Submit and then click Return for Correction. This action moves the time sheet to the employee
for correction and resubmission. The approver must contact the employee regarding the return of the time sheet.

e Not Started — The employee has not touched (extracted) their time sheet. The approver should monitor this status
throughout the pay period to ensure all time sheets are started.

e Return for Correction — The time sheet has been returned to the employee for correction. The approver must
contact the employee regarding the return of the time sheet.

e In Error — Occasionally an employee’s time sheet will fall into In Error status as a result of improper navigation. The
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Approver should contact the employee to resolve the error. Contact the Payroll Office if you have any questions
when trying to correct an In Error time sheet.

COA: C, Calhoun Community College
Department: 1001, Legal/Personnel

Pay Period: Jun 01, 2017 to Jun 30, 2017
Act as Proxy: Not Applicable

Pay Period Time Entry Status: Open until Jun 20, 2017, 09:00 PM

[ Grone et | “soct A Apovs e | et | Seve |

Pending
|2] Name, Position and Title Required Action Total Hours Total Units Queue Status Approve or EYl

Donna Cheryl Pressnell Approve 173.00 .00 Change Time Record
S$S9924 - 00 Comments
Executive Secretary, HR Leave Balance

In Progress
1=} Name, Position and Title Total Hours

Denise O Lackey
559644 - 00
Secretary, Human Resources

Not Started
1D Name, Position and Title

Return for Correction Cancel Other Information

Total Units Cancel Other Information
172.75| 00 Leave Balances

Other Information

Jaymice Aiken
SS9882 - 00
Payroll Clerk
Sandra Lee Dutton
SS9616 - 00
Payroll Clerk
Sandra Lee Dutton

Please note: If you see a time sheet that is Not Started and the employee no longer works for you, please send the
appropriate documentation to Human Resources to terminate the employee’s job.
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10.To review a time sheet, select/click on the employee’s name to open the “Employee Details” page.

¥ Select the employee's name to access additional details

COA:
Department:
Pay ID:

Pay Period:

Act as Proxy:

C, Calhoun Community College
All

MH, Monthly Hourly Staff Payroll
Mov 16, 2016 to Dec 15, 2016

= Mot Applicable

Pay Period Time Entry Status: Closed as of Dec 18, 2016, 09:00 PM

Crons ot ] et ] s

In Progress

Name, Position, Title and Department Total Hours

Total Units Cancel Other Information

D
[ ] Sandra Lee Dutton
559645 - 00

Multi Media Prod Assistant
5101, Fiscal Management

.0 00| D Leave Balances

11. Click Approve when you are confident the time sheet is accurate.

The Employee Details page allows you to review an employee’s time sheet throughout the pay period.
The Approver should review the time sheet for accuracy of reported time worked and recorded leave. Pay close
attention to part-time employee’s work hours to ensure they have not worked more than 19 hours in any one week

unless you have prior written approval from the President.

12. After approval, a message is displayed stating “Time transaction successfully approved.”

i, Time transaction successfully approveD
AL 2 _ 8andra Lee Dutton

Title:

'§59616-00 Payroll Clerk

[ povious ena | ort

Department and Description: C 5101 Fiscal Management
Transaction Status: Approved
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Changes or Corrections

If changes are necessary, click Return for Correction and notify the employee regarding the return of the time sheet.

Fressrel Depariment and Deceription:

233324 retary, H

-
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Tims Shest
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oy Sy i
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Lttt oo st \ i oo, meneid ittt i

If changes occur after your approval,
the time sheet can be returned for
updates by clicking “Return Time”
during the period of approval and
before payroll processing.

Please Note: In rare circumstances, it
may be necessary for the approver to
change a time record. Click Change
Record, the Time and Leave Reporting
page will be displayed. On this page,
you can select the day to review each
time in/out entry and enter necessary
changes. Add a comment to the time
sheet if corrections are made. The
HR/Payroll office does not recommend
this action exceptin rare
circumstances.
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Delinquent Time Sheets

If the due date and time indicated on the time sheet has passed, and you have employees with In Progress time sheets,
you will need to take action on their behalf (by the approval deadline) to ensure processing of their time sheet for
payment. From the “Department Summary” page:

1. Click on the employee’s name to bring up the “Employee Details” page for that employee.

2. Click Submit.

Creating a Proxy

Each supervisor must set up at least one proxy to perform time sheet approvals in their absence.

A proxy is someone who can approve time sheets if the approver is not available. In the event that the department
manager is out, there must be someone available to approve time sheets. All approvers should set-up a proxy and train

the proxy utilizing this guide. Anyone you assign as a proxy can view all the time sheets for which you are responsible.
No students or adjuncts may be set up as a supervisor or proxy.

1. From the “Time Reporting Selection” page, click “Proxy Set Up”

Selection Criteria

My Choice
Access my Time Sheet:

Access my Leave Report:

Access my Leave Request:

Approve or Acknowledge Time: (g

Approve All Departments: ]

Act as Proxy: Self v

Actas Sup:ruser:/
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2. Select the drop down arrow to display a list of users available to proxy.

Browse

Personal Information Student Employee Finance

Proxy Set Up

& Home > Proxy SetUp

Name Add Remove
' Donna Cheryl Pressnell, DCP v| @ _

Time Reporting Selection

3. Select the desired person.
4. Check Add box.
5. Click Save.

Repeat steps 1-5 to add additional Proxies.

Remember: Proxies can view all time sheets in the ORG.
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Reporting Time from a Previous Pay Period

Web Time Entry does not allow an employee to report time or leave on the correct workday for a prior pay period that is
closed. For this reason, a different process is utilized to report unreported time and leave. Unreported time and leave
should be a rare occurrence. An example would be if there is a change in schedule after the time sheet entry period has
closed. Because the employee cannot log these hours on the correct day, the employee will identify a day in the current
pay period that the employee did not work, such as a weekend day, and enter the time worked or leave taken. The
employee can enter up to 24 hours of time on one day.

VERY IMPORTANT: The employee must state the actual work or leave dates and times of the unreported work or leave in

the comments section of the time sheet. Return the time sheet for correction if the comment is missing.

If an employee has incorrectly reported hours worked on a previous or closed time sheet, the employee should print the
previous time sheet. Indicate the corrections on the printed time sheet. Submit the corrected copy, signed by the

employee and the supervisor, to the Payroll office. Unsigned copies will be returned to the department for signature.
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Definitions

Time worked - actual time worked each day during the current pay period. In and out times for the day and for lunch
period.
Annual or Comp Time Taken - Enter time in and out. Include time in/out for lunch period if taking a full day.
e |f an employee is taking comp time, they will enter it on this earning. The system will use the employee’s
available comp time hours first before it deducts from the annual leave balance.
Sick - Enter time in and out. Include time in/out for lunch period if taking a full day.
Personal - Enter time in and out. Include time in/out for lunch period if taking a full day.
Jury Duty - Enter time in and out. Include time in/out for lunch period if taking a full day.
e Documentation from the court must be submitted to the supervisor and Payroll for this leave to be approved.
Holiday Reported — Enter time in and out including lunch period.
Overtime — Enter time in/out of the actual time the overtime began and ended.
e An Overtime Work Agreement approving the overtime hours & payment is required.
Additional Hours up to 40 hours - used by 20/25/30/35 hour employees if required to work additional hours above
20/25/30/35 hours but no more than 40 hours.
Leave Without Pay - Enter time in and out. Include time in/out for lunch period if taking a full day.
e All other leave must be exhausted and requires prior approval from the Supervisor and the President. Leave
without pay, except for FMLA, is reported to the Chancellor.
Compensatory Time Earned (1.5x) - Enter time in/out of the actual time the overtime began and ended.
e An Overtime Work Agreement approving the comp hours is required.

e Comp time is reviewed at the end of each leave year, August 31°*. Any remaining balance will be paid out to

the employee in the September pay check.
Previous Unreported Time - refers to actual time worked from previous pay period that was not reported. The employee
will typically report these hours on a non-work day. The employee is required to include a comment stating the actual
days/hours worked.
College Closed — refers to time where the President closes the College early. Enter time in and out. Include time in/out
for lunch period if released a full day.
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Employee Frequently Asked Questions

. How do you I report FMLA leave?

Employees must exhaust sick leave as a part of FMLA. If you have available sick leave, enter sick leave as described
in the “Entering Leave Taken” section. Indicate in the comments that the time is approved FMLA leave. If you do
not have sick leave, time should be entered in “FMLA” as described in the “Entering Leave Taken” section and
indicate in the comments that the time is approved FMLA leave.

. What if | reported 3 hours of personal leave but it should have been 3 hours of sick leave?

If an employee has incorrectly reported hours worked on a previous or closed time sheet, the employee should
print the previous time sheet. Indicate the corrections on the printed time sheet. Submit the corrected copy,
signed by the employee and their supervisor, to the Payroll office.

. What if | reported hours worked but it was actually leave without pay?

If the employee has incorrectly reported hours worked on a previous or closed time sheet, the employee should
print the previous time sheet. Indicate the corrections on the printed time sheet. Submit the corrected copy,
signed by the employee and their supervisor, to the Payroll office.

. My supervisor told me my time sheet was returned for correction. What do | do?

If you have returned the time sheet for correction, the employee should click the “Return Time” button, make

corrections and click “Save”. Click “Resubmit” to return the time sheet to you for approval.



