Submitting Timesheets as a Student Employee
As of 8/11/2022

Background

This procedure will explain how to submit a timesheet as a student aide using the Banner Self-Service 9 upgraded
module. Unlike full-time employees (who only enter the time they are off), students enter the hours they worked on
their time sheets and include any time they took off as sick.

Steps
1. Go to Self Service
2. Login using your Ramapo credentials. Note: username does not include @ramapo.edu

n (Egm;g% Single Sign-On Server

OF NEW JERSEY

SIGN IN

[0 Remember me on this computer

SIGN IN

3. Click on the Employee tab or the Employee link

Personal Information Student Services & Financial Ai@lominanm

Search | || o |

Main Menu

Personal Information

Wiew Your Personal Profile

Student Services & Financial Aid

Register, View your academic records; Account Summary,Make a Payment, Payment Plan; Financial Aid

Employee
Fncashoabe=fme off, benefits, leave or job data, paystubs, W2 and W4 data.

Finance

Create or review financial documents, budget information, approvals.

RELEASE: 8.9.1.3
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4. Click on My Employee

Personal Information Student Services & Financial Aid B30 0% Finance

Search | || o |

Employee

?Your employee information has been gathered and updated on an ongoing basis via various &
Employee Self Service. In the event that you are not able to correct discrepancies, please coi
discrepancies, the Payroll Office at ext 7782 for pay and tax form information.

agement
Holds and Waivers
RELEASE: 8.9.1.3

5. From the Employee Dashboard, locate the Enter Time blue box on the right side of your screen

Employee Dashboard

Employee Dashboard

Leave Balances as of 08/04/2022

Full Leave Balance Information

Pay Information 7 My Activities

Latest Pay Stub: 07/22/2022 All Pay Stubs Direct Deposit Information Deductions History E ;

Earnings
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6. Locate the position for which you need to enter time. Click the Start Timesheet button to begin.

Employee Dashboard Timesheet
Timesheet
Approvals Timesheet
Pay Period w
Pay Period Hours/Units Submitted On Status
07/30/2022 - O /202 ot Sta Start Timesheet

7. Click on the day for which you need to enter the hours you worked or the hours you took off as sick. The day will
turn blue, shown below. Make sure the correct day is highlighted before entering hours. Note: to go to a
different week within the pay period, use the arrow keys on either side of the calendar.

07/30/2022 - 08/12/2022  24.00Hours (i)
SUNDAY MONDAY TUESDAY WEDNESDAY

7 8 9 10

In Progress  Submit By 08/13/2022, 11:59 PM

G

RIDAY SATURDAY

13

() Add Earn Code

Earn Code Start Time* End Time* Hours

Regular Student Aide v h:mm a @ . hh:mm a @ 0.00

(#) Add More Time

Exit Page _anc Save Preview
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8. The earn code for entering normal hours worked is Regular Student Aide. Click on the clock to begin entering
your start time for the day. Be sure to choose the correct AM/PM indicator! Then, click Set to set the time. Do
the same for the End Time. The Hours field will populate automatically.

07/30/2022 - 08/12/2022 24.00 Hours ln E InProgress  Submit By 08/13/2022, 11:59 PM
SUNDAY WMONDAY TUESDAY WEDNESDAY FRIDAY SATURDAY
7 8 9 10 13
# Add Earn Code
Earn Code Start Time* End Time* Hours
Regular Student Aide ~ hh:mm a @ hh:mm a 0.00
® Add Mare Time
09 00 AM
Exit Page Preview
=
a. Note: If you need to split the hours (to express a break within the day, ex: 9 am to 12 pm and 1 pm to

3pm), click Add More Time and add the hours.

07/30/2022 - 08/12/2022 24.00 Hours :'i—_j- (= In Progress  Submit By 08/13/2022, 11:59 PM
SUNDAY MOMNDAY TUESDAY WEDMNESDAY THURSDAY FRIDAY SATURDAY
7 8 9 10 13
< 6,00 0 He 6,00 | T )
() Add Earn Code
Earn Code Start Time* End Time* Hours
Regular Student Aide v | | 09:00 AM ®| 03:00 PM @ s00
@
Exit Page Cancel Save Preview
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b. To enter sick time, change the Earn Code drop down menu to sick time. Be sure you have enough hours

earned to put in sick time.

Earn Code

Regular Student Aide
Regular Student Aide

Sick Student Asst

Start T

hh:n

9. Click Save after each day for which you enter hours. You should not move onto another day until you have
clicked Save on days for which you have added time. Otherwise, your changes will not be saved.

07/30/2022 - 08/12/2022  24.00 Hours (i)

SUMNDAY MOMDAY TUESDAY WEDNESDAY
7 8 9 10
< .00 | 6,00 Hour
@ Add Earn Code
Earn Code Start Time* End Time*
Regular Student Aide v 09:00 AM (O] 03:00 PM
(%) Add More Time
Exit Page

THURSDAY

In Progress  Submit By 08/13/2022, 11:58 PM
FRIDAY SATURDAY
13

Cancel Preview

10. Repeat steps 7-9 until you have entered all the time you worked/any time you took off sick. You can also copy
time from one day to multiple days by selecting the paper icon, choosing the days you want to copy the hours
to, and clicking Save. If you select Copy, you will have the option to select "Copy to the end of pay period" or
select each day individually. It is recommend you select each day individually to ensure time entry accuracy.

Regular Student Aide (3) 09:00 AM - 03:00 PM  6.00 Hours

) Add More Time
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11. Once all the hours have been added & saved, click Preview

® Timesheet data successfully saved.

Leave Balances

07/30/2022 - 08/12/2022 30.00 Hours (i Submit By 08/13/2022, 11:59 PM

< b 6.00 Hours >

(¥) Add Earn Code
Regular Student Aide () 09:00 AM 0 PM 6,00 He V,

+) Add More Time

Total: 6.00 Hours Account Distribution

Exit Page

12. This will show you a preview/summary of the time you entered. Check everything over and make sure the time
you entered is correct/accurate. Note: Your supervisor is not able to edit your timesheet or enter time on your
behalf, and it is your responsibility to make sure the time entered is accurate.

Employee Dashboard « Timesheet
Pay Period: 07/30/2022 - 08/12/2022 30.00 Hours N Progress

Submit By 08/13/2022, 11:59 PM

Time Entry Detail

Date Earn Code Shift Total
0 120 RSA, Regular Student Aide 6.00 Hours
08/ RSA, Regular Student f".idf 6.00 Hours

Student Aide

6.00 Hours

Return

08/10/2 6.00 Hours
08/11/2022 6.00 Hours
L
Time Information
Date Earn Code Shift Hours/Units Time In System In Comment In Time OQut System Out Comment Out
Regular Student Alde 1 .00

@ular Student Aide 1 .00

sgular Student Aide 1 oo
08/10/2022  RSA, Regular Student Aide 1 .00
08/11/2022  RSA, Regular Student Aide 1 0o
Summary
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13. Once everything has been checked, scroll all the way to the bottom of the Preview page and look for a checkbox
that states “I certify that the time entered represents a true and accurate record of my time. | am responsible
for any changes made using my ID.” Without checking this box, you cannot submit your timesheet for approval.
Check the box, then click Submit

s oS remaining
< | certifythat the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID,
et @

You have now submitted your timesheet for approval.

Additional Notes:

e After submitting your time, your timesheet will now go into a “Pending” state until it is approved. In this state, you
are able to recall your timesheet and make changes if necessary until the timesheet is approved. In order to recall
your timesheet, go back into the timesheet and click Recall Timesheet. From there, you can make any changes
needed. You will need to Preview, Certify & Submit your timesheet again once those changes are made.

07/30/2022 - 08/12/2022  30.00 Hours (i) Pending  Submitted On 08/11/2022, 03:07 PM
SUNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
7 8 9 10 12 13
< 6,00 Hours 6.00 Hours 600 Hours .00 Hours >
Ragular Student Aide () 09:00 AM - 03:00 PM 6,00 Hours

Total: 6.00 Hours Account Distribution

Recall Timesheet

e Once the timesheet is approved, no more changes can be made. For any issues regarding time entered & approval
on a timesheet, please contact Payroll.

Exit Page
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