Banner Web Time and Leave Reporting
Non-Exempt Employees
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Non-exempt regular time and leave

Time and Leave Processing

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.

This manual will provide the non-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:

Enter time and leave for Regular hours and change Shift Codes;
Use the copy feature to copy hours from one day to another;
Submit time and leave for approval,

View Leave Balances.

11/17/2009



Non-exempt regular time and leave

General Business Rules for Non-exempt Regular Employees

All non-exempt employees are paid on an hourly basis, by day for each
working day in the pay period.

The time reporting unit is hours in quarter hour increments.

If a non-exempt employee does not submit a Time Sheet for approval, he/she
will not be paid for that pay period.

If a non-exempt employee does not have sufficient leave balances, the
employee’s pay will be docked for the overdrawn amount.

Time and Leave must be entered and approved within 4 days after the end of
the active pay period through 11 pm. This is 4 business days.

Time for jury duty service should be reported as “Regular” on the timesheet.
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Non-exempt regular time and leave

Getting to Your Leave Screens

Logon Procedure

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

WYy NMSU.edu

Secure Access Login

User Name: | ]
Password: | |
Cancel

Forgot yaur passward?

Having problems lagging in? Click here,

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

In order to use the many convenient features of myNMSL,
wou must first schivate your account, Acivating your account

includes a simple, 2 step process,

Please CLICK HERE to activate your account now

Phone: 646-PETE (73i
Email: onestop@nmsu.edu

Online Serwices for students, faculty and staff are available through tabs on myNMSU

For help or questions please visit http://onestop.nmsu edu or contact us at
3)

Welcome to myNMSU

This secure site provides NMSU 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 latest campus updates. We will continue to add features and enhance the

functionality of myNMSU.

If you need assistance, call the help desk at (S05) 646-1840.

Account Maintenance

Reset your PIN

Unifying NM3SU Online
e

Students, Faculty & Staff
UNO Student Implementation

UNO Project Documentation

UNO Project Home

NMSU Links
MMSL Home
Living The Wisian

2006 MMSU United Way Campaign

Copyright @ Sun@ard 1995 - 2006,

Top

SUNGAI

RD'
HIGHER ED

UCATION

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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Non-exempt regular time and leave

Your Welcome page will be displayed.

W 1y NMSU.edu

Mr David D. Brock
“ou are currently logged in.

Tutorial Employe;

Wy Account |
ContentyLayaut

ample

9 @

logout  help

E&%‘

e-mail calendar groups

Dacernber 21, 2006

B By 83

NMSU Events Calendar GER

There are 7 NMSU events in the next
seven days,

Student EE®| My E-mail Inbox (ZEEE | | My Personal Announcements EEE
REfoUTcement INBOX folder has (0] messages, (0) unread dbrockm@nmsu.=du | | You currently have no personal announcements
2006 Fall Grades Available Now!
You currently have no messages.
Bp astmail @ compose [ Address ook B E-mail NMSU Announcements oE=
NMSU Bookmarks BEH Update on Employee Climate Survey
5 NMSU ERP Project
Bkl far My Calendar OE
[ MMSU Phonsbook Click here ta log into your calendar! UNO Student Implementation oE
5 webcT Training Registration
System Outages
FAQs
Bookmarks DEE
B 14-51G Homepage My Headlines I
B 5CT Homepage

Home

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

Top Stories

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

Florida Candidate Seeks Wote-Machine Probe
Entertainment

Miss Newada Usa Scandal

Upi Mewstrack Quirks In The News

‘Two Jima' Packing Japanese Theaters
Sports

Cal Center Hardin Qut W\tl{kmkeﬂ Foot
Drug Company To Pay For E. German Doping
N.Y.C. Arena For New Jersey Nets Approved

3. Click on the Employee tab.
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Non-exempt regular time and leave

Banner Self-Service
The Employee page will be displayed.

my.NMSU.edu

Wwelcome Mr David D. Brockmeyer =] & [ & @

You are currently logged in, e-mail calendar groups |

My Account
Contant/Layout

logout  help

Home Tutorial JS0TTEER Workflow  Sample December 21, 2006

Quick Links [BEE | | Banner Self-Service B | | Employee Information BEE
Time Sheet CIeanner self-service Name : Mr David D, Brockmeyer
#ﬁr?;r%?feunrt E\ NMSU user Name :  dbrockm
NMSU ID Number: 800000100
Administrative EEE 4
Services
Click here if you are an employee to
actess your persanal information,
view pay stubs and much more

Copyright @ SunGard 1998 - 2006 e SUNGARD'
HIGHER EDUCATION

4, Click on the Banner Self-Service folder.

The Banner Self-Service page will be displayed.

Wy NMSU.edu

Welcome Mr David D. Brockmeyer (=] &1

“ou are currently logged in. e-mail calendar groups

b 9

logout  help

My Accaunt
Contsrt/Layout

Home Tutorial FOTNGITEER Workflow Sample March 26, 2007

Quick Links E&EE | | Banner self-gervice [@EX | Employee Information DEE
[\ma Sgeat " Apanner Self-Sery) Name : Mr David D. Brockmeyer
Tﬁg%ﬁepn ormation NMSU User Name :  dave
NMSU ID Number: 5000007100

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

INGARD'
HIGHER EDUCATION

5. Click on the Employee folder

Tea™ Tip: Quick Links are provided to the left of your screen to access Time Sheets,
gtﬂ Leave Reports, or Request time off without going through the folders.
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Non-exempt regular time and leave

The Employee options will be displayed.

sheet.

my.NMSU.edu

From this screen, you can complete your time

My Account
Content/Layout

You are currertly logged in.

Welcome Mr David D. Brockmeyer

Home Tutorial ZOT{OIEER Workflomw Sample

H & &

e-mail calendar groups

b @

logout  help

December 21, 2008

Quick Links DE=
Time Sheet

Leave Report

Time Off

Administrative oEE

Services

Click here if vou are an employee to
access your parsonal information,
view pay stubs and much maore.

Banner Self-Service

ABanner Self-Service
[dpersonal Infarmatian
aEmuIDyee

B Time sheet

B Leave Report

B Request Time Off

[1Benefits and Deductions

Dpav Information

[CdTax Farms

B 10bs Summary

B Leave Balances
CIFinance

BEE

BEE

Employee Information
Name : Mr David D, Brockmeyer
NMSU User Name :  dbrockm
NMSU ID Number : 500000100

Copyright @ SunGard 1998 - 2008,

Top 5
Ssu

IGARI
HIGHER EDUCATION
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Non-exempt regular time and leave

Enter Time and Leave

The SCT Banner Web Time and Leave Entry System enables employees to report their
time and leave on the Web and to submit the time transactions (time sheets) directly from
the Web to the SCT Banner HR System.

NM my.NMSU.edu

. Brockmeyer =] & @ @

count | Welcome
ou are ¢ din. a-mail calendar groups logout  help

My Ao
Content/Layout | vy

Home Tutorial §5 AULFTELR Workflow Sample December 21, 2008

Quick Linly @E= | | Banner Self-Service =1 [E3[E3) Employee Information BIEE
[lme SEEEt . CABanner Self-Service 1 Name : Mr David D, Brockmeyer
Tﬁ.?;eoffew BEpersonalinformation NMSU User Name :  dhrockm
| SEmployes NMSU ID Number: 800000100
B Tims Shest
Administrative =[] g LEavE Report
Services = Reguest Time Off

[1Benefits and Deductions

[CaPay Infarmatian

CTax Forms

B 1abs summary

B L eave Balancas
CFinance

Click here if you are an emplayee to
access your parsonal infarmation,
wiew pay stubs and much more.

Copyright ® SunGard 1998 - 2008, Top

INGARD'
HIGHER EDUCATION

1. From the Employee menu, click on Time Sheet or choose Time Sheet from
the Quick Links.
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Non-exempt regular time and leave

The Time Sheet Selection page will be displayed.

_NewMexico State University

Search ﬂ BITEMAP HELP EXIT

Personal Information Employee

Time Sheet Selection

&R Make a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Shest

Title and Department My Choice Pay Period and Status
CASHIER 11|, 19826700 @ Mo 01, 2004 to Mow 15, 2004 In Progress v 4@)
ICT BUS OFER & FINANCIAL SVECS, 450200 0Ocl 16, 2004 1o Ocl 31, 2004 In Progress

Mo 01, 2004 to Now 15, 2004 In Progress
Now 16, 2004 to Mow 30, 2004 In Progress

RELEASE: 6.0 powsred by C ot

2. Click on the down arrow on the drop-down list of Pay Period and Status
choices. Highlight the pay period that you want to enter time. You can only
enter time and leave in pay periods that have the following status:

e In Progress

e Not Started

e All other statuses (Pending, Approved, and Completed) cannot be
used.

3. In the My Choice column, select the radio button for the job for which you
want to enter time.
4. Click on the Time Sheet button.

ToaM Tip:

[ & You can only select one job at a time. If you have multiple jobs, enter time and
leave in one job, then return to this page to select another job. You must enter
time for each job.

11/172009



Non-exempt regular time and leave

The Time and Leave Reporting page will be displayed.

exico State University

Search ﬂ SITEMAP HELP EXIT

Personal Information  Employee

Time and Leave Reporting

&R :olectihe link under a date o enter hours or days. Select Next or Previous to navigate through the dates within the period. D = Daytime; § = Swing - 10¢; G = Graveyard - 40¢; L = Library - 35¢

Time Sheef
Title and Number: CASHIER IIl - 19828700
Department and Number: ICT BUS OPER & FINAMNCIAL SVTS — 450200
Time Sheet Period: Dec o, 2004 to Dec 15, 2004
Submit By Date: Dee 31, 2004 by 1100 P.M
Earning Shift Default Total Tofal Wednesday Thursday Friday Saturday Sunday Monday Tuesday

- Hours or Units Hours Units Dec 01, 2004 Dec 02, 2004 Dec 03, 2004 Dec 04, 2004 Dec 05, 2004 Dec 06, 2004 Dec 07, 2004
Regular Staff Eamings 1 0 0 Etr Howrs Enter Howrs Enter Houwrs Enter Houwrs Enter Hours Enter Hows Eer Hows =
Annual Leave Taken 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Errer Hours Erer Howrs Errer Howrs
Sick Leave Taken 1 0 0 Enter Howrs Enter Hours Enter Howrs Enter Howrs Enter Hours Enter Hows Erter Howrs
Holiday Leave Pay 1 0 0 Etr Howrs Enter Howrs Enter Houwrs Enter Houwrs Enter Hours Enter Hows Eter Hows
Holidzy Worked 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Errer Hours Erer Howrs Errer Howrs
Other Leave Taken 1 0 0 Erter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Erer Hours
Comp Time Taken 1 0 0 Etr Howrs Enter Howrs Enter Houwrs Enter Houwrs Enter Hours Enter Hows Eter Hows
Comp/Cverime Paid 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Errer Hours Erer Howrs Errer Howrs
Total Hours: 0 0 0 ol ol ol 0 0
Total Units: 0 0 0 0 0 0 0 0

Pasition Selection Cornrnents | Pre\/\ew‘ Subrritfor Approal | Restart | Mext

Submitted for Approval By:

Approved By:
Waiting for Approval From:

5. Click on Enter Hours under a date and to the right of an Earnings Code to
enter your time worked.

6. Time should be entered for all Earning Codes that apply. Only those Earning
Codes valid for the employee’s position will appear on the Time Sheet.

o TP

| & Earnings code is how you categorize your time on Banner.

10 11/17/2009



Non-exempt regular time and leave

The next page of Time and Leave Reporting will be displayed.

Time Sheet
Title and Humber:

Time Sheet Period:
Submit By Date:

Eaming:

Drate;
Shift:
@ Hours:

Eaming

Telal Hours:

Total Units:

Submitted for Approval By:

Approved By:

RELEASE: 6.1

Time and Leave Reporting

OO Seloct he brik under a

Depariment and Humbsr:

Waiting for Approval From:

duls ko enler howrs or duys. Selecl Hext or Frevious bo navigale theough the dales wilhin the penod. D = Daytime; § = Swing - 10c; G = Graveyard - #0c; L = Library - 35c

Bhift Default Totl Toml Wednesday Thursday Friday Baturday Sunday Monday Tuesday
Hours or Unlts Hours  Units  Dec 01, 2004 Des 02, 2004 Dee 03, 2004
0 e My Eater iy ey

e e (6ot

11.

12.

13.

Ted
-

TP

Enter Shift Code in the Shift field.

e 1=Daytime (Default — standard shift)

e S=Swing-10¢

e G=Graveyard-40¢

Enter hours of time worked in the Hours field. The time and leave reporting
unit used will be hours in quarter hour increments (.00, .25, .50, .75).

Click the Save button to save all entries.

Select the Next or Previous button to navigate through the dates within the
period.

As an option, you can enter comments by clicking on the Comments button.
Once your comments have been entered, click on the Save button on the
Comments screen. Click on the Previous Menu button to return to the Time
Sheet page.

If you have additional jobs on which to enter time, click the Position
Selection button and enter hours for that job.

If your Time Sheet is complete and ready to submit to your Approver, click
the Submit for Approval button.

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

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

11/172009
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Non-exempt regular time and leave

Holiday Leave Pay or Holiday Worked

Enter Holiday Leave Pay when you do not work on an NMSU paid holiday. Use
Holiday Worked when you work on a paid NMSU Holiday.

Time and Leave Reporting

AR Selecl Bie Ik under a date Lo enler hows or days. Selecl Neal or Previous ko navigale firough lhe dales wibin lhe pencd. D = Daytime; 5 = Swing - 10¢c; G = Graveyard - 40c; L = Librry - 35¢

Time Sheet

Title and Humber:

Department and Number: a0
Time Sheet Peried:
Submit By Date:
Earning:
Date:
Shifi: 1
Haurs: H
> Copy | Aot Desiteor
Earning Bhift Default Tetal  Tolal Wednesday Thursday Friday Baturday Bunday Honday Tuesday
Hours or Units Hours  Units  Dec 01, 2004 Dec 02, 2004 Dee 03, 2004 Dee 04, 2004 Dee 06, 2004 Dec 06, 2004 Dec 07, 2004
1 0 0 S Hory Erter Hours Erter Hours Erter boum St Hory Erter Hours Erter Hours
1 o St b Lrker St b Lrker
1 o 1 e s Erder Hyars.
1 0 1 Enker Hours: Ener Hours
1 0 Enker i Sker Hours
1 o 1 e s Erder Hyars.
1 0 ] Erter boure S Hoiry
| 0 Lot Ene iy Lot
o 0 il o 1} 0 0 1}
Total Units: 0 0 0 o 0 0 0 o
Posmontkcton | Gomenents | prevew | @ hessat NN’<G>
Submitted for Approval By:
Approved By:
Waiting for Approval From:
RELEASE: 6.1 powared by (T
1. Click on Enter Hours under a date and to the right of Holiday Leave Pay or

Holiday Worked to enter time.
2. Enter hours for Holiday Leave Pay or Holiday Worked in the Hours field.

3. Click the Save button to save all entries.

4, Select the Next or Previous button to navigate through the dates within the
period.

5. As an option, you can enter comments by clicking on the Comments button.

Once your comments have been entered, click on the Save button on the
Comments screen. Click on the Previous Menu button to return to the Time
Sheet page.

6. If your Time Sheet is complete and ready to submit to your Approver, click
the Submit for Approval button.

12 11/17/2009



Non-exempt regular time and leave

The Holiday Leave Pay hours + the Holiday Worked hours should equal 8.
Holiday Worked Hours will be paid at 2.5. Do not enter the same hours on both
Holiday Leave & Holiday Worked.

11/172009
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Non-exempt regular time and leave

Other Leave Taken

Enter Other Leave Taken when you have taken leave for the following reasons:
Military Leave, Voting, Compassionate, and Administrative Leave.

lexico State University

Search ﬂ

Personal Information  Employee

Time and Leave Reporting

SITE MAP HELP EXIT

&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period. D = Daytime; § = Swing - 10¢; G = Graveyard - 40¢; L = Library - 35¢

Time Sheef

Title and Number:

Department and Number:

Time Sheet Period:
Submit By Date:

Earning

Regular Staff Eamings
Annual Leave Taken
Sick Leave Taken
Holiday Leave Pay
Holidzay Warked
Other Leave Taken
Comp Time Taken
CompOverime Faid
Total Hours:

Tatal Units:

Posiion Selecton

Shift Default Total
Hours or Units Hours
1 0 0
1 0 0
1 0 0
1 0 0
1 0 0
1 0 0
1 0 0
1 0 0
0
Cormments: ‘ Presiiey | Subrmitfor Approval

CASHIER Il - 18826700
ICT BUS OFER & FINANCIAL S0S - 450200

Dec 01, 2004 to Dec 15, 2004

Dec 31, 2004 by 11:00 P W

Total Wednesday
Units  Dec 01, 2004

Enter Hours
Enter Hours

Enter Hours

Erter Hours

Enter Hours

Enter Hours

Erter Hours

Etter Hours

0

0 0

| Fectn | o]

Submitted for Approval By:

Approved By:

Waiting for Approval From:

RELEASE: 6.1

Thursday
Dec 02, 2004

Enter Hours
Enter Hours:
Enter Hours
Eniter Hours:
Enter Hours
Enter Hours:
Eniter Hours:
Enter Hours,

i}

0

Dec 03, 2004

Enter Hours
Erter Hours
Enter Hours
Erter Houry
Enter Hours
Erter Hours
Erter Hours
Ettter Hours

[l

0

Saturday
Dec 04, 2004
Enter Hours

Erler Hours
Enter Hours
Enter Hours:
Enter Hours
Erler Hours
Erter Hours:
Erter Hours:

0

0

Sunday
Dec 03, 2004
Enter Hours

Enter Hours
Enter Hours
Entet Hours
Enter Hours
Enter Hours
Enter Hours
Entet Hours

0

0

Monday
Dec 06, 2004
Eter Hours

Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Howrs

0

0

Tuesday
Dec 07, 2004
Enter Hours:

Enler Hours
Enter Hours
Enter Hours:
Enter Hours:
Enler Hour
Enter Hours:
Enter Hours:
0
0

pariin @bt

1. Click on Enter Hours under a date and to the right of Other Leave Taken to
enter time.

14
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Non-exempt regular time and leave

Time Sheef

Title and Number:
Department and Number:
Time Sheet Period:

CASHIER Il — 19826700

ICT BUS OPER & FINANCIAL SWTS — 450200
Dec 01, 2004 to Dec 15, 2004

Dec 31, 2004 by 11:00 P

Submit By Date:

Earning: Other Leave Taken
Date: Dec 07, 2004
Shift:

Hours:

— =

\{ Save | Copy | Accourt Distribiution |
2. Enter hours for Other Leave Taken in the Hours field.
3. Click the Save button to save all entries.
Earning Shift Default Total Total Wednesday Thursday Frid
Hours or Units Hours Units Dec 01, 2004 Dec 02, 2004 Dec
Regular Staff Eamings 1 ] ] Enter Hours Eriter Hours
Annual Leave Taken 1 0 ] Enter Hours Entier Hours
Sick Leave Taken 1 0 ] Etiter Hours Enter Hours
Holiday Leave Pay i 0 0 Eriter Hours Enter Hours
Holiday Worked i 0 ] Enter Hours Enter Hours
Cther Leawve Taken 1 0 8 Enter Hours Erttsr Hours
Comp Time Taken i 0 0 Enter Hours Enter Hours
Comp/Cvertime Paid 1 0 ] Enter Hours Enter Hours
Total Hours: 2 0 0
Tatal Units: ﬁ) 0 0 0
Posttion Selection ‘ Cormnmmerts ‘ Previem | Subrnitfor Approval ‘ Restart ‘ Next|
4, Click the Comments button to communicate to your Approver why you have

entered hours in the Other Leave Taken earnings code.

11/172009
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Non-exempt regular time and leave

The Comments screen will be displayed.

Search ﬂ

Personal Information Employee

Comments

&R Enter or edit comments until you submit the record for approval.

Made By: Yo
Comment Date: Mow 23, 2004

Enter or Edit Comment: '
mer arECR BOMmmEnE | 5/07/2004 Jury Duty

Gane Presious Meru Lé@)

5. Enter Comments in the Enter or Edit Comment: field

6. Click the Save button to save your comments.

7. Click the Previous Menu button to return to the Time and Leave Reporting

screen.

16 11/17/2009



Non-exempt regular time and leave

Comp Time Taken

Enter Comp Time Taken if you have hours available in your Compensatory Time

balance wh

Search |

Time and Leav

Time Sheet
Title and Number:

Time Sheet Period:
Submit By Date:

arm
Tatal Hours:
Total Units:

Posiion Salecon

Approved By:
Wiating for Approval

RELEASE: 8.1

Hwn

S

oo TP

0

1

R Select the link un

Department and Humber:

Submitted for Approval By:

Personal Information Employes

- Enter

From:

—
._.,,| SITE MAP HELP EXIT
e Reporting
der a dabe 1o snler hours or diys Select Mext or Pravious 1o navigale through the dales wilhin the pericd D = Daytime; 8 = Swing - 10¢; G = Graveyard - 40¢; L = Library - 35¢
Accourd Dekingon |
Shift Default Total  Total Wednasday Thursday y Monday Tussday
Hours or Units Hours Units Dee 01,2004  Dee 02, 2004 ,2004  Dee08, 2004  Dee 07,2004
] ] (< i Crster Houry Coer ¥oury Coer Moury Conber POy

pemased by (g

Click on Enter Hours under a date and to the right of Comp Time Taken to
enter time.

Enter hours for Comp Time Taken in the Hours field.

Click the Save button to save all entries.

Select the Next or Previous button to navigate through the dates within the
period.

As an option, you can enter comments by clicking on the Comments button.
Once your comments have been entered, click on the Save button on the
Comments screen. Click on the Previous Menu button to return to the Time

Sheet page.

If your Time Sheet is complete and ready to submit to your Approver, click

the Submit for Approval button.

11/172009
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Non-exempt regular time and leave

You may not enter comp time taken unless you have previously banked comp
time hours.

18 11/17/2009



Non-exempt regular time and leave

Comp/Overtime Paid

Enter Comp/Overtime Paid when you want to be paid for hours in your Compensatory
Leave Balance or Overtime hours in the current pay period. Be sure to check your
Compensatory Leave Balance (pg. 24) before entering hours in the Comp/Overtime

Paid field.

Tima Shest

Tithe and Number:

Time Sheet Period:
Bubmil By Date:
Earning:

Total Hours:
Total Unkts:

Approved By:

Time and Leave Reparting

AR 5l fhe bk under

Department and Number:

Submitted for Approval By:

Waiting for Approval From:

dube bo anbar howrs o days. Select Nowd or Pravious bo navagate theough the dides within the penod. D = Daytime; § = Bwing - 10¢; 8 = Gmveyard - #0¢; L = Library - 36¢

0

['l_

Bhift Default Toll  Total Wednesday Thursday Friday Baturday Sunday Monday Tuesday
Hours or Units Hours  Units Dec 01, 2004 Dec 02, 2004 Dec 03, 2004 Dec 04, 2004 Dec 05, 2004 Dec 06, 2004 Dec 07, 2004
o E

ot oy i Py i gy
Eréet s Esier o Erier Hio Erier fours : :

w

Click on Enter Hours under a date and to the right of Comp/Overtime Paid

to enter time.

Enter hours for Comp/Overtime Paid in the Hours field.

Note: The system will automatically pay straight time for all hours worked.
The overtime premium amount, .5 additional, will be added to the
comp time balance (i.e. if you work 44 hours, you will be paid for 44
hours and 2 hours will go to your comp time balance (.5 x 4).

Click the Save button to save all entries.

Select the Next or Previous button to navigate through the dates within the

period.

As an option, you can enter comments by clicking on the Comments button.

Once your comments have been entered, click on the Save button on the

Comments screen. Click on the Previous Menu button to return to the Time

Sheet page.

If your Time Sheet is complete and ready to submit to your Approver, click

the Submit for Approval button.

11/172009
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Non-exempt regular time and leave

Copy Hours

Hours can be copied from one day to the next or from one day to the end of a pay period.
The steps below will walk you through the copy process.

Time and Leave Reporting

R Select the brik under a date to enler howrs or duys. Select Next or Previous to navgate theough the dales within the penod. D = Daytime; S = Swing - 10¢; G = Graveyard - 40c; L = Library - 35¢

Tirme Sheat

Title and Humber:

Depariment and Humbsr: 40

Time Sheet Period:

Submit By Date:

Eaming:

Drate; <

Shift: F

Hours: H

oy | Aot Dottnten |

Eaming Bhift Default Totl Toml Wednesday Thursday Friday Baturday Sunday Monday Tuesday

Hours or Unlts Hours  Units  Dec 01, 2004 Dec 02, 2004 Dee 03, 2004 Dee 04, 2004 Dec 05, 2004 Dee 06, 2004 Dac 07, 2004
1 L e ey T S 1 £ e oy Lot vy e Vi
y e iy bt Wy [rrerTm o oy o sl
1 iy Enter Howrs e oy L Enter fhoary ket by e oty
1 i e s oy rte by e toury e s irtr by
0 ) Enlem Hors Enler turs Ecter thary Enies bours Evder oy Eoie oy Ener Hours

y 0 0 Erkor Hour Erir boses Erbr o vl Howes [ Friee e Erkr Hours

Con 1 Erins s Ente s et Hars i b Eetee o Ercan Erte s

Tetal Hours:

Total Units:

Poskor Suckor | Gormerents | Prove | Subebior Approvd | Bstrt | o]

Submitted for Approval By:

Approved By:

Waiting for Approval From:

RELEASE: 6.1 e e (6ot

1. Follow steps 5-11 on pages 12 and 13 to enter time and leave, then proceed.

2. Click the Copy button to copy time and leave to another day or to the end of a
pay period.
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Non-exempt regular time and leave

The Copy screen will be displayed.

""NMSU ...

) back ta
Employee Tab

H & & | & 9

e-mail calendar groups | logout  help

Copy

Earnings Code:

Include Saturdays:
Include Sundays:
Copy by date:
Tuesday
Nov 16, 2004
r
Tuesday
Nov 23, 2004
r

Tuesday
Nov 30, 2004

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

Regqular Staff Earnings, Shift D
Date and Hours to Copy: Nov 16, 2004, 2 Hours 3
Copy from date displayed to end of the pay peried: I

)

Wednesday Thursday Friday Saturday Sunday Monday
Nov 17, 2004 Nov 18, 2004 Nov 19, 2004 Nov 20, 2004 Nov 21, 2004 Nov 22, 2004
r r r r r r

Wednesday Thursday Friday Saturday Sunday Monday
Nov 24, 2004 Nov 25, 2004 Nov 26, 2004 Nov 27, 2004 Nov 28, 2004 Nov 29, 2004
r r r r r r

powered by @Gt

3. To copy hours to the end of the pay period check Copy from date displayed
to end of the pay period.

4, To copy hours to include Saturday(s) or Sunday(s) check Include Saturdays
and/or Include Sundays.

5. To copy to individual dates, click the check boxes under the dates.

6. When your copy selection is made, click the Copy button.

7. After the Copy button is clicked, you will receive a message that your hours
have been copied successfully.

8. Click the Time Sheet button at the bottom of the page to return to the Time
Sheet page and review your hours copied.

9. If your Time Sheet is complete and ready to submit to your Approver, click
the Submit for Approval button on the Time Sheet.

11/172009 21




Non-exempt regular time and leave

Submit for Approval

Submitting for approval is the final step in the Time and Leave Entry Process. It is
extremely important that your time and leave is entered and submitted for Approval
before the pay period deadline.

How do I verify that my Time Sheet has been submitted?

If your Time Sheet has been submitted, you will see the date the Time Sheet was

submitted in the Submitted for Approval By: field and the Approver’s Name in
the Waiting for Approval From: field.

Search ﬂ

Personal Information Employee

Time and Leave Reporting

A Your time sheet was submitted successfully.

Time Sheet

Title and Humber:
Department and Number:
Time Sheet Period:
Submit By Date:

Earning Shift Default

Hours ar Units
Regular Staff Eamings
Annual Leave Taken
Sick Leavs Taken
Holidsy Lesve Pay
Holiday Worked
Other Leave Taken
Cormnp Time Taken
Comp/Overtime Paid
Total Hours:
Total Units:

1
1
1
1
1
1
1
1

Pasition Seleciion Gornrmerts | Preview ‘ Nesd
Submitted for Approval By:

Approved By:

Vaiting for Approval From:

RELEASE: 6.1

oo o oo o oo

Total

Hours  Units Dec 01, 2004

w o o oo o o o w

exico State University

Total

—

CASHIER Il - 19826700

ICT BUS OPER & FINANCIAL $WCS — 450200
Dec 01, 2004 to Dec 15, 2004

Dea 31, 2004 by 11:00 P.W

Wednesday Thursday Friday
Dec 02, 2004 Dec 03, 2004

Enter Hours Eter Hours Enter Hours:
Enler Hours Enter Hours Enter Hours:
Enter Hours: Enter Howrs Enter Hours:
Enter Hours: Enter Houwrs Enter Hours:
Enler Hours Enter Hours Enler Hours
Enfer Hours Enter Hours Enter Hours
Enter Hours: Enter Hours Enter Hours:
Enter Hours Eter Hours Enter Hours:

0 0 0

0 0 0

You on Mow 24, 2004

James Edward

Saturday
Dec 04, 2004

Sunday
Dec 05, 2004

SITE WAP HELP EXIT

&R Solect the link under a date to enter hours or days. Select Mext or Previous to navigate through the dates within the period. D = Daytime; § = Swing - 10¢; G = Graveyard - 40¢; L = Library - 35¢

Menday
Dec 06, 2004

Tuesday
Dec 07, 2004

100

Erter Hours

Erter Hours

Ettter Hours

Erter Hours

Enter Hours

Erter Houry

Enter Hours

[

powered by @5t

oo TP

i

If a non-exempt employee does not submit a Time Sheet for approval, he/she will
not be paid for that pay period. The Submit By Date: is the pay period deadline
that Timesheets should be submitted and approved by.

22
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Viewing Leave Balances

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

Home JINTI0ETEER  Tutorial | Sample  Workflow

Quick Links EEE | Banner self-Service EEEE | | Employee In
[ggigggegrt ABanner Self-Service Name :
i F [CIPersonal Information NMSU User
Tirne Off Manme :
@Empla\;ee NMSU ID
B Tirme Sheet Number :

B Leave Report

B Request Time Off
[Z1Benefits and Deductions
[C3pay Information

[Z1Tax Forms
B 10bs summary 4)
B Leave Palances
CIFinance
Copyright @ SunGard 1998 - 2006,
1. From the Employee menu, click on Leave Balances
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The Leave Balances page will be displayed.

NMSU.edu

L back to =] N @ @
Employee Tab Q
e-mail calendar groups | logout  help
Personal Information JEUILGEER Finance
search RETURN TO MENU  SITE M&P  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 67.07
Sick Leave .00 42.00 12.00 30.00
Sick Leave Bank Hours .00 .00 .00 .00
RELEASE: 7.0 iy

red by
SUNGARD' SCT HIGHER 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.

y.NMSU.edu

w becke = & | & 4
mployee Ta e-mail calendar groups logout  help
Personal Information JTIITLLk Finance
Saarch RETURN TO MENU  SITE M&P  HELP
Leave Detail

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
Sermi-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 Hours 7.34 .00
Semi-Manthly Current Feb 15, 2007 Feb 01, 2007 Feb 15, 2007 Hours 7.34 .00
Semi-Monthly Current Jan 31, 2007 Jan 16, 2007 Jan 31, 2007 Hours 7.34 .00
Semi-Maonthly Current Jan 12, 2007 Jan 01, 2007 Jan 15, 2007 Hours 7.34 .00
Semi-Monthly Current Dec 21, 2006 Dec 16, 2006 Dec 31, 2006 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, 2008 Noy 30, 2006 Hours 7.34 .00
Semi-Monthly Current Mov 15, 2008 Nov 01, 2008 Mov 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, 2006 Dec 31, 2006 Hours .00
Leave Reparting ID  Feb 28, 2007 Feb 01, 2007 Feb 28, 2007 Hours 10,00

Previous Year

Leave By Job

[ Leave Balances ]

. ewered b
RELEASE: 7.0 SUNGARD' SCT HGHER EDUCATION
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Notes:

11/172009
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Notes:
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