Tocks  Heip

ot - @ D) | Quench Girevrte: |- B D

At ] i arver o et Lo

Banner Web

User Login

Please arter your User Identfication Number (ID) and your Personal dentfication Number (FIN) When finished, select Login

To protect your privacy, please Exit and close your browser when you are finished.
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Click on Banner, located at the top right side of my.acu.edu
screen

Step 2:

Enter your Banner ID number in User ID field. Your Banner
ID number is nine digits, consisting of several zeros at the
beginning. Your PIN number (for first time users) will be your
birthdate (MMDDYY). If you have problems logging in
contact Team 55. (ext. 5555)

View yolll P 3v5mn

on the WeP

To look at your Paystub on the web follow the next steps if not
skip to Step 5.

Step 3:
Click on Employee, then on Time sheet.

Step 4: Click on
Employee

Pay Information
Paystub

Display

If you wish to look at a detail check stub you can click on the
Pay Stub Date.



Step 5: Entering time on Banner Web
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Student Services & Financial Aid Employee Personal Information

Time Sheet Selection

&R ake 2 selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet

Description and Department My Choice Pay Period and Status
Student Employee, 3630760 & Jan 23, 2004 to Feb 08, 2004 In Progress j

Human Resources, 41200 g 09, 2002 to Aug 22, 2003 Completed =
Aug 23, 2003 to Sep 08, 2002 Completed

Sep 09, 2003 lo Sep 22, 2003 In Progress
Sep 23, 2003 to Oel 08, 2003 Completed
et 09, 2002 to 0ot 22, 2003 Completed

RELEASE:5.3 Oct 23, 2003 to Nov 08, 2003 Comnpleted

Moy 09, 2003 to Mow 22, 2003 Completed
Moy 23, 2003 to Dec 08, 2003 Completed
Dec 08, 2002 to Dec 22, 2003 Completed
Jan 03, 2004 to Jan 22, 2004 Pending

Jan 23, 2004 to Feb 02, 2004 In Progress

Btudent Bervices & Financial Aid Employee Personal Information

Time Sheet

R Selec e link under o dade b snler hours. Gelact el or Previous 1o navigets trough the dales within the penod
Time Shast
Position and Number:
Department and Number:
Time Sheet Perled:
Submit By Date:
Earning Shit Detault Total Friday Saturday  Sunday Monday
Houre or Unite Houre or Units Jan 23, 2004 Jan 24, 2004 Jan 2§, 2004 Jan 2§, 2004
Shedent Regular Pay 1 o o Erfir tinry Enbertheurs Exter Hen m

Teotal:

Fosson Getecton || Gommonts | Previos Submaior Approval | Festart | towt

Submitted for Approval By:
Approved By:
Waiting for Approval From:

Student Services & Financial Aid Employee Personal Infarmation

Time Inand Out
QR Ertor fime at intervals of 15 minutes in the $9:99 format. For example, 10:00, 1015, 10:-30, 10045, Select Save to display Total Hours

Date: Manday, Jan 26, 2004
Earnings Code: Student Regular Pay
Shift Time In Time Qut
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Total Hours

0
0
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0
0
0

Trnesheet | Previous Day | Next Day |

e Select the correct Time period by scrolling up or
down
e You can also see the status of your time next to

the date

o0 In Progress- means you have worked on
your timesheet, but it’s not submitted
0 Pending- means you have submitted your

timesheet, and it’s waiting approval from
your supervisor

Completed-means it has been approved
by supervisor

Not Started-means the timesheet has not
been worked on or submitted

Step: 6:
Click on “Enter Hours" to enter your time or to make any
changes.

Step 7:

o0 Enter time on the “Time In” and “Time Out” slots.
Make sure to change AM and PM to the time it
applies. DO NOT CHANGE SHIFT COLMN,
leave at “1”

To continue entering time click on the “Next Day”

button

When you have finish entering your time, go back

to main Timesheet (picture in step 6), save your

work, or Submit for Approval.

0 Submit for approval only at the end of the pay
period.



