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A Brief Note on Transaction Statuses

Transaction Statuses are a useful tool to help approvers monitor the progression of a time sheet
through the electronic time entry and approval process. When in PHADSUM the Pending and
Approved statuses are the two most important Transaction Statuses. A time sheet must be in
Pending status in order to be Approved. Time Sheets remain in Pending status until all mandatory
approvers have approved the time transaction. Approvers may edit, return for correction or
approve a Pending time sheet. Time Sheets with statuses of In Progress, Approved or Completed
are view only. An Approved time sheet is ready for upload into the Payroll system. For a complete
listing of Transaction statuses refer to the Transaction and Queue Statuses section at the end of this
document.

PHADSUM - Department Approval Summary Form

Retrieving Time Sheets

The Department Approval Summary Form PHADSUM opens. The user ID of the approver
accessing PHADSUM is displayed in the upper corner of the form. Proxy and Superuser
information is entered here also, these special approval methods are addressed later in this
document.

User ID is
glesrpelayed " |FURTADM Prosy For: ﬁ Superuser. [

Enter the Orgn for which you are an approver, the Pay ID and Pay No. The default value in the
Transaction Status field is Pending

Enter the Organization code The default transaction status is Pending.
you are approving time for. Pending time sheets are awaiting approval;.
Approval of: ITimE Sheet jv v
COA |1_;§ drgn: |541 1] IHuman Resources ;:Q Transaction Status:l Pending j
“ear: 2001 Fay 1D:|5M ||Semitdonthly ;ﬁ Fan Mo |20 ;ﬁ M-0CT-2001 TO 15-0CT-2001
| y ID:[SM_[Semit y No| |

Pay ID is always SM for Semi Monthly

Pay Numbers

Pay No Dates Pay No Dates Pay No | Dates Pay No | Dates
1 Dec 16-31 7 Mar 16-31 13 Jun 16-30 19 Sep 16-30
2 Jan 1-15 8 Apr 1-15 14 Jul 1-15 20 Oct 1-15
3 Jan 16-31 9 Apr 16-30 15 Jul 16-31 21 Oct 16-31
4 Feb 1-15 10 May 1-15 16 Aug 1-15 22 Nov 1-15
5 Feb 16-28 11 May 16-31 17 Aug 16-31 23 Nov 16-30
6 Mar 1-15 12 Jun 1-15 18 Sep 1-15 24 Dec 1-15
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Control + page down to retrieve all Pending time sheets. Employees are listed alphabetically, the
first employee record is highlighted and summary time information for that employee is displayed
below. You can view more employees and their summary information by using the slide bar on the
right or arrow up and arrow down keys.

Clueue Fequired Apprd Beturn Comments Errors
o Marme Fosition Status Action  Ackn forCorr Exist  Exist
['#/00005026 | [Fiatre, Roger 33520400 | [Pending |pprove TR ol

view summary time

[w00357118 | [Furtado, Michael | [338100-00 | [Pending |spprove nformation for cach r

IWDDDEEEE? IHasmussen,EIizaheth |99?9?4-nn IF'er‘u:Iing I.-'l'-.ppra'-.-'e employee. N B

Labaor Owerride
Earings ohit  Special Rate Hours Linits Exists

IF Compensatory Time Take |1_ I 0.00 | £.00 | B =
IW Leave No Pay, No Benefii |1_ I 0.00 | 16.00 | r
Iﬁ Personal Holiday |1_ | 0.00 | 8.00 | r
IC | Sick Leave 1] o00] | 100 | r [I
Total: | B6.00) |
Approve Time

Verity that all time submitted is accurate before approval. Caution: once time is approved you have
view access only, any changes you will need to contact Payroll Services.

A Queue status of Pending and Required Action of Approve inform

the approver that time sheets are ready for approval.

¢ \ 4

Clueue Fequired Apprd Betum Comments Errors
IO MName Fosition Status Action  Ackn for Corr Exist  Exist
|wnnnnanze IFIntre,Hnger |aaazua-nn IF'enu:Iing I.-’-'-.pprl:u\-'e r r r r
[w00357118 | [Furtado, Michasl |338100-00 | [Pending |4pprove r r r r
IWEIEIEISE!E!E? IHasmussen,EIizabeth |99?9?4-nn IF'enu:Iing I.-'i‘-.ppn:uve r r r r
October 2001 Time Entry Approvals 3
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Select Approve/Acknowledge All from the Options menu.
Sl iuamvelfd Al 0 Mame
clect rove
Acknowledge Al | froknoulodge [WOGGHSED ~ [Ercin, Chistopher |
Anply All Actions | [ITI4TEST  [Cok Karen |
Cueue Required Apprf
] Marme Position Status Action  Ackn
\W0O0005026  |Flatre, Roger 932204-00 IF'enl:Iing I.-“-‘-.pprl:nve ™3

/

A check mark in the
Appt/Ackn field
indicates that a time
sheet is selected for
approval.

Next Select Apply All Actions from the Options menu the Queue status changes from Pending to
Approved and the Required Action field is empty.

Approve/ IO Marm e
Next select Apply All freknowlodge Al |w'DEII]4QEIE4 |Ercwn Chriztopher [
Actions. \ :

Aoply All Actions [IWIN0AEST | [Cote. Karer |

. Queue Status is now
- Queus Heqerd Apprf Approved and the
0 Mame Fosition Status Action Ackn //Required Action
4 .
|wnnnnanzs IFI:::tre, Roger 998204-00 [&pproved r field is empty.

These time sheets are now approved and ready for upload into the Payroll system.

Special Rates

The special rate field will now autofill for the earn codes OVT, HOA, CBK and HPP by using
one of the methods described below. Any non-uniform timesheets still require the special rate to be
entered because these employees do not have an houtly rate in the system.

PHATIME: If you approve timesheets directly from PHATIME, the special rate field will autofill
for the earn codes OVT, HOA, CBK and HPP when you approve an employee’s timesheet.

PHADSUM: If you approve timesheets in PHADSUM, you can choose one of the two ways
described below to have the special rate field autofill for OVT, HOA, CBK and HPP.

To review your work when you have completed approvals, select the status of ‘all except not
started’ and check that all timesheets have the ‘approved’ status or print the report PWRETIM to
review status codes.

1) Go to PHADSUM
Choose ‘pending’ status timesheets: review and approve time for all (unless you have
corrections to make first).
This will put anyone with a special rate in ‘error’ status.
Rollback and choose ‘error’ status, then control-page down
Click on the ‘view/change time detail’ to go to the PHATIME screen
Click on ‘approve’ in Options — the special rate field will autofill at this time.

October 2001
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Return to PHADSUM, select next employee and repeat until all are approved.
OR

2) Go to PHADSUM
Choose ‘pending’ status timesheets.
As you review timesheets, watch for the 4 codes: OVT, HOA, CBK, HPP.
If an employee has one of these codes, click ‘view/change time detail’ to go to the
PHATIME screen
Click on ‘approve’ in Options — the special rate field will autofill at this time.
Return to PHADSUM to continue reviewing timesheets.

October 2001 Time Entry Approvals 5
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Handling Incorrect Time Sheets.

Occasionally an employee submits a time sheet that was filled out incorrectly. An approver has the
option to either return the time sheet to the employee for correction or correct the time sheet on
behalf of the employee. Please note, currently there is no mechanism to alert an employee that a
time sheet was returned for correction an approver would need to notify the employee verbally or
via email of a returned time sheet. Additionally the error correction must be expeditious and the
time resubmitted before the Payroll deadline.

Return Time Sheet for Correction

To return a time sheet to an employee for correction, the Queue Status field must be Pending and
Required Action must be Approve, click in the Return for Corr field.

Clugue Fequired Apprf Return
I, Marme Fosition Status Action  Ackn for Corr
Ww00357118  |Furtado, Michael 9987100-00  |Pending Approve r ™
October 2001 Time Entry Approvals 6
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Select Apply All Actions from the Options Menu. The Queue Status changes to In the Queue and
the Required Action field is empty. Notify the employee that you have returned the time sheet for

correction.

Clueue Fequired Apprf Return O
] Marme Fosition Status Action  Ackn
|wnn35?11a IFurtadn,MichaeI |aas1nn-nn IIntheE!ueue r

for Corr

-

Correct a Time Sheet for an employee

An approver can make changes to any time sheet with a Queue Status of Pending. Click once on
the employee then select View/Change Time Detail from the Options Menu.

Select
View/Change
Time Detail
to edit a
Pending time
sheet.

Yiew/Change Time
Detail

»
»

Year |2IIIIZI1 Pale;ISM ISemiMnntth

_ﬁ PayND:ITiﬂ IF

Approvef
Acknowledge All

Clueus Fequired Appr/ Re
1] Marne Fosition Status Action  Ackn fo
IWDD35?118 IFurtadn,MichaeI IEIEIBHZIIII-IIIEI IF'enl:Iing I.-’-‘-.pprl:nve r

The Banner form PHATIME opens which displays detailed time entry information. Control + Page
Down to move to the time entry portion of the form.

1D MHame Fostion  Suff Shatus Method
I»vums.?ne ﬁku.mh |Mu:ha=| |asa1un ||:u |P=.-.d.ng Iweh
PHATIME displays
detailed time entry Cade ~ Defaul Hie Tue  Wed  Thu Fri Sot Sun
information. Ctrl + ﬂ'“i’?dmsh" SE‘;%SJ "l'_'fr:‘i:? %}D’Eﬂaf“ Qctdl Oet0Z Oct2 Octdd Oct0S | OetE Oetd?
pg‘cilowg to begin \ ETR |1_ 0 0 T 00
editing time. [
vel [T ] ] ] pon|  BOD|  EOD|  RO0
m [ I | | | | | |
m [
— =
=[] [ L | L
Tofel Hours: [ 8200 zon  eoof  Ed0f  mm  Ed0
Total Units: | (.00

To correct time for a salaried employee type over an existing entry. To correct time for an hourly

employee doubl

e click on an existing entry, the Time In/Out page opens.

“ ode Default b an Tue
[n/Ciut Special Hours!  Totals
Yiew/Overmride . Oct01  Oet02
|l abor Distribution Ind Shit  Rate Units By Earmn
b3 E H a0 B7.25 7.7a 2.50
|List Leave Balances Il |_
m ||
\iew/Enter B I— ?Ouble click or select View/Enter - m
= < ime In and Out to make a correction. |fe—r
Time In and Out C i

Correct the time select OK. Select Approve Time from the O

from Pending to Approved. Time is approved and ready for upload into the payroll system.

October 2001

Time Entry Approvals

Ren. 11/29/2004

ptions Menu. The status Changes



WWU Time Entry Approvals

Superuser — Override mode

Time sheets requiring approval that do not get submitted before the time entry deadline may be
approved by a superuser. After the time entry deadline and before the payroll upload at noon an
superuser may initiate, complete and approve time sheets. Always start or submit a web timesheet
using Web4U https: Is /wwis /twbkwbis.P WWWILogin .

www.admin.wwu.edu

Assign a Proxy

Approvers must assign at least one person to act as a Proxy to approve time in their absence.
Proxies will need to have the same Banner access as the approver they are a proxy for, in addition
they must also be authorized to sign for employee’s time.

To set up a proxy access the Banner form NTRPROX. Select Time Entry Proxy Information from
the left side Options Menu

Electronic Approval Your UerlD is
Proxy Information User |0 [FURTADM displayed here.
) | Select Time
ITI:;T'IJE:":EEI::LJ:I Plﬂiy Entry Proxy Default Lewel Description
< Information Lewel o AEprDval
in the Code Description evel
Options

Enter the User ID of your proxy in the Proxy ID section then press tab. The name of the user will
appear on the left. Press save and exit or the arrow down key to enter another proxy.

Enter the
UserID of your
proxy. You
may have more
than one proxy
at a time.

User IO IFUFET.-'l'«DM

Time Entry Froxy Information

.

Frosy 1D ﬁ Mame
MBECKER Or. Michael Keleher Becker =
JOHMSOM t= M arilen karie Johnson
W OLFE k= Chyerl G "wolfe-Lee
October 2001 Time Entry Approvals 8
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Approve Time as a Proxy

A proxy approves time in an Approvers absence. Proxies will have the same approver authority
including Superuser functions as the Approver they are proxying for. To approve time as a proxy
access the Banner for PHADSUM. The user ID of the person access PHADSUM is displayed in
the upper corner.

User ID is

displayed *\’IFUHT&DM : :
ay Froxy Far. ﬂ Superuser. [1

In the Proxy For box enter the user ID of the person you are acting as Proxy.

Enter the user ID of the person you
are a Proxy for here.
T

v
IFLIFITF-'«DM Prowy Far; IJEIHNSEIN IMS.MarinnMarieJnhnsnn ﬁ Superuser. [T

Follow the instructions for approving time which begins with the section PHADSUM — Department
Approval Summary Form on page 3 of this document.

October 2001 Time Entry Approvals 9
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Reports

Banner Job Submission

Banner Job submission is the way to run reports from the Banner system. In Banner the term
running a report is called submitting a job ot submitting a print job.

To submit a job, type the report name in the Direct Access field on Banner’s Main Menu. Thee
process submission control form GJAPCTL, or simply called the job submit form, opens. Job
submit has four main blocks or areas:

Select Printer

Dptions Plocese: IF‘WHETIM |wwu “web Time Status Histon ﬁ Parameter Set | ﬁ Kev
EEU’IEW ﬁuipui ]

Frinter Contral

o Frirter Special Print Lines Subrmit Time Printer
Job Submission

Status [GWISTAT) | [ | | Control
Pararmeter Values

Parameter Parameters ﬁ Yalues ﬁ

Values

ITT]

Submission Submission

I Sawe Parameters A 0 Hold & Suybmit

Key Block - the Key Block contains the name of the report and the report title.

Printer Control Block —leave blank. A separate Printer Control Box will prompt you for printer
settings.

Parameter Values Block — This is where you input the report specifications.

Some reports may include a Download [Y/N] option. The default is “N.” You may change this to
“Y”” to download a report,. Then provide a download name, and import the file into Excel or
Access using FTP.

Submission Block - Click once in the Save Parameters box to save your report specifications.
Next click on the Save button (top left toolbar) or press F10 and you will be navigated to the Print
Control Box.

®  Before saving you can make changes to your report parameters. Click Previous Block, navigate back to the
parameter containing the ervor and correct it. Or press rollback to start over.

October 2001 Time Entry Approvals 10
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Print Control — the print control box promts you if you want to print, the default is “Yes”. If you
chose to download this report select “No” then click Run Job.

If our report does not have a download file option select the other print options as required. The
most important selection in the print control box is the name of the printer. The printer name must
say “your current default printer.” The majority of jobsubmit errors involve incorrect default

printer designation. Select Run Job.

Print Control

Print?
Paper Choice
Copies

1-Sided or Z2-3ided printing

Printer

Print Contral

2 e (e

Istock

sl -9
([ ez

Istandard letter size

: [$LPDEST

IYour current default printer

Fiun Job Exit

How to tell when your job is ready

Options [ [+]

#'process Submission Contral Form G

i‘ﬁ Pararmeter Set _{g

=02 | Use GWISTAT in the options menu

of the job submission form.
GWISTAT will display all jobs ran

elect Printer
Dptions Process: [PWRETH  [w/el ieh Time Stas oty
Enter Submission Printer Contral
Options

. Frirter Special Print
Review Dutput

Lines — Submit Time

0

under your Login ID for the past 7
days ordered from the most recent.

ob Submigsi

Status [GWISTAT Parameter Values

Parameters ﬁ

Yalues ﬁ

[ear 2002

i
2 | |Payll ID Shi
I_

User |FURTADM

Job [hwretim

One Up Ho [g71451

Qutput File Hame

Output File Size

Output File Lines

Start Time [13:32:02 06-MAR-2002

End Time

Print Cmmnd (zprnt -xnmi1 42 slineprinter -dheld -J User=furtadm_Joh=pwretim

Printer |default

Open GWISTAT, then click

rollback H to refresh the screen
and display the current job.

If the End Time field is blank then
your report is still processing.

October 2001
Rev. 11/29/2004
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User

Job

One Up Mo

Output File Hame
Output File Size
OQutput File Lines
Start Time

End Time

Print Cmmnd
Printer

FURTADM

pwretim

G71559

AwwutmpAutl_file/pwretim_8713559.lis

13431

131

14:09:35 06-MAR-2002

14:09:51 06-MAR-2002

zprnt -xnmil 2 slineprinter -dhold -J User=furtadm_Job=pwretim

default

=

The report is ready when the
Output File Name, Output File
Size and Output File Lines fields
have values in them.

Web Time Entry Reports

How to look up an employee’s web time entry approver.

In Banner open NBAJQUE

[0 WDDBQ?D?B Buz Lightyear

MJ Suffix: IFJ

Position:

|

ID: W ID number

Position click the search icon —‘
to look up the position and suffix

number.
Appraval Category: [WTE /A of Time Entry Cttl + pg down _|
Approval Category: WTE
Cttl + pg down ﬁl
Approver Apprver | The bottom third of the form will
Sequence Appraver Position J Anproverlncumnbent Action list approver and/or FYT for the
908100 [Imormation Tech Syst Spec. [WOO357118 [Mishael KFurtato  [Fv1 ] selected employee.
098657 Mo Payrall WWOO004630 |Ms. Marilyn Marie Jot ﬂ«pprwej

| 1~1-1

B

PWRTIME Web Time Entry List

Alphabetical listing of employees with active jobs by department with posn/suffix, labor
distribution, Fund% and eclas. This report may be ran multiple times for the current or previous pay
period(s). Tup: run this report once each pay period, report any employee with a blank Entry Method to payroll.

Column Heading | Values Description
Rate Annualized houtly rate or | Used in PHATIME for earn codes requiring a
blank. special rate. If blank employee is non-uniform.
Entry Method Web, Department, blank | If blank employee is not set up for electronic time
entry, contact Payroll.
October 2001 Time Entry Approvals 12
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Trans Status

Not Started, In Progress,

At what stage of time entry the time sheet is at.

Pending, Approved,
Error or Completed.
Leave Med, SIC, or blank What type of sick leave the employee is eligible for.
If blank employee does not accrue sick leave.
OVT Exemp Yes, No Yes —position is not eligible for Overtime.
No —position is eligible for overtime
Run PWRTIME:

Direct Access: IF'WHTIME

Type PWRTIME in the Direct
Access field on the Banner Main
Menu

Ctrl + Page downﬁ- twice to

Frocess:  |Pw/RTIME +/eb Time Entiy List iﬁ Parameter Set: I _ﬁ
Frinter Cantral enter parameters
Printer Special Print Lines Submit Time Payroll Year: 4 dlglt year
| E | Pay ID: SM
Pararneter Values Pay No: 1-24
Farameters ﬁ Values ﬁ Orgn Code: Your O?’(‘gﬂ code.
1 P 1l 2002 = . .
[[_][Parorvea Skip wildeard orgn cod.
|2_ Pay D SM
|3_ Pay Mo 1
|4_ wildeard Orgn Code B0 =

Process: IF'\MF!TIME IWEb Time Entry List

ﬁ\ﬁ Parameter Set: I ;ﬂ

Printer

Printer Control

Special Print Lines Submit Time

Ctrl + Page downﬁ . Click Save

Parameters. Then click the save

| B w— Eﬂl
Parameter walues : :
eorarmotons [l vetues [ icon in the upper left corner
B Fay 1D ] or Flo
|3_ Fay Mo E]
|4_ [ildoard Orgn Code 5410
|5_ SinglesList Orgn Codes 410 —
LENGTH: 6 TYPE: Character O/R: Optional M/S: Single
Wildcard selection (i.e. 33%) or leave blank for all codes
Submission
¥ Sawe Parameters s | [ 0 Hold & Submit
- Verify Print Control settings are
correct and that “Your current
Print? : [y  (Y-H) . . . .
] default printer’ is displayed. Click
Paper Choice : [sock [standard letter size Ruﬂ Job'
Copies : [i | (1-9)
1-Bided or Z-3ided printing :|1_ [1-2)
Printer : |$ LPFDEST IYDur current default printer
Fiun Job Exit
October 2001 Time Entry Approvals 13
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[ [ Cliek OK

Q Saving current parameter values az user level defaults. Click on GWISTAT to monitor
progtress of the job.

October 2001 Time Entry Approvals 14
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PWRETIM Status of Electronic Time Entry Input

Alphabetical listing of employees with active jobs by department with posn/suffix, labor
distribution, Fund% in an orgn. The Transaction status, leave/earn codes and hours break down is
listed for each position. This report may be run multiple times for the current or previous pay
period(s). A Transaction status key and authorized signature and date field is included at the end of

the report.
Column Values Description
Headings
Status Actions performed on a time sheet.
Entered Time sheet had been opened.
Submitted | Time sheet submitted, pending approval.
Returned | Returned for Correction.
Approved | Approved ready for payroll upload.
Completed | Uploaded into the payroll system.
Employee Name Varies Name of the employee associated with a status.
Date/Time Varies The date time stamp when the actions took place.
Run PWRETIM

Oirect Access: |F’WHETIM

Type PWRETIM in the Direct
Access field on the Banner Main
Menu

Process:  |PWHETIM L Wwieb Time Status History /g Farameter Set: I ;ﬁ
Printer Caontral
Frinter Special Print Lines Submit Time

1] [

Parameters ﬂ

Parameter Values

Yalues ﬂ

'f'zar

2002 =

Payroll [0

S

Pay Mo

1

CTTIE

Single/List Orgn Codes

Parameters ﬂ

Parameter Values

Yalues ﬂ

Payrall 1D

SM =

Pay Mo

1

SinglesList Qrgn Codes

MEEN

[Approver's B anner Usemame

Furtadrm

Ctrl + Page downﬁ twice to
enter parameters

Payroll Year: 4 digit year

Pay ID: SM

Pay No: 1 -24

List all time sheets in a orgn:
Enter a value for Orgn Code.
Otherwise leave blank and arrow
down to the next parameter.

List only the time sheets you
approve: Enter your Banner
username in Approver’s Banner
Username. Leave blank if an
orgn. code was previously
entered.

October 2001
Rev. 11/29/2004
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=l
Frocess:  [Fw/RETIM [+7L wieb Time Status Histary P é Farameter Set: | ﬁ
Printer Contral
Frinter Special Print Lines Submit Time
FParameter Walues
Parameters L= values =]
|1 GEEl 2002 =
|2 Paprall 1D Sk
|3 Fay Mo 15
|4 SinglesList Orgn Codes 5410 -
LENGTH: 4 TYPE: Character O/R: Required M/S: Single
Payroll Year format (¥YY¥)
Subrnission
¥ Save Parameters Aas | | © Hold & Subrmit

Ctrl + Page downﬁj.

Click Save Parameters.

Then click the save icon ‘EI] in
the upper left corner or F10.

Print Control

Print Control

Print? : [¢| (YN
Paper Choice : [stock [stardard letter size
Copies : [T | (1-9)
1-Sided or Z-3ided printing :|1_ [1-2)

Printer : |s LPDEST |'Y'Dur current default printer

Fiun Job Edit |

Verify Print Control settings are
correct and that “Your current
default printer’ is displayed. Click
Run Job.

Forms

Q Saving current parameter values as uzer level defaults,

.

Click OK.

Click on GWISTAT to monitor
progress of the job.

PWRNSAL Non-Salaried Employees

Alphabetical list of non-salaried employees by department with 1D, posn-suff.
PWRNSAL can be run multiple times for the current or previous pay period(s). Wait until two

business days before pay day to run for the current pay period.

Column Headings Values | Description
Hours Paid Varies | Actual hours to be paid. Will not include
emergency checks
Percent, Labor Distribution | Varies | FOPAL and Posn %
Check or Deposit G, D Method of Payment
C= check
D= deposit
Run PWRNSAL
Direct Access: IP"-.-'\-"HNS.&L Type PWRNSAL in the Direct
Access field on the Banner Main
Menu
October 2001 Time Entry Approvals 16
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Process: |PWwRMNSAL Maon-Salaried Emps Paid by Dept

ﬁé Parareter Set: I _ﬁ

Printer Cantrol

Printer Special Print Lines Submit Time

| r r

Pararneter Values

Parameters ﬁ Yalues ﬁ

|T Payrall Year 2002 2
IE Fayroll Fict Code Sk
Iﬁ Payrall Mumber K}
[04™ [ORGN Code 5410 =

LENGTH: 6 TYPE: Character 0/R: Optional M/S: Single

Ctrl + Page downﬁ twice to
enter parameters

Payroll Year: 4 digit year

Pay ID: SM

Pay No: 1 -24

Orgn Code: Your Orgn. code.
Download [Y/N]: Y if you want a
download file (otherwise N or leave
blank)

Download File Name: Enter a
filename if “Download [Y/N]” was
“Y”” otherwise leave blank

Process: [FwRHNSAL

[Fors=teri=d Emps Faid B2 Dopt ] Parameter set | =]

Printer Control

Printer Special Print Lines Submit Time

FParameter walues

Pararsters = valuss L=

[03 ] [Farrel Hamber 3 j
[0+ | [oRGm coas 5a10

[55 | [Formesateam i

Downioad file name h_ppE

LEMGTH: 30 TYPE: Character O/R: Optional M/S: Single

Submission

= Sewe Parameters st | I = Hold &  Submit

Ctrl + Page downﬁ- . Click Save

Parameters. Then click the save icon

‘EI] in the upper left corner or F10.

Print Control

Prirt Contral

Print? : [f| (¥/N)
Paper Choice : [sock [standard letter size
Copies : [i | (1-9)
1-Bided or Z-3ided printing :|1_ [1-2)

Printer : |$ LPFDEST IYDur current default printer

Run Job E it

Verity Print Control settings are
correct and that “Your current default
printer’ is displayed. Click Run Job.

x|

Q Saving current parameter values az user level defaults.

:

Click OK.

Click on GWISTAT to monitor
progress of the job.

October 2001
Rev. 11/29/2004
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PWRLEVA — Leave Entered in Advance by Pay Period

Purpose of report: To provide information on leave entered from the current date up to six pay
periods (3 months) in advance. Will not contain leave information if the employee also has an
opened time sheet in the same pay period. Will not display information keyed in by Payroll office
after electronic upload to payroll.

Alphabetical listing of employees with active jobs by pay period. Includes posn/suffix, labor
distribution, Fund% in an orgn., the Transaction status and hours break-down for leave codes
electronically submitted, for each position. This report may be run multiple times.

Column Headings Values Description
Status Actions performed on a leave sheet.
Entered Leave sheet had been opened.
Employee Name Varies Name of the employee associated with a status.
Date/Time Varies The date time stamp when the actions took place.
Run PWRLEVA
DirectAccess: |MuGama® Type PWRLEVA in the DlreCt.
, Access field on the Banner Main
Menu
Ctrl + Page downﬁ- twice to
Process: 57| Parameter Set i
i‘ﬁ —ﬁ enter parameters
Frinter Caontral
. o . o List all leave sheets in a orgn:
Frinter Special Print Lines Submit Time Enter a value for Orgn Code.
| ’_ Otherwise leave blank and arrow
down to the next parameter.
Farameter Yalues ~ or ~
Paramaters ﬁ Valugs @ List only the leave sheets you
| | approve: Enter your Banner
o] | username in Approver’s Banner
|7 Username. Leave blank if an
| | orgn. code was previously
|_ | | B entered.
— Ctrl + Page downﬁ].
Submission .
Click Save Parameters.
¥ § Save Parameters As ' Hold *  Submit -ﬂ
Then click the save icon in
the upper left corner or F10.
October 2001 Time Entry Approvals 18
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Print Control

Print Control

Print?
Paper Choice
Copies

1-Zided or Z-3ided printing

Printer

2] (YD

H Istnck Istandard letter size
] 1-9)
1z

: |s LPDEST |Ynur current default printer

Run Job Exit

Verity Print Control settings are
correct and that “Your current
default printer’ is displayed. Click
Run Job.

Forms

Q Saving current parameter values az uzer level defaults,

Click OK.

Click on GWISTAT to monitor
progress of the job.

PWRSTHR - Student Hours Worked by Position

Alphabetical listing of student employees hours worked within a specified date range and org code.
This report is used to determine when a student qualifies for an houtly increase based on hours
worked within a specified date range.

Column Headings Values Description
ECLS S1-S5 Employee Class
Hours Total hours worked within
specified date range.
Run PWRSTHR
Progsss: |PMIRTHR [BtudentHours Worke [ X Ctel + Page down B o
Printer Cantral enter parameters
Printer opecial Print Lines  Submit Time
Fit0-sleter [

Parameters J

Paramneter Yalues

Yalues J

i [pesinning oat 01-5EP-2004 .
[ [[Ening Dat 31-DEC-2004
b Joun coce 5411
October 2001 Time Entry Approvals 19
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Ctrl + Page downﬁj.

Submission .
Click Save Parameters.
¥ § Save Parameters A " Hald *  Submit E
Then click the save icon in
the upper left corner or F10.
. Verify Print Control settings are
correct and that “Your current
Print? : [v] (¥-H) . .. .
wine? ] default printer’ is displayed. Click
Paper Choice : [sock [stardard letter size Run]ob
Copies : [i | (1-9) '
1-Sided or Z-3ided printing :F_ [1-2)

Printer

: |s LPDEST |'Y'Dur current default printer

Fun Job

E xit

Forms

Q Saving current parameter values as uzer level defaults,

Click OK.

Click on GWISTAT to monitor
progress of the job.

Transaction and Qu

eue Statuses

Transaction Statuses and Queue Statuses are helpful tools to inform approvers at what stage a
particular time sheet is at in the time entry/approval process. A Transaction Status relates to a time
sheet it tells the approver where a specific time sheet is at in the approval queue. The Queue Status
advises the approver where the time sheet is in the approver’s own approval queue it also tells the
approver what action is required to move the time sheet to the next status.

been extracted by the
employee.

sheet or Departmental
PHATIME time sheet has not

Transaction Status Queue Available Action
Status
Not Started — A web time None None.

In Progress Web or

Department time sheet has
been accessed but the
employee has not completed

In the Queue

None. The approver have view only
access to the time sheet.

time entry
Pending Time submitted for | Acknowledge | An FYT can acknowledge the time
approval. sheet.
Pending In the Queue | None.
Pending Pending Approver can edit, return for
correction or approve a time sheet.
October 2001 Time Entry Approvals 20
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Returned for Correction In the Queue | None
Approved The time sheet has | Approved None
been approved.
Completed Time has been Approved None
uploaded into the payroll
system.

Responsibility for Hours and Leave Approved on Electronic
Timesheets

As an approver, you are responsible to review and approve hours and leave in your ORGN.
You may or may not be a direct supervisor, but as the approver you are responsible for all time you
approve. You may also be approving your own time electronically if your supervisor reviews and
authorizes your hours outside of the electronic time entry system. This authorization is important to
keep on file.

When there is an audit of a timesheet, an auditor will require proof that both the employee
and supervisor have approved any hours worked for hourly employees or any leave taken or extra
hours worked by salaried employees. If a timesheet is not submitted electronically by an employee,
you must take additional steps to obtain their written signature.

Retain these records in your area for six years. A simple method is to create a yearly folder
to keep the PWRETIM reports in. Approved leave slips are also a good audit document.

These are ways you can ensure that you will be in compliance in the event of an audit:

1) If you submit hours or leave for an employee, print out the PWRETIM report and have the
employee sign by the time submitted for them.

2) If you approve your own time electronically, print out the PWRETIM report and have your
supervisor sign by the time you submitted and/or retain your approved leave slips.

3) If you approve time for employees for whom you are not the supervisor, obtain
confirmation of the hours submitted from the supervisor. This can be done in the following
ways

a. Have the employee print out their electronic timesheet, have it signed by their
supervisor and give it to you by your internal deadline.

b. Print out the PWRETIM report for the supervisor; have them review and sign beside
the employees they supervise. This can be done before you approve the time by the
noon deadline. You can also have the supervisors review the list after you have
approved time, sigh and return it to you before payday. This allows you time to
contact Payroll Services to avoid an overpayment.

4) If departmental keyer enters employee’s time to the electronic timesheet, a daily record of
hours worked or leave taken should be signed by the employee and supervisor and kept on
file.
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