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Banner Web Time Entry 8.X Enhancements

Presented by: Charlie Westfall,
SunGard Higher Education
April 13, 2010

Session ID 1220

Session Rules of Etiquette
« Please turn off your cell phone/pager

« If you must leave the session early, please do so as
discreetly as possible

« Please avoid side conversation during the session

Thank you for your cooperation!

Introduction

« Review changes and enhancements to Web Time Entry

< Assist in evaluating the new features for implementation
and training

« Introducing the new Cascading Style Sheet available for
ESS 8.3




Agenda

« Order of Approver Pay Period List

« View of Leave Balances for Approvers

« Display of employee Job Title for Approvers
« Limit the number of Pay Periods to display
« Allow Approver to Select All Organizations
< Insufficient Leave Message for employees

« Return/Resubmit of Time

« Clock In/Out function for Hourly employees

WTE Enhancements — 8.2

« Changed the order of Pay Periods to Descending

'SUNGARDUNIVERSITY S0 [@ ~eb

Browse

Persorel informaton | Faculty Senices | Zmployae | WebTaior Adrinistratior
Time Sheet Selection

Home > Select Tim Sheat

" Wake a se ectonfiem iy Ghoice. Grocse a e Sneetperiod fiom e 2ulk-don st 52 ectTime Shet

Til and Department 1y Choice Pay Period and Status
Inetructor o Matn, F12C00-1C @ 01/01/2010 to 010 Not Stared hd

Audiology anc Speech Patho ogy Uri:, 11011

2/(1/2009 to 12/31/200€ In Progress.
10/C1/2009 to 1/31/200¢ et Seartec
lCa/C1/2008 to 23130/200€ In Progress
lc&/c1/2008 to 33/31/200 In Progress
1C6/01/2009 to 25/30/200¢ Perding

1C5/01/2008 to 25/31/200€ Perding

IC</01/2009 to 24/30/200 Retur for Correcticn
C3/01/2008 to 23/31/2006 et Scartee

View of Leave Balances for Approvers — 8.2

« Provide the ability for the Approver to view the
employee leave balances for Web Time Entry

« Accessed as a link from the Summary Page

Department Summary

Home > Approver/Superuser Summary Web Page

P selectthe employee's name to access additional details

coa: B, SCT University

Department: 11011, Audiology and Speech Patholoay Unit
Pay Period: 02/24/2010 to 03/09/2010

Act as Proxy: Not Appiicable

Pay Period Time Entry Status: Open untl 05/01/2010, 17:00

Change Selection

In Progress

n Name, Position and Title Total Hours. Total Units Cancel  Other Information

555666555 Austin Dad West 2000 0 Leave Balances
TINEO1 - 00

PT Hourly




Browse

Jrime sheet

Earmings Shift Special Total Total Wednesday, Thursday, Friday,  Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturdol
Ra Units 02242010 02252010 02262010 022712010 021282010 0310172010 030212010 03032010 03042010 03052010 0310612

Regular 1 1 7 6

Fay

Holiday 1 8 8
Fay

Vacaton 1 8 8

Tota Hours: 2
Total Units:
eave Balances as of 03/05/2010

Type of Leave Hours or Days Banked  Date Adaigble ‘Available Beginning Balance Eamed  Taken  Avaiable Balance

SickPay Hours 0 0110172002 0 4 1 13
Vacation Pay Hours 0 0110172002 0 11 1 2
outing Queue

Name Action and Date

ustin David West Originated 030612010 08:41

ustin David Wiest Inthe Queve

Display of employee Job Title for Approvers — 8.2

< Addition of the Job Title on the Approver Summary
« Assist in visually identifying correct job

Before
Department Summary

MR selcct the eploves's rame to access additional cetais,

0A: B, SCT University
bepartment: A

o o, Monchy Identifiable only by Position/Suffix||
ay Period: 03 2008 to 03-31-2009

Jact as proxy: Mot Appiicabe

ay Period Time Entry Status: Closed 04-03-2009, 05:00 P.M.

n Progress
D Name, Position and Total Hours Total Units Other Information
DO0ORLS M chael Richards 00 00

AQ01L- 01
1100, Arts 3nd Stiences

Display of employee Job Title for Approvers — 8.2

'SUNGARDUNIVERSITY

&Sign Out | @ Help
nal fomation  Facuty

Department Summary
Home > Approver/Superuser Summary Web Page

Employee | WebTaior Adninistation %

 Selectthe emplojee's nameto access aditonal deals

con: 8, 5CT Unversy

Department: u

Pay Period: 01/01/2010 to 01/31/2010

Act as Proxy: Not Applicable

Pay Period Time Entry Status: Open unti 01/01/2011, 17:00 Job Title for further identity

Approved

D Name, Position, Title and Total Total Queve Approveor  Return for Cancel Other
Department Hours. Units. Status. m Correction Information

PHATIVED? S T 20 overidden Conments
10000 - 00 Leawe Baace
Instructor of Mat

th
1001, Arts and Sciences




Limit the number of Pay Periods to display — 8.2

« Added ‘View on the Web Until’ date for Approvers
« New control date in the Payroll Calendar

Il Calendar Rules PTRCALM

Employee X approver
Payroll Payroll Pay of web web
Year 1 Number Month Start Date End Date Access Until Access Until
4] =] =4 = =
>> Bk [t [t [19-DEC-2010 [prdAN-2011 | [aiaUlzoil [s1ouL2011
eoi1 ek [ 2 [2 [o2dam-2011 [1s3an-2011 31ouL2011 3LuL-2011
ot ek [ 3 [1 [tean-zoir [esaan-zon 1Lz 1002011
eoi1 ex [ 4 [2 [s0-an-2011 [1z-Fes-2011 51-AUG-2011 s1-auG-z011
ot [k [ 5 [t [iaresaoin [zeremont a1-AUG 2011 s1-aic 2011
o [sk] [ 8 [ [7reszonn fzmam-zoir| | [so-sep-zont s0-sep-2011
2oir ex [ 7 [t [13-mar-zo11 [zs-mar-2011 50-seP-2011 30-sEP-2011
oz [k [ & [2] [ezmar-z0a1 [os-ApRezon p1-ocTa011 o1-0cT-2011
[zo1a [k [e [z [w0-aprezotr [z3-aprzord 31-0cT2011 31-0cT-2011
ot sk [0 [t [ea-aerozons jormav-zeir| | [s0-ov-zonr sonov-zoit
2oir e [11 [z [os-mav-zern [zromav-zoin 50-nov-2011 30-nov-2011
Ll

Limit the number of Pay Periods to display — 8.2
« Implementation considerations:
« Install script will populate the new ‘Approver Web

Access Date’ with the same date as the ‘Employee Web
Access Date’

« Manually review these dates to see if they are
appropriate for historical viewing of records

Allow Approver to Select All Organizations — 8.3

* New function on the Approver View
« Allows access to all authorized Organizations
Step 1 — Approver access ‘All Department’ checkbox

,

7 selecta name from the pull-down list to act as a proxy or selectJfe check boxto act as a Superuser.

Selection Criteria

My Choice

Access my Time Sheet: (o}
Access my Leave Report: c
Access my Leave Request: c

Approve or Acknowledge Time: &

Approve All Departments: ~
Act as Proxy: Self -
Act as Superuser: [l




Step 2 — Approver Selects Payroll Period

Personal Information Faculty Senvices Employee WebTailor Administration

Approver Selection

Home > Process Select Time Sheet Roll

Type of Records:  [Time Sheet -

Pay Periods: BW 7 T
Chart of Accounts: B, SCT University

Sort Order
My Choice
Sort employees’ records by Status then by Name: ¢
Sort employees’ records by Name: -~
Select

Step 3 — Summary Page Displays Employees

& 5910t | @ ey

con: 8, SCT University
Department: a

Pay Period: 12/01/2009 t0 12/31/2009
Actas Proxy: ot Appiicable

Pay Period Time Entry Status: Closed a5 of 01/03/2010, 17:00

Change Selection

Approved

D Name, Position, Title and
Department

PHATIMEO? Seen Time Leave Balances
F10000 - 00
Instructor of Math
11001, Ats and Sciences
In Progress
[} Name, Position, Title and Departy
cLKoo01 In 0utS Clock

TotalHours  TotalUnits  Cancel  Other Information
Leave Balances
FLACD2 -00
Facuy Ful time
1001, Arts 3nd Scences

555666555 Austin Dad West [ ) Leae Balances
P

Instructor of Math
11011, Audiology and Speech Pathology Uit

Insufficient Leave Message for employees — 8.3

« This function is automatic when employee enters Leave
Time

« Provides notification to the employee of ‘Possible
insufficient Leave Balance’ for hours that exceed
current balance

« Warning is also provided on the Copy function

« Employee warnings are enabled for Time Sheets and
Leave Reports

« Compares entered Leave time with Current Balance




SUNGARDUNIVERSITY

PFind a pag:

@ hours ordays

Time Sheet

Title and Number

SOE - Facuty ~ F11001-04

Department and Number: ‘Audiclogy and Speech Pathology Uit - 11011
Time Sheet P 03/01/2010 to 03/31/2010

‘Submit By Date: 04/03/2010 by 17:00

Eaming: Vacation Pay.

oate: 031012010

shift: 1

@@

Shift Default Total Total Monday josday  Wednesday  Thursday  Friday Saturday  Sunday
HoursorUnts  Hours Units 03/01)2010 03/02/2010  03/03/2000 03/04/2010 03/03/2010  03/08/2010  03/07/2010
Regularay 1 mn o Grurbows  EmwMars  Ewerkows  Gerdows  Grdows  Emrdars  Everkos
SupplementalPay 1 o 0 Emelss  EmeUns et Ewent EmerUnts  EmrUnks el
Vacation Pay f o = e s s 5 Endws  Ewedars Sk
f [ Gk EecHours  Eredors  Emrdons  Evardors  Ewers  Skors
2 e s s s 0 o o

Total nite:

0 o
Posibon Seecton Subnitfor Approval

0 0 o 0 ]

.

SUNGARD UNIVERSITY

@ Sign Out | @ Help

Time and Leave Reporting

Home > Time Sheet

]

3 possible nsuficient Leave Balance.
| Leave Report

Title and Number: Instructor - F10000-07

Department and Number: Arts and Sciences — 11001
Leave Report Period: 03/01/2010 o 03/31/2010
Submit By Date: 04/01/2010 by 17:00

Earning: Vacation Pay
Date: o3/0u2010

o —
=

Eaming Totsl  Total  Monday Tuesday Wedn Thursday Frday Saturday Sunday.

Hows Unts  03/01/2010  03/02/2010  03(03/2010  03/0s/2010  03/03/2010  03/06/2010  03/07/2010
Vacation 21 P 6 ' s f F— Eterous Ertrours
Sicersy o o e s et Hours E— s Erarours
Total Hours: F . s s . o o .
Total Uit ] 0 ]

o EEEm D @

' Oracle Developer Forms Runtime -

eb: Dpen > PHAHOUR
ile Edit Options Block Item Record Query Tools Help

Year: 2010 Payroll 1D: 1 7 Payroll Number: 3~

History Jobs

™

555666555 |7 Mr. Austin David Wast Organizatior

11011 Dispositio
Position: A00001 00 Status: Active Effective Date: 11-SEP-2009  Rats 65.025250 Method:

20 proct

nployee Time Entry Via ¥

History Earnings

Total Units: 0,00 Total Hours:

Hours or
Earnings Shift  Units ~ Generated Spec WARNING Possible Insuffiient Leave Balance, | o o Sh | SW
E Varoa  Ma0S Mards  Maro?
REG 1| | seac0 N 800 800 *
vac| 1 s N

Time Distribution
Hours  Percent COA  Index Fund Orgn  Account  Program

Project  Cost

Earnings Hours; |
[Recors. 22 L L L Leosc:




Return/Resubmit of Time- 8.3

« Employees can ‘recall’ their Time Sheet prior to
approval, if it has not been approved

« Approvers can ‘recall’ their approval of the Time Sheet

« Return Time button is removed once extracted by
PHPMTIM

SUNGARD UNIVERSITY

Persona fomaton | Facuy Sences | Employee | Web
Time and Leave Reporting

Home > Time Sheet

@ Sign Out | @ Help

or Administraton & <

@

dars.Select Ne o Previous t naigte

A Your time sheet was submitted successfully.

Time Sheet

“Title and Number: SO - Facuky - F11001-04

Department and Number: ‘Audlogy and Speech Pathology Unit ~ 11011

Time Sheet Period: 03/01/2010 to 03/31/2010

Submit By Date: 04/03/2010 by 17:00

Earming Shift Defat Total Total Wonday  Tuesday  Wednesday Thursday  Frday Saturday  Sunday
HoursorUnits  Hours Unis 03/01/2010  03/02/2010  03/03/2010 03/04/2010  03/05/2010  03/06/2010  03/07/2010

Regulr Pay o m Enterours f s s R ———

Supplementalpay 1 o 0 Emels s Ewwlis  Swelis  Ewrles Gl Sl

Vacation Pay [ § Gmeswrs  Gwedous  Ewwhons  Gedors  nkors  Ewarous

S sy o o EeHors  Ewkor  Gmrdwn  Gveds  Evebor  Emds S

TotalHours: 1 e . s s e o .

TotalUnts: o o o o .

= = <— Submitted Time can be ‘recalled’

Submitted for Approval By: o 00 03/05/2010

Return/Resubmit of Time — 8.3

« Upon a Time Sheet return, a notation is added into the
Comment table for tracking purposes

« Changes can then be made and the document can be
submitted again

« Time document proceeds through the normal path for
Approval and extract with Mass Time (PHPMTIM)




'SUNGARDUNIVERSITY

& Sign Out | @ Help

Previous Weny | Tex! ]

Time Sheet
Eamings Shift Special Total Total Monday, Tuesday, Wednesday, Thursday Saturday , Tuesday , inesday, Thursday , |
R bt ks SRUA G220 GSUSZNE. SOAPETD GOS0 G5Us2HD HOTAND G306 ISaRaHY TORND. GO TG EaeE

Regular 1 176 8 8 8 L 8 8

Fay -

Each Time Sheet ‘Retur:

Vacson 1 8 [

Pay generates a Comment.

TotlHours: o [ 3 r s [ [

‘Total Units:

Comments.

bae adety Confdenal Conments

ws2 112 susin Dad st o Time ShestRetumed

o521 1037 ustn Dad st N Time ShestRetmes

0052010 103 ustn Davd st Mo Time SheelReunes
Routing Queue

Ve ActonandDate

usinDaid West

Oriinated 030572010 1025
Sustn Davi West Submited 03052010 1103
Austin Daid West (Mandaton)

DefauitData

It Queve

JLI
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® Clock In and Clock Out

8.2 Web Time Entry Functionality

Clock In and Out for Web Timesheets (&

« Provides ‘electronic timekeeping’

< Ability for the employee to enter time by clicking on a
‘clock’

« Clock In/Out works along with Time In/Out functionality
« System logs time stamp for ‘Clock In’ from the server

« ‘Clock Out’ by clicking the clock icon later in the day




Clock In and Out for Web Timesheets )
« Ability to override clock time with an explanation or
submit past or future time within pay cycle

« An available Luminus channel with clock icon for direct
timesheet access from the portal

« Persistent Warning message for missing ‘Clock Out’
records and the employee cannot submit unless they

are updated

Clock In and Out for Web Timesheets &

Step 1 - Set-up and Control

« Enabled on Employee Class Rule Form (PTRECLS)

« Clock In/Out cannot be enabled unless Time In/Out is

checked

< Typically only used for positive, hourly employees

Employee Class: [14 7

cerera

i Posiion Cefaults  equiatory  Elcible Eamings  Otfer Lezve Cateceres Ctaer 3212

Time Entry Method:
Time Entry Day:

Printed Time Sheet Method:
Pagroll Time Entry Breakdovn:
Leave Report Entry Method;
Leave Report Payroll ID:

o e

Time Entry Approvals Rules

Time Entry Type:

[ approval Required for Exception Time

¥ Time In and Out Required

¥ Clock In and Out

" Can Request Leave in Advance

¥ Override Labor Distribution on Web
[ZOverride Labor Distribution for Department

Time In/Out must be enabled
before allowing Clock In/Out




Clock In and Out for Web Timesheets (&
Why Must | Enable Time In/Out, too?
« Clock In/Out Earn Codes will be the employee’s normal

‘punch in and punch out’ time categories (Regular, OT,
0OT2...) — Typically when employees are present

« Other exceptional time should be specified without
Clock functionality — Sick, Vacation, Holiday, Travel
Time...) - When employees are not present

Clock In and Out for Web Timesheets

—*‘Clock’ Earn Code control on PTRECLS

Employee Class: [13 [~

General Time Ertry Rules Position Defaufts ~ Regulatory  JRPIERSEANREY Other Leave Catebries Other Benefits

Earnings duce  Attendance Time Entry Time Sheet  Approvers Clock  Accru
Code Regular Hours Indicator Sequence Print Sequence Indicator InfOut Seniori
advance Pay Recovery v m [ | [ | v A A
4DV [Advanced Pay O O (] (] v [ui [ui
00C [Docked Pay 4 O (] (] 4 [ui [ui
FCA [FLSA Cash Overtime Gomp O O (] (] 4 o o
HoL [Holiday Pay v [u} (] ] v v v
oNE [one time payment [u] [u] O O [u] O O
oT  [overtime pay O O ] ] v [ui [ui
REG [Reqular Pay O O J L] v v v
SIC [sick Pay 4 4 (] (] 4 [ui v
5PA_[Supplsmentsl Anrualized 0 0 [] [] 0 0 0
Clock In and Out for Web Timesheets
Personal Information Advancement Officers  Financial Aid WebTailor Administration ~Finance
Search | sl SITE AP HELP X
Time and Leave Reporting
@ select the link undsr 3 date to enter hours or days. Select Next or Previous to navigate through the dates within the period.
** pccount Distribution adjusted on this day.
Time Sheet
Title and Number: Clerk Il -- TIMEO1-00
Department and Number: Alumni - 12401
Time Sheet Period: 06/01/2009 to 06/14/2009
Submit By Date: 06/17/2009 by 12:00 AM.
Clock In Eaming shift Default Total Total Monday Tuesday Wednesday  Thursday Friday Saturday
or Out. Hours or Units Hours Units 06/01/2009 06/02/2009 06/03/2009 06/04/2009 06/05/2009 06/06/2009 06/07/2009
Requiar Pay 1 0 675 NoTmenty 675 No Time Entry o Tine Entry N Time Ertry o Tme Ertry Mo Time iy
@  voidaypay 1 o o o Time Entry o Time Entry o Time Entry Ha Time Entry No Time Erntry N Time Entry Mo Time Ertry
Vacation pay 1 0 o EnterHous  Enterbous  Enterours Entertours  EnerHous  Enterious  EnterHours
Total Hours: 675 o o o
Total units 0 o o o o o o o
| _Commarts | _pravisw | __submitforApproval | _Restart | et
Submitted for Approval By:
Approved By:
Walting for Approval From:




Clock In and Out for Web Timesheets

Persanal Information. Advancement Officers. Financial Aid Ww:uhilnrldmmls\minn Finance

]

search [

Clock In and Out

SITEMSP HELP EXI

@ Enter time at intervals of 15 minutes in the 99:99 format. For exzmole, 10:00, 10:15, 10:30, 10:45, Select Save to dislay Total Hours. To manually enter o
adjust system calculated Clock Time, make changes in Clock Time In or Clock Time Out. Be sure to enter & comment explaining the adjustment and press Save

to store changes.

Date: Monday, 06/08/2009
Eamings Code: Requiar Pay
Clock In Clock Out
shift System _Clock Clock Comment Date System _Clock Clock Comment Date  Activity Total
Time In Time In Time. and o ime and  Date Hours
Adjusted Time  Out Adjusted Time and Time
[ ouetPMprzo [my] T iy T 7 0

Total:

Timasheet | | pravious Day
4dd New Line | [Save | Delete

RELEASE: 8.2

oty
SUNGARD HIGHER EDUCATON

SUNGARD UNIVERSITY

Enter Secure Area
Login here to view you personal
information.

Campus Directo
Contact fomation fo campus
employees

Test
Test for a new tem

©2000— 2009 SunGard. Al ghts reserved

Prospective Students

Tellus about youtsel and request

information 2boutaut nst

iution.

Class Schedule
Viewthe curent schedule of

Apply for Adrmission

Enler a new applicaton of fetunto

complete an appiction

Course Catalog
View course nformation, including
course descrpton.

& Signin | @ Help

General Financi
Financial Aid Ap
Infomaton Links

Alumni & Friends
Links to Alumi elated sites.

SUNGARD UNIVERSITY

® | Home > Employee

PersonalIformation

Time Sheet

Benefis and Deductions v

tiement, healh, xble
spending, miscelaneous,
benefciary, pen enroliment
Benet Sttement

Leave Balances

Effort Certfication
culy and staf o certy
theirown efort and adminstatve
stfftorevien and crty for or
others

Faculy Senices

Leave Report

Pay Information

Diect deposit allocaton
eatings and deductions history,
or pay stubs.

“«

Salary Planner

Labor Redistibution
Alows admiistratie saf to
create nd approve labar
tadistbution ransactins.

Employee

WebTaior Adminitration

Request Time Off

Tax Forms
W4 informaion, W2 Form,

Faculty Load and
Compensation

Electronic Personnel Action
Forms.

Jobs Summary

Campus Directory




Questions & Answers

Thank You!

Charlie Westfall
Charles.Westfall@SunGardHE.com

Please complete the online class evaluation form
Session ID 1220




