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UNIVERSITY OF MONTEVALLO 

WEB TIME ENTRY FOR STUDENTS 
 

 

Follow this path to log in: 

 Open your internet browser 

o Go to www.montevallo.edu 

 Click on Current Students  

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.montevallo.edu/
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 Once you’ve clicked Current Students, it will take you to the Student Resources page  
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 Scroll down and click Banner Self- Service 
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  Enter your User ID (M#) and Password  

o If you are a new student worker, your pin number will be provided to you when you 

turn in your new-hire paperwork to Human Resources.   

o Click Login 
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 If you do not have a Security question set up, you will be prompted to do so. 

o Click Submit 
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 Select the Employee Tab 
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 Select Time Sheet 
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 Choose the pay period you wish to view and click the Time Sheet button.  If you have 

more than one job, please make sure the radio button is clicked for the job you wish to 

enter time.  Click the Time Sheet button to enter your time worked.  You may view 

previous time sheets that have been entered through self services by choosing a different 

pay period then clicking the Time Sheet button. 
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You should see the earnings code that you are eligible to earn for this particular job.  Click 

on “Enter Hours” for the day you wish to enter time.  Click Next to scroll through the pay 

period and enter time for a date not shown. 

 

Notice the Submit By Date.  This is the last date that your supervisor can approve your time 

sheet.  Your due date will be before this time.  Please communicate with your supervisor to 

determine when that deadline will be. 

 

NOTE:  IF YOU ARE COLLEGE WORK STUDY OR EARN A FLAT RATE YOU WILL SEE THE 

APPROPRIATE EARN CODES AND REGULAR PAY.  DO NOT ENTER TIME FOR THE REGULAR PAY.  

ENTER TIME FOR THE COLLEGE WORK STUDY OR STUDENT FLAT RATE EARN CODE.
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Verify that you have the correct day selected.  If you are Regular earnings or College Work 

Study, enter the amount of hours worked for each day worked.  You are not required to 

enter a zero for days not worked.  If you are Student Flat Rate, enter the number 1 on any 

day during the month.  Click the save button.  (Note:  All jobs are shift 1 – DO NOT change 

this from 1) 
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You may wish to enter the same amount of time for several days during the pay period.  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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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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You will see your hours that you copied are filled in on your time sheet.  Continue entering 

time for the rest of the pay period by clicking next to scroll to more days & clicking enter 

hours for the days worked (except if you are Student Flat Rate).  You may do this as often as 

you like during the pay period as soon as you can access your time sheet.  Clicking the save 

button when finished entering the hours will save it so your time entered will be there when 

you access your time sheet later. 
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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 Submit 

 

 
 

Once it is submitted the employee can not access the report to make changes.  The 

supervisor will need to return it for correction in order for the employee to correct an error. 
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When your time sheet has been submitted successfully, it will indicate the date it was 

submitted for approval and the status 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 incorrect, the supervisor can disapprove the timesheet 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, it is important 

to check the status of your timesheet 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 APPROVED TIMESHEETS RECEIVE A PAYCHECK.  

 

When you are finished, click one of the other tabs to navigate to another part of Banner Self 

Services or click on Exit in the upper right hand corner to exit. 

 

 

 

 

 

Your Supervisor 
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Example of a timesheet that has not been submitted for approval. 

 

 
 

Timesheet pending approval. 

 

 
 

 

 

 

Student 
Superviso
r 

Student  
Student 
Supervisor 
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Approved timesheet. 

 

 
 

 

Student 
Student 
Supervisor 


