Web Time Entry
At
Lindsey Wilson College
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Instructions

Welcome to the Main Page

Log On Banner Web

Click on Employee Services. The Employee Menu appears. Click oifime Sheet.
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Position Selection
All of the positions held by the employee will be displayed on this screen. The employee selects the position and pay
period for which time is to be entered or viewed.
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Choose the position for which you will be entering time. If you work m
eI than one position, you will need to enter time for both positions. Click

Seseh,

 — T AL h
NDSE the selection buttan
Y — seeeor 2 0 Select the correct pay period from the gidwn menu.

Personal Information Employee

3. Click on theTime Sheetbutton. This will start your time sheet.

Time Sheet Selection

AR 1o 5 seloction hom My Choice. Choose a Time Sheet patiod om the pulkdown list Select Time Sheat

NOTE: Other positions can be accessed once in the Time Sheet Pa
selecting Position Selection.

Titls and Departrient My Chaice Pay Pariod and Status

ReLEASE 04 Je——. Y

Elome 5 et
Asw| A2 © D [Elinbn - Micscl . | & |SET ldemet k.. | & 15T Inberet Hoti.. | 8 Dorerd - M [[E7Time Showt S0 |6 5 2B WAL 554

Status Definitions for Time Sheets

Status Definition

Not Started The time sheet had noeén initialized (started).

In Progress The time sheet has been initialized by the employee but is not completed or ready for submission to thg
approver. Hours may or may not have been entered.

Pending The time sheet has been submitted for approvalllltevhain in pending status until all Approvers have tak
action on the information.

Approved A time sheet has been approved by all Approvers and is ready for Payroll processing.

Awaiting Approval The time sheet was returned for correction while it ingdbe approval process.

Error The time entry record contains one or more errors.

Completed The time sheet has been fully processed into Payroll.
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Entering Time
The Time Sheet Page is used to enter or view time for a pay period. The pac
contains three information areas:

1. The top area presents information about the time sheet for this position,
includingthe timeline for submitting the record.

a. New Feature:Clock in/out button. Click on the clock icon, this will
automatically clock you imand therclick save.You are required to
clock in daily, if forget you have the option to enter time manually, bt
you must leave a comment in the comment boxes (it will not save un
you leave a comment). Click Save, datnot submiuntil the pay period
ends.

Pay period is a two week period
b. YouMUSTsubmit time to the Approv
this page.
2. The middle area summarizes the time entered for the pay period.
3. The bottom area provides information on the status of the time sheet.
4. Click a link under the earnings coded date where you want to enter time. I
the time period extends beyond the display area, click on the next button to
display information for the future days.
5. Input Time In and Time Out.
6. Click the Next button for more dates within the payroll perio
7. Click on Save when you are finished entering time.

Employees will click the Comments button to provide additional informatiol
the Approver and/or Payroll.
Approvers can:
a. Enter conrments that can be viewed by the Employee.
b. Enter comments that can be viewed only by Payroll, by clicking
Confidentiality Indicator.

3. Click Save to send the comments with the time sheet.

4. To add more comments, repeat the previous steps and Save.
5. Click Previous Menu to return to the Time Sheet.

Preview

Click the Preview button on the Time Sheet Page for a summary of
information entered on thégme sheet. The page displays all hogrentered for
each earning code amatly comments entered for the time sheet.

Print this page for a paper copy of the time sheet, if desired. Change th
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