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LOGGING ON TO SELF-SERVICE BANNER

1. From the University’s website (www.ncat.edu), select Banner from the Fac/Staff/Admin link on the
left side of the screen.
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2. Select Self-Service Banner (SSB)
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http://www.ncat.edu/

3. Click Enter Secure Area to access Aggie Access.

North Carglina Agricultural and!

Enter Secure Area

General Financial Aid
Campus Directory
Class Schedule
Course Catalog
Alumni and Friends

4. Loginto Aggie Access using your Banner ID and password.

User Login

\E) Please enter your Banner Identification Mumber (950#% and your 6 digit Personal Identification Number (PIN). When finished, click Login.
Multiple failures to enter your correct ID and/or PIM will result in your account being disabled! This will occur on your third attempt,

wWhen you are finished, please Exit and close your browser to protect your privacy.

First Time Alumni and Donors can create an account here

Click here for important information regarding
->»>> Process for Requesting Book Allowances/Parking Permits Online!

Click here for important information regarding
->>> Refund Schedule for Spring 2010

Security Agreement: The User ID and PIMN assigned to me are for my use OMNLY and will not be disclosed to anyone else. By accessing this system, 1 agree to abide by the
University?s Computing and Network Usage Policy (http: JAwww.noat.eduf~cit/policies/) and not perform an illegal or unauthorized activity(s) that would violate state and/or
federal laws, nor University policies. T will not disclose in verbal, electronic, or in printed format information that I¥m not authorized to do so.

[Logn ] [ Fergot PIng |

Forgot or Do Not Know Your Banner ID or PIN?
e If you do not know your Banner User ID or Pin, please go to the following site to retrieve it:
o https://www.ncat.edu/~banner/ID_Request/
o Orsearch for “Banner ID request” from the NC A&T homepage, “Search A&T” button

e Toreset you PIN online, from the Self-Service Banner login page (pictured above), click on the
“Forgot PIN?” button.
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First Time Logging Into Banner?
e If you have never logged into Banner before, the default User ID is your birthday, in the following
format: MMDDYY.
o When assigning a PIN for yourself: it must be 6 numerical digits, and cannot be your date of
birth.

e Click Login to continue to security question.

North Carglina Agricultural Elgleli[2cnnical Siaia Univarsi

HELP  EXIT

Login Verification Change PIN

se change it now.

Re-enter Old PIN:
New PIN:

Re-enter new PIN:

Security Question
e Type your New PIN number in the Please Confirm your Pin
e Enter Question and Answer and click Submit

North Ca_rglina Aﬂricultural and

Personal Information Employee

Search

JTacnnical Siaia Univarsi

MEML  SITE MAR  HELR  EXIT

q} Please enter your new Security Question and Answer and click Submit,

@rm your Fin:

Question: | yot Selected [V]

Answer:

QR

Question:
Answer:
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ENTERING LEAVE
When Banner Self-Service opens, select Employee information.

North Carelina Agricultural andNEL3Ish

Personal Information Y07

Search

Welcome, Elmer Fudd, to Aggie Access! Last web access on Mar 19, 2010 at 12:43 pm

Personal Information

Employee

Time sheets, ffne off, benefits, leave or job data, paystubs, W2 and T4 forms,wd data,

Select Leave Report.

North Carelina Agricultural and

Jzcnnical 5 Univearsiiy

Personal Information Emplnyee

RETUR]

dresses, contact information or marital status; review name or social security number change information; Change your PIN; Sustomize your directory profile,

KN TO HOMEPAGE  SITE MAP  HELP

Search

Employee Services

Time Sheet

Leave Report

Select Access my Leave Report. Click Select.

ime Reporting Selection - Mozilla Firefox
Eil=  Edit Wew History Bookmarks Tools Help

@ a c N (‘ﬂ l https: ffamen.ncak, edu: 9054/ pls \DEY 28 /bwpkkais . P_SelectLeaveReportRoll

RETURMN TC MEWU  ZITE MAP  HELP  EXIT

L2 Mast visited 3 Getting Started |5 Latest Headlines B Account I1 Grail - Inbox - ajpend... ﬂ Raobert Half Technalog...
[*] Gmail - Inbax - ajpendsrgrass@amail .c... ﬂ Time Reporting Selection =] |j Oracle Application Server Forms Services -
A,
- - 4 T L
North Carolina Agricultural andNECHIIGEAY
[ —
Personal Information Alumni and Friends Student Financial &id
Time Reporting Selection
Selection Criteria
My Choice
A aet:
Access my Leave Report: 1O
v leave Request:
Approve or Acknowledge Time: O
Approve All Departments:
Act as Proxy:
Act as Superuser:
- Proxy Set Up
RELEASE: 8.3 powered by

Done

amen.ncat.edu: 3054

(1] [73
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Select the appropriate Title and Department and Leave Report Period and Status. If there is
more than one title contact your supervisor to determine the ¢orrect one to use. Then click Leave
Report.

@ Leave Report Selection - IBM Lotus Notes
File Edit Wiew Create Actions Applet Help

CEHS-TSS=3|

Al | Address https//amen.ncat edu 3054/pls/PAYTEST A

7/
wwelcome ['_v} Claire Miller - Inbox < [% EPA leave report > [ ﬁ Leave Report Selection... >

IR
pktais.P_ProcselectleaveReportRol - | ¢Zl - 50 R Cx‘v |

a]

HlE

gEgdey gceald

Jacnnical Stats Univarsisy

G2
SITE MAP  HELP EXIT
My Choice Leave Repogt Period and Status
Re ces, 000127-00 & Juyl o Cpar v} B <

Harmian Resources, 44000

Asst WC-Human Resources, 000127-§0 « |Sep 01,2010 to Sep 30,2010 In Progressj
E3
@
F

uman Resources, 44000

Leave Report
powerad

" By
RELEASE: 8.3 SUNGARD' HIGHER EDUCATION

(JG== DI e R =)

[7¥) 2 Firefox s sl @) PM

Note: There are five STATUS categories under Leave Report Period and Status in which you could be
classified:

1.

ukwnN

Page 6

In Progress — You have started your leave report, but not submitted it for approval.

Pending — You have submitted your leave report for approval.

Completed — The leave report has been approved by your supervisor and sent to Payroll.

Not Started — You have not started the leave report process.

Returned for Correction — There was a problem with your leave report and it was returned to you
by the supervisor to correct.
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You will see the Leave Reporting screen. On the top, you will see your title, department, and leave
reporting period. Confirm you are on the right leave period.

Windows

ternet Explorer

v[@) &5
File Edt View Favorites Tools  Help
o 2 I@https:f,l'amar\.n(at.Edu:9D54Ip|swahwpl¢Els .. ] ] EiHome - B o Print - [:2- Page ~ (£ Tools
- ~
Title and Number; TESC v soes - - 000127-00 B
D nt d Number: Human Resources -- 44000
Leave Report Period: Sep 01,2010 to Sep 30,2010
< Submit By Date: Sep 30,2010 by 11:592 P.M.
in Total Total Wednesday Thursday Friday Saturday Sunda onday Tuesday
Hours Units Sep Sep Sep Se Sep Sep
oy > oITZOI0 04,2010 05,2010 06,2010 07,2010
Leave Report [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Certification
Administrative Leave 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Adverse Weather Taken Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Adverse Weather Make- Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
up
Wacation Lv Taken [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Lv Taken 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Bonus Leave Taken 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Civil Leave Taken Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comm Serv Lv Taken 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
University Closing 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Worked
Leave Without Pay 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
(LWoR)
Military Reserve Trn Lv a Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: Q Q Q Q Q o Q Q M |
Total Units: o} o] o} o] o} a o] o}
[ Position Selection ] [ Comments ] [ Prewview ] [ Submit for Approwval ] [ Restart ] [Next]
~
Done & Internet -

Notice that the column headings across the top correspond to the first week of the month, starting with
the first day of the MONTH on the far left.

du: 9054 pls/PAY TEST/bwpkdt elec 'meSheetDriver

Windows Internet Explorer.

- |#&] httpsiijamen.ncat. edu:9054/pls{PAYTEST/bwpktels.P_Select TimeSPwgtDriver ~[ & [*2][x =]~
File Edit Miew Fawvorites Tools Help
= >
w4 [@https:,r,ramen.ncat.adu:9054,rp|s,rpanEST,rbwpkte.s.p.. ] ] i Home - deh Prink = ik Page ~ (.} Tools ~

Title and Number: man Resources -- 000127-00 -
Department and Number: rces -- 44000
Leave Report Period: ep S0 2010
Submit By Date: Sep 30,2010 by 11:59 P.M.
Earning Total T, Wednesday Thursday Friday Saturday Sunday Monday
Hours Units Sep Sep Sep Sep Sep Sep Sep
01,2010 02,2010 03,2010 04,2010 05,2010 06,2010 07,2010

Leave Report [u] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hoyg T Hours
Certification
Administrative Leawve [s] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Adverse Weather Taken Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Adverse Weather Make- Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
up
“acation Lv Taken [u] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Lv Taken o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Bonus Leave Taken [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Civil Leave Taken o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comm Serv Lv Taken [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
University Closing [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Worked
Leave Without Pay [u] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
(LwWor)
Military Reserve Trn Lv [o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: o Lo} o] Lo} o] Lo} o] Lo} [ |
Total Units: o o Q o Q o Q o
[ Position Selection ][ comments | [ Preview | [ Submit for Approval | [ Restart | [Next |

o

Done &P Internst 1002 T
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The far left column, lists the work and leave categories. For complete description of the leave, refer to the
“Leave Comparison Chart.”

¢= hitps:ffamen.ncat.edu: 9054/pls/PAY TEST/bwpkieis.P_selectTimeSheetDriver - Windows Internet Explorer

& - [E] nttpsiifamen.neat edUiS054 Pl [PAYTEST (uieeis F_SelectTimashestDriser ~[ & | [*2][x -
File  Edit  Wiew Favorites Tools  Help
e afe I@https:h’amer\.n(at.edu:9E54,fMEST,fbwpktels F... ]7] i Home  ~ B3 A Print  ~ [ Page ~ EF Tools ~
Title and Number: AsSSt WC-Human Resources -- 000127-00 3
Department and N er: Human Resources -- 44000
Sep 01,2010 to Sep 30,2010
Sep 30,2010 by 11:59 P.M.
Total Total Wednesday Thursday Friday Saturday ¥ ¥ T v
Hours Units Sep sep sep sSep Sep sep sep
01,2010 02,2010 03,2010 04,2010 05,2010 06,2010 07,2010
Leave Report o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Certification
Administrative Leave o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Taken
Adverse Weather Taken o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Adverse Weather Make- o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours — Enter Hours
up
Wacation Lv Taken o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours — Enter Hours
Sick Lv Taken o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Bonus Leave Taken o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours — Enter Hours
Civil Leave Taken o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Comm Serv Lv Taken o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours — Enter Hours
University Closing o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
worked
Leave Without Pay o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
(LWOP)
Military Reserve Trn Lwv o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours — Enter Hours
Total Hours: o o s} o s} o o s} |
Total Units: e} o s} o e} o o s}
\[ Position Selection /| [ Cemments | [ Preview ][ Submit for Approval 1 [ rRestart | [Mext]
~
Internet oo

~  [&] netpsiiramen. ncat. edui 905 4/pls PAYTEST fbwpkkeis P_SelectTimeShestDyfver ~ & [#2][x |[2]-

.

File Edit Wiew Favorites Tools Help

e < I_(,éhttps:f,l’amar\.ncat.edu:9D54,|’p|5p’F'AYTEST,I’hwpI¢E|5 P. i Home  ~ ) ik Frink + Page - (L Tools -

~
Title and Number: Asst VC-Human Resources -- 000127-00 |
Department and Number: Human Resources -- 44000
Leave Report Period: Sep 01,2010 to Sep 30,2010
Submit By Date: Sep 30,2010 by 11:59 P.M.
Earning Total Total Wednpe vy phursday Friday Saturday Sunday Monday Tuesday

Hours Units Sep ep Sep Sep Sep Sep Sep
02,2010 03,2010 04,2010 05,2010 06,2010 07,2010

Leave Report [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Certification
Administrative Leawve [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Adverse Weather Taken ] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Adverse Weather Make- 0 Enter Hours nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
up
Wacation Lv Taken [a] Enter Hours nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Lv Taken [a] Enter Hours nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Bonus Leave Taken a Enter Hours nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Civil Leave Taken ] Enter Hours nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comm Serv Lv Taken Q Enter Hours nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
University Closing o] Enter Hours nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
wWorked
Leave Without Pay ] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
{(LWOoP)
Military Reserve Trn Lv Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: [a] o Q o o Q o B |
Total Units: Q Q [s] Q o [s] Q
[ Position Selection | [ Comments |[ Preview | [ Submit for Approval ] [ Restart | [Mext |

)

& Internet 100% =
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For example, for Wednesday, September 1%, you have a field to enter “Sick Leave Taken”

ndows Internet Explorer

@'\T.) - |@ https:ffamen.ncat, edu: 2054/ pls/Pay TEST /bwpkkeis, P_Select TimeSheetDriver V| Qj + | | | 2
File Edit WYiew Favorites Tools  Help
wr [_réhttps:,l’,iamen.ncat.E\:Iu:90541pls,|’PAYTESTp’bwpkte|s.P... ] l ﬁ Home  ~ [5]) SQQ Print  ~ |7k Page - f:# Todls ~
" ~
Title and Number: Asst WVC-Human Resources -- 000127-00 B
Department and Number: Human Resources -- 44000
Leave Report Period: Sep 01,2010 to Sep 30,2010
Submit By Date: Sep 30,2010 by 11:59 P.M.
Earning Total Total Wednesday Thursday Friday Saturday Sunday Monday Tuesday
Hours Units Sep Sep Sep Sep Sep Sep Sep
01,2010 02,2010 03,2010 04,2010 05,2010 06,2010 07,2010
Leave Report 4] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Certification
Administrative Leave 4] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Adverse Weather Taken 4] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Adverse Weather Make- o] Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
up
™ o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Sick Lv Taken 4] Enter Hours nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Bonus [eave Taketr Efter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Civil Leave Taken (8] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comm Serv Lv Taken s} Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
University Closing 4] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Worked
Leave Without Pay 4] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
(LWOP)
Military Reserve Trn Lv 4] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: o] o] 0 0 o 0 0 0 4
Total Units: 4] aQ 4] aQ 4] 0 aQ 4]
[ Position Selection ] [ Comments ] [ Preview ] [ Submit for Approval ] [ Restart ] [Next]
v
Done @ Internet L 100%: -

The screen provides data entry fields for all other leave categories, such as Vacation Leave Taken, Sick
Leave Taken, and Bonus Leave Taken.

ndows Internet Explorer

~ [l nttps:ffamen.neat. edu: S054/pls/PAY TEST /bvwpkieis. F_Select TimeShestDriver ~ & [+ =< (=]~
File Edit  view Favorites Tools  Help
e 4 [_fehttps:ﬁamen.ncat.edu:9n54,fp|s,fpavrsswbwpkte.s.F-...] ] 5 Home - 3 i Print  — [iF Page - &3 Tools ~
i ~
Title and Number: Asst VC-Human Resources -- 000127-00 B
Department and Number: Human Resources -- 44000
Leave Report Period: Sep 01,2010 to Sep 30,2010
Submit By Date: Sep 30,2010 by 11:59 P.mM.
Earming Total Total wednesday Thursday Friday Saturday Sunday Monday Tuesday
Hours Units Sep Se; Sep Sep Sep Sep Sep
01,2010 02,2010 03,2010 04,2010 05,2010 06,2010 07,2010
Leave Report o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Certification
Administrative Leave o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Agerse Weather Taken Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
dverse Weather Make- Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
up
wacation Lv Taken o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Lv Taken o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Bonus Leave Taken o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Civil Leave Taken o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comm Serv Lv Taken o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
University Closing [s) Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Le wWithout Pay o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
(LwWoO
Military Reserve Trn Lwv o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: o o] o o] [s] o] o] o] i |
Total Units: o o (o] o [s] o o o
[ Position Selection ][ Comments | [ Preview | [ Submit for Approval | [ Restart | [rext]
~
& Ireernet -
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Some of the leave categories, such as Leave Without Pay (LWOP) or Military Reserve Training Leave
Taken, you may seldom or never take.

https:ffamen.ncat.edu: 9054/pls/PAY TEST/bwpkteis.P_Selec

eSheetDriver - Windows Internet Explorer

@,\_ y~ |§, https: /famen.ncat. edu: 9054/ pls/PAYTEST [bwpkteis P _Select TimeSheetDriver

(@)% x |

File Edk Wiew Favorites  Tools

Help

ﬁ ahe I'_(ehttps:J‘,l’aman.n[at.Edu:9054,|’p|s)’PAYTEST,|’hwpktEis‘P...l

i Home  ~ [

IBE

@Print - I;‘,“’F‘age - :}- Tools -

-

Title and Number: Asst VC-Human Resources -- 000127-00 3
Department and Number: Human Resources -- 44000
Leave Report Period: Sep 01,2010 to Sep 30,2010
Submit By Date: Sep 30,2010 by 11:59 P.M.
Earning Total Total Wednesday Thursday  Friday Saturday Sunday Monday Tuesday
Hours Units Sep Sep Sep Sep Sep Sep Sep
01,2010 02,2010 03,2010 04,2010 05,2010 06,2010 07,2010

Leave Report 0 Enter Hours Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours
Certification
Administrative Leave 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Taken
Adverse Weather Taken 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Adverse Weather Make- 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
up
Wacation Lv Taken 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Sick Lv Taken 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Bonus Leave Taken u} Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Civil Leave Taken 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Comm Sery Lv Taken 4] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Universt i 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Worked
Leave Without Pay Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
(LWor)
Military Reserve Trn Lv Enter Hours ~ Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Total Hours: 0 o] 0 o] o] 0 o] | |
T itge o] 0 o] 0 0 0 0
[ Position Selection I [ Comments ] I Preview ] [ Submit for Approwval ] [ Restart ] INext]

v

e Internet <
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To help you transition to reporting your leave via Banner Self- Service, you may wish to enter your time
FIRST on the PD-110/AT

Form PD-110/AT (revised) NORTH CAROLINA A&T STATE UNIVERSITY
Oct. 2002 Office of Academic Affairs
Employee Monthly Leave Record

To be used by employees covered under the leave policy for twelve month EPA personnel.

Record leave daily according to the following codes: “A” for Annual leave taken

“S” for Sick leave taken

“H” for Holiday

“O” for all Other leave taken (including
Administrative Leave)

“B” for Special Bonus leave taken

“X” for no Annual or Sick leave taken

This form should be signed by the supervisor and submitted to the Office of Academic Affairs by the 5th day
of the month following the month in which leave was taken.

Name: SS#: XXX-XX-
Month: Year:

Note: Leave is taken in half-days or full days ONLY.

1 2 3 4 o) 6 7 8 9 10 11 12 13

17 18 19 20 21 22 23 24 25 26 27 28 29

Totals for the Month

Annual Sick Bonus Holiday Other No Sick or Annus
Employee’s Signature: Date: Department:
Supervisor’s Signature: Date:
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You should enter your leave on a WEEKLY basis. To enter your leave, click on the ENTER HOURS field
corresponding to the type of leave category AND the specific day. For example, if you were out sick on
Monday, September 1st, you would click on the ENTER HOURS field corresponding to Sick Leave Taken
AND Monday, September 1st.

= https:ffamen. ncat.edu: 9054 0Is/PAY TEST/bwpkteis.P_SelectTimeSheetDriver - Windows Internet Explorer

@ = [ hetps:famen. neat. edu¥QOS4pls/PAYTEST bupktsis. P_Select TimeSheatDriver /= & [*2][x [2]-

Fie \Edit WView Favortes Tools  Help'

\{j\

b [@https:namen.ncat.edu:gosqypls.rp)qsswbwpneis.p...] ] 5 Home B Prine - |0 Page - 3 Todls -

Titld and Number: Asst VC-Human RgSources -- 000127-00 =
Department and Number: Human Resourc -- 44000
Lea Report Period: Sep 01,2010 Sep 30,2010
Submit By Date: Sep 30,2002 by 11:59 P.M.
Earning I wednesday \Thursday "4 Saturday Sunday Monday Tuesday
Sep ep ep ep Sep
01,2010 02,2010 »2010 04,2010 05,2010 06,2010 07,2010
Leave \Report Enter Hou Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Certifiqation
Adminiktrative Leave o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Adversg Weather Taken (o] Enter Hours Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
AdversgeWeather Make- (o] Enter Hours Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
up
Wac o nter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
q Sick Lv Taken >o m ter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
(o] Abarto Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Civil Leave Taken [s] Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comm Serv Lv Taken [o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
University Closing (o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Worked
Leave Without Pay [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
(LWOP)
Military Reserve Trn Lv o Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: o Q o] Q [o] 0 Q o] B
Total Units: o o o o] o o o o
[ Position Selection ][ comments ][ Preview | [ Submit for Approval | [ Restart | [mext]
-

&P Internst

Banner will display the Time Sheet screen with a data entry field. Enter the number of hours of Sick Leave
taken for September 1* and click SAVE.

%2 Mozilla Firefox

Bile Edit View History Bookmarks Tools  Help

& -c &

B https: fjamgfn.ncat.edu:9054/pls/PAYTEST fbwpkketm. P_Ernter TimeShest? JobsSeqMo=1087288TypeEntry 7« | |4

|81 Mast visited 4 Getting Started |5 Latest Headlines £7 Wweb Mail Messages 4 Index of File:f[iC:fDoc.. | | Banmer - Morth Carolin . | '] Morth Carolina agricul
Google 28 search ~ | &> - Share~ Sidewiki ~ $oF Bookmarks= (23 Tramslate - | autorill - 50 > - ! Signin -
| ] Banner - Morth Carolina AST State Un... 1] Https:sfamen.n...d=01-SEF-2010 EH | | | homepage | ] Banner - North Carolina 42 State Un + | -
e
2 Univarsiyy
Search SITE M&P HELP  EXIT
Time Sheet
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You can use the COPY function to enter leave. For example, you take a vacation day the day after Labor
Day. Find the ENTER HOURS field corresponding to Vacation Leave and Tuesday, September 7°".
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If you also took vacation days on Wednesday, Thursday, and Friday following Labor Day, click on those
dates to copy 8 hours of VACATION LEAVE into those dates. Click COPY.
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Every month, you need to enter a “1” in the LEAVE REPORT CERTIFICATION field. This will indicate
that you have reported leave—even if you haven’t taken any type of leave for the month.
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Click on ENTER HOURS corresponding to LEAVE REPORT CERTIFICATION field and the first working
day of the month.
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On the Time Sheet screen, enter “1” and click SAVE.
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When you return to Banner, use the NEXT button to navigate to the next week.
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Banner will display the previous week’s reported leave.
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To correct an earlier entry, click on the ENTER HOURS corresponding to the date and type of leave you
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Occasionally, you may wish to explain your LEAVE to your supervisor. Click on COMMENTS at the bottom
of the screen.
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After you have completed your monthly Leave Record, you may wish to Preview it PRIOR to submitting for
approval to your supervisor. Click PREVIEW at the bottom of the Leave Record page.
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Once you have entered your leave for the month, you will want to submit your Leave Record, to your
supervisor for approval. Click the SUBMIT FOR APPROVAL button at the bottom of the page
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You will enter your six-digit (numbers only) PIN and click on SUBMIT. Your Leave Record will route to
your supervisor’s Banner account.
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Approval Process

Once you hit SUBMIT, your Leave Record routes to your supervisor for approval, and you cannot change

your Leave Record via your Banner ID.
= Your supervisor or proxy, will approve your Leave Record, and your leave will be recorded in

Banner.
* To correct your Leave Record after you have submitted it, you can:
» Ask your supervisor to return it for correction.
» Ask your supervisor to correct your Leave Record on your behalf.

When you log into Banner, you will see that the monthly leave you completed is now in Pending Status.
You cannot change your leave when it is in Pending Status.

%) LLeave Report Selection - Mozilla Firefox

=X

History —Bookmarks Tools  Help

File Edit  Wiew
@ - | [l =0 hbbps: ffamnen. noat edu: 9054 plsiPAYTEST fbwpktais.P_FrocSelect eaveReportRoll o - | |-

|8 Mast visited # Getting Started |5 Latest Headlines £ weh Mail Messages 4 Indsx of fils:/{/C:/Doc_ | ] Banner - Marth Caralin | ] Morth Caroling Adricul
GCoogle v | 2q search - | & - Share~ Sidewiki - Tf Bookmarkss 53 Translate + 0| AuteFill - S » &, - Signin ~

| ] Banner - North Carolina/

& | | | homepage

| '] Banner - Morth Carolina AST State Un | '] Leave Report Selection

North Carelina Agricultural andNEEHNEHRSTATERBINVETSTT

Personal Information FENTIGTEE

Leave Report Selection

SITE MaP  HELRF  EXIT

My Choice Leave Report Period and Status

Titde and Department
[Jur 01,2010 to Jul 31,2010 Completed |

Azst WC-Human Resources, O00127-00 &
Hurman Resources, 44000
Asst WC-Human Resources, 000127-00 O
Human Resources, 44000

Leawve Report

RELEASE: 8.3

Sep 01,2010 to Sep 30,2010 Pending V|

powerad by
SUNGARD' HIGHER EDUCATION

Cone

- [ B GETTING 5TA...

Page 21 Last update: 10/4/10



Page 22

After your supervisor approves your Leave Report, it will move into Completed Status
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View the comments, and make the corrections. Then re-submit your corrected Leave Report.
==X

) Comments - Mozilla |irefox
Higtary | Bookmarks  Tools  Help
0

@ - Y| htkps: ffamen. ncat . edurS054/plsfPAYTEST fhwpktetm. F_TimeSheetButtonsDriver 7 - | |- 5

Most visited I Getting Started |5 | Latest Headlines 7 web Mail Messages 4 Indesx of File:/}fC:fDoc.. | | Banner - Morth Carolin._. | ] Morth Carclina Agricul
- &2 - BB share- Sidewiki - TF Bookmarkse 33 Translate - | AutoRll - 5 5 & -

Fle Edit  iew

s,
| *f search - 4

Google
| "] Morth Carolina Agricultural 4nd Techni | ] Banner - MNorth Carolina A&T State Un | | Comments E3 | | User Logout + |-
TN LI WA = 1 =288 73
Personal Information
search SITE MAaP  HELP  EXIT
Comments
(_;-l:) To edit a comment, just type over the information previously entered. ¥our comments may be enteredysedited up to the time the record is
submitted for approwval
Made By:
Comment Date: Sgp 27,2010
Enter or Edit Comment:
[ Save H Prewvious Menu I x
Made By: Kath
Comment Date;
Comment: Thought you took a vacation day on September 7th.
: powered by =3
RELEASE: B.Z2 HIGHER EDUCA 2
o
E3

Done

Page 23 Last update: 10/4/10



Page 24

IMPORTANT REMINDERS
Employees must complete their Leave Report by Payroll deadlines.
Supervisors must approve the Leave Report by Payroll deadlines.
Your Leave Balances represent your accrued leave as of the last Payroll cycle.
Enter your time and leave accurately.

Your Leave Report cannot be changed by you via your Banner ID once it has been
submitted. Contact your supervisor (or proxy), if you discover a problem.

IMPORTANT: FAILURE TO MEET A DEADLINE CAN RESULT IN YOUR PAY
BEING DEFERRED UNTIL THE NEXT PAY CYCLE!
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