Entering Time on Banner

Accessing your Timesheet
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Entering Time

To begin entering time, first select the correct calendar date. Each pay period is two weeks
and will begin on a Sunday and end on a Saturday.
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To enter your time worked select an Earn Code from the drop-down menu.

Then, use the next set of drop-down boxes to select a Start Time and End Time. Remember to use
the format provided as well as the correct AM or PM. (Note: The format only shows “a” but the full
AM or PM must be entered for the entry to be accepted.)
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Use the Add More Time button to report additional Start and End times for the same date and Earn
Code selected.



Use the Add Earn Code button to report time under a different earn code.
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Select your new Earn Code from the Dropdown Menu.
Enter time under the new Earn Code, using the Correct Format and Full AM or PM.

Remember to click Save after entering hours under each Earn Code and before moving to a new
calendar day.

To edit time that has been entered and saved, use the edit tools located on the right. _
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To copy a time entry to another calendar day, first select Copy from the edit tools to the right.
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Either individually select the calendar days that you would like to copy your entry to on the right or
copy your entry through the end of the pay period with the options on the left.
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Errors

If an error such as Overlapping Time occurs, an error message will appear at the top of the timesheet
and an error indicator will appear on the calendar day with the error.
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Navigate to the date with the error and resolve all errors prior to submitting the timesheet.

Submitting Time

The timesheet status is displayed in the upper right corner of the timesheet along with the
submission deadline. A status of “In Progress” has not been submitted.
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After all of your time for the pay period is entered,
click Preview in the bottom right corner.




A Preview box will pop up. This will | e
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Comment (Optional):

| certify that the time entered represents a true and accurate
record of my time. | am responsible for any changes made using
my ID.



