Banner Web Time Entry for Students Employees

Online Time Entry for Student Employees!!

If you experience problems or have questions, please contact:

Payroll: payroll@newhaven.edu

Andrea Doody: 203-932-7225
Associate Director of Payroll

Christine Zuchinksy: 203-932-7230
Payroll Specialist

Student Employment: SEO@newhaven.edu

Sharon Austin-Christy: 203-931-2995
Assistant Director of Student Employment

Tara Butler: 203-932-7281
Student Employment Coordinator

Elizabeth Caiafo: 203-932-7279
Student Employment Coordinator
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Banner Web Time Entry for Student Employees

Logging into Self Service Banner:
Click the link below to login to MyCharger:

https://mycharger.newhaven.edu/

When the login screen appears, enter your network Username and Password and click Sign In:

University of New Haven

MG IR WAl ln uineerily adooeinl

University of New Haven
Payroll Office
Updated September 19, 2023 Page | 2


https://mycharger.newhaven.edu/

Banner Web Time Entry for Students Employees

To access Self Service Banner (SSB), under Welcome, click on the SSB icon:

Sharon Austin-Christy> @ Sign Oui

my CHARGER

WELCOME

myCharger Welcome

University of
New Haven
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Hover over each icon for a description.

Academics
Student Resources Alerts Calendar
Faculty Resources This calendar features just some of the hundreds of events happening on

+  shuttle Schedule Adjustments, Effective Monday, Sept. 17

campus each week. To submit your event for inclusion, re. Students can
always find a full list of Recognized Student Organization events and club
meetings on C

Employee Resources

Office of the University Upcoming EVentS
Registrar Happening on Campus

Tuesday, September 18

news? Click = University of No Hate Module 1 (Undergraduate Students). 10 am.- 12

p.m., Myatt Center for Diversity and Inclusion, Gerber Hall.
= Uicmanic Unritamn Manthe Mack At © Craft T Mt Crntor for

Library

When the Main Menu appears, click on Employee:

Employee Finance

Search

Main Menu/ Employee
Employee

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

ACCESSIBILITY SITE MAP HELP

When the Employee menu appears, click on Time Sheet:

[ET) Finance

S h
earc RETURN TO MENU  SITE MAP HELP
Employee Time Sheet
Time Sheet
RELEASE: 8.4
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The Time Sheet Selection menu will appear. You will see your position(s) displayed and a pull down

menu to choose the pay period. Choose the position you wish to enter time for and the current pay

period and click on the Time Sheet button:

[ER 03 Finance

Search

1. Choose Position

2. Select Current Pay

Time Sheet Selection

7 Make a selection from My Choice. Chdose a Time Sheet period from the pull-down list. Select

Title and Department M Choice Pay Period and Status

Student Graduate, GHROE1-00 © Aug 06, 2012 to Aug 12, 2012 In ProgressB
Business Office, 700002

FWS -Marching Band, WBNDO1-00
Business Office, 700002

Time Sheet %

Aug 06, 2012 to Aug 12, 2012 Not Star‘tedE

3. Click Time Sheet

ime Sheet.

SITE MAP HELP EXIT

RELEASE: 8.3

Click on Enter Hours under a date you wish to enter time for:

[E e Finance

Search

Time and Leave Reporting

SITE MAP  HELP

T Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Time Sheet Click Enter Hours

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Earning Shift Default Total Total Monday Tuesday
Hours or Units Hours Units Jul 30, 201& Jul 31, 2012
Graduate Student 1
0 0 Enter Hours Enter Hou

Total Hours:

0 0
Total Units:

0 0

[_Position Selection | [ Comments | [ Preview | [ Submit for Approval | [ Restart

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

Student Graduate -- GHROE1-00
Business Office -- 700002

Jul 30, 2012 to Aug 05, 2012
Aug 06, 2012 by 05:00 PM

Wednesday Thursday Friday Saturday Sunda’

Aug 01, 2012 Aug 02, 2012 Aug 03, 2012 Aug 04, 2012 Aug 05, 2012
rs Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
0 0 0 1] 0 0
0 0 0 ] 0 0

RELEASE: 8.4
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Enter in and out punches to record your time for the day and click the save button at the bottom of
the page. You can click on the Time Sheet button to return to your time sheet.

Time In and Out

7 Enter time at intervals of 15 minutes in the 99:99 format. For example, 10:00, 10:15, 10:30, 10:45. Select Save to display Total Hours.

Date:

Monday, Jul 30, 2012

Earnings Code: Graduate Student
Time Out  Total Hours Enter in and out

Shift Time In

1 09:00
1 12:00
1
1

1

Time Sheet

l Add New Lin

AM[~] 11:30  |AM[<]

2

PM[~] 04:00 [PM[]

5 punches. Be sure

4 to enter in and out

punches for breaks

Am[=] Am[=]
am[~] am[~]
am[] Am[=]

Click save when you finish
entering time

Next Da

~Save | [ Copy | [ Delete |

Account Distribution
Earnings Code Shift Hours
Graduate Student . Account DistribulT

6.5

Click Time Sheet to
return to your time
sheet

**mportant**

Time must be entered in
00:00 format in 15 minute
intervals. Be sure to choose
the appropriate AM or PM
selection

When your time sheet is completed for the pay period, be sure to review it carefully and click the

Submit for Approval button at the bottom of the page. If you have more than one student job, you

will need to submit each time sheet separately. You should submit your time sheet(s) for approval
after your last shift for the pay period. Your time sheet must be submitted for approval no later

than the date and time specified.
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[Nk Finance

Search

Time and Leave Reporting

7 Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Earning Shift Default Total Total Monday
Hours or Units Hours Units Jul 30, 2012
Graduate Student 1
0 6.5 6.5
Total Hours:
6.5 6.5
Total Units:
o] 0

[ Position Selection H Comments H Preview H Submit for Approval H-g:start

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

SITE MAP  HELP

DEADLINE for
submitting time

Student Graduate -- GHROE1-00
Business Office -- 700002

Jul 30, 2012 to Aug 05, 201

Aug 06, 2012 by 10:00 AM

for approval

Tuesday Wednesday Thursday Friday Saturday Sunday
Jul 31,2012 Aug 01, 2012  Aug 02,2012  Aug 03, 2012 Aug 04, 2012  Aug 05, 2012
Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
0 0 0 0 0 0
0 0 0 0 0 0

Click Submit for Approval Button
when your time sheet is complete

RELEASE: 8.4

You will see a confirmation that your time sheet was submitted on the top of the page. The bottom

of the page will show that your time sheet is

waiting to be approved by your supervisor. If you have

more than one position, and you wish to enter time in another time sheet, click on the Position

Selection button at the bottom of the page.
of the page to log out of web time entry.

If you are finished entering time, select Exit at the top

Employee WAlETIT]

Search

Confirmation of time

submittal

SITE MAP HELP EXIT

Time and Leave Reporting

7 Select the link under a date to enter hours or days. Select

A\ Your time sheet was submitted successfully.

xt or Previous to navigate through the dates within the period

Exit web time

entry
Time Sheet
Title and Number: Student Graduate -- GHROE1-00
Department and Number: Business Office -- 700002
Time Sheet Period: Aug 06, 2012 to Aug 12, 2012
Submit By Date: Aug 13, 2012 by 10:00 AM
Earning Shift Default Total Total Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Hours or Units Hours Units Aug 06, 2012 Aug 07, 2012 Aug 08, 2012 Aug 09, 2012 Aug 10, 2012 Aug 11, 2012 Aug 12, 2012
Graduate Student 1
0 7 7 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours:
7 7 o] o] o] o] 0 0
Total Units:
o] o] o] o] o] o] 0 0

[ Position Selection H Comments H Preview H Return Time

The bottom of the screen displays

You on Aug 10, 2012 the date your time card was

Neil Chamberland submitted for approval and that is

ready for your supervisor to approve

To enter time for a different position, click

the Position Selection button to view all

University of New Haven your positions

Payroll Office
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Frequently Asked Questions:

Q: What happens if | submit my time sheet for approval, but | forgot to put some of my time
in?

A: Your supervisor can enter the time in your time sheet for you.

Q: How do | know when my time sheet has been approved by my supervisor?

A: You can see the status of your time sheet when you log into Web Time Entry. Use the pull

down arrow under “My Choice Pay Period and Status” to view pay periods and the status of
your time sheet.

e Not Started — You have not opened your time sheet

e In Progress — Your time sheet is open and you have entered time

e Pending — Your time sheet is complete, you have submitted it and it is waiting for
your supervisor to approve

e Approved — Your time sheet has been approved by your supervisor and has been
sent to the payroll office for processing

e Completed — The payroll office has completed processing your time sheet
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