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o &
A
On April 3, 2024, Banner will undergo a
software upgrade. The Banner “Self Service”
interface is being upgraded from version 8 to
version 9.
W

This upgrade will improve Banner Self Service
functionality significantly for all Banner users. It ¢
will also help to support additional future

upgrades to the Banner software. It will

increase process efficiency within Banner,

while providing a modern user interface.




Introduction

This presentation will focus on the
changes that users will encounter with
reporting time via Web Time Entry,
reporting leave via Web Leave Reports,
and the approval process for both.




Before Starting



Before Starting

Texas Tech University

Payroll & Tax
This presentation is an T
introduction to the
changes to Web Time Banner 9 Web Time Entry
Entry, Web Leave and Web Leave Report
Reporting, and Approvals Guides
with Banner 9 Self PDF Guides

Service. For detailed
instructions on how to + Employee - Web Leave Report (WIR)
report and approve time + Approver - WTE & WLR

and leave, please refer to
the guides posted on
Paer” & Tax Services Employee - Web Time Entry (WTE)
website available e

e Employee - Web Time Entry (WTE)

Video Guides

¢ Reviewing & Adjusting Time

¢ Submitting & Recalling Time

¢ Correcting Time


https://www.depts.ttu.edu/payroll/payroll-areas/time-and-leave/banner9-guides.php

Before Starting lﬁ

The process for setting up approval queues and proxies is
being supplemented. TeamApp will remain available, and
Payroll Webmaster is always available to assist. However,
Dynamic Forms will be introduced to help make the approval
override and approver proxy change process faster and
easier. Once the new Dynamic Forms are released, guides
and more information will be available on Payroll & Tax’s
website.

Time and leave reporting in TimeClock Plus, EOPS, or
through Manual Check Requests will remain unchanged.

Deadlines may be viewed on the , as well as in
the Raiderlink/Webraider portal in the Payroll & Tax section.

If you need assistance with web time entry, web leave
reporting, and approvals, please contact Payroll at



https://www.depts.ttu.edu/payroll/pay-schedule/index.php
mailto:webmaster.payroll@ttu.edu

Web Time Entry



Web Time Entry

To access your Timesheet, within Then select My Timesheet.
Raiderlink/\Webraider, select
Employee. You may also select
Payroll & Tax. ERpR

Home

News/Events
‘= TEXAS TECH UNIVERSLTY
1" Raiderlink .
! Available Budget <
Home 1 ABF ¥ Employee
Employee ‘/ Payr  News/Events

Announcements

News/Events Available Budget

TTU(Opens New Window)

TechAnnounce A&F Work Tools

Available Budget <

Give your next business
2 venture a competitive edge at Payroll & Tax
/ these FREE luncheons! (Opens
New Window)

A&F Work Tools

Payroll & Tax

search Administration

My Content



Web Time Entry

Select Start Timesheet for the pay period and position you wish to enter time for.

Timesheet

Timesheet

Department 'ay Rate Pay Period

Submitted On
00, T, C10000, Payroll and Tax Services, Rate: $

Start Timesheet
Pay Periods




Web Time Entry

Time is displayed by workweek (Sunday — Saturday).

Analyst, T99% 00, T, C10000, Payroll and Tax Services, Rate: $ Restart Time £0) Leave Balances

Submit By 0

\dd Earn Code

Earn Code

Hours Worked




Web Time Entry

Select the day you wish to enter time
for. Select the earn code for time you
wish to report on the day selected.
Enter the hours for the earn code.
Hours must be entered in quarter hour
increments. Round time up or down as
necessary.

Time Examples:

Eight hours - 8.00
Four hours & 15 minutes - 4.25
Six hours & 30 minutes - 6.50

If you have multiple earn codes to
report for the day selected, select
Add Earn Code to give you the
option of selecting another earn
code from the drop-down list and
hours to report.




Web Time Entry

Time entered may be copied. Select the day with time you
wish to copy, then select the Copy button to the right of the
Earn Code you wish to copy.

72.00 Hours (i)

MOMNDAY

Hours Worked |
Include Sundays




Web Time Entry

After time has been added and saved, selecting a day will allow you to view the Earn
Code(s) and time reported for that day.

02/01/2023 - 02/15/2023 (i nProgress  Submit B

(*) Add Earn Code

Total: 4.00 Hours

Vacation Pay

Total: 4.00 Hours




Web Time Entry

You may also select the Preview option. Preview is the
most convenient way to view all time reported for the pay

period. All time reported is displayed on a single page
when using preview.

Payroll , T99@m-00, T, C10000, Payroll and Tax Services , Rate: $

Pay Period: 03/01/2023 - 03/15/2023 32.00 Hours

rogress Submit By 03/20/2023, 06:00 PM

@ Add Earn Code

Time Entry Detail

Date

Summary

Earn Code




Web Time Entry %

To adjust time saved for a day, you may select the Edit (pencil) or Delete (minus) icons.
Selecting Delete allows you to delete the earn code and time selected. Selecting Edit allows
you to adjust the hours, but it will not allow you to adjust the earn code.




Web Time Entry

When you are ready to submit your timesheet for
approval, select Preview, followed by Submit.
Timesheets must be previewed prior to submission.

Add comments for your approver to see, if
desired

/

Print a copy of the
timesheet

Select return to

make When finished

corrections select Submit
prior to

submission l




Web Time Entry

A timesheet may be recalled after submission, if it
has not yet been approved. Select the timesheet
you wish to recall. The timesheet must have a
Pending status. Once recalled, changes to time

reported may be made, followed by resubmission
for approval.

99 -00, T, C10000, Payroll and Tax Services, Rate: $

Click anywhere here

¥ X




Web Time Entry

A timesheet may be returned by an approver for
correction. The timesheet will show as Returned.
You may select the comments icon to see why the
timesheet was returned. You may also read

comments after you have selected the timesheet
for editing.

Comments




Web Time Entry

Timesheet messages may appear to warn of errors or potential problems paying time.

Timesheet Messages _.:' 44— Click to reveal messages

@ Daily time limit of 24 hours exceeded on 02/17/20 please review your time.

&) Possible Insufficient Leave Balance for Comp Time Pay (TTU/SYS Only!)

turned Submit By 03/




Web Leave Reporting



Web Leave Reporting

To access your Leave Report,
within Raiderlink/Webraider, select
Employee. You may also select
Payroll & Tax.

¢ Raiderlink

Home

Employee

Announcements

News/Events

TTU(Opens New Window)

TechAnnounce

Available Budget

Give your next business

e PN E venture a competitive edge at
these FREE luncheons! (Opens
Payroll & Tax New Window)

Then select My Leave Report.

Home

Employee

News/Events

Available Budget S

A&F Work Tools

Employee
Payroll &

News/Events

Available Budget S

A&F Work Tools

Payroll & Tax

My Employment Information

search Administration
° SUMMany

My Content



Web Leave Reporting lﬁ

Select Start Leave Report for the pay period and position you wish to report leave for.

}'I':'lF'l oyee Dashboard « Leave r'!_i.'_"F_'II'IH_

Leave Report




Web Leave Reporting

Leave reports are displayed by workweek (Sunday — Saturday).




Web Leave Reporting

Select the day you wish to enter
leave for. Select the earn code for
leave you wish to report on the day

selected. Enter the hours for the earn
code. Hours must be entered Iin
quarter hour increments. Round time
up or down as necessary.

Earn Code

Time Examples:

Eight hours - 8.00
Four hours & 15 minutes - 4.25
Six hours & 30 minutes - 6.50

If you have multiple earn codes to report for
the day selected, select Add Earn Code to
give you the option of selecting another earn
code from the drop-down list and hours to
report.




Web Leave Reporting

Leave entered may be copied. Select the day with leave you wish to
copy, then select the Copy button to the right of the Earn Code you
wish to copy.

01/01/2023 - 01/31/2023 8.00 Hours (i 1 Progress  Submit By 02/15/2023, 06:00 PM

12023 | 8.00 Hours (i)




Web Leave Reporting %

After leave has been added and saved, selecting a day will allow you to view the Earn
Code(s) and leave reported for that day.




Web Leave Reporting

You may also select the Preview option. Preview is the most
convenient way to view all leave reported for the pay period.

All leave reported is displayed on a single page when using
preview.

Accountant, TE8 -00, T, C10000, Payroll and Tax Services

Pay Period: 02/01/2023 - 02/28/2023 24.00 Hours In Progress  Submit By 03/15/2023, 06:00 PM

Time Entry Detail




Web Leave Reporting

To adjust leave saved for a day, you may select the Edit (pencil) or Delete (minus) icons.
Selecting Delete allows you to delete the earn code and time selected. Selecting Edit allows
you to adjust the hours, but it will not allow you to adjust the earn code.

02/01/2023 - 02/28/2023 32.00 Hours (i InProgress Submit By 03/15/2023, 06:00 PM

L INDAY
SUNDAY

(® Add Earn Code

Vacation Pay

Sick Leave

Total: 4.00 Hours




Web Leave Reporting

When you are ready to submit your leave report for
approval, select Preview, followed by Submit. Leave
Reports must be previewed prior to submission.

Accountant, T88 00, T, C10000, Payroll and Tax Services

Pay Period: 02/ 3-0 24.00 Hours In Pro Submit By 03/15/2023, 06:00 PM

Time Entry Detail

Dat

Summary

Routing and Status

Name Action

omment (Optional)

Add comments for your approver to see, if
desired.

NOTE: Comments can only be added prior
to submitting the leave report

Shift

Select Return to
make corrections
prior to submission

v

Print a copy
of the leave
report

When finished,
select Submit

v




Web Leave Reporting

A leave report may be recalled after submission, if it
has not yet been approved. Select the leave report
you wish to recall. The leave report must have a
Pending status. Once recalled, changes to leave

reported may be made, followed by resubmission
for approval.

Submitted On

Accountant, T88 -00, T, C10000, Payroll and Tax Services

Click anywhere here

K |




Web Leave Reporting

A leave report may be returned by an approver for
correction. The leave report will show as
Returned. You may select the comments icon to
see why the leave report was returned. You may
also read comments after you have selected the
leave report for editing.

Leave Report

Leave Report




Web Leave Reporting

Leave Report messages may appear to warn of errors or potential problems paying time.

02/01/2023 - 02/28/2023 32.00 Hours | | . n Progress  Submit By 03/

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

/s

Total: 8.00 Hours




Approving Time and Leave



Approving Time and Leave

To access Timesheets and Leave
Reports, within
Raiderlink/Webraider, select
Employee. You may also select
Payroll & Tax.

‘= TEXAS THCH UNIVERSLTY'
| Raiderlink

Home

Employee {

Announcements

MNews/Events

TTU(Opens New Window)

TechAnnounce

Available Budget <

Give your next business
A&F Work Tools venture a competitive edge at

/ these FREE luncheons! (Opens

Payroll & Tax New Window)

Then select My Timesheet, My
Leave Report, or Employee
Dashboard

Home

Employee

News/Events

Available Budget

A&F Work Tools

Payroll & Tax ENE

News/Events

My Personal Information
Available Budget <

A&F Work Tools

Payroll & Tax

My Employment Information

search Administration <
P 4
e Jobs Summa

My Content



Approving Time and Leave

Accessing via My Timesheet and My Leave Report

Leave Report

\ Select

Approvals

Leave Report Period

Leave Period Hours/Days/Units Submitted On

Accountant, T88! -00, T, C10000, Payroll and Tax Services




Approving Time and Leave

Accessing via My Dashboard

Employee Dashboard

Leave Balances as of 03/27/2023

m Vacation in hours Sick Leave in hours

My Team

Pay Inf t
ay Information My Activities

Latest Earnings Statement: 03/01/2023

Earnings A~

Select Approve » [Fpprove
Time or Approve L
Leave Report

Job Summary

Employee Summary




Approving Time and Leave %

You will now see the
Approval Menu.

Within the Approval
Menu, “All Status except
Not Started” is selected

by default.

Below the Approval
Menu, a bar graph
displays total timesheets
or leave reports that you
may access, separated
by status.




Approving Time and Leave

The menu may be adjusted to focus on timesheets/leave reports that fall within specific criteria.

Approvals Select specific departmentiorg codes Change*status

All Departments v 023 - 2023 MN 5) All Status except Not Starte Enter ID/Name

Toggle between timesheets and leave reports Adjust pay period Search by employee name or R#

Status Descriptions

Pending — Timesheet/Leave Report has been submitted and is awaiting approval.

Pending —In the Queuwe — Time gave Report iz awaiting first level approval.

Pending — Approved — Timeshe eave Report is awaiting second level approval.

In Progress — Timesheet/| has been started.

Returned —Ti /as not app and has been returned to the employee for changes.
Error — Timesh i

Approved —Ti

Mot Started — Tin

Completed — Timesheet/Leave Report has been accepted by Payroll.

If the status is changed and you attempt to search for an employee by name or R#, the search will
only yield results if the selected status matches the current status of the employee’s timesheet/leave
report.



Approving Time and Leave

To view (preview) a timesheet/leave report, click anywhere on the
horizontal field of employee name, ID (R#), Organization, or Hours/Units.

Click anywhere within here

Employee Name v { - Drgamzanon\ ¢ Hours/Units

¢ Organization




Approving Time and Leave

Leave balances are available for viewing.

Employee Name Organization ~ Hours/

,.

Jo R1 T-BC

Emp = Leave Balance Note: Leave balances for semi-monthly employees are
updated after each semi-monthly payrell is processed.

ROO _ Leave
balances for
Vacation Sick Leave menthly
employees are I
updated when ==
the monthly
payroll is
processed and ,;
when leave
Taken 10.00 Taken EpEATE )3
submitted and
approved.

Vacation in hours Sick Leave in hours m

Beginning Balance 21.00 Beginning Balance
Banked [ Banked
Earned 60.00 Earned




Approving Time and Leave

Warnings,
comments,
and assigned
approvers are Comments
also available
for viewing.

Prentice




Approving Time and Leave

Leave Report Detail Summary

Print detail summary ——J» E

After selecting the
timesheet/leave report,
you will be taken to the
Detail Summary.

Th e Deta i I S u m ma ry — SRk o All timesheet/leave report

activity (submission,

displays all time or leave S —1 z.igiiz';jj;:ir{;;‘:}?,g
reported, and messages | ey

on a single page

Comments including name of the
) 44— user who made the comment, and
date and time of comment




Approving Time and Leave

nding  Submitted On 03

At the bottom of
the Detail
Summary,
selecting
Details allows
you to view the
timesheet/leave
report as an
employee sees
it when they
enter data.



Approving Time and Leave

Comment (Optional):

Selecting
Return takes
you back to the
Approval Menu.

Approvals - Leave Report

Approvals

This does not
return the
timesheet/leave
report for
correction.

v Organization v Hours/Days/Units -

12.00 Hours



Approving Time and Leave

There are two ways to approve timesheets and leave reports. First, you may approve
each timesheet/leave report individually (one at a time).

Within the Approval Menu, select the timesheet/leave report you wish to approve.

Click anywhere here Or select Preview
here

Only timesheets/leave reports that
have a status of “Pending”, “Pending
— Approved”, and “Pending — In the

Queue” may be approved.




Approving Time and Leave

Sk 0
Ad d CO m m e ntS if d eSi red Pay Period: 04/01/2023 - 04/30/2023 Pending Submitted On 04/13/2023, 01:49 PM

Time Entry Detail

If the time/leave reported
IS accurate, select
Approve. The timesheet
or leave report will route
to Payroll for processing.

Earn Code

If a second level approver
Is designated, the
timesheet/leave report
will route to the second
level approver for
approval before routing to
Payroll. NOTE: Comments can only be

added prior to approving the
timesheet/leave report




Approving Time and Leave

The second way to approve timesheets and leave reports is with a group approval.

Within the Approval Menu, select the first timesheet/leave report you wish to approve.

- Click anywhere here Or select preview

here

Employee Name z { _ Organizatio n¥ < Hours/Units v \
Ang ' R10 T-B _ 96.00 Hours TS

[

Only timesheets/leave reports that
have a status of “Pending”, “Pending
— Approved”, and “Pending — In the

Queue” may be approved.




Approving Time and Leave

Add comments if
desired. If the
time/leave reported
IS accurate, select
Return.

Select the next
timesheet/leave NOTE:Comments can iy be

report you WiSh to timesheet/|eave report
review.

:
Or select

Employee Name 4 < Organization < Hours/Units i preview here

96.00 Hours N &P
s Click anywhere here g \

]




Approving Time and Leave

summary

Routing and Status

NOTE: Comments can only be
added prior to approving the
timesheet/leave report

Approve

Add comments if desired. If
the time/leave reported is
accurate, select Return.

Repeat this process until all
timesheets and leave reports
you wish to approve are
reviewed.



Approving Time and Leave lﬁ

Select the timesheets/leave reports you wish to approve by adding a checkmark in the box
located to the left of each employee’s timesheet/leave report. You may add checkmarks
individually or add a checkmark for all the pending timesheets/leave reports by clicking the box
next to the Pending heading.

When you have made your selection(s), and the time/leave reported is accurate, click
Approve/Acknowledge. The timesheets or leave reports will be routed to Payroll for processing.
If a second level approver is designated, the timesheets or leave reports will route to the second

level approver for approval before routing to Payroll.

Select all
timesheets/leave
reportsfor o ID

Approval

Select timesheets/leave
reports individually roo




Approving Time and Leave

If errors are found during
the approval process, a first Peneg ERek axvwham ko
or second level approver dLd o MR i
may return a Timesheet or
Leave Reports for
correction.

Within Pending”, “Pending —
Approved”, or “Pending — In
the Queue”, select the
timesheet/leave report you
wish to return.

Add a comment explaining
why the timesheet/leave
] ] Please add sick leave for 4724 as well. Thank yoL v.\.& comment is required to return
report is being returned. the timesheeuleave report for
Then select Return for | =
correction. |




Approving Time and Leave lﬁ

If errors are found during
| the approval process, but
T T rgTT—— the employee is not
x available to adjust their
time or leave reported, an
approver may edit the
timesheet or leave report.

To edit the timesheet/leave
report, from within the
“Pending”, “Pending —

Approved”, or “Pending —

In the Queue” status menu,

select the timesheet/leave

report you wish to edit.

From the Detail Summary
page, select Details.



Approving Time and Leave

Make the necessary adjustments to time/leave reported.

04/01/2023 - 04/30/2023 40.00 Hours (i Pending Submitted On 04/21/2023, 01:46 PM

Select the day (® Add Earn Code

Time/Leave detail Total: 8.00 Hours
will appear

Delete

b
Edit —b
Total: 8.00 Hours




Approving Time and Leave %

When you have finished your
adjustments, select Save. Then
select Preview to go back to the

Detail Summary.

Add a comment explaining why
the timesheet/leave report was
edited. When you are finished,
and the timesheet/leave report
now meets your approval, select
Approve. The timesheet/leave
report will route to Payroll for
processing. If a second level
approver is designated, the
timesheet/leave report will route to
the second level approver for
approval before routing to Payroll.




Approving Time and Leave

i

If desired, an approver may recall a timesheet or leave
report. Recall is permitted within certain conditions.

First, when the approval deadline has not passed, and the
timesheet/leave report does not reflect the status of
Complete.

With timesheets, when first and second level Approvers are
designated, the first level Approver may recall from the
second level Approver. The second level Approver may

recall from Payroll. When only one Approver is designated,

the Approver may recall from Payroll.

With leave reports, when first and second level Approvers
are designated, the first level Approver may recall from the
second level Approver. However, the second level Approver
may not recall from Payroll. When only one Approver is
designated, the Approver may not recall from Payroll.




Approving Time and Leave

Awaiting second

level approval

To perform a recall,
within the Approval
Menu, select the

timesheet/leave report

you wish to recall =T PR
Employee Name o b ] ‘Zﬁ'_"ﬁi Organization *

% Hours/Units

Select Recall




Approving Time and Leave

You may then select Details to adjust the timesheet/leave report yourself. You may also

select Return for correction to send the timesheet/leave report back to the employee for

adjustment. Selecting Approve will send the timesheet/leave report back to Payroll, or to
the second level approver if one is designated.




In Conclusion



Banner 9 Self Service Upgrade

This presentation is only an introduction to the
changes to Web Time Entry, Web Leave
Reporting, and Approvals with Banner 9 Self
Service. For detailed instructions on how to
report and approve time and leave, please refer
to the guides posted on Payroll & Tax Services
website available

If timesheets are not approved by the deadline,
employee paychecks may be short or may not
be issued. When a paycheck is short or not
issued, a Manual Check Request is required.

If leave reports are not approved by the
deadline, a Manual Leave Adjustment must be
submitted.

For assistance with web time entry, web leave
reporting, and approvals, please contact Payroll
at



https://www.depts.ttu.edu/payroll/payroll-areas/time-and-leave/banner9-guides.php
mailto:webmaster.payroll@ttu.edu

Thank You

PAYROLL &
TAX SERVICES

TEXAS TECH
Administration & Finance
Financial & Business Services

2 'jl?.; :'_!-"l
L Ertiem _’l' 4
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