Double click on the WWIS icon on your
desktop.
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Double click on the Banner WWIS icon

The Login box opens Enter:
=| Username: This is your Banner ID, it is

the same as your Hydra login. TAB.

Uswrmems: Password: Your Banner password, it is the

Pasmword: same as your Hydra password. TAB

T — [ Da}tabase: WWIS
Click Connect

[ Connect | Cancel |

If you get the error message below. Click OK and try again.

Make sure that you TAB to move between

forms x| fields and that your Username and
Password are correct.
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Direct Accass: |F'Hx-‘«DSLIM lﬁg PHADSUM in the Direct Access
PHADSUM opens.
£ Department Approval Summary Form  PHADSUM 4 =0l If you are a Proxy enter the Proxy ID in the
Proxy For field.
|FUHTADM Praxy For Supenser. [ Enter:
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COA: |1_ 5 Orgn |541U IHumanHesources
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A Fesno 4] [ForTTEID
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Transaction Status: Pending
Pay ID: SM
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Pending time sheets display. Use the

arrow up/arrow down keys to view entries

for each employee.

To see/enter comments:

* Inthe Options menu click View/Enter
Comments.

* Inthe Options menu click Department
Summary to return to PHADSUM.

To see errors:

* Inthe Options menu click View

ErrorsANarninis.
* Click Exit to return to

PHADSUM.
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To approve specific time sheets:

»  Click the Appr/Ackn field for each
person(s) time sheet you want to
approve.

* Inthe Options menu click Apply All
Actions

» Exit Banner

Or

To approve all Pending time sheets.
In the Options menu click
Approve/Acknowledge All

In the Options menu click Apply
All Actions

Exit Banner

Refer to the Approvals document to
approve time as a superuser or to
handle error correction.

Banner Icons and key stroke equivalent

Save. Rollback.
_ﬂ F10 Shift F7
[hq., Previous Next Block.
|| | Block. ﬁ_ Ctrl+Page
Ctrl+Page Up Down
4 g Delete Row p— Insert Row
Shift + F6 — F6
; Exit Look-Up
= |
Calculator
Calendar

Resource Available PHADSUM PHATIME

Enter Comments

v v

View Time Entry
Summary

v

View Time Detail

Edit Time Entries

View Routing
queue

View Errors

View Leave
balances

Submit time for
approval

Approve time

\

Return time for
correction

N EENEN AN N EN ERNIENER

Restart time sheet
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