Using the New Time Reporting System


Effective December 1, 2008, Student Employees at Missouri State University began using web time entry on the new Banner system.  Although the new system is not difficult to use, it is a substantial change from our past practices.  It is important that you use the system correctly so that your paychecks are correct.



Important General Notes

· We are no longer using the Zip Card time clocks to record time for getting paid. Only Campus Recreation will continue to record clock in and out times with the Zip system – and everyone will need to enter their time in the new system to get paid. Your departmental sign in process should be followed.  It is more critical than ever that you sign in each time you work and record your time accurately.

· Access to Banner Time Reporting is available from any computer with access to the Internet – and you won’t need to learn a new ID and password for this system.

· You will enter your time on the web entry system at least weekly, and you will be responsible for submitting your time according to the listed deadlines. If you do not initiate your time sheet and enter your time, your supervisor will not be able to approve your time, and your paycheck will not be correct. 

· When you are logged on to the Banner system, you have access to your personal information, so security is VERY important!  You should not share your password with anyone. It is also important to log off of the system when you have finished entering or submitting your time sheet.  You should close the browser when you are done if you are using a public computer.

Web Time Entry Required Steps:

1. Initiate your Time Sheet at start of the pay period.
2. Enter your time worked for the pay period, recording hours at least weekly, AFTER they have been worked.


3. Submit your Time Sheet to your Approver after completing your last shift of the pay period on or before the submission deadline.


4. Make changes to your time sheet if requested to do so by your approver

STUDENT PAYROLL SCHEDULE 
ACADEMIC YEAR 2008-2009 
SEMI-MONTHLY (SM) 
  
	
PAYROLL ID
NUMBER 
	
PAYROLL PERIOD 
	Submit your time by
	 
TIME SHEET
APPROVALS DUE 
	 
PAY DAY 

	1 
	Dec. 1 – ***Dec. 31, 2008 
	Dec. 31
	Jan. 5, 2009 
	Jan. 15, 2009 

	2 
	Jan. 1- Jan. 15, 2009 
	Jan. 16
	Jan. 20, 2009 
	Jan. 30, 2009 

	3 
	Jan. 16 – Jan. 31 
	Feb. 1
	Feb. 3 
	Feb. 13 

	4 
	Feb. 1 – Feb. 15 
	Feb. 16
	Feb 18 
	Feb. 27 

	5 
	Feb. 16 – Feb. 28 
	March 1
	March 3 
	March 13 

	6 
	March 1 – March 15 
	March 16
	 March 18 
	 March 31 

	7 
	March 16 – March 31 
	April 1
	 April 3 
	 April 15 

	8 
	 April 1 – April 15 
	April 16
	April 17 
	 April 30 

	9 
	 April 16 – April 30 
	May 1
	 May 4 
	May 15 

	10 
	May 1 – May 15 
	May 16
	 May 19 
	 May 29 


 


Student Employees may be cleared to work when a clearance form with CORRECT W-4, Direct Deposit, and E-Verified I-9 have been submitted to Student Employment for a current payroll period up until two days before the pay period ends.  If not, they will begin on the next pay period.   ALL raises will begin at the beginning of a new payroll period and must be received in Student Employment at least two days prior to  the start of the new payroll period. 
The student work week runs from 12:01 a.m. Monday through 12:00 midnight Sunday. 
***Students filing the exempt status on their W-4 form must complete a new W-4 by December 31, 2008, in order to continue their eligibility for the EXEMPT STATUS. In order to qualify to be exempt, you had to not owe any federal and/or Missouri income tax the previous year. You can find the exact requirements in IRS Publication 505, page 12, http://www.irs.gov/formspubs/index.html. A copy of the flow chart found on page 12 is located in Student Employment Services and the Payroll Office. 




Recording your work time on the Banner Time Reporting system

1. Using a web browser such as Internet Explorer or Mozilla Firefox, log into the employee portal at http://my.missouristate.edu using your PrivateID and password. This is the same user name and password you use to access your email. There is also a link to this portal on the Current Students webpage. 


[image: \\malibu.missouristate.edu\backup\sg21\Work\screenshot2.png]
2. Click on the Personal Info tab. 




3. [image: \\malibu.missouristate.edu\backup\sg21\Work\screenshot2.png]In the Time Reporting channel, select the appropriate Pay Period for the position for which you wish to record your hours. If you do not see the position and/or pay period you are looking for, click More.  






4. Click the Enter Hours link for the appropriate day.
[image: \\malibu.missouristate.edu\backup\sg21\Work\screenshot5-2.png]




5. Enter your hours to the nearest quarter hour in the Hours box.  Use decimal equivalents for time (.25 = 15 minutes/ .50 = 30 minutes/ .75 = 45 minutes).  Click Save.  
  
[image: \\malibu.missouristate.edu\backup\sg21\Work\screenshot6-2.png]

6. Repeat for each shift that you have completed which has not yet been reported.  When you have entered all completed shifts, you should exit the system. DO NOT click on “Submit for Approval” until after your last shift at the end of the pay period.

7. Enter Comments as needed. The comments area is used to detail any information about the Time Sheet. Any comments entered will be seen only by your Approver.

8. On the last day of a pay period, when you have finished entering ALL your hours for the entire pay period click on “Submit for Approval.” Once you have submitted your hours for approval, you cannot make any changes.

9. Verify that the Time Sheet has been submitted by reviewing the bottom of the screen. The Submitted for Approval By field should display the date on which you submitted your Time Sheet. 
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