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Banner Web Time Entry - User's Documentation
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1. Web Time Entry Users and
Approvers must use a browser to

MSN Home | My MSH | Hotmail | Search | Shopping | Money | People & Chat

access Banner Web Time Entry. searchthewer: [ 55

We STRONGLY recommend that Happy (70 < Vi iy it o P
you use IE (Internet Explorer). The  REGSECT D A
Netscape browser no longer s = Bt L
provides accurate screen formats ol o
and should be avoided. s ot emtsimet
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2. Beginning on March 3, 2003 you
must go to the College's MyMC site

At Tickels MSH Top Headlines more... |CNBC on MSN Money more...

to access Banner Web. Type i R s
http:/mymc.montgomerycollege.edu and this will take you to the MyMC Login

Page.

Note: You will use a MyMC ID and PIN to access your MyMC Home Page. The PIN you
will use to access your MyMC account is the same PIN previously used to access the
old Banner Web Login page. But — MyMC requires that your old Banner ID be replaced
by a MyMC ID that is constructed from your name.

3. Thisis the

screen where Y]l MONTGOMERY COLLEGE
you will enter
your MyMC ID
anC::h_P”\CL.‘OC“Ck pr ’elcome to My MC
on the '
button to go to
your MyMC What's Inside
My MC Home
Home Page View personalized announcements
Help lM'\tyeracc?vl:r'l':': §rso‘essurs and more
How to Log in
4. If you do not rind your yvic 10|} [
know your new R
MyMC ID,
click on the :
Find Your @© pipeline.
MYMC ID |nk to How to Log in | Help | MCHome

look up your
new MyMC ID.

5. Please note that the Office of Information Technology is implementing MyMC on
March 3, 2003. It is likely that the MyMC screens and links will be revised in the
coming weeks and months.



This is your My MC Home Page

6. Your MyMC ID and your PIN together make up you’re MyMC Account which you
must use to access your Banner Web Time Entry screens effective March 3, 2003.
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7. This is your MyMC Home Page. As =

My MC Home
a Montgomery College employee, Walcame, Laart Crantan
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This is the Main Menu for the Secure Area of Banner Web

10. If you click on the Banner Web
link, you will go to the Main RY COLLEGEEED ‘-
Menu for Banner Web.
Dependlng on any addltlonal S::rr::nal Information Emﬂu B
roles you may have at the
College (i.e. Student Services ,

MONTGOME
l— MONTGOMERY C
-

Alumni and/or Facu ty Weleome, HRperson TraineedS, to the WWAY Information System! Last web access on Jul 12, 2002 at 1111 am
Servic es) additional links m ay MEW FEATURES AVAILABLE THIS FALL
also appear on your Main Menu Students oan view deadlines for dropping each lzss listed on their web registation screen. | |
for Banner Web. Students can update their e-mail addresses on the Personal Infermation page.
Faaulty oan view students' e-mail addresses on their class rosters.
11. Every College employee will Employee Services

have Employee Services,amj/ Tttt s Y2,

Personal Information links on »ﬂpe’s""“““f""“‘?“"" o
: / Wiew your address, phone nurnber, e-mail address; Change your PIN; Yiew Iy MG 10"

this page. Use the Personal

Information link to change your | getnio tomepsge

PIN.
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This is the Main Menu for Banner Web Employee Services

12.

13.

14.

15.

16.

By clicking on the Banner Web for Employee Services link on the Banner Web
Main Menu, every employee at the College will have access links to their
personal payroll, benefits and deduction history going back to January 1, 1996
—the date Banner HR/Payroll went live.

If you enter
Banner Web
through the
Banner Web link
on MyMC, you can
also access your
Time Entry
through the link
on the Employee
Services page:

There are links to
two FAQS
(Frequently Asked
Questions)
documents on
page for Tim
Entry and
Employee
Services._The
FAQ on Emplo
Services will be
updated after
MyMC is
implemented.
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RETURN TO MENL SITE MAP HELP EXIT

Search ﬂ

Personal Information Employee

ﬁ Employee Services

Time Entry

requently Asked Questions about Web Time Enl

ay Information
“iew your Direct Deposit Breakdown, your Earnings and Deductions History and all of your Pay Shbs since 11596

Current Leave Balances
“iew your Current Leave Balances.

Tax Forms
Wiew your Federal Tax Withholding (4-4) Inforrmaiion and your W-2 Forms since 1196

Benefits and Deductions
Wiew your Retirernent Plans, Heath Insurance Irforrnation, Fles: Spending Accourts and Miscellaneous and hsurance Deduclions since 1496

Current and Past Jobs
“iew your Gurrent and Past Jobs since 1M1/%6

Frequently Asked Cuestions about Banner Web and Banner Web for Employes Service

RELEASE: §.3.2
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As noted above, you can access information on your benefits and
deductions, view all of your pay stubs and deduction history going back to
January 1,1996 and view your current leave balance and access tax forms by

clicking on the various links on this page. These links give you access to “read
only” information stored in the Banner HR/Payroll system.

Only your Time Entry screens are interactive and permanently record data that
you enter. Time Entry is only used by Staff, Administrators, Temporary Staff and
Student Employees. Faculty do not use the Banner Web Time Entry function.



These are the two Main Menus for Time Entry — for Users and for Approvers

Note: Please be patient. When you click on the Time Sheet Link, the system takes a
while before the next screen appears

| L u
\iﬂdrass Iﬂﬁ hittpdmcanline me oo md usS000sdewplsglibwpktais P_SelectTimeSheetRoll j & Go | Links 7
If you are NOT an Approver -
Y pp MONTGOMERY COLLEGE
= MONTGOMERY COUNTY, MARYLAND
Search | SITE MAP HELP EXIT

17. This is what your
opening page for Banner

Personal Information  Employee

Web Time Entry looks Position Selection
like - if you are NOT an
Ap p rover. :}; This feature is currently under construction and may not function for all users.

To select 3 position, click under Position, choose the Time Sheet Period and click Select.

CO nt| nue to n ext pag e Of Description and Department My Choice Pay Period and Status

. . HR Test FT Position, 9300300 & Jan 04, 2003 to Jan 17, 2003 In Progress »
this documentation. Timo Enry Do, 1, 101 aess

Time Sheet |

If you are an Approver of Time Sheets, you will have an extra screen before the
Position Selection Screen above. The following screen is where you select your own
Time Sheet or Approve Time Sheets. (Contact the Payroll Office for separate
documentation for the Approver process. This documentation is for processing the
employee’s own Time Entry.)

If you ARE an Approver

Address I@ http:#mconline.me.co.md.us: 50006 dewplsgiwpidais P_Select Time SheetRall j & Go |Unks »|
18. This is your opening page =l
for Banner Web Time Entry | Time SheetiLeave Request/Proxy
if you are an Approver.

\j/ Determine the action you want to take and click the radio button. If you are acting as a Proxy for an approver, please
select a name from the list and click Select. To act 35 3 Superuser, click the check box and then click Select.

A. The Enter or access hours

on my Leave Request Selection Criteria
function is NOT available. oice
Enter or access hours on my Time 8 :
H - Enter or access hou ¥ Leave Request: o
B' CIICk on the radlo bUtton tknowledge Time Sheets or Leave Request: ©
for Enter or access hours Actas Proxy for: Se”vl
onm Tlme Sheet Actas Superuser: r
\'A P

C. Click on the Selecm@ -

to get to the Position
Selection page.

Note: This screen will NOT appear when an Approver initially uses the system and
Time Sheet records have not yet been submitted. Once the first Time Sheet records
have been submitted for approval, this screen will always appear.



The Position Selection Page

This is the page that all users of Banner Web Time Entry (non Approvers and
Approvers) will use to select the Pay Period they wish to complete and submit.

19. Click on the arrow under “Pay Period and Status” to pick the Time Sheet Pay
Period you want to process. Approximately two months of completed time
periods will be available to review.

Address ﬂjhﬂp:h‘mcunline.mc.cc.md.us:SOOOa'sdeu!plsqla'bwpktais.P_SNectTimeSheetRull j @G0 | Links 7
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Search ||

Personal Information Employee

Position Selection

Cj/ This feature is currently under construction and may not function for all\users.
To select a position, click under Position, choose the Time Sheet Period any click Select.

Description and Department My Choice Pay Period and Status

HR Test FT Position, §X3003-00 & Jan 04, 2003 to Jan 17, 2003 In Progre
Time Entry Dept. 1, 101

20. After you have selected the correct Pay Period, click on
view the time sheet for that pay period.

ime Sheet button to

Note: You can Exit the Time Entry system before you submit your completed Time
Sheet for a given pay period. If you click on the Time Sheet button for a "Not Started"
pay period and then exit before you submit your Time Sheet, the system will change
your Time Sheet status for that pay period from "Not Started” to "In Progress.” When
you enter that “In Progress” pay period again, the system will have saved all time
entered from your previous session. You must, however, complete and submit your
Time Sheet in order for the system to record your time entry for your Approver to
access and approve for payroll processing.



This is your Banner Web Time Sheet

Important Note for current users of Banner Web Time Entry: SCT, the College’s
Banner vendor, has changed all of the screen grids in the Banner Web for Employees
module. These changes have made a cosmetic change to the appearance of the
Banner Web Time Sheet grids. SCT made these changes to enable visually disabled
individuals to use a screen reader to perform Banner Web Time Entry. The phrase
Enter Hours has been inserted into each of the previously empty blocks on your Time
Sheet grid to accommodate various screen readers. This change was hard coded by
SCT and cannot be altered by the College. Please do not be confused by the Enter
Hours phrase. Continue to complete your Time Sheet exactly as you previously did.
You will enter your hours in the exact same boxes that you did previously. You should
not be confused by the Enter Hours phrase and attempt to enter time data in the date
blocks where you have not worked or taken leave.

This is the First Week of your Banner Web Time Sheet

Address |’d§| hitp:#mconline me co.md us S0006 devtplsglbwpkteis P_SelectTimeSheetDriver j e ‘ Links ”‘

21. Use the Scroll bar on the
right side of the page to move
up and down this page to see
the First Week of your Web
Time Sheet and all the

pay/leave categories you

need to M
Sheet.

Time Sheet

\j/ To hegin, click a link under the date where you want o enter ime. Click NEXT/PREVIOUS bution for more dates within the period

Time Sheet

Position and Number: HETT—- S006-00
T Ertry Dept, 2 -- 102

Feh 15, 2003 10 Feb 2%, 2003
Feb 28, 200 by 12:00 P.M

Saturday  Sunday

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

Shift Default Total Monday  Tuesday  Wednesday Thursday  Friday

Hours or Hours or Feb 15, Feb 16, Feb 17, Feb 13, Feb 19, 2003 Feb 20, Feb 21,

Units Units: 2003 2003 2003 2003 2003 2003
Reguiar Pay 1 20 Eter Hours Eter Hours Emer Emer Hours Eter Hours EterHours
Sick Leave 1 0 Emterours Emterours Emert Eterours Emterours et Hours
Annual Leave 1 0 Enter Hours Enter Hours Enter Hi Enmter Hours Enter Hours Enter Hours
Personal Leave il 0 Enter Hours Enter Hours Enter Hol Enter Hours Enter Hours Enter Hours
Halidlay 1 0 Enmer Howrs Enter Hou r Enter Hours
Shift Pary 1 0 Emer Hours Emer H
Professional b |1 ] Enter Hours Enter Hi

[F= I

Address I@ http:fnconling me.co.md usS0005dewplsglbwpkteis P_SelectTimeSheetDriver

22. Click on the Next button to
view the Second Week of

your Time Shee(\

Important: Please review these
screens thoroughly to become
familiar with your Banner Web
Time Sheet.

Huliclay 1 [
Shit Pay
Frafiessional My

EMer Howrs

Bereauement Lv
Civil Leawe

1
1
1
1
505 Assignment |1
1
1
1

Enter Hours

Enter Hours

Qverditne 1.5 Enter Hours

Enter Hours

Straight Overtine

oo ole o ololal o
clelolle o olola

EMer Howrs

=
=
=
=

Faositon electon Comments | Preulewl Submit for Approval

Submitted for Approval By:

Approved By:
Vfaiting for Approval From:

RELEASE: 5.3
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This is the Second Week of your Banner Web Time Sheet

23. Note the Previous button at
the bottom of the Time Sheet
page. If you click on the
Previous button, it will take
you back to the First Week of
your Time Sheet.

Address |®j hitp:Amcanline me.ce.md us 50005 deviplsglbwpktetm P_TimeSheetButtonsDriver j @Go | Lnks ™
Time Sheet e
\-:P Tio beggin, click a link under the date where you want o enter fime. Click NEXT/PREVIOUS bution for more dates within the period
Time Sheet
Position and Humber: HR Test FT Position -- $Ca008-00
Department and Number: Time Entry Dept. & -- 102
Time Sheet Period: Feb 15, 200Z 10 Feb 28, 2003
Submit By Date: Feh 28, 200 by 12:00 P.M.
Eaming Shift Default Total Saturday  Sunday Monday  Tuesday  Wednesday Thursday  Friday
Hours or Hours or Feb 22, Feb 23, Feb 24, Feb 25, Feb 26, 2003 Feb 27, Feb 28, -
Units Units 2003 2003 2003 2003 2003 2003
Regular Pay 1 20 [} Enter Hours Enter Hours. Enter Hours. Enter Huurs. Enter Hours. Enter Hours Entr Hours
Sick Leae 1 ] 0 Enter Hours Enter Hours Enter Hours Entar Hous. Enter Hours EnterHows  EnterHours
Annual Leave 1 ] o Enter ours Enter Hours Enter Hours Enter o Enter ours EnerHows  EnterHows
Personal Leave |1 0 0 Emter Hours Emter Hours, Emter Hours, Emer Howrs. Emer Howrs Emer Howrs Ml Hours |
Holidlary 1 0 o Emertours Emertours Emertours Emertouss Enertours Emerows  Emer o
Shit Pay 1 ] o Enter Hours Eter Hours. Eter Hours. Eter s Eter Hours EterHaurs | EnterHours
Professioral bty |1 ] 0 Enter Hours Enter Hours Enter Hours Entar Hous. Enter Hours Etws  Euts |

24. Take alook at some of the
important optional screens
available to you by clicking
on

the Preview ——

and Comments buttons.—

Address |®j http:#mecanline.me.co.md.us Nﬁsdewp\sq\mwphetm F_TimeSheetButtonsDriver

Holiclay 1 1] 0 Enter Houre. Ener Houre Ener Hours Enter Hour:| Eter Aotz Enter Hours Enter Hours
Shift Pa}u’ il 0 Ul Enter Hours Enter Hours Enter Hours | Enter Hours Enter Hours Enter Hours Emter Hours
Prifessinnal M{g 1 0 () Emer Hours. Emer Hours Emer Hours Emer Hours Emer Hours Emer Hours EMer Hours
Bereavement Lv |1 0 i} Emer Hours| Emter Hours| Emter Hours Emer Hours, Emer Hours Emer Hours Emter Hours
Civil Leawe 1 ] i Enter Hours, Enter Hour: Emter Hours Enter Hours Enter Hours Entar Hours
505 Assighmert |1 ] 0 Enler Hours Enter Hours Enter Hours Enter Hours Enter Hours e Hours
Onierime 1.5 1 ] 0 Enter Hours Ener Hours. Enterours Enterours Enter Hows. Enter Hows. Enter Hours
Sﬂ’alghl Orertirne |1 0 0 Emer Hours. EMmr Hours Emer Hours Emer Hours Emer Hours Emer Hours EMer Hours
Docked Pay - |1 0 0 Eter o EnyHours Eter Hours Emertours Etertours Entertours e ours
Hrly

Total: 0 0 0 f f a

Pasion Sel Gommments Peviein | Subrait for Appronal | Restort{

Submitted for Approval By:

Approved By:

Vifaiting for Approval From:

RELEASE: 5.3 ”mmth((%

Note: There are many Special Pay and Leave categories listed which make the Time
Sheet very long - but they are required by the Web Time Entry system. The leave
categories cannot be eliminated on the Web Time Sheet without eliminating the actual

pay/leave programs.

j @'Gn Lirks >
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This is the Comments Page

The Comments pageis notar

equired page but it is very useful when you want to

notify your Time Sheet Approver about a sudden leave or time entry issue.

25. If you have typed in a
message, be sure to click
on the Save button.

26. Then click on thePreviou

Menu button to ret
your Time Sheet.

This is the Preview Page

Links »|

j &G0
£

SITE MAP HELP EXIT

Address IEj http:meonline.me.cc.md.us 50005 dewiplsgibwpktetn. P_TimeSheetButtonsDriver

Search ﬂ

Personal Information Employee

Comments

\‘i/ To et a commert, just type over e information previousty enterec. vour comments may be ertarediedited up o the fine the record has been submited
for approval

S

“iou
Feb 20, 200

Bter or Edit Comment: 1100y sick Leave on Friday, 2128, |

Hade By:
Comment Date:

Frevious Menu

RELEASE: 53

Save |

powered by ((3%61
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The Preview page is very useful for reviewing and/or printing your full Time Sheet - but
make sure you print it landscape or it will not print correctly. (To print Landscape,
choose File/Print/Properties/Paper/Landscape.)

27. Click on the Previous Menu button to return to your Time Sheet.

Important: Use the Previ

page frequently when you are learning to use Web Time

Entry to make sure you are recording your time worked and leave correctly. Some

Approvers may want you/to pr

int this page if they are going to maintain a binder of

Time Sheets for employees that they approve Time Sheets for.

HRperzon TraineeR
HR Test FT Postion, 34300600

Q Set vour printer layout to Landzfape hefare printing.

[

Tirne Ertry Dept. 2, 102

Time Sheet

Eaming Shift Total Saturday , punday , Honday , Tuesday , Wednesday, Thursday , Friday , Saturday , Sunday , Monday , Tuesday , Wednesday, Thursday , Friday ,

Gode Feb 15, ¢h 16, Feb 17, Feb 13, Feb 19, Feh 20, Feb 21, Feb 2?2 Feb 23, Feb 24, Feb 25, Feb 26 Feh 27, Feb 2,
2003 F.l 163 2003 2003 2003 3 M3 2003 . 163 2003 2003 2003 Fol16] 3

Regular |1 || 72 8 8 8 8 8 8 8 8 8

Pay

Sick 1 ] P

Leave

Total: a0 1] [ [ [ [ [ ] 1] [ [ [ [ i

Comments

Diate HMade by Comments

Feh 20, 2003 03:54 pm fou | took Sick Leawve on Friday, 2728

-l

10



Entering Your Time Entry Information

You are now back on your Time Sheet page. After you have scrolled up and down this
page and clicked on the Next and Previous buttons to view each week of your Time
Sheet, you are ready to begin to enter your time.

28. You will usually start on the first work day of the first week of your pay period.

29. Click on the Enter Hours box under the Date you want to start with. You will
usually start with the first work day of the pay period on the Regular Pay line - but
this will always depend on your time worked and/or leave for each day of a
specific pay period.

Address |€| hitp:imconline. e 8 md.us 50005 dewplsglitapkteis P_SelectTimesheetDriver j @G0 | Links ™
=
Time Sheet
\‘!/ To begin, click a link under the date where yozwarnt io enter ime. Click MEXT/PREVIOUS bution for more dates within the period.
Time Sheet
Position and Number: HR Test FT Position -- $35006-00
Department and Humber: Time Enry Dept. 2 -- 102
Time Sheet Period: Feb 15, 200310 Feb 22, 2002
Submit By Date: Fieh 28, 2003 by 12:00 P M.
Eaming Shift Default Total Saturday  Sundg Honday Friday |
Hours or Hours or Feb 13, Feb 16, 17 Feb 13, Feb 19, 2003 Feb 20, Feb 21,
Units Units 2003 2003 203 2003 2003
Regular Pay 1 #0 1] Enter Hours| Enter Houls. Enter Hours. Enter Hours Enter Hours Enter Hours.
Sick Leaue 1 0 0 Emer Hours EMar Houts Emer Hous Eter Hours. Emer Hours EMer Hours Eter Hours.
Annual Leave 1 0 i} Enter Hours Enter Hours Enter Huuis Enter Hours. Enter Hours Enter Hours Enter Hours.
Fersonal Leave |1 0 ] Enter Hours. Enter Hours Enter Houts Enter Hours. Eter Hours Enter Hours Enter Hours.
Holiday 1 0 ] Enter Hours. Enter Hours Emter Hus Ente Hours. Emer Hours Enter Howrs Ente Hours.
Shift Pay 1 0 o Enter Hours Enter Hours EmterHous Ente Hours. Emer Hours Enter Howrs Ente Hours.
Professional bty |1 0 o Entar Hours Emter Hours Enmer Hours Entar Hours. Emer Hours Enter Howrs Eterours | |
[P | el el e Fe—

Tip: You do not have to enter the Web Time Entry system on a daily basis. You can
complete and submit your Time Sheet in one session at the end of the pay period at
the time when your Approver has noted it is due. The Payroll Office recommends that
you open your Time Sheet during the first week to begin recording your time, then
complete and submit your Time Sheet late in the pay period just before the time your
Approver has noted it is due.

11



The screen below will then appear and will contain an Hours or Units block.

30. Enter the number of hours of
Regular Pay time (or leave) in
the Hours or Units block that
you want to record for the
Date that you clicked.—— |

31. You can record your pay or

leave for that ONE day b
clicking on the S ours or

Units button.

This is the Copy Page

33. On this page, you can copy the
number you entered in the
Hours/Units box by checking
each day that you want to copy
that number into.

34. Leave blank those days you plan

to work different Regular time
hours or take leave or that will
be a holiday. (You will use the

individual Date/Save function for

those dates.)

35. Then click on the Copy.

"your hours have been copied successfully.”

12

=l
\é/ Ta begin, click a link under the date where you want to enter tme. Click MEXTIPREWIOUS bution for more dates within the period
Time Sheet
Position and Number: HR. Test FT Pastion -- $8006-00
Department and Number: Time: Enry Dept 2 — 102
Time Sheet Period: Feh 15, 2002 10 Feb 2%, 2003
Submit By Date: Feh 28, 2002 by 12:00 P M
Eaming: Regular Pay
Feh 17, 2003
Hours or Units: ﬁ
Sawe Hours or Units Copy Hours or Units Agcourt Distibution
Eaming Default Total Saturday Tuesday  Viednesday Thursday  Friday
Hours or Hours or Feb 15, Feb 13, Feb 19, 2003 Feb 20, Feb 21,
Units Units 2003 2003 2003 2003
20 0 Enter Houts Enter Hours: Enter Hours Enter Hours Enter Hours Enter Hours
1 v 0 Enmter Huurs Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours J
=— = —
R LR L e = 0 |
Copy
o To copy tothe end of the pay period, click the check box. i you wantio copy weekend dates, be sure o check Include Saturdayis) or Include
Sunday (s). To copy individual dates, click the check boxes under the dates
Eamings Code: Rerular Pay, Shit 1
Date, Hours or Units to Copy: Feb 17, 2003, 3 Hours ar Units
Copy from date displayed to end of the pay period: [l
Include Saturdays: -
Include Sundays: -
Saturday Wednesday Thursday Friday
Feb 15, 2003 Feb 19, 2003 Feb 20, 2003 Feb 21, 2003
r v v ~
Saturday Sunday Honday Viednesday Thursday Friday
Feb 22, 2003 Feb 23, 2003 Feb 24, 2003 Feb 26, 2003 Feb 27, 2003 Feb 23, 2003
r r ~ ~ ~ r =
Previous he LI

patton. The system will give you a message that says



Some Issues with the Copy Page

Warning: The Copy page will let you check on the "Cqpy from date displayed to end of

the pay period” box. But - watch out for this function. \We don't advise using it - at
least while you are getting used to Web Time Entry. It
Holiday pay day and you could wind up with 8 hours of

Holiday pay for the same day and you will have to correciit.

Do not use this check box with the individual date check boxes. You are giving the
system a "mixed" message and you will get an Error message.

36. After you have clicked on the
Copy Hrs/Units/Acct. Dist.
button and the system gives
you the "your hours have been
copied successfully" message,
you must click on the Previous
Menu button to check your
Time Sheet to see if your time
appears correctly. Make sure
you check the Next button to
check both weeks.

Note: the Copy Hours or Units function does not work the same way as the Save
Hours or Units function. After you have copied hours into multiple days, you must
return to your Time Sheet screens to view your data entry and to continue to record

ill add Regular Pay to a
gular pay and 8 Hours of

regular pay adds or changes and other leaves.

The Save Hours or Units function records only one pay or leave entry and you do not

have to click on the Previous Menu button to see the saved entry.

You should practice recording your Regular pay and your various leaves taken to
become comfortable with recording your hours worked and leave taken. Before you

submit your Time Sheet, you can use the Restart button, which is located at the

bottom of the Time Sheet pages to delete all of your Time Entry edits and start over.
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[ e e e\ s e s - |
=
Copy =
\‘!,/ Tocopy 1o the end ofthe pay period, cick the check bax. F you want i copy weekend dates, be sure o check Include Saturday(s) or Include
Sunday (s). To copy individual dates, click the check boyxes under the dates
Eamings Code: Regular Pay, Shift 1
Date, Hours or Units to Copy: N7, 2003, & Hours or Units
Copy from date displayed to end of the pay period:
Include Saturdays:
Include Sundays: [}
Copy by date:
Saturday Sunday Honday Tuesday Vifednesday Thursday Friday
Feb 15, 2003 Feb 16, 2003 Feb 17, 2003 Feb 18, 2003 Feb 19, 2003 Feb 20, 2003 Feb 21, 2003
r r 2 2 2 2 2
Saturday Sunday Honday Tuesday Viednesday Thursday Friday
22, 2003 Feb 23, 2003 Feb 24, 2003 Feb 25, 2003 Feb 26, 2003 Feb 27, 2003 Feb 23, 2003
r 2 2 2 2 [l |
-



Submitting and Certifying your Time Sheet

Address | &) hitp:/!mconline.me.cc.md.us 50005 dewplsglwpktetm P_EnterTimeSheet 7] @Go |tnks ©
T 7

37. Onceyou have completed [ ™ . ; e e e e
your Time Sheet, it is very Sty ; ) TS| BT/ R e e areres e
important to click on the T E T T T T T
Preview button to make o et E T T T T
sure your Time Sheet is v 151 ] ) T T
correct before you press TR E T T T T T

=
=

the Submit for Approval ek T
b U tto n . Posttion Selection Comments | valewmtm Resfart | Previous |

38. When you are sure that your
Time Sheet is complete,
click on the Submit for ReLeasE: 13 ety @t

Approval button.

Important! - You cannot correct your Time Sheet after you have clicked on the Submit
for Approval button. If your Approver does not make any necessary changes to your
Time Sheet before it is approved, you must submit a Time Sheet Correction Voucher.

When you Click on the Submit for Approval button, the following Certification page will
appear asking you to re-enter your PIN to certify that your Time Sheet is accurate.

39. Enter your PIN.

Edress |2§] http:#mecanline me.co.md us S000S dewlplsgbwpktetn . P_Time SheetButtonsDriver j @G0 | Unks
40. Click on the Subm) [l MONTGOMERY COLLEGE p—

b u tto n . Search l— ﬂ SITEMAP HELF EXIT

Personal Information Employee
Certification
N certhy that the fime ertered represents a e and accurste record of my time. | arm responsible for any changes made using my 10 and PIN, f you agree with the previous

angtence please erter your PIM and selectthe OF bution. Othenwise, select Exit and your tme ransaction will not be submitied for approwal. You will retum to the User
Logodweh page.

Your Time Sheet is 9@

now submitted.

RELEASE: 3.3 powered by (st
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After you submit your Time Sheet, your Time Sheet will appear with this text at the
bottom of the Time Sheet. This confirms that you successfully submitted your Time
Sheet for approval.

Address Ig'] hitp:frnconline.mo E‘l: mi usB000Edewdplsglpkietm P_T\meSBeetBuﬂnnsDriuer j @G0 | ks !
[ [Fersofar Ceave T T T umm!—umm!—nmmms—nmm!—m!ﬂwu—nmwu—nmuj
41. Atthe bottom of your i ) T T T T T T T
Su b m Itted TI me Sh eet Pm{egs‘:na\ T 0 0 Enkr Houry Enkr Houry Bk Hourn Bk Hourn Enkr o Enkr o Enkr
page, the text will note G E T T T T T
that your Time Sheet oot e
was “Submitted for Stmight Ot |1 I 0| Bblbe  Bbrbes)  Bhes| ke Bblwe Gk Gk
Ap p ro Val by : YO u 0 ::;kled Pay - Hily |1 0 EE 173 Heu; 193 Heu; 1% Heu; 1% Heu; 1% Neu; Brer Neu; Brer Hw;
<submittal date>" and
. . Pasiion Selection | Commerts | | Previem | Previous |
your Time Sheet is
“Waiti ng for approval ::::i:a::iﬂppmwl By ot on Feb 14, 2003
from:” the name of \(@ HRpersan Trbzel
your Time Sheet
Ap p rover. RELEASE: 5.3 powered by (2ot -
[E= I B

That's it!

To exit Time Entry, click on the Log Off link at the top left-hand corner of the My MC
heading.

Please be sure to check the next page if you have additional questions about the
Banner Web Time Entry process or need to contact the Payroll Office.

15



ADDITIONAL HELP

FOR BANNER WEB TIME ENTRY

Help with your Banner Web Time Sheet, Time or Leave Issues

Please contact the Payroll Office with any questions or problems you may have on
completing your Time Sheets on the Banner Web Employee Services site. You should
also contact the Payroll Office with any additional issues relating to recording your
time or leave or the approval process. The phone numbers and email addresses to
contact the Payroll Office staff are as follows:

ckong@mec.cc.md.us Chooi Kong, staff/admin, 301-279-5331
vakpe@mec.cc.md.us  Ronnie Akpe, students/temps, 301-279-5330
kiwillia@mc.cc.md.us Kathy Williams, approval/proxy questions, 301-279-5329

Banner Web Time Entry Documentation

Please Note: The focus of this documentation is on Banner Web Time Entry
functionality and not on the rules and regulations for recording your time worked and
leaves.

If you have questions about the rules and regulations of Time Entry, please click on

the FAQ (Frequently Asked Questions) link on the main menu for Banner Web for
Employee Services or contact the Payroll Office staff as noted above.

bls_hr_revised 2/26/03
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