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PLEASE NOTE:  Employees are to log in to their Time Sheet or Absence Report every pay 
period, even if no hours are to be reported. 
WEB TIME ENTRY PROCESS - Log in to Self Service Banner: 
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Click on “Employee” tab or on “Employee” in the list of selections in the middle of the screen: 
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Click on “Time Sheet” in the list of choices: 
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Select “Access my Time Sheet” and then click on the “Select” button: 
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Select the proper pay period from the drop-down list and then click on “Time Sheet” 

(Part-time employees who work in more than one position will have to select the position for 
which they are entering hours worked.) 
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The time sheet (for part-time employees) or “absence report” (for full-time employees) will 
open.  Please make note of the deadline for submission (for full-time employees, the 
submission deadline is before the end of the pay period). To see non-showing days of the pay 
period, click on “Next”: 
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This following example is for a full-time employee recording an absence (exception time).   
Under the proper date and in the proper line for the reason for the absence, click on “Enter 
Hours”: 
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After clicking “Enter Hours” then fill in the number of hours and then click “Save”: 
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The hours entered will now be placed into your time sheet (or “absence report”): 
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Employees who work in more than one position will need to select appropriate position (“Position 
Selection” button) for which they are entering hours; information or explanation can be given by 
clicking “Comments” and typing in a message; clicking on “Preview” gives a different view that will 
show the entire pay period in one screen; if hours are entered incorrectly, employee can start over 
by clicking “Restart”; and there is either a “Next” button or a “Previous” button, depending on 
which part of the pay period is currently being viewed. 

 
Please click “Submit for Approval” only after you have verified that your entry is complete and 
correct.  Submitting for approval includes an electronic signature process for the employee to 
certify that time entered represents a true and accurate record of time. Once certified by electronic 
signature, the following fields will be updated: 

        
If the Approver discovers something to be changed, the Approver will be able to return the time 
sheet for correction. 

 


