Web Time Entry in Banner
Time and Leave Reporting
Approving Time Sheets

1. From any computer, enter RU Access. The link to RU Access is available
in the top right corner of www.roosevelt.edu.
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2. Log in with your User ID (Banner Employee Number) and PIN.

User ID = nine-digit number beginning with 9.
PIN = your birth date in MMDDYY format. You must change this and set a Personal
Security Question and Answer during your first login to Banner Web.
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.} Welcome to RU Access.

The last day of classes for Fall 2008 semester wil be December 11, and the officsal end of the Fall semester December 18,
1 tration abarts on Nowsmber 15t Class Scheduls s avalabis onlne.

For dates regaring all Eessions within any Gemester please refer to [mportant Dates for Fach Semastar section in the

Eeglstration Guids anling,

Mew! Students’ monthly bilirg statements are now aviadable onling, Cick here for £-bill Viewing Instructions
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3. Select [Employee Services] tab.
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Welcome, Susan G. Rohde, to RU Access!
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Employee Services

Welcome to the brand new Employee Services feature ol RI:I Access)

wou will find a fow ltems that are now avallable for your perusal.
The{full rollout In January will feature electronic tiee entry, online pay stubs, online leave tiee balances, and more!
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5. Select the button to the right of [Approve or Acknowledge Time]. Click on [Select. If
acting as a proxy, select the name of the person you are acting as proxy for.
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Time Reporting Selection

Wy Select 3 name from the pull-down §st to 3ct &% 3 Drowy Or Select the theck box to-act 35 3 Supeniser.

Selection Criteria

My Choice
Access my Time Sheet: [}
Acciss my Leave Report: [+]
Access my Leave Request; [o]
Approve or Acknowledge Time: &
Act as Droxy: Sell
Act as Superuser: o
|:> =
Frowy Set Up
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6. Choose the correct pay period from the drop-down menu and select the sort order. Click

on [Select]
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Approver Selection

AR Select the departmant fram My Chowe and chaose the pay 1D and pard frem the pull-down st Determing the sort order and choose Select ko
access the reconds.

Time Sheet

Department and Description My Chaice Pay Period

2, 45110, Office of the Chief Hum Res Officer & D1, Sep 07, 2008 to Sep 20, 2000 ~
Sort Order

My Choice
Sort employees” records by Status then by Name: @

Sort employees’ records by Nama: o
I:>
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7. The Department Summary page allows you to view total hours for all part-time hourly
employees reporting to you. Select the employee’s name to access schedule details.
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COA: 2, Roosevelt University o
Department: 45110, Office of the Chief Hum Res Officer
Pay Period: Sep 21, 2008 to Ot 04, 2008
Act as Proxy: Not Applicabis
Pay Period Time Entry Status: Open until Dec 31, 2008, 12:00 P.M.
(_Seioc Hew Depaimere ) [__Selec All approve or e [ Reset ) [Save )
(4] Name and Transaction Required  Total Total |Queus Approve  Return for | Other
Position Status Action Hours  [Units Status o FY1 Correction  Information
960015206 Jannle M Nok Started
lefferson
Co9544 - 00
9560065640 Valerie Roberts  Not Started
o886 - 00
900061021 Samantha Robin Approved 5.00 00 Approved Comments
Siewrok
ZW9B78 - 00
200086361 Gargiben Approved 8.25 .00 Approved
Bharatkumar
Vaidya
ZW9B78 - 00
960172435 Kebby L Pending Approve 10.00 00 ] a] Change Time
Williams Record
ZW9378 - 00 Comments
Pay Fvant Transactions 2
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8. You have several options.
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Employee Details

You may select st arBraicus o scass snems angloses
once you are sure that time Q NG and o :
is recorded accurately. You \""{,ﬁ
will return to the Employee
Details Page and the
message will read Time

Department and Description: 2 45110 Gfoe 54 tha Shist Hum Ras Séices
Transaction Status: Fare

[Previous mer | [Capprove | [__Retum for Comection ) [ Change Record | [[Defete | [ Add Comment | [ Previous

Tima Shaat

Earnings Shift Spedal talSunday , Monday , Tuesday , « Friday , + Sunday , Monday , Tu
. Rate Sep 21, Sep 33, Sep 33, Sep i, Nep 35, Sep Sep 3T, Sep 3, Sep 39, Se
transac“on Successfu”y 008 2008 2008 2008 bos igias 2008 2008 2008 20

submitted.

Timg A and out

If you select |Return foﬂ <

- rnings Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , Safurdaly , Sunday , Monday , Tuesday , Wednesday, Thur
Sep 21, Sep 22, Sep 23, Sep 24, Sep 23, Sep Sep 2/, Sep 28, Sep 29, Sep 30, Ot 01, Oct i
CorreCtIO n from th e E m ployee 2008 2008 2008 2008 2008 6, 200 20008 20048 2008 008 200t
Details Page, you will return to L . ot
the Employee Details Page and - b Sl
the message will read Time \ |

transaction successfully returne
for correction. If you select[Change Record, the Time and
Leave Reporting page will appear, click on
the day you are changing. From the Time
In and Out page, make the corrections and
select [Save]. Click on Previous Menu to
return to the [Time and Leave Reporting|
page where you can add comments by
selecting the Comments| option or

Approve|.
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If you make changes or return a time sheet, it is important to e-mail
students of the change. If the employee must make changes, the
timesheet will again be returned to you, the supervisor, to submit for
approval.

Time sheets must be submitted for approval by 10:00 on the Monday
preceding pay day.

It is important to note that you are approving a legal document. When you
click [Approve], you are agreeing that the employee has complied with both
legal requirements and university policies.
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