Banner Web Time and Leave Reporting
Exempt Employees
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Exempt Time and Leave

Time and Leave Processing Overview

Introduction

NMSU utilizes the Banner Web Time and Leave Entry System to record time worked and
leave taken. The time and leave entry system is accessed using MyNMSU.

Exempt employees do not submit their time worked using the online system; they are
salaried and paid a set wage for each pay period. However, exempt employees that earn
leave must submit an electronic leave report on a monthly basis showing the Annual
Leave or Sick Leave taken during the previous month.

This manual will provide the exempt employees with the general time and leave reporting
business rules and the process to request leave, enter, and submit for approval Annual
Leave and Sick Leave taken during the month, and view leave balances.

Objectives

In this manual you will learn how to:
e Enter leave taken
e Use the copy feature to copy hours from one day to another;
e Submit time and leave for approval;
e View Leave Balances.
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Exempt Time and Leave

General Business Rules for Exempt Employees

Exempt employees are paid on a salaried basis.
Exempt employees do not report their time worked to the system.

Only exempt employees who earn leave will access the Time and Leave
(T&L) system. Exempt employees who do not earn leave will not access the
T&L system, except potentially as approvers.

The reporting unit for Leave entry will be hours in quarter hour increments.

It is best to enter leave taken as soon as you return from leave; however you
have up to 10 days after the end of the month. Leave reports close 10 days
after the last day of the month.

Exempt employees report leave on a monthly basis. For exempt employees,
Leave may be changed until 10 days after the last day of the month.

Only regular employees may serve as approvers.

Corrections required on a Leave Report will be made by the Approver and
not returned to the employee.

Employees and Approvers may access Time and Leave information for two
months past the pay period end date. Older information can be requested
from the Payroll office.

Prior Leave Reports are viewable on the system for 2 months.

10/9/2008



Exempt Time and Leave

Getting to Your Leave Screens

Login
All Time and Leave functions are available as part of Banner Employee Self-service
through the my.nmsu.edu website.

;\TIM my.NMSU.edu

Secure Access Login

User Name: | ] X §
Online Services for students, faculty and staff are available through tabs on myNMSU,

Faor help or questions please visit http:/fonestop.nmsu.edu or contact us at

Phone: 646-PETE (7333)

Email: onestop®nmsu.edu

Forgot your password?

Having prablems logging in? Click here,

Welcome to myNMsU

This secure site provides MMSU students, faculty and administrative staff with Intranet services. This is where you can check e-mail,
maintain your calendar, wiew your pay stubs and get the |atest campus updates. We will continue to add features and enhance the
functionality of myNMSU,

Choose this option if you're visiting myNMSU for the
FIRST TIME

If you need assistance, call the help desk at (S05) 6456-1840.

In order to use the many conweniant faatures of myNMSU,
you must first activate your account, Activating your account

includes s sirmple, 3 step process. Account Maintenance NMSU Links

Please CLICK HERE to activate your account now Reset your PIN MNMSU Home

Living The Vision

2006 NMSU United Way Campaign

Unifying NMSU Online
e Students, Faculty & Staff
UNG Student Implarmantation
UNO Project Documentation

UNO Project Home

Copyright @ SunGard 1995 - 2006, Top

SUNGARD'
HIGHER EDUCATION

1. Enter your NMSU User Name and Password in the appropriate field of the
Secure Access Login box.
2. Click on the Login button.
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Exempt Time and Leave

Your Welcome page will be displayed.

Wy Account |
Content/Layout

Welcome Mr David D. Brockmeyer
You ara currantly logged in.

Tutorial Employe;

WY 1y NMSU.edu

ample

ey

e-mail calendar groups

4

‘ lagout  help

December 21, 2006

0 B B

seven days.

NMSU Events Calendar BEEE |
There are 7 HMSU events in the next |

Student QE®| My E-mail Inbox DoE® My Personal Announcements @@=
Announcement INBOX faldar has (0) messages, (09 urrasd dbrackm@nmsu.edu | | You currently have no personal announcements
2006 Fall Grades Available Now!
You currently have no messages.
B astmail [ compose Address Book Al E-mail NMSU Announcements @@=
NMSU Bookmarks BEE Update on Employee Climate Survey
5 NMSU ERP Project
B NMSU Home My Calendar QE
[ MMSU Phonsbook Click here to log into your calendar! UNO Student Implementation oEx
B webcT Training Registration
Systermn Outages
FaQs
Bookmarks DEE
5 161G Homepage My Headlines = [E]E)
Brser Homepage Home

Click here to get all the latest news stories, stockguotes,
sparts scares, and take advantage of many other information

services,

Top Stories

Analysis: Panacos Dives On Bevirimat Woes
Upi Newstrack Quirks In The Mews

Florida Candidate Seeks Vate-Machine Probe
Entertainment

Miss Mevada Usa Scandal

Upi Newstrack Quirks In The Mews

‘Iwa Jima' Packing Japanese Theaters
Sports

Cal Center Hardin Out W\t%mken Foat
Drug Company To Pay For E. German Doping
NY.C, Arena For New Jersey Mets Approved

3.

Click on the Employee tab.
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Exempt Time and Leave

Banner Self-Service
The Employee page will be displayed.

my.NMSU.edu

Mr David D. Brock =] & | & @

YVou are currently logged in, e-mail calendar groups logout  help

My Accaunt
Content/Layout

Home Tutorial ZUTAGVLEER Workflow Sample Decernber 21, 2006

Quick Links [EE | | Banner Self-Service BEE | | Employee Information BEE
Time Sheet Capanneg Self-Service Name : Mr David D. Brockmeyer
#Ie:;reogeuurt \ NM$U User Name :  dbrockm
NM$U ID Number: 300000100
Administrative EE 4
Services
Click here if you are an employee to
aceess your personal information,
view pay stubs and much more,

Copyright @ SunGard 1998 - Z006, e SUNGARD"
HIGHER EDUCATION

4. Click on the Banner Self-Service folder.

The Banner Self-Service page will be displayed.

M 1y NMSU.edu

‘Welcome Mr David D. Brockmeyer =] &

Vou are curently lagged in.

G 9

logout  halp

My Accaunt
Content/Layout

a-mail calendar groups

Home Tutorial FGTGITER Workflow  Sample /\ March 26, 2007

Quick Links EEX | | Banner self-Service @ER | | Employee Information @EE
'IL'\ma Sgeat " ABanner Self-Seryj Name : Mr David D, Brockmeyer
T;i‘na;ec)ffepn ormation NMSU User Name :  dave
NMSU ID Number:  GOOOO0T00

CIFinance
Administrative oEE
Services
Click here if you are an employee to
access your personal informatian,
view pay stubs and much more.
Copyright @ SunGard 1998 - 2006, Top

SUNGARD'
HIGHER EDUCATION

5. Click on the Employee folder

Tea Tip: Quick Links are provided to the left of your screen to access Time Sheets or
gt_r Leave Reports without going through the folders.
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Exempt Time and Leave

The Employee options will be displayed. From this screen, you can complete your
Leave Report or request time off.

my.NMSU.edu

My fccount | Welcome Mr David D. Brockmeyer | =] &1 @ @
content/Layout | You are currently logged in. a-mail calendar groups | logout  help
Home  Tutorial SJUTIGFTLR Workflow Sample December 21, 2008
Quick Links @E= | | Banner Self-Service QERE Employee Information DE=
Time Sheet SABanner Self-Service Name : Mr David D. Brockmeyer
I{::_s;reolf?fepurt Blporeoralaniatan NMSU User Name :  dbrockm

AEmployes NMSU ID Number : 300000100
B Time Sheet
Administrative oExE 8 Leane oot
Services &REQLIE.St Time Off
Click here if you are an emplayee to Benefits and Deductions
access your persanal infarmation, (Apay Information
view pay stubs and much more. CATax Farms
B 1abs Summary
B Leave Balancss
CFinance
Copyright @ SunGard 1998 - 2006, Top =

SUNGARI
HIGHER EDUCATION
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Exempt Time and Leave

Recording Leave Taken

Exempt employees report their leave usage once a month. Leave reports must be
completed and approved no later than 10 days following the end of each month.
Although there isn’t any effect on pay if this deadline is missed, the accuracy of the

employee’s leave record will be affected.

W 1y NMSU.edu

My Account 1 Mr David D. Brockmeyer
Content/Layout rently logged in

Home Tutorial/ /ST 0FCR  Workflow  Sample

H & & | § ¢

e-mail calendar groups | logout  help

Decernber 21, 2008

uick Links OEE Banner Self-Service == Employee Information BE
ploy
[ime SEeet " ABanner Self-Service Name : Mr David D. Brockmeyer
T:?;%HEPD CAPersonal Information NMSU User Name :  dbrockm
| SEmployee NMSU ID Number: 800000100
B Tims Shest
Administrative DEx D LEavg RAng
Services B Request Time off
Click here if you are an employee to Denefits and Deductions
access your personal information, (IpPay Information
wigw pay stubs and much more. CATax Farms
[ 10bs Summary
B Leave Balances
CIFinance
Copyright @ SunGard 1993 - 2006, Top 5
SUNGARD'
HIGHER EDUCATION
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Exempt Time and Leave

Leave Report Selection

The current period and previous two periods will be displayed, along with the status of
each. Select the period that you want to submit a leave report for.

my.NMSU.edu
H & & | § @

i) back to
Employes Tals email calendar groups logout  help

Personal Information m Finance

Search @ SITE MAP  HELP

Leave Report Selection

&R If there exists a message below stating, "You have no records available at this time* then our records indicate you are not required to submit this form, If you feel this is
an error, please contact the Payroll Office at 646-1713

Title and Department My Choice Leave Report Period and Status
Spedalist, ?ralmng. N Mar 01, 2007 to Mar 31, 2007 Not Started ¥ 2
TS VPBF FSA CUSTOMER. SERVICE, Jan 01, 2007 to Jan 31, 2007 Completed

Feb 01, 2007 to Feb 28, 2007 Completed

Mar 01, 2007 to Mar 31, 2007 Not Started
. 3 g
RELEASE: 7.0 U SUNCARD' 5CT HGHER EDUCATION
4
2. Click on the down arrow on the drop-down list of Leave Report Period and

Status choices. Highlight the leave report period for which you want to enter
leave. You can only enter leave in leave report periods that have a status of In
Progress or Not Started. All other statuses (Pending, Approved, and
Completed) cannot be accessed.

3. In the My Choice column, select the radio button for the job for which you
want to enter leave.
4. Click on Leave Report to open the report.

T Tip:

| - You can only select one job at a time. If you have multiple jobs, you may enter
ig leave in one job, then return to this page to select another job.

10/9/2008 9



Exempt Time and Leave

Time and Leave Reporting

The Time and Leave Reporting page will be displayed.

oy back ta = S @ @
ErnployesTaf e-mail calendar groups logout  help
Personal Information Finance
Search SITE MAP  HELP
Time and Leave Reporting
&R Select the link under a date to enter hours or days. Select Next or Previous to nawigate through the dates within the period.
1 = Daytime; § = Swing - 10c; G = Graveyard - 40c
Leave Request
Title and Number: Specialist, Training
Department and Number: TS WPBF F&A CUSTOMER SERWVICE
Leave Request Period: Mar 01, 2007 to Mar 31, 2007
Submit By Date! Feb 28, 2007 by 11:59 F.M.
Earning Default Total Total Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Hours or Units Hours Units Mar 01, 2007 Mar 02, 2007 Mar 03, 2007 Mar 04, 2007 Mar 05, 2007 Mar 06, 2007 Mar 07, 2007
Annual Leave Taken o] 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Taken 0 0 Entel Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: o 0 o 0 o o o
Total Units: a o o a o a o
{ Position Selection ] [ Cormrments ] { Preview ] [ Submit for Approval ] [ Restart ] Mest
Submitted for Approval By:
Approved By:
Waiting for Approval From:
[ Return to Previous Page ]
RELEASE: 7.2.1.1 Foied by

SUNGARD' SCT HIGHER EDUCATION

5.

Ted
-

1

Select the type of leave. Enter the amount of time by clicking on the Enter
Hours link for the date that you took leave.

TP

Always check the Submit by Date: field to see what your deadline is for entering
your leave and obtaining approval. If a leave report was not completed and
submitted by the deadline, the employee will not be able to access. To correct
leave balances, the Leave Report Adjustment form must be manually completed
and submitted to the Payroll Office after you have obtained approvals.

10/9/2008
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Exempt Time and Leave

Save the hours that you enter. This should be done each time that you enter leave.

my.NMSU.edu

a e to = @ | § 9
Employee Tab a-mail calendar groups logout  help|
Personal Information Finance
search SITE M&P  HELP
Time and Leave Reporting
&R Select the link under a date to enter hours or days. Select Mext or Previous to navigate through the dates within the period.

1 = Daytime; § = Swing - 10c; G = Graveyard - 40c
Leave Report
Title and Number: Specialist, Training -- 198686-00
Department and Number: TS WPEF FSA CUSTOMER SERVICE -- T10154
Leave Report Period: Mar 01, 2007 to Mar 31, 2007
submit By Date: Apr 10, 2007 by 11:59 P.M.
Earning: Annual Leave Taken
Date: Mar 23, 2007
Hours: 2
Earning Total Total Thursday Friday Saturday Sunday Monday Tuesday wWednesday
Hours Units Mar 22, 2007 Mar 23, 2007 Mar 24, 2007 Mar 25, 2007 Mar 26, 2007 Mar 27, 2007 Mar 28, 2007
Annual Leave Taken 10 Enter Hours 2 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Taken a Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 10 o 2 o 0 o o 0
Total Units: o o o o 0 o o 0
I Position Selection ” Comments ” Preview ] [ Submit for Approval ] [ Restart ” Previous ] -
Submitted for Approval By:
Approved By:
waiting for Approval From:

6. Click on the Save button.

o TP

-
The leave reporting unit used will be hours in quarter hour increments (15

minutes =.25, 30 minutes =.50, 45 minutes =.75).

10/9/2008 11



Exempt Time and Leave

Copy Leave Hours

Leave Hours can be copied from one day to the next or from one day to the end of a pay
period.

my.NMSU.edu

et = & | § 9
Employee Tab a-mail calendar groups logout  help|
Personal Information Finance
search SITE M&P  HELP
Time and Leave Reporting
&R Select the link under a date to enter hours or days. Select Mext or Previous to navigate through the dates within the period.

1 = Daytime; § = Swing - 10c; G = Graveyard - 40c
Leave Report
Title and Number: Specialist, Training -- 198686-00
Department and Number: TS WPBF FSA CUSTOMER SERVICE -- T10154
Leave Report Period: Mar 01, 2007 to Mar 31, 2007
Submit By Date: Apr 10, 2007 by 11:59 P.M.
Earning: Annual Leave Taken
Date: Mar 23, 2007
Hours: o
Earning Total Total Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Hours Units Mar 22, 2007  Mar 23, 2007  Mar 24, 2007  Mar 25, 2007  Mar 26, 2007  Mar 27, 2007  Mar 28, 2007
Annual Leave Taken 10 Enter Hours 2 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Taken o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 10 o 2 0 o] o] 0 o]
Total Units: 0 o o] 0 o] o] 0 o]
I Paosition Selection ” Comments ” Preview ] [ Submit for Approval ] [ Restart ” Previous ]
Submitted for Approval By:
Approved By:
Waiting for Approval From:

7. Click the Copy button to copy leave hours to another day or to the end of a
leave reporting period.

10/9/2008 12



Exempt Time and Leave

The Copy screen will be displayed.

Personal Information JIOTI0T:R Finance

Copy

&R Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are copying from, your
hours will be deleted. When you select Copy, the Hours or Units and the Account Distribution is also copied.

Leave Code: Annual Leave Taken, Shift 1

Date and leave time to copy: Mar 23, 2007, 2 Hours

GCopy from date displayed to end of the leave period: = 8
Include Saturdays: ]

Include Sundays: O
Copy by date:
Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Mar 01, 2007 Mar 02, 2007 Mar 03, 2007 Mar 04, 2007 Mar 05, 2007 Mar 06, 2007 Mar 07, 2007
[m] ] O O O ] ]
Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Mar 08, 2007 Mar 09, 2007 Mar 10, 2007 Mar 11, 2007 Mar 12, 2007 Mar 13, 2007 Mar 14, 2007
] [m] O O O ] O

Thursday Friday Saturday Sunday Monday Tuesday Wednesday

Mar 15, 2007 16, 2007 Mar 17, 2007 Mar 18, 2007 Mar 19, 2007 Mar 20, 2007 Mar 21, 2007
] [m] O O O ] O
Thursday riday Saturday Sunday Monday Tuesday Wednesday
Mar 22, 2007 ar 23, 2007 Mar 24, 2007 Mar 25, 2007 Mar 26, 2007 Mar 27, 2007 Mar 28, 2007

] O O ]

Friday Saturday
Mar 30, 2007 Mar 31, 2007
] [

Search SITE MA&P  HELP

8. To copy leave hours to the end of the leave reporting period check Copy from

date displayed to end of the leave period.
9. To copy to individual dates, click the check boxes under the dates.
10.  When your copy selection is made, click the Copy button.

11.  After the Copy button is clicked, you will receive a message that Your hours

have been copied successfully.

12.  Click the Leave Report button at the bottom of the page to return to the

Leave Report page and review your copied hours.

Tea Tip-

: Banner copies hours from a specific date. The number of hours for the last date
entered will be the hours available to copy.

10/9/2008
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Exempt Time and Leave

Submitting Leave for Approval

Submitting for approval is the final step in the Time and Leave Entry Process. It is
extremely important to enter leave as soon as it is taken and submit leave for approval
one time at the end of the month.

my.NMSU.edu

) back to =] & @ ?
Employes Tab e-mail calendar groups | logout  help)
Personal Information Finance
Search SITE MAR  HELP
Time and Leave Reporting
&R Select the link under a date to enter hours or days, Select Mext or Previous to navigate through the dates within the period.

1 = Daytime; § = Swing - 10c; G = Graveyard - 40c
Leave Report
Title and Number: Specialist, Training -- 196686-00
Department and Number: TS WPBF FSA CUSTOMER SERVICE -- T10154
Leave Report Period: Mar 01, 2007 to Mar 31, 2007
Submit By Date: Apr 10, 2007 by 11:53 P.M.
Earning: Annual Leave Taken
Date: Mar 23, 2007
Hours: 2
Earning Total Total Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Hours Units Mar 22, 2007  Mar 23, 2007  Mar 24, 2007  Mar 25, 2007  Mar 26, 2007  Mar 27, 2007  Mar 28, 2007
Annual Leave Taken 10 Enter Hours 2 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Taken o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 10 s] 2 o a a o a
Total Units: 0 o o] 0 o] o] 0 o]
Paosition Selection ” Comments ” Preview ] [ Submit for Apprgal ] [ Restart ” Previous ]
Submitted for Approval By:
Approved By:
Waiting for Approval From: 13

N_

13. If you are satisfied that you have recorded all of your leave, click on the
Submit for Approval button

10/9/2008 14



Exempt Time and Leave

Verifying your Leave Report

How do | verify that my Leave Report has been submitted?

my.NMSU.edu

| § 49
Ernployas Tab wsinsil calendar gioups | lagout:  Kely
Personal Information Finance
Search SITE M&P  HELP
Time and Leave Reporting
&R Select the link under a date to enter hours or days. Select Next or Previous to nawigate through the dates within the period

1 = Daytime; § = Swing - 10c; G = Graveyard - 40c
lLeave Report
Title and Number: Spedalist, Training -- 198686-00
Department and Number: TS VWPBF FSA CUSTOMER SERVICE -- T10154
Leave Report Period: Feb 01, 2007 to Feb 28, 2007
Submit By Date! Mar 10, 2007 by 11:59 P.M,
Earning Total Total Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Hours Units Feb 01, 2007 Feb 02, 2007 Feb 03, 2007 Feb 04, 2007 Feb 05, 2007 Feb 06, 2007 Feb 07, 2007
Annual Leave Taken 10 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Taken 12 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 2z o] 0 o o 2] 0 o
Total Units: o a 0 o 8] a 0 o
[ Position Selection ] [ Comments | [Preview | [Next |
Submitted for Approval By: You on February 28, 2007
Approved By:
Waiting for Approval From: Dee O'Larey
[ Return to Previous Page ]
3 owersd by
RELEASE: 7, 2.1,1 SUNGARD' SCT HGHER EDUCATION

e If your Leave Report has been submitted, you will see the date the Leave Report
was submitted in the Submitted for Approval By: field and the Approver’s
Name in the Waiting for Approval From: field.

10/9/2008 15



Exempt Time and Leave

Viewing Previously Submitted Leave Reports
You can view past leave reports by selecting a previous months report at the Leave

Report Selection screen.

my.NMSU.edu

H & & | §

?

Leave Report Selection

Title and Department
Spedialist, Tralning,
TS WPEF FSA CUSTOMER SERVICE,

Leave Report

(o]

My Choice Leave Report Period and Status

Mar 01, 2007 to Mar 31, 2007 Mot Started ™

Jan 01, 2007 to Jan 31, 2007 Completed
Feb 01, 2007 to Feb 28, 2007 Completad

Mar 01, 2007 to Mar 31, 2007 Not Started

) back to
Employes Tals e-mail calendar groups logout  help
Personal Information m Finance
search (5o SITEMAP  HELP

&R If there exists a message below stating, “You have no records avallable at this time® then our records indicate you are not required to submit this form, If you feel this is
an error, please contact the Payroll Office at 646-1713.

RELEASE: 7.0

prmennd by
SUMGARD 5CT HGHER EDUCATION

1.
Report button

Select the previous report that you want to view and click on the Leave

Your Time and Leave report will display showing the date the report was submitted, who
approved the report and the date, or if the report is still waiting for approval.

my.NMSU.edu

back to
5 Eraployee Tab

H & & | §

4

Position Selection

submitted for Approval By:
Approved By:
Waiting for Approval From:

][ Comments ][ Preview ]

You on Feb 28, 2007
Dee Q'Larey on Mar 01, 2007,

e-mail calendar groups | logout  help
Personal Information Finance
Time and Leave Reporting
&R Select the link under a date to enter hours or days, Select Next or Previous to navigate through the dates within the period.
1 = Daytime; 8 = Swing - 10c; G = Graveyard - 40c
Leave Report
Title and Number: Spedialist, Training -- 198686-00
Department and Number: TS WPBF F3A CUSTOMER SERVICE -- T10154
Leave Report Period: Feb 01, 2007 to Feb 28, 2007
Submit By Date: WMar 10, 2007 by 11:59 P.M
Earning Total Total Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Hours Units Feb 01, 2007 Feb 02, 2007 Feb 03, 2007 Feb 04, 2007 Feb 05, 2007 Feb 06, 2007 Feb 07, 2007
Annual Leave Taken 10 Enter Hours Enter Haurs Enter Haurs Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Taken 1z Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Haurs Enter Haurs
Total Hours: 22 0 0 0 0 0 0 0
Total Units: a o 0 o o] a 0 o

RELEASE: 7.2.1.1

[ Return to Previous Page ]

powe

red by
SUNGARD' SCT HIGHER EDUCATION

10/9/2008
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Exempt Time and Leave

Viewing Leave Balances

Leave Balances can be viewed at anytime using the Time and Leave Entry System.

Home @F0TA0VEER Tutorial  Sample  Workflow

Quick Links BEEE | | Banner Self-Service BIEE | | Employee In
[ime Sgeet . {ABanner Self-Service Mame :
eave Repo .
Tirmme Off . Cdpersonal Infarmation :MSU User
ame !
‘EEmployee NMSU 1D
5] Time Sheet Number :

B Leave Report

5] Request Time Off
ClBenefits and Deductions
CIpay Information

[C1Tax Forms
B 10bs summary 4)
B Leave palances
CIFinance
Copyright @ SundGard 1998 - 2006,
1. From the Employee menu, click on Leave Balances

10/9/2008 17



Exempt Time and Leave

The Leave Balances page will be displayed.

y.NMSU.edu

o bt = @ | @ 2
mployee Tal e-mail calendar groups logout  help
Personal Information JUILEER Finance

Search RETURMN TO MENU  SITE MaP  HELP

Leave Balances
&R Select the link under the Type of Leave column to access detailed information,

List of Leave Types

TYPE of Leave Hours or Days Avail {ng Balance Earned as of Mar 26, 2007 Taken as of Mar 26, 2007 Available Balance as of Mar 26, 2007

Annual Leave  Hours 3.67 73.40 10.00 &7.07
Sick Leave .00 42.00 1z2.00 30.00
Sick Leave Bank Hours .00 .00 .00 .00
RELEASE: 7.0 [

red by
SUNGARD’ SCT HGHER EDUCATION

2. Click on the TYPE of Leave to view the Leave Detail screen.

The Leave Detail screen shows your leave detail by pay period.

my.NMSU.e

S = e & 9
Employee Tab y
e-mail calendar groups | logout  help
Personal Information JSUTIETTEER Finance
search RETURN TO MENU ~ SITE MAF  HELP

Leave Detalil

Annual Leave
Leave Accrual and Usage from Nov 01, 2006 to Oct 31, 2007

Payroll Type Date Paid Pay Period Begin Date Pay Period End Date Hours or Days Earned Taken
Semi-Monthly Current Mar 15, 2007 Mar 01, 2007 Mar 15, 2007 Hours 7.34 .00
Semi-Monthly Current Feb 28, 2007 Feb 16, 2007 Feb 28, 2007 Haurs 7.34 .00
Semi-Monthly Current Feb 15, 2007 Feb 01, 2007 Feb 15, 2007 Hours 7.34 .00
Semi-Monthly Currentlan 31, 2007 Jan 1&, 2007 Jan 21, 2007 Hours 7.34 .00
Semi-Monthly Currentlan 12, 2007 Jan 01, 2007 Jan 15, 2007 Hours 7.34 .00
Semi-Monthly Current Dec 21, 2006 Dec 18, 2008 Dec 21, 2008 Hours 7.34 .00
Semi-Monthly Current Dec 15, 2006 Dec 01, 2006 Dec 15, 2006 Hours 7.34 00
Semi-Monthly Current Nov 30, 2006 Nov 16, 2006 Nowv 30, 2006 Hours 7.34 .00
Semi-Monthly Current Nov 15, 2006 Nov 01, 2006 MNov 15, 2006 Hours 7.34 .00

Leave Report Usage from Nov 01, 2006 to Oct 31, 2007

Leave Report Type Date Paid Leave Period Begin Date Leave Period End Date Hours or Days Taken
Leave Reporting ID Dec 22, 2006 Dec 01, 2008 Cec 21, 2008 Hours .00
Leave Reporting ID Feb 28, 2007 Feb 01, 2007 Feb 28, 2007 Hours 10.00

Previous Year

Leave By Joh

[ Leave Balances ]

. owersd by
RELEASE: 7.0 SUNGARD' SCT HGHER EDUCATION
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Exempt Time and Leave

Notes:
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