Student Timesheet Entry Directions
**Your student time should be entered bi-weekly and should be paid in the time period you worked.
NOTE: Banner will not allow you to enter time into past pay periods
1. Proceed to the Banner Web Portal (www.jcu.edu/bannerweb)
2. Click on “Enter Secure Area”

3. Enter in Banner ID and Pin, then click “Login”

4. Click on “Employee Services” or the “Employee” tab along the top of the screen
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5. To access time sheet, click on “Time Sheet”

6. On the Position Selection screen select the corresponding “Title and Department” for the
organization code you will be entering time for. Each job you hold on campus will be listed
under a separate title.
a. Under “Pay Period and Status” select the current pay period. If you have already started
a timesheet for that particular job then the description will be listed as “In Progress”. (If
no time has been entered the description will state “Not Started” and if the timecard
has been submitted the description will state “Completed”)
b. When selection is made, click “Time Sheet”
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7. On the Time Sheet screen to enter hours for a particular day, select “Enter Hours” for each
corresponding day. Please note, hours are to be entered on the day they are worked. Do NOT
enter ALL your hours on one particular day in the pay period.

8. After selecting the correct day, you will be able to enter the number of hours worked. Time will
be entered in quarter hours:
15 minutes equals .25
30 minutes equals .50
45 minutes equals .75
e.g., 5 hours and 25 minutes worked = 5.50
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a. Then click “Save” to save your entry

9. Student time entry should be completed by Friday at 5 p.m. of the pay period that is ending. See
STUDENT PAYROLL SCHEDULE for specific dates. Banner will close at 5 p.m. and you will not be
able to enter time after that. To submit timesheet for approval by supervisor, on the Time Sheet
screen select “Submit for Approval”. Once this step is done, you will be unable to go back and
change any time entered, unless the supervisor “sends back for corrections”. The supervisor will
be able to do this until the 5 p.m. Friday cut-off time. When the supervisor “sends back for
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corrections” you will be able to make your changes and then “Submit for Approval” again.
Supervisors will be able to make changes/corrections to the student hours until the Banner cutoff time of 10 a.m. on the Monday after the pay period has ended. Any changes needed after
that or after the supervisor has “approved” will need to be completed by the Payroll
department. Please contact Theresa Bakula or Tammy Wisz.

a. After clicking “Submit for Approval” the following screen will appear. Read the statement
and enter in your pin, then click “Submit”

b. Once you certify that the time entered represents a true and accurate record of your time,
you will be brought to the following screen.
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Other Features:
1. If the same amount of time is worked each day, the “Copy” feature may be used. To access the
“Copy” feature, click on “Copy” on the Time Sheet screen.

a. On the Copy screen select the days that should be copied by putting a check mark in the
corresponding box. Once all the days are selected click “Copy” to save your selection
and “Time Sheet” to return the Time Sheet screen.
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2. To change a timesheet corresponding to a different job or organization code, either completely
exit Banner Web and start from step #1 or click “Position Selection” on the Time Sheet screen

a. The following insert is what your screen will look like, once selection is made to return
to the Time Sheet screen click ”Time Sheet”.
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3. To preview entered hours for a particular time sheet, click “Preview” on the Time Sheet screen.

a. The following insert is what your screen will look like. To return to the Time Sheet screen
click “Previous Menu”.
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4. To delete saved hours, click “Restart” on the Time Sheet screen

a. In order to successfully delete hours the following screen will appear. To delete hours,
click “Submit”

5. To navigate between weeks in a pay period, click “Next” to go to the following week or
“Previous” to go to the previous week
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