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UNIVERSITY OF MONTEVALLO
LEAVE REPORTING FOR EXEMPT STAFF AND FACULTY

Follow this path to log in:
x Open your internet browser
o Goto www.montevallo.edu
A Click on Faculty & Staff
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Best Value School 2018 - U.S. News & World Report

Small school,
big opportunities

For those who seek personalized, hands-on education but crave the excitement of a large university
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http://www.montevallo.edu/

x once youdbve clicked Faculty & Staff, i1t will t

it;l &I(\I)EIT:‘E]?VSAILEE&[ Why UM Visit Academics Campus Life Athletics Admissions + Aid Apply

Information Services & Technology

Faculty and Staff Resources

Home / About UM / Administration / Information Services & Technology / Faculty and Staff Resources

Faculty and Staff Resources

Contact Us
Jump to content: Faculty/Staff Resource Table, Free Software, Instructional Solution Center
Documents, Applications 205.665.6512

x Scroll down and click Banner Self- Service

Reporting Kesources. Below, yod will TInd a list o commonly used pages on the UM

Website.
Information Services &
Canvas > Technology
Annual Computer Refresh/Deployment
UM Email > Digital Communications Committee

Faculty and Staff Resources
Colleges at UM > IS&T Policies and Procedures
IS&T Projects
/Regfs_lﬁris{)ﬁice ? IS&T Systems

Meet the Staff of IS&T

Secure FalconNet

i
I\ Banner Self Service >
1

i

Payroll Office S Service Level Agreements

Solution Center

Dining and Falcon Foods S Student Resources

Technology Advisory Council

Reset Password >
Solution Center >
Carmichael Library >
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x  Enter your User ID (M#) and PINd You MUST use a capital M with you r ID number.
o Ifyou are a new employee, your pin information isgiven at the orientation
appointment.
o Click Login

E=E N xS

@ & https://ljfiuxss.montevallo.edu:9010/PROD/twbkwbis.P_GenMenuzname= s ﬁ Q, Search i In @ =

User Login X |

&« c @

isited (@ Getting Started (&) Web Slice Gallery/ [[]] Suggested Sites () Banner  § Forum

AL ellucian.

Please enter your User Identification Number (ID) and your Personal Identification Number (PIN). When finished, select Login.

Please Note: ID is Case Sensitive

To protect your privacy, please Exit and close your browser when you are finished.

User ID: |
PIN:

Forgot PIN?
RELEASE: 8.8.3

© 2018 Ellucian Company L.P. and its affiliates.
This software contains confidential and proprietary information of Ellucian or its subsidiaries.
Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and such

licensees.
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x If you do not have a Security question set up, you will be prompted to do

should also be prompted to ¢

9 Click Submit

1L ellycian.

hange your pin to a different 6 digit number.

CEET TR O nEii) Student  Financial Aid Employee Finance

so and you

search G
Change PIN

Change PIN || Reset |

MENU SITE MAP HELP EXIT

RELEASE: 8.8.3

© 2019 Ellucian Company L.P. and its affiliates.

x Selectthe Employee Tab

Main Menu X ‘

==

<« ¢ o

@ & https://linudss.montevallo.edu:9010/PROD/twhkwhbis.P_GenMenu?name=bmen

aee ﬁ Q, Search

2F Most Visited (@) Getting Started ) Web Slice Gallery [ Yuggested Sites &) Banner  § Forum

- elluciane

Personal Information Fil

I @

Search [E]

Main Menu

Welcome,

to the WwW Information System! Last web access on Aug 15, 2018 at 09:24 am

Students: Is your personal information correct? Click on "Personal Information” to check and update. Please enter your cell phone number.

Personal Information

Update addresses, contact infarmation or marital status; review name or social security number change information; Change your PIN; Customize your diractory profile.

Student

Apply for Admission, Register, View your academic records.

Financial Aid

Apply for Financial Aid: View financial aid status and eligibility. accept award offers, and view loan applications.

Employee

Time sheets, time off, benefits, leave or job data, paystubs, W2 forms, W4 data.

Events
Banner 3 Events

ACCESSIBILITY SITE MAP HELP EXIT

RELEASE: 8.8.3

© 2018 Ellucian Company L.P. and its affiliates.
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x Select LEAVE REPORT

LA ollucians

Personal Info ation Student Financial Aid JEETNIETS Finance

Search
l?l RETURM TO MENU  SITE MAP HELP EXIT

Employee

Time Sheet

Leave Report

Request Time Off

Electronic Personnel Action Forms

Benefits and Deductions
Retirement, health, flexible spending, miscellanecus, beneficiary, open enrollment, Benefit Statement.

Pay Information
Direct deposit allocation, earnings and deductions history, or pay stubs.

Tax Forms
W4 information, W2 Form or T4 Form.

Jobs Summary
Leave Balances

Bosscars
Enter Parking Permit Request

RELEASE: 8.8.3

© 2019 Ellucian Company L.P. and its affiliates.

Web Time Entry for Faculty/Staff Page 6 of 17



Choose the month you wish to view and click the Leave Report button. Click the Leave
Report button to e nter your hours wgfked. You may view previous Leave Reports that have

been entered through self services by’choosing a different month then clicking the Leave
Report button.

{= SunGard Higher, Education - Windows Internet txp orer, |Z||E|E|
@.\-— > |s http:,l',l'Forum.montevallo.edu,l'render)ﬁéerLayﬁutRootNode.uP.?uF‘_tparam:utF&utf=°.-’o2Fcp°fo2Fi|:|°.-’o2F|0gin°f03fsys°a’03dsctssb Vl | X | | 2|~
File Edit View Favorites Toaols  Help
i |Leave Repart Selection Seanch™  [==| Recipe Search @Daily Recipe GNew Recipes vHealthy Meals @Desserts % Mare ¥
Go gk: | / / R | il Search = | Mare 3> — SignIn ‘K =
/ /
T kN »»
Sunizard Higher Educgtion b = T iz Page - 0 Tools -
W d Higher Ed H- B & -[re €} Tool
-
= /
en) Back to B % F_t:-_ m @ @
Banner Tab E-mail Calandar Granne 2™ plockhoaed | laneat Haln
Personal Znformation Student 2GR Finance
searcK | |(Go) SITE MAP  HELP
Leave Report Selection
Title and Department My Choice Leave Report Period and Status
Payroll Technician, 001730-00 ® Jul 01, 2011 to Jul 31, 2011 Completed  +
Business Office, 13631 %
Leave Report
RELEASE: 8.3
& Local intranet £ 100% -

Web Time Entry for Faculty/Staff Page 7 of 17



You should see the earnings code that you are eligible to earn f or this particular job. Click
on EmdierHours6 f or t he day you @lickdNbxttod serollehnotigh the montime .
and enter timeor a date not shown.

Notice the Submi By Date. \This is the last date that your supervisor can approve your Leave
Report. Your due\date will be before this time. Please communigate with your supervisor to
determine when that deadline \yill be.

Example of an exempt leave reprt . You only report the hourd of leave.

HEIE

@ | ™ | €] httpifftestaps montevallo,edu: 2085 /pls/ TEST bwpktetr\ P_UpdateTime Sheeat S | X Pk

P | Recipe Search II3lDaiI\y Recipe GNEW Recipe| @Healthy Meals Desserts f Mare ¥
Go 3|£.’ w ﬂSearch ~ - Mare 3> — SignIn "\ =
n n_ _ 5 »
T dAr | @ Time and Leave Reporting - 8 f=h v o Page - (CF Tools -
“®* Select the link under a date to enter holrs or days. Select Mext or Previous to navigate throufh the dates within the period.

Leave Report

Title and Number: Payroll Specialist -- T04118-00

Department and Number: Business Office -- 13631

Leave Report Period: Aug 01, 2011 to Aui] 31, 2011

Submit By Date: Sep 05, 2011 by 11¥59 PM

Earning: Sick Pay

Date: Aug 01, 2011

Hours: g

Earning Total Total Monday Tuesday Wednesday  Thursday Friday Saturday Sun%ay

Hours Units Aug 01, 2011 Aug 02, 2011 Aug 03, 2011 Aug 04, 2011 Aug 05, 2011 Aug 06, 2011 Aug 07, 2011

Sick Pay 8 g Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Vacation Pay 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Total Hours: 8 8 0 0 0 0 0 0

Total Units: 0 0 0 0 0 o] 0 o]

[ Position Selection | [ Comments | [ Preview |[  Submit for Approval | [ Restart | [Next]|

Submitted for Approval By:

Approved By:

Waiting for Approval From:

RELEASE: 8.5

v
‘3 Local inkranet +o100% -

Verify that you have the correct day selected and the correct earnings . You are not
required to enter a zero for days not worked. Click the save button.
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elluciane

Personal Information Student Financial Aid Finance

search[ ] SITE MAP HELP EXIT

Copy

*® Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or capy by date. If you select the same date you are copying from, your hours will be deleted. When
you select Copy, the Hours or Units and the Account Distribution is also copied.

Leave Code: Vacation Hours, Shift 1
Date and leave time to copy: Feb 02, 2019, 0 Hours
Copy from date displayed to end of the leave period: O
Include Saturdays: O
Include Sundays: O
Copy by date:
Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Feb 01, 2019 Feb 02, 2019 Feb 03, 2019 Feb 04, 2019 Feb 05, 2019 Feb 06, 2019 Feb 07, 2019
| | O O | O O
Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Feb 08, 2019 Feb 09, 2019 Feb 10, 2019 Feb 11, 2019 Feb 12, 2019 Feb 13, 2019 Feb 14, 2019
O O O O O O O
Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Feb 15, 2019 Feb 16, 2019 Feb 17, 2019 Feb 18, 2019 Feb 19, 2019 Feb 20, 2019 Feb 21, 2019
| | O O | O O
Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Feb 22, 2019 Feb 23, 2019 Feb 24, 2019 Feb 25, 2019 Feb 26, 2019 Feb 27, 2019 Feb 28, 2019
O O O O O O O

You may wish to enter the same amount of tim veral days during the month. You may
do this at one time by clicking the copy button. Make Sure that the day and amount of
hours you wish to copy have already been selected before you click copy
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& Copy - Windows Internet Explorer,

@ 2> |§, https: f{bansss. montevallo, edu: 1444 /pls fPRODbwpkketm P _UpdateTimeSheet

o & ]l4]x]|
File Edit View Favorites Toaols  Help
i | m TotalRecpeSeanch™ == Recipe Search (G Daily Recipe [ Mew Recipes @ Healthy Meals () Desserts S Maore ¥
Co g[i.’ | w il Search = |- Maore 3> . SignIn * =
i:';‘ aby [@Cgpy ]_l ﬁ - B @ - I-_,Q’Page - ._{;‘}Tools -7
~
Leave Code: Regular Earnings, Shift 1
Date and leave time to copy: Aug 01, 2011, 8 Hours
Copy from date displayed to end of the leave period: O
Include Saturdays: O
Include Sundays: O %
Copy by date:
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Aug 01, 2011 Aug 02, 2011 Aug 03, 2011 Aug 04, 2011 Aug 05, 2011 Aug 06, 2011 Aug 07, 2011
O O O O O (I
Monday Tuesday Wegdhesday Thursday Friday Saturday Sunday
Aug 08, 2011 Aug 09, 2011 Aug'10, 2011 Aug 11, 2011 Aug 12, 2011 Aug 13, 2011 Aug 14, 2011
O O (I O O O
Monday Wednesday Thursday Friday Saturday Sunday
Aug 15, 2011 Aug 17, 2011 Aug 18, 2011 Aug 19, 2011 Aug 20, 2011 Aug 21, 2011
O O O O O
Monday Wednesday Thursday Friday Saturday Sunday
Aug 22, 2011 Aug 24, 20 Aug 25, 2011 Aug 26, 2011 Aug 27, 2011 Aug 28, 2011
O (Il O O ([l
Monday ednesday
Aug 29, 2011 Aug 31, 2011
O O
Leave Report'f ] [ C}pﬂ
RELEASE: 8.3 L
M
Done &J Local intranet H100% -

Click the box underneath the day that you wish to copy the time to. You may do several

days at once. Click the copy button.
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{= Copy - Windows Internet Explorer

@ > I € | https:/{bansss. montevallo, edu: 1444/pls/PROD/bwpktec . P_UpdateCopy A % [ X 2|~
File Edit View Favorites Toaols  Help
i | m TotalRecpeSeanch™ == Recipe Search (G Daily Recipe [ Mew Recipes @ Healthy Meals () Desserts S Maore ¥
Goagle v | 2] search ~ - Mare > _ Signin 9 -+
W & | @copy [ - B & - [ZPage ~ GEToos ~
ar r r 350 Copled. o
£ Your hours have been copied successfully.
£ possible Insufficient Le1we Balance.
Leave Code: Regular Earnings, Shift 1
Date and leave time to cppy: Aug 01, 2011, 8 Hours
Copy from date displayed|to end of the leave period: b& O
Include Saturdays: O
Include Sundays: O
Copy by date:
Monday Tyesday Wednesday Thursday Friday Saturday Sunday
Aug 01, 2011 Aug P2, 2011 Aug 03, 2011 Aug 04, 2011 Aug 05, 2011 Aug 06, 2011 Aug 07, 2011
O O O (] O O (|
Monday Tdesday Wednesday Thursday Friday Saturday Sunday
Aug D8, 2011 Aug p9, 2011 Aug 10, 2011 Aug 11, 2011 Aug 12, 2011 Aug 13, 2011 Aug 14, 2011
O O O O O O O
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Aug 15, 2011 Aug 16, 2011 Aug 17, 2011 Aug 18, 2011 Aug 19, 2011 Aug 20, 2011 Aug 21, 2011
O O O (I O O (I
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Aug 22, 2011 Aug 23, 2011 Aug 24, 2011 Aug 25, 2011 Aug 26, 2011 Aug 27, 2011 Aug 28, 2011
O O O (I O O (I
Monday Tuesday Wednesday
Aug 29, 2011 Aug 30, 2011 Aug 31, 2011
O O O
A4
Done !3 Lacal inkranet 00 v
You will get confirmation that your hours have been copied successfully. Click the leave

report button atthe bottom of the screen  to return to your leave report . You will see your
hours that you copied are filled in on your leave report. Continue entering tim e for the rest of
the month by clicking next to scroll to more days & clicking enter hours for the days worked.

You may do this as often as you like during the month as soon as you can access your leave

report. Clicking the save button when finished ente ring the hours will save it so your hours
entered will be there when you access your leave report later.

Leave report access is available after the 9  th of the month.
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Example of an exempt leave report. You only report the hours of
leave.

(= Time and Leave Reporting - Windows Internet Explorer

@E—}r - |ﬁ, http: fftestaps . montevallo.edu: 9055 pls/ TESTbupktetm.P_UpdateTimeshest Vl || X |Google | 2~
File Edit Wiew Favorites Toaols  Help

pl m TotalRecpeSeanch™ == Recipe Search (G Daily Recipe [ Mew Recipes @ Healthy Meals () Desserts S Maore ¥
Co g|€ | R i’ Search = | Mare 3> . SignIn ‘\ =
T b [gTime and Leave Reparting ] l - B deh - [ Page - G Tools -

A

“® Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period. |
Leave Report

Title and Number: Payroll Specialist -- T04118-00

Department and Number: Business Office -- 13631

Leave Report Period: Aug 01, 2011 to Aug 31, 2011

Submit By Date: Sep 05, 2011 by 11:59 PM

Earning: Sick Pay

Date: Aug 01, 2011

Earning Total Total Monday Tuesday Wednesday  Thursday Friday Saturday Sun%ay

Hours Units Aug 01, 2011 Aug 02, 2011 Aug 03, 2011 Aug 04, 2011 Aug 05, 2011 Aug 06, 2011 Aug 07, 2011

Sick Pay 8 8 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Vacation Pay 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours |

Total Hours: 8 8 0 0 0 0 0 o

Total Units: 0 0 0 0 0 0 0 0

[ Position Selection ][ Comments | [ Preview |[  Submit for Approval ] [ Restart | [Next]|

Submitted for Approval By:

Approved By:

Waiting for Approval From:

RELEASE: 8.3 =

bd
&J Local intranet H100% -
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You will then be asked to verify you are the one submitting this information and that
everything entered is correct. To certify the time and submit the information for approval:

>Enter your PIN and

>Click Submi
[0 e = DD O
@.\-— A |§, http: ffestaps . montevallo.edu: 9055, pls TESTbuapktetm.P_TimesheetButtonsDriver Vl || X | | 2|~
File Edit | View Favoftes Toaols  Help
i | ’ m TotalRecpeSeanch™ =) Recipe Search (G Daily Recipe [ Mew Recipes @ Healthy Meals () Desserts S More ¥
Google “ v | 2 search + - Mare > _ Signin W -+

T b ‘@Certiﬁcati-n [_l B - B - ® - [SPage - @FToos -

& MoxfiiaiLo

Alabama’s Public Liberal Ares Universiey®

Per nal]nlorn{tion Student JZT105 ==k Finance

Sea,#, | | [Go) SITE MAP  HELP

EXIT

Certification N

“® 1 certify that the time entered represents a true and accurate record of my time. I am responsible for any changes made using my ID and PIN.
Furthermore, I understand that changes or corrections can not be made after my leave report or time sheet is approved by my supervisor.

RELEASE: 8.5

Done & Local intranet £ 100% -

Once it is submitted the employee can not access the report to make changes. The
supervisor will need to return it for corrections in order for the employee to correct an error.
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When your leave report has been submitted successfully, it will indicate the date it was
submitted for approval and the stat us of that approval. Your supervisor will go in to review
the report. Once it has been approved it is ready for the payroll process.

When it is approved, it will indicate who approved it and the date it was approved. If the
information is incorre ct, the supervisor can disapprove the leave report which sends it back
to the employee to make corrections. The employee will then follow the previous steps to

correct the time and submit  the report for approval again. As an employee, itis important
to check the status of your leave report to verify that the report has been approved. If your
supervisor returns it for correction and you do not re -submit it correctly for approval, you will

not be paid. ONLY APPROVEDLEAVE REPORTRECEIVE A PAYCHECK

When you are finished, click one of the other tabs to navigate to another part of Banner Self
Services or click on Exitin the upper right hand corner to exit.
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