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Introduction 
The Banner Human Resources System provides Electronic Approvals of Time Entry in 

supporting all faculty, staff, and students who are non-exempt and are required to report time 

worked and/or leave time taken.  The following is a complete guide on how to access Self-

Service, complete time and leave entry, and how to approve time.   

Contacts ς Staff 
Web Time Entry or Payroll related issues: 

¶ Katie Barboza, ext. 5400 

¶ Cynthia Gonzales, ext. 5443 

¶ Alesia Hinojosa, ext. 8262 

¶ Irma Sampson, ext. 8284 

Self-Service Log On  
Log through the YOU portal by going to https://you.westernu.edu.  Use your WesternU e-mail 

account login information. 

 

 

https://you.westernu.edu/
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You will then be taken to the Welcome-Home screen.   

 

 

Under Employee Resources, click on Time Reporting.  

 

By clicking on Time Reporting, it takes you directly into your timecard.  
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New Self-Service Timesheet view.  Approver views are the same. 

 

Click the radial button next to Approve or Acknowledge Time: and click the Select button at the 

bottom of the screen.  
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Self-Service Time Approval for Non-Exempt/Hourly Employees  
Select the pay period on the drop down bar.  Select the preferred Sort Order radial button on 

how you would like for your employees to display.  You can view by status (Approved, Not 

Started, etc.) or by alphabetical order.  

 

 

Click on Select and you will be taken to the view on all your employees.  
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You will now have visibility of all your employees. You have several options from this screen.  

1. You can access your employeeôs timecard by clicking on their name. 

2. You can click on the Change Time Record in the Other Informaiton column. 

3. You can click on Comments in the Other Informaiton column. 

4. You can click on Leave Balance in the Other Information column.   

Letôs look at each viewing capability for the options listed above.  
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Option 1:  Accessing view by clicking on employeeôs name. 

This view will show you Time In and Out, inclusive of how the employeeôs time was allocoated.  

Please see the example below: 

 

 

 

00000 
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Below the employeeôs timecard are additional views of employee Comments, Routing Queue 

Information (who the approver is), and Account Distribution Default Data.  To the right hand 

side, comments will be shown, in addition to the FOAPAL. 

 

 

Control Buttons 

 

The listed control buttons will be accesable on top of the page and at the bottom. 

1. Previous Menu ï Takes you to the view of seeing all employees. 

2. Approve ï Aproves employeeôs timecard. 

3. Return for Correction ï You can return the timecard for employee to correct.  An email 

notification will be sent to the employee who had their timecard returned for corrections. 
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4. Change Record ï Takes you directly into their timecard for time entry corrections.  To 

make corrections, click on the existing entry.  If the entry was wrong and it needs to be 

deleted, click on the appropriate day and select Delete.  Example:  Monday, April 17th 

was a sick day.  Click on Regular 8 to correct.    
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Click on Delete to remove Mondayôs entry. 

 

By clicking on the Delete button, you will receive the following message.  
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Now the timecard will reflect the changes you made.  The 8 hours previously showing in 

Monday are now gone.  If Sick Pay needs to be reflected, then select Enter Hours on the Sick 

Pay Row for Mondayôs date. 
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Fill in the default hours of the employee if Sick Pay needs to replace regular time.  You are only 

performing this action if the employee is out of the office and cannot fix their own timecard.  

Make sure to select the appropriate AM and PM drop down boxes or Self-Service will not allow 

you to save the entry. Click the Save button and then click on the Previous Menu.  

*Note:  After saving the entry, the hours update.  
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Now the timecard reflects 8 hours of Sick Pay for Monday, instead of regular time.  
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When making any changes, please go to the Comments button located at the top/bottom of the 

timecard and enter the reason for the change.  This tracking is beneficial for you, the employee, 

and for the Payroll Department.  You only want to change the time when the employee did not 

capture the correct categories/conditions for the pay period and they are not here to perform the 

action themselves.   

 

Click on Add Comment and you will be taken to the comments screen.  
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Here, you will place the necessary information needed for documentation purposes.  The 

comment portion is for the entire timecard, for that pay period, not one comment box per entry.  

If comments are placed in and saved on different days, the timecard preview will show you 

each comment placed for each day.  Please note the Confidential Indicator below.  If you 

would like the comments to be confidential, you can select this option.  Otherwise, the comment 

will show, ñComment is not Confidential.ò  

 

5. Delete ï Deletes the entire timecard. 

6. Add Comment ï Allows you to place comments into the timecard. 

7. Next ï Click on the next button to go into the next employeeôs timecard for 

review/approval. 
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Approving the Timecard 
 

Approve your employeeôs timecard if all time entry is accurate.  You will now be given the following 

message. 

 

 

If the approval was a mistake, click Return Time.  The timecard will be pending your approval 

again. 

 

 

 

 

 

 

 

 


























































































