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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; Staff

Web Time Entry or Payroll related issues:

1 Katie Barboza, ext. 5400

1 Cynthia Gonzales, ext. 5443
71 Alesia Hinojosa, ext. 8262

1 Irma Sampson, ext. 8284

SelfServicd.og On

Log through the YOU portal by going to https://you.westernu.edu. Use your WesternU e-mail
account login information.

Enter your Username and Password Logging In

To access you.westernu.edu, you will use your
WesternU e-mail account login information. Your
username will be the characters to the left of the
@ symbol in your WesternU e-mail address. For
Password: example, if your e-mail address is
susie.sample@westernu.edu, your username
would be susie.sample. Your password is the
same as the password you use to access your
WesternU e-mail account.

Username:

| Warn me before logging me into other sites.

Forgot password?
Incoming students

Your e-mail account information was included in
your acceptance letter. Please allow 24-48 hours
from the date you accepted your offer for your
you.westernu.edu account to be activated.
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https://you.westernu.edu/

You will then be taken to the Welcome-Home screen.

Welcome Employees Join or Request New Community Tech Support Cognos Reports BDM Lynda.com SharePoint BanWeb
Resource Scheduler Blackboard
You.westernu.edu Welcome
Campus Announcement Employee Resources
All v
Employee Resources
Announcements
— — 2]
Subject Preview Hide gne » T 3 o
¢ A TBw
Great News! Mobile approvals for = e o .
£l PeopleAdmin Mobile Approvals Hide Time Reporting PeopleAdmin Forms - Intranet Directory  Policies CAPE
Delivery Date: April 12, 2017
Show Hidden

Key Resources

= WesternU YouTube Channel
e m g
Documents

— /]

—

= ﬁ
=

Sharepoint Google Docs  Blackboard  Library  Acronyms Incident Report

For more WesternU videos click here

Under Employee Resources, click on Time Reporting.

Employee Resources

Employee Resources

——A“_'-j;.-'- | h
: S —— 2.

Time Reporting PeopleAdmin Forms - Intranet Directory Policies CAPE

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.

BanWeb Self-Service System

Western University of Health Sciences

Employee Services w Personal Information i Reports Menu

Search Go

Time Sheet/Leave Request/Proxy

¥R Determine the action you want to take and click the radio button. If you are acting as a Proxy for an approver,

Select. To act as a Superuser, click the check box and then click Select.

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report:
Access my Leave Request:

Approve or Acknowledge Time: - (N

Approve All Departments:
Act as Proxy: Self v
Act as Superuser:

Select

Proxy Set Up

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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SelfServiceTimeApprovalfor NonExempt/Hourly Employees

Select the pay period on the drop down barQQSelect the preferred Sort Order radial button on

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

Started, etc.) or by alphabetical order.

Employee Services @Financial Services @l Housing Men

Search | || Go |

Selection

Time Sheet

Department and Description My Choice Pay Period
® |BH, Apr 17, 2017 to Apr 30, 2017 V|

Org # : Position
Sort Order

My Choice

<

w Personal Information i Reports Menu

<

Sort employees’ records by Status then by Name: @

Sort employees’ records by Name: O -

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
2.
3.
4.
Letds | ook
Summary

R ciick under Approve/Acknowledge or Return for Correction, and then click Save. For more detailed information, click the employee's\name.

COA:
Department:
Pay Period:

Act as Proxy:

acc

at

ess

each

your

Vi

W, Western University of Health Scienc

5101, Treasure

r

Apr 17, 2017 to Apr 30, 2017

Not Applicable

Pay Period Time Entry Status: Open until May 04, 2017, 12:00 AM

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

e Wi

empl oyeeos
You can click on the Change Time Record in the Other Informaiton column.
You can click on Comments in the Other Informaiton column.
You can click on Leave Balance in the Other Information column.

ng

capabi

ti

Ity

mecard

f

by

or t he

D Name, Position Transaction Required Total Total ||Queue Approve or||Return for Cacel|Other
and Title Status Action Hours |Units |Status FYI Correction Information
GONZALESC|Cynthia Alvarez- |Pending Approve 80.00 .00 | O Change Time
Gonzales Record
999427 - 00 Comments
Payroll Leave Balance
Accountant
Not Started
Employee #2
Not Started
Employee #3
Not Started
Employee #4
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Option 1: Accessing view by clicking on employ
This view will show you Time In and Out, inclus
Please see the example below:
Employee ID and Name: GOMZALESC Cynthia Alvarez-Gonzales Departm
Title: 00000  Payroll Accountant Transacti
Previous Menu || Approve || Return for Correction || Change Record || Delete || Add Comment
Comments | Routing Queue | Account Distribu
Time Sheet
Earnings|/Shift||Special||Total |Total|Monday ,|Tuesday ,|Wednesday,|Thursday ,||Friday
Rate |Hours|Units|Apr 17, |Apr 18, |Apr 19, Apr 20, Apr 2
2017 2017 2017 2017 2017
Regular Pay (|1 30 B a 3
Total Hours: 80 8 8 8
Total Units: 0
Time In and Out
Earnings|Monday , |[Tuesday ,|Wednesday,|Thursday ,|Friday , ||Saturday ,|Sunday ,
Apr 17, |Apr 18, ||Apr 19, Apr 20, Apr 21, |Apr 22, Apr 23,
2017 2017 2017 2017 2017 2017 2017
Regular 08:00AM || OB:00AM || 08:00AM 08:00AM 08:00AM
Pay 12:00PM (| 12:00PM || 12:00PM 12:00PM 12:00PM
12:30PM (| 12:30PM || 12:30PM 12:30PM 12:30PM
04:30PM || O4:30PM (| 04:30PM 04:30PM 04:30PM
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Bel ow t h

Comments

e e mpl o g additiorsal views mfempoyeed Camments, 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.

[~
|wale

||Made by

|f-‘-.pr 21, 2017 02:4% pm

”C*_.fnthia Alvarez-Gonzales

Routing Queue
ndme

Cynthia Alvarez-Gonzales
Cynthia Alvarez-Gonzales

Katia Marie Barboza

Account Distribution Default Data

Py

[ — . 4 —re .. - .
[Fay Feroa cimecuve vate

ngcent HIndex ||Fur1d ||Drgar

Apr 17, 2017

100.00

1100 5101

| Previous Menu || Approve || Return for Correction || Change Record

Control Button

S

Previous Menu

Approve

Return for Correction

Change Record

Delete

Add Comment

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

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

2. ApproveiT Aproves

empl oyeebds timecard.

3. Return for Correction i 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 i 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 17t
was a sick day. Click on Regular 8 to correct.

Time Sheet
Name:

Title and Number:

Department and Number:

Time Sheet Period:
Submit By Date:

Cynthia Alvarez-Gonzales

Payroll Accountant

Treasurer -- 5101

Apr 17, 2017 to Apr 30, 2017

May 04, 2017 by 12:00 AM

Earning Shift||Default Total ||Total|Monday Tuesday Wednesday
Hours or Hours||Units{|Apr 17, Apr 18, Apr 19,
Units 2017 2017 2017
Regular Pay 1 80 ‘.‘3 8 8
Sick Pay 1 0 Enter Hours| Enter Hours|| Enter Hours
Vacation Pay 1 0 Enter Hours| Enter Hours|| Enter Hours
Jury Duty Pay 1 0 Enter Hours || Enter Hours| Enter Hours
Bereavement 1 0 Enter Hours || Enter Hours| Enter Hours
Overtime 1 0 Enter Hours || Enter Hours| Enter Hours
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Click on Deletet o r emove Monrday6sy entry.

Date: Monday , Apr 17, 2017

Earnings Code: Regular Pay

Shift Time In Time Out Total Hours

1] [os:00 |[am[¥][12:00 |[pm[¥] E
1 ][12:30 |[em[v][04:30 |[em]V] 4

L | [av¥] [ J[am[] 0

O 72— Fr 7 0

O 72— F 7 0
8

| Previous Menu || Next Day |

| Add New Line || Save || Copy || Delete | |

By clicking on the Delete button, you will receive the following message.

Deleting will remove all changes made to time in and out. Select OK to delete.

| oK || cancel |
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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 reflegted, then select Enter Hours on the Sick

Pay Row for Mondayods dat
Time Sheet
Name: Cynthia Alvarez-
Title and Number: Payroll Accounte
Department and Number: Treasurer -- 51(
Time Sheet Period: Apr 17, 2017 to
Submit By Date: May 04, 2017 b
Earning Shift||Default Total ||Total||Mopday Tuesday
Hours or Hours||Units||Apr\17, Apr 18,
Units 201 2017
Regular Pay 1 72 Enter Hours g
Sick Pay 1 & » | Enter Hours|| Enter Hours
Vacation Pay 1 0 Enter Hours| Enter Hours
Jury Duty Pay 1 0 Enter Hours| Enter Hours
Bereavement 1 0 Enter Hours| Enter Hours
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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 ——

Date: Monday , Apr 17, 2017

Earnings Code: Sick Pay

Shift Time In Time Out Total Hours
1 ||os:00 |[am[v][04:00 |[[pm]v] g
EE |[am[v] |am|v| 0
L] AT 0
T (A 0
1 ] || am]v| |am|v| 0

8 «—

| Previous Menu || MNext Day |

| Add New Line || Save || Copy || Delete |
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Now the timecard reflects 8 hours of Sick Pay for Monday, instead of regular time.

Time Sheet
Name:

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

Cynthia Alvarez-
Payroll Accounta
Treasurer -- 510
Apr 17, 2017 to
May 04, 2017 by

Earning Shift||Default Total |[Total||Monday Tuesday
Hours or Hours||Units||Apr 17, Apr 18,
Units 2017 2017
Regular Pay 1 72 Enter Hours 8
Sick Pay 1 8 8 | Enter Hours
Vacation Pay 1 0 Enter Hours| Enter Hours
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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.

| Previous Menu H Approve || Return for Correction || Change Record || Delete || Add Comment || Mext |

Comments | Routing Queue | Account Distribution

Time Sheet

Earnings|Shift||Special|Total ||[Total|Monday ,||Tuesday ,|Wednesday,|Thursday ,||Friday ,||Sa
Rate |[Hours||Units|Apr 17, |Apr 18, [|[Apr 19, Apr 20, Apr 21,|Ap

2017 2017 2017 2017 2017 |20

Regular Pay (|1 72 a a a a

Sick Pay 1 8 B [

Total Hours: 80 8 8 8 8 8

Total Units: 0

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
—wi | | &dmment is fiot Confidential. 0

Comments

Enter a comment in the text area below. If this commepf is Confidential, be sure to check the indicator.

Employee: Cynthia Alvarez-Gonzales, G

Made By:
Comment Date:
Confidential Indicator:” [

Enter or Edit Comment:

| Save || Previous Menu

Made By: Cynthia Alvarez-Gonzales
Comment Date: Apr 21, 2017
—» Comment is not Confidential

Comment: Time Sheet Returned
5. Delete i Deletes the entire timecard.
6. Add Comment i Allows you to place comments into the timecard.
7. Nexti Cl i ck on the next button to go into t

review/approval.

he
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Approving the Timecard

Approve your employeebs timecard if all ti me
message.

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