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Objectives

At the end of this session you will know how to

* Approve time

« Extract a timesheet or leave report
« Enter time

* Enter comments

« Adjust time

« Submit timesheet or leave report

« Designate a Proxy
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Accessing Banner Web Time Entry
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Accessing Banner Web Time Entry
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Accessing Banner Web Time Entry
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Accessing Banner Web Time Entry
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Accessing Timesheets/Leave Report
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Register for courses, View your academic records, View and pay your bill.
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Click on the Employee link.
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Accessing Timesheet/Leave Report

Is Employee - Windows Internet Explorer,

EBX
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Employee

e HOUMY/Student Employee Time Input

e Salaried Employee Time Input

Benefits and Deductions

Retirement, health, flexible spending, miscellansous, beneficiary, open enrcllment, Benefit Statement.
Pay Information

Direct deposit allocation, earnings and deductions history, or pay stubs.

Tax Forms
W4 information, W2 Form.

Jobs Summary
Leave Balances
Campus Directory
Effort Certification

Allovws faculty and staff to certify their cwn effort and administrative staff to review and certify effort for others.

Labor Redistribution

Allovs administrative staff to create and approve labor redistribution transactions.

EaS

RELEASE: 8.3
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1. Click on Hourly/Student Employee Time Input
or
Salaried Employee Time Input
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Reviewing and Approving a Timesheet/Leave Report

Personal Information JSGNlLPEER Finance
search |  |[cg SITE M&P  HELP  EXIT

Time Reporting Selection

9 Select a name from the pull-down list to act as a proxy or select the check box to act as a Superuser,

Selection Criteria

My Choice
Access my Time Sheet: O
Access my Leave Report: @]
Access my Leave Request: O

Approve or Acknowledge Time: &

Approve All Departments: O
Act as Proxy:
Act as Superuser: O
Proxy Set Up
RELEASE: 8.3

2. Under My Choice, click the “Approve or Acknowledge Time” option. Note: If you
are acting on behalf of another Approver, select the appropriate choice from the
“Act as Proxy” dropdown arrow.

3. Click the Select button.
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Reviewing and Approving a Timesheet/Leave Report

Approver Selection

Time Sheet

Departmeant and Description My Choice Pay Period
1. 410100, Payroll Office (- BH, Mar 27, 2016 to Apr 09, 2015 S

Leave Report

Department and Description Iulyr Choice Leawve Period
1, 410100, Payroll Office BH, Mar 27, 2016 to Apr 09, 2016 S

Sort Order

!ulyr Choice
Sort employees” records by Status then by Mame:

Sort employees” records by Mame:

4. Select Department and whether you wish to approve Timesheet (Hourly) or
Leave Report (Salaried)

5. Select Correct Pay Period
6. Select the Sort Order type.
7. Click the Select button.
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Reviewing a Timesheet/Leave Report

e —> \ https:/brnssbprl.njit.edu/prod/bwpktais.P_Proct O -~ i@ & —

Department Summary

0 Select the employee’s name to access additional details.

COoOA: 1, New Jersey Institute of Technology
Department: 410100, Payroll Office

Pay Period: Mar 27, 2016 to Apr 09, 2016

Act as Proxy: Mot Applicable

Pay Period Time Entry Status: Closed as of Apr 13, 2016, 11:00 AM

I Change Selection I | Select All, Approve or FYl | | Reset | | Save

Pending

[|=] Mame, Position and Title Required Action Total Hours Total Units Queue Status Approve or FYl Return for Correcti
31338575 Yun Ling 10.25 .00 Pending 1

410199 - 02
UG Student IVWS_._$10.00

Pay Event Transactions

Action required by all approvers: ]
| Time or Leave Transactions Approved or FYI: 3
| Time or Leave Transactions Awaiting Approval or FYI: 1
| Total: 4
Total Hours: 10.25
i Total Units: aln
| Change Selection | | Select All, Approve or FYl | | Reset | | Save

RELEASE: 8.12.1

<

8. In the Name and Position column, click on the employee’s name.
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Reviewing and Approving a Timesheet/Leave Report

Employee Details

P Select Next or Previous to access another employee.

Employee ID and Name: 31338575 Yun Ling Department and Description: 1 410100 Payroll Office
Title: 410199-02 UG Student IWS._$10.00 Transaction Status: Pending
Previous Menu || Approve || Return for Correction |[ Cnhange Record || Delete || Add Comment

Routing Queue | Account Distnbution

Time Sheet

Earnings Shift Special Total Total Sunday , Monday , Tuesday , Wednesday, Thursday . Friday , Saturday , Sunday , Monday , Tuesday , Wednesday, Thursday , Fri
Rate Hours Units Mar 13, Mar 14, Mar 15, Mar 16, Mar 17, Mar 18, Mar 19, Mar 20, Mar 21, Mar 22, Mar 23, Mar 24, Mz
2016 2016 2016 2016 2016 2016 2016 2016 2016 2016 2016 2016 20
Student 1 | |
Hourly
Total Hours: T T
Total Units: 4]

Routing Queue

MName Action and Date
Yun Ling Originated Mar 16, 2016 12:44 pm
Yun Ling Submitted Mar 16, 2016 12:44 pm
Annette Aponte Pending
Account Distribution Default Data
Pay Period Effective Date Percent Index Fund Organization Account Program Activity Location Project Type Cost Type
Mar 13, 2016 100.00 100000 410100 619113 350010
Previous Menu || Approve || Return for Correction |[ change Record || Delete || Add Comment

9. Review the time sheet in detail. Be sure to scroll down to view all information.
10. Click the Approve button (or other options listed). Note: The page will refresh
and display a message that the time sheet was approved.
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Reviewing and Approving a Timesheet/Leave Report

Personal Information

Student SEITHTETR  Finance

Search | |

Employee Details

SITE MAP HELP EXIT

"7 Select Mext or Previous to access ancther employee.

LlTime transaction successfully approwved. |

Employee ID and Name:
Title:

31338575 Yun Ling
410199-02 UG Student WS 51000

Department and Description:
Transaction Status:

I Previous hMenu Return Time

Routing Queue | Account Distribution

Time Sheet
Earnings Shift Special Total

Rate Howurs Units Mar 132, Mar 14, Mar 15, Mar 16, Mar 17, Mar 18, Mar 19, Mar 240,
2016 2016 2016 2016 2016 2016 2016 2016
Student 1 T
Hourly
Total Hours: i
Total Units: 0
Routing Queue
MName Action and Date
Yun Ling Criginated Mar 16, 2016 12:44 pm
Yun Ling Submitted Mar 16, 2016 12:44 pm
Annette Aponte Approved Mar 21, 2016 03:26 pm
Account Distribution Default Data
Pay Period Effective Date Percent Index Fund Organization Account Program Activity
Mar 13, 2016 100.00 100000 410100 619113 350010

I Previous hMenu Return Time

Time Sheet | Routing Queue | Account Distribution

Total Sunday . Monday , Tuesday , Wednesday, Thursday . Friday . Saturday . Sunday .

1 410100 Payroll Office
Approved

Monday , Tuesday , Wednesday, Thursday ., Friday .

Mar 21, Mar 22, Mar 23, Mar 24, Mar 25,
2016 2016 2016 2016 2016
Location Project Type Cost Type

RELEASE: 8.10

11. Click the Previous Menu button to return to the Department Summary Page
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Returning a Timesheet/Leave Report for Corrections

+— Bl ", hitps://bnssbprl.njit.edu/prod/bwpktais.P_ProcDeletefAppr

Personal Infornmation

Search |

Employee Details

. Employee Details <

S S v

P Select Next or Previous to access anocther employee.

Employee ID and Name:
Title:

31338575 Yun Ling
410199-02 UG Student WWS...$10.00

SITE MAFP HELP

Department and Description:
Transaction Status:

Previous hMenu

|| Approve ||

Return for Correction ][

Change Record || Delete || Add Comment

Time Sheert

Comments | Routing Queuse | Account Distribution

1 410100 Payroll Office
Pending

Earmings Shift Special Total Total Sunday . Monday . Tuesday . Wednesday. Thursday . Friday . Saturday . Sunday . Monday . Tuesday . Wednesday. Thursday , Frid

Rate

Student 1
Hourkhy

Total Hours:
Total Units:

10.25

10.25

Hours Units Mar 27,
2016

Mar 29,

2016 2016

1.75

1.75

Mar 30,

Mar 31,
2016

Apr 01, Apr 02, Apr 04,
2

2016 016

Apr 05,
2016

Apr 06,
2016

Apr O7,
2016
3.5

Apr
2014

3.5

ComMmMents
Date Made by Confidential Comments
Apr 13, 2016 10:11 am Annette Aponte MNo Time Sheet Returned
Apr 11, 2016 10:26 am Mun Ling MNo Time Sheet Returned

| Routing Queue
MName Action and Date
un Ling Originated Apr 11, 2016 10:04 am
un Ling Submitted Apr 11, 2016 10:30 am

1" Annette Aponte Pending Apr 13, 2016 10:11 am
Account Distribution Default Data
Pay Period Effective Date Percent Index Fumnd O rganization Account Program Activity Location Project Type Cost Type
MMar 27, 2016 100.00 100000 410100 S19113 350010
| Previous hMenu | | Approve || Return Tor Correction | | Change Record || Delete | | Add Comment

[

Time Sheet | Comments | Routing Queue | Account Distribution s
< >

If you find a timesheet/leave report that the employee must correct, return it as
follows (Web time entry period must be open):
1. Click the Add Comment button.
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Returning a Timesheet/Leave Report for Corrections

< el . hittps://bnssbprl.njit.edu/prod,/bwpktapp.P_ButtonsDriver

Search | ] SITE MAP HELP
Comments
3@ Enter or edit comme nte until you submit the record for approval. Mark the Comment Confidential indicator to retain confidentiality.

Employeese: Yun Ling. 31338575
Pay Period: Mar 27, 2016 to Apr 09, 2016

Made By: Annette Aponte
Comment Date: Apr 13, 2016
Confidential Indicator: (|

Enter or Edit Comment:

[ Save ]| Previous hMenu ]

Made By: Annette Aponte

Comment Date: Apr 13, 2018

Comimen t is not Confidential

Comment: Time Sheet Returned
[ Made By: umn Limg

Comment Date: Apr 11, 2016

Comimen t is not Confidential

Comment: = Time Sheet Returned

RELEASE: 8.8

ﬂ = 2016 Ellucian Company L. P. and its affiliates.

2. Type a message to the employee explaining what corrections are needed for their
timesheet/leave report to be approved.

3. Click the Save button.

4. Click the Previous Menu button to return the employee’s time sheet/leave report.
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Returning a Timesheet/Leave Report for Corrections

Sy, Employee Details

MNew jersey's Science &
Technology University

Personal Information Student - Finance
SITE MAFP HELP

Search |

Employee Details

T Select Next or Previous to access another employee.

Employee ID and Name: 31338575 Yun Ling Department and Description: 1 410100 Payroll Office
Title: 41019902 UG Student IWS__.510.00 Transaction Status: Pending
| Previous Menu | | Approve || Return for Correction | | Change Record || Delete | | Add Comment

Comments | Routing Queue | Account Distnibution

Time Sheet

Earnings Shift Special Total Total Sunday . Monday . Tuesday . Wednesday, Thursday , Friday , Saturday , Sunday . Monday . Tuesday . Wednesday, Thursday , Frid

Mar 29, Mar 30, Mar 31, Apr 01, Apr 02, Apr03, Apr 04, Apr o5, Apr 06, Apr 07, Apr

Rate Houwrs Units Mar 27, Mar 28,
2016 2016 2016 2016 2016 2016 2016 2016 2016 2016 2016 2016 201¢

Student 1 10.25 1.75 2 3.5
Hourly
Total Hours: 10.25 1.75 2 35
Total Units: o
Comments
Date Made by Confidential Comments
Apr 13, 2016 10:11 am Annette Aponte Mo Time Sheet Returned
Apr 11, 2016 10:26 am Yun Ling Mo Time Sheet Returned

Routing Queue
Action and Date

MName

Yun Ling Originated Apr 11, 2016 10:04 am
Yun Ling Submitted Apr 11, 2016 10:30 am
Annette Aponte Pending Apr 13, 2016 10:11 am

Account Distribution Default Data

Pawv Period Effective Date Percent Index Fumnd Oraanization Account Proaram Activitw Location Proiect Tvoe Cost Twvoe

5. Click the Return for Correction button.
6. Click the Previous Menu button to return to the Department Summary Page.
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Overriding a Timesheet/Leave Report

You may need to make a correction to an employee’s time sheet/leave report.

Click the Change Time Record link in the Other Information column.

Click the hyperlink for the hours or entry to be changed.

Then, type the correct hours.

Click the Save button.

Click the Comments button.

Then, type a message indicating the corrections you have made.

Click the Save button.

Click the Previous Menu button to return to time sheet/leave report.

Click the Approve button. The page will refresh and display a message that
the time sheet was approved. Also, the approved by section will be populated
with your name.

10. Click the Previous Menu button to return to Department Summary Page.

©ONOORAWNE
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Acting as Superuser

7= Time Reporting Selection - Windows Internet Explorer

'@ e~ |g, http: ffbnssbis1 . njit. edu: 2050 /teskibwpkiais . P_SelectLeaveReportRoll

| | [ >

| = =
Eile Edik Wie Faworites Tools Help
Limks g | ePrink Reporks Login g | FNJIIT - Mew Jersey Institubs of Technology
= MchAfee -
R — . - >
b IETime Reporking Selection l l tw -~ E g=h - [z Page - EJF Tools -
Search | == SITE M&F HELRE E=IT .
Time Reporting Selection
Selection Criteria
My Thoice
Access my Time Sheet: []
Access my Leave Report: )
Access my Leave Request: )
Approve or Acknowledge Time: @&
Approve All Departments: =1
Act as Proxy: Self w
AcCt as Superuser:
FProxw Set Lip I
ot
Done 7 Trusted sites 100 -

To enter employees’ time you have to act as a Superuser.
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Acting as Superuser

e — . https=://bnssbprl. njit.edu/prod/bwpktais.P_ O - i <& I M, Approve... € [L5)

MMeww jlersey’s Science &
Technology University

Personal Information Student — Fimance

Search | =R SITE MAP

Approver Selection

T Select Time Sheets or Leawve Request. the Pay YWear, Pay 1D, Pay Mumber, and Deparment. Select a sort order and choose Sele

Type of Records: | Leave Report v|

Year: 2016

Leawve Freguemncy: | BH, Biweekly Hourly S

Leawe Mumber:

OO 1, New Jersey Institute of Technology

D'epartme nt: | AL S

Sort Order

My Choice
Sort employees” records by Status then by Mame:

[ Sort employees” records by Mame:

RELEASE: 8.10

S 20116 Ellucian Company L. P. and its affiliates.

< >

Select type of record, payroll information, department
and click select.
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Acting as Superuser

e = \ https:/fbnssbprl.njit.edu/prod/bwpktais. P_ProcSelectSuperlUserict ol N -We ‘f- \ Summary

" Select the employee’s name to access additional details.

COA: 1, New Jersey Institute of Technology
Department: 410100, Payroll Office

Leave Frequency: BH, Biweekly Hourly

Leave Period: Mar 27, 2016 to Apr 09, 2016

Act as Proxy: Mot Applicable

Leave Period Leave Entry Status: Cpen until Apr 14, 2016, 09:00 P

Change Selection | | Select All, Approve or FYI || Reset | | Save |

Pending
1D MName, Position and Required Approwve or Return for Cancel Other Information
Title Action Y1 Correction
31386946 Jong K. Park Override d 1 - 1 1 Change Leave
410204 - DO Record
Payroll Clerk Comments
Leave Balance
Warning

MNot Started
1D Name, Position and Title Other Information
214706758 Antoinette Pittman Extract

410203 - 16

Payroll Clerk

Completed
1D MName, Position and Required Total Total Queue Return for Cancel Other
Title Action Hours Units Status FYl Correction Information

21484655 Kamini Kumar _00 35.00 _00 Approved Leave Balance
410107 - 00 Leave Updated
Payroll Manager Warning

Pay Event Transactions

Action required by all approvers:
Time or Leave Transactions Approved or FYI:

1.  Click on “Extract” to start a timesheet/leave report for an employee.
Note: Atleast one person needs to have done their time for you to “extract” other employees.
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Designating a Proxy

= Time Reporting Selection - Windows Internet Explorer

o # | http:/fbnssbts1.njit.edu: 9080 testfbrupkk ais. F_SelectTimeShestRoll | ||| = | = -
File Edit Wiew Faworites Tools Help
Links g ePrink Reports Login & | MIIT - Mew Jersey Institube of Technology
°
< «fr [@T.me Reporting Selection ] ] & - B dmly + [k Page - &3 Tools ~
Personal Information JEENILEITER Finance

searen || SIE mar nee e

Time Reporting Selection

¥ select a name from the pull-down list to act a5 & proxy or select the check box to act as a Superuser.

Sealection Criteria

My Choice

Access my Time Sheet: [}

Access my Leave Report: O

Access my Leave Request: o

Approve or aAcknowledge Time: &

Approve All Departments: L}

Act as Proxy: [serr ~]

Act as Superuser: =

Proxy Set Up
RELEASE: 8.3
" Trusted sites L AOO0%

A proxy is a person who can act as an Approver in your absence.

1. On the Time Reporting Selection page, click on Proxy Set Up located at the
bottom of the page.
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Designating a Proxy

Personal Information  Student JgSylJGiR  Finance

Search | | ES RETURN TO MENU SITE MAP HELP EXIT

Proxy Set Up

Name Add Remove
Kamini Kumar, KUMAR ]
| Antoinette Pittman, PITTMAN v|

Leave Reporting Selection

2. From the Name dropdown box, select the person you want
designated as a proxy.

3. Click the box beside the selected person’s name.

4. Click the Save button.

5. Email proxy’s name and UCID to payroll@njit.edu.
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Questions?

If you have any issues or
guestions, please contact the
Payroll Office at payroll@njit.edu
or at (973) 596-3161, 3167, 3159
or 3160.
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