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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.

- Academics | Admissions = Bookstore = Email @ Financial Aid = About A g

North Carolina A&T
State University
High Research Activity

Academic Affairs / Provost

Academy for Teaching and Learning

Aggie Access Online

Board of Trustees
SACS Reaffirmatio
SACS Accreditati,
Popular Sites
Future Students
rdants

Business & Finance
w Campus
EERRRY o5 Schedule
LR RULIEY  Course Catalog
Research @ A&T Email Account Request
Athletics Information Technology
Alumni Police and Public Safety
Fact Book Shuttle Service (pdf)
NEULE R Ol lantie: Staff Development and Training
ng to AT Staff Senate
Student Affairs
Ticket Office
University Relations
Web for Faculty

y / Email Search

te University
reensboro, NC, 27411
4.7500

2. Select Self-Service Banner (SSB)

- Academics Admissions Bookstore Email | Financial Aid About Agd

North Carolina A&T i
State University Aggie Access
High Research Activity

Board of Trustees
SACS Reaffirmation
SACS Accredit
Popular Sites Maorth Carolina Agricultural and Technical State University cor
replacing its legacy Plus system.

Banner Project Overview | Training | Testing | Devslopment

Future Students

Current Students The Banner system greatly enhanced information access and
Fac/staff/Admin students and faculty; automate administrative solutions, augr
Business & Industry institution, and deliver enhanced hurmnan resource capahilities

Research @ A&T The Banner system is a web-based computing system. Itis b
Athletics universities worldwide, What this means for individuals is sim
Alumni World Wide Web, What it means for the institution is a homog
(Pt ols Internet Mative Banner (INE

News & Information

g to ART Self-Service Banner (S56

Data Standards

AST webFOCUS Information, Managed Reporting and Busine:
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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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https://www.ncat.edu/~banner/ID_Request/

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.

North Carglina Aﬂricultural ango

Search

Hacnnical Siaia Univarsj

RETURM TO HOMEPAGE SITE MAP  HELP  EXIT

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

Personal Information

pdate gddresses, contact information or marital status; review name or socal security number change information; Shange your PIN; Customize your directory profile,
Employee
Tirme sheets, ¥he off. benefits, leave or job data, paystubs, W2 and T4 forms, w4 data.

North Carolina A

Personal Information Emplnyee

Search

RETURMN TC MEWU  ZITE MAP  HELP  EXIT

Employee Services

Time Sheet

Leave Report

Select Access my Leave Report. Click Select.

1 Gmail - Inbox - ajpendergrass@gmail.c... |_1'] Time Reporting Selection E |j Oracle Application Server Farms Services -

~
= = J = % ' 4 p e T R e~ 1
North Carglma A_gncultural Ehleb Iaciinical Siaia Univarg
Personal Information Alumni and Friends Student Financial Aid
Search SITE M&P  HELP  EXIT
Time Reporting Selection
Selection Criteria
My Choice
Access my Time Sheet: [ 5]
ACCESS ID cave Poport-
Approve or A ovriedge nime: )
Approve All Departments: L]
Act as Proxy: Self w
Act as Superuser: L]
Proxy Set Up
RELEASE: 8.3 powered by hd
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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 superviscyo/c\etermine the correct one to use. Then click Leave
Report.

Eile Edit Wiew History Bookmarks Tools Help

T e
6 - c fa¥ l‘h_] ‘ https: fjamen. ncat. edu: 9054/ pls/DEY2G/brepktais . P_ProcSeleftlesveReportRall

~ | haircut winston /.
mail - Inbox - ajpend... d Robert Half Technolog...

=]

2] Most Yisited , i@etking Started |2 | Latest Headlines .] Account

[+ Gmail - Inbox - ajpendergrass@agmail. c I_] Leave Reporp/Selection | oracle Application Server Forms Services

[ ail :: Inbo

North Carolina Ag

Personal Information Alumni andFriends Student Financial Aid JSGTLITET:]

Search SITE M&P  HELP  EXIT

Leave Report

Leave Report

F\{E\LERSE. 8.3 powered by

SUNGARD HIGHER EDUCATION

Jane amen.ncat.edu:o054 L

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

classified:
1. In Progress — You have started your leave report, but not submitted it for approval.
2. Pending — You have submitted your leave report for approval.
3. Completed — The leave report has been approved by your supervisor and sent to Payroll.
4. Not Started — You have not started the leave report process.
5. 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.

a Agricultural and N ECHRIGEAIBSIALCAIIVATS)

Personal Information  Alumni an

QELLEN Employee

SITE MAP HELP  EXIT

Search
Time Sheet

\E/ To begin, click a link under the date where you want to enter time. Click NEXT/PREVIOUS button for more dates within the period.

teave Report

Title and Num
Department and
Leave Report Period:
Submit By Date:

Earning

Hours Units Oct

Research Operations Mgr -- 002089-00
Biology -- 36505

Qct 01,2010 to Gct 31,2010
Oct 30,2010 by 11:59 P.M,

Total Total Friday Saturday
Qct
01,2010 02,2010

Sunday Monday Tuesday wednesday Thursday
Qct Qct Qct Qct Qct
03,2010 04,2010 05,2010 06,2010 07,2010

Notice that the column headings across the top correspond to the first week of the month, starting with

Leave Report Certification 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours

Comp Time Earned 1.0x 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours

Wacation Ly Taken Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours

Sick Ly Taken Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours

Brnus | eave Taken il Enter Hour: Enter Hour: Enter Hour: Enter Hour: Enter Hour: Enter Hour: Enter Hour:
Done

the first day of the MONTH on the

| ] https:/amen.nc...etButtonsDriver £ | | 7| Banner - North Carolis +

eEarning:
Date:
Hours:

Earning Total Saturday Sunday Monday Tuesday wednesday Thursday
Hours Oct Oct oct Oct Oct Oct
08,2010 09,2010 10,2010 11,2010 12,2010 13,2010 14,2010
Leave Report Certification 1 Enter Hours Enter Hours Enter Hours Enter Hours Enter H Br Hours
Comp Time Earned 1.0x a] Enter Hours Enter Hours ETTCET Fioe e ETTLEr HOoUrs Enter Hours Enter Hours
wacation Lv Taken o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Lw Taken =] 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
Comp Time Taken o} Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Holiday Hours wWorked o] Enter Hours ~ Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Civil Leave Taken =] 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
Administrative Leave [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Leave Without Pay o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
(LW OF)
Military Resrv Trm Ly a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Adverse Wweather Taken [a] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Adverse Weather =] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Make-Up
University Closing Worked o) Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

https:/famen.ncat. edu: 9054/ pls/DEY 28 bwpktetm. P_Enter TimeShest? JobsSeqho=108349&TypeEntry=08l astDate=7&par_restart=Y&par_update=Y&par_submit=Y&par_recall=M&E arnCode=4CaShif
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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.”

l;] https://amen.ncl.etButtonsDriver @ l_] Banner - Morth Carolina A&T State Liniv - -

Edrning: SICK LW Taken 2
Date: Qct 08,2010
Hours:
Earning Total Total Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Hours Units Oct oct oct oct act oct oct
08,2010 09,2010 10,2010 11,2010 12,2010 13,2010 14,2010

Zave Report Certificatio 1 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comp Time Earned 1.0x 8] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Wacation Lv Taken 4] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Sick Lv Taken a8 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
Comp Time Taken o] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Haoliday Hours wWorked 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Civil Leave Taken 4] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comm Sery Lv Taken 8] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Administrative Leave o} Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Taken
Leave Without Pay Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours

o} Enter Hours  Enter Hours  Enter Hours  Enter Hours — Enter Hours  Enter Hours  Enter Hours
Adverse e 8] Enter Hours  Enter Hours Enter Hours  Enter Hours  Enter Hours Enter Hours Enter Hours
Adverse Weather 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours — Enter Hours  Enter Hours  Enter Hours
Make-up
University Closing Worked o] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours v

https:{famen.ncat. edu 9054/ pls /DEYZE bwwpktetm. P_EnterTimesheet? JobsSeqho=1083498TypeEntry=Dal astDate=72par_restart=Y&par_update=Y&par_submit=Y&par_recall=N2EarnCode=wW\Cashif ...

The first day of the month is given in the next column with fields to enter hours for each work and leave

category.
|;] https:/ /amen.nc...etButtonsDriver @ l_] Banner - Morth Caralina A8T Statefniv -+ -
earning: =ICK L Taken -~
Date: Qct 0F,2010
Hours:

Earning Total Total Frida
Hours Units Oct

Saturday Sunday Monday Tuesday wednesday Thursday
(81 oct Oct oct Oct oct

0 09,2010 10,2010 11,2010 12,2010 13,2010 14,2010
Leave Report Certification 1 Enter Hours \ Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comp Time Earned 1.0x 6] Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
wiacation Lv Taken 6] Enter Hours \Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Sick Lv Taken =] Enter Hours nter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Bonus Leave Taken 8] Enter Hours nter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comp Time Taken o] Enter Hours nter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Haoliday Hours “Worked 8] Enter Hours nter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Civil Leawve Taken 6] Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Comm Serv Lv Taken ] Enter Hours nter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Administrative Leave o] Enter Hours  [Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Leave Without Pay o] Enter Hours / Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
(LwWOR)
Military Resrv Trn Lv o] Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Adverse Weather Taken 6] Enter Hours  Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Adverse Weather 8] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Make-up
University Closing Worked o] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours v

https: /famen.ncat. edu: 9054/ pls/DEY2S/buwpkketm. P_EnterTimeSheet? JobsSeghlo=108349&TypeEntry=0@&l astDate=7&par_restart=Y&par_update=Y&par_submit=Y&par_recall=N&EarnCode="W"'C&Shif ..
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For example, for Friday, October 8th, the screen provides an Enter Hours field for Comp Time Earned

=ICK LY Taken

-~
Gct 08,2010
Total TotalF 3 Sunday Monday Tuesday Wednesday Thursday
Hours Units{Oct Oct Oct Oct Oct Oct
10,2010 11,2010 12,2010 13,2010 14,2010
1 [ Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
o] ter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
o] Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Sick Lv Taken a 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
Comp Time Taken 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Holiday Hours Worked o] 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 Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Administrative Leave Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Leave Without Fay o] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
(LWOP)
Military Resry Trn Ly o] 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 o} Enter Hours Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Make-up
University Closing Worked 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours v
https:jfamen.ncat. edu: 9054/ pls/DEYZE bwpktetm. P_EnterTimeSheet? JobsSeqilo=1033498&TypeEntry=0&L astDate=7&par_restart=Y&par_update=Y&par_submit=Y&par_recall=N&EarnCode="W\C&Shif... )
The screen shows all leave categories including: Comp Time Earned 1.0x, Vacation Leave Taken, Sick
Leave Taken, Bonus Leave Taken, Comp Time Taken, and Holiday Hours Worked.
I_-] https://amen.nc...etButtonsDriver @ |_] Banner - Morth Caroling A&T State Lniv L -
Earning: SICK LY Taken ~
Date: Cct 08,2010
Hours:
Earning Total Total Frida Saturday Sunday Monday Tuesday Wednesday Thursday
Hours Units & Qct Qct Gct Qct Gct ct
08,2010 09,2010 10,2010 11,2010 12,2010 13,2010 14,2010
Leave Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
omp Time Earned 1D Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Wacation Lv Taken o] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Sick Lv Taken =] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Bonus Leave Taken 4] Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours Enter Hours  Enter Hours
Comp Time Taken o] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Holiday Hours Woaorked 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
CiviNegave Take o] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comm Serv Ly Taken 8] Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours Enter Hours  Enter Hours
Administrative Leave 8] Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours Enter Hours  Enter Hours
Taken
Leave Without Pay a Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
(LW CPY
Military Resry Trn Lv 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 8] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Make-up
University Closing Worked 8] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours “

https:/famen.ncat. edu: 9054/ pls/DEVES [bwpktetm. P_Enter Timesheet? JobsSeqio=108349&TyvpeEntry=D&L astDate=78&par _restart=Y&par_update=Y&par_submit=Y&par_recall=faEarnCode=wYC&Eshif ...
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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.

I_-] https://amen.nc...etButtonsDriver [ I_] Banner - Morth Carolina A&T State Univ... - -

Earning: SICK LW [aken ¥
Date: Qct 08,2010
Hours:
Earning Total Total Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Hours Units Oct Oct Oct Oct Oct Oct Oct
08,2010 09,2010 10,2010 11,2010 12,2010 13,2010 14,2010

Leave Report Certification Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comp Time Earned 1.0x
Wacation Lv Taken

Sick Lv Taken

Bonus Leave Taken
Comp Time Taken
Holiday Hours Worked
Civil Leave Taken

Comm Serv Lv Taken
Administrative Leave

Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Lon T o o o o o B ' B

Leave Without Pay
(Rl

Military Resrv Trn Lv
aken

0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Adverse Weather Taken 8] Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Adverse Weather 8] Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Make-up

University Closing Worked Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours -

https:ffamen. ncat. edu: 9054/ pls/DEWZE fbwpktetm. P_EnterTimesheet? JobsSeqio=1083498TypeEntry=D2&L astDate=72par_restart=Y&par_update=Y&par_submit=Y&par_recall=RaEarnCode="W"C&shif ...

It is suggested that you enter your leave on a WEEKLY basis. To help you transition to the Banner self-
service leave reporting, you may wish to record your leave taken first on the PD-110.

INDIVIDUAL EMPLOYEE’'S LEAVE RECORD

TO BE USED BY EMPLOYEES COVERED UNDER THE SPA EXEMPT LEAVE POLICY (TWELVE MONTH, NON-TEACHING PERSONNEL)

Return to: Department of Human Resources — Leave Administration
This form is due by the 5" of each month.

ner ID# Last Name: First Name: Mi: MONTH YEAR:

1 2 3 4 5 6 7 8 9 (1011|1213 |14 | 15|16 |17 |18 (19|20 |21 |22|23(24|25|26|27|28|29 (30|31 |Totals
s Worked Hours Worked
p Time Earned Comp Time Earned
p Time Used Comp Time Used
tion Vacation

sick

is Bonus
munity Service Community Service
lay Holiday
r Other

hen Other (other type of leave) is used, state reason for each listed:
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To enter leave, click on the ENTER HOURS field corresponding to the type of leave AND the specific day.
For example, if you took a vacation day on Friday, October 8th, click on ENTER HOURS corresponding to
October 8 and Vacation Leave Taken.

File Edit View History Bookmarks Tools Help

@ - £ay |}@ hitkps:{farnen. ncat edu: 9054 plsDEY28/bwpkketmn. P_TimeShestButtonsDriver 7 -| - ps

[L8] Most visited M Getting Started |5u] Latest Headlines £7 Web Mail Messsges 4 Index of File://fC:fDoc.. | | Banner - Morth Carolin. | 7] Morth Carcling Agricul

Google ~| *q search - | & - Shars~ Sidewiki - T Bookmarkse 4 Translste - | AutoFill - S0 > < - Signin -
| ] https://amen.nc...etButtonsDriver B3 | | | Banner - Morth Carolina AST State Univ - -
EArning: SICK LV [aken 3
Date: Qct 08,2010
Hours:

Earning Total Total Friday Saturday sSunday Monday Tuesday wednesday Thursday
Hours Units Oct Oct Oct Oct Oct Oct Oct
08,2010 09,2010 10,2010 11,2010 12,2010 13,2010 14,2010
Leave Report Certification 1 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comp—FirTe Earned 1.0x Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
“wacation Lv Taken 8] ter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
1= Taken =] nter 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
Comp Time Taken 8] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Holiday Hours Worked 6] 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 8] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Administrative Leave Q Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Leave wWithout Pay 8] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
(LW P
Military Resry Trm Lv Q 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 wWeather Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Make-up
University Closing Worked Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours ~

httos:ffamen.ncat.edu: 2054 fols/DEYZE/ibwokketm. P EnterTimeSheet? JobsSeaMo=108349&TvoeEntry=D0& astDate=78&par restart=Y&par update=Y&par submit=Y¥&par recall=M&EarnCode="wW\C2Shif...

Banner will display the Time Sheet screen with a data entry field. Enter the number of hours of leave
taken. Then click SAVE.

Google | 2 search ~ | T - Share~ Sidewiki = TF Bookmarks= (33| Translate - o] AutoFil - A » <, - Signin -
| ] https://amen.n...ed=05-0CT-2010 £ | | | Banner - Morth Carolina AST State Univ S -
] -
Searc SITE MaP HELP  EXIT
Timg Sheet
@ Tq begin, click a link under the dgte where yvou want to enter time. Click NEXT/PREYIOUS button for more dates within the period.
teave Report
Title ahd Number: Human Resources Consultant -- 007354-00
Department and Number: Human Resources -- 44000
Leave |Report Period: QOck 01,2010 to Oct 21,2010
Submit By Date: Mow 05,2010 by 11:59 P.M.
Earning: Nk Lv Taken
Date:
Total Total Friday Saturday Sunday Monday Tuesday wednesday Thursday

Hours Units Oct Oct Oct Oct Oct Oct Oct O
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Banner can copy leave into other dates. If you also took vacation on Monday — Tuesday, October 11-12,
first enter 8 on October 8, and then click on COPY.

File Edt Wiew History Bookmarks Tools Help

@ - C ar B RN tps: ramen. ncat . edu: 9054/pis{DEV: P_Enter 1083498 TypeEntry=l 77 ~ | |24 - 5
(] Most visited P Getring Started |5 | Latest Headlines £7 web Mail Messages . Index of file://fC:/Doc... | | Banner - North Carclin... | ] North Carclina Agricul
Google ~ | *f search - | £ - Share~ Sidewiki - 57 Bookmarks- 3al Translste - T AutoFill - S8 e » &, - Signin -

] https://amen.n...ed=08-0CT-2010 E3J | | '| Banner - North Carolina AST State Univ...

T2cnnical Si

North Carg icultural anc

Personal Information Student Financial Aid EOTOLFLL]

Search
Time Sheet

SITE MapP HELP EXIT

-\j,j To begin, click a link under the date where you want to enter time. Click NEXT/PREVIOUS button for more dates within the period.

Leave Report

Title and Number:
Department and Number:
Leave Report Period:
Submit By Date:

Human Resources Consultant -- 007384-00
Human Resources -- 44000

OCct 01,2010 to Oct 21,2010

MNov 05,2010 by 11:5% P.M,

Earning: “acation Lv Taken
Date: =l 08,201rQ
Hours: a
[save(]
Earning Total Total Friday Saturday Sunday Monday Tuesday wednesday Thursday
Hours Units Oct Oct Oct Oct Oct Oct Qct A
Done

=

Banner will display the COPY screen. Click on the radio buttons next to 10/11 and 10/12 to copy
8 hours of VACATION LEAVE into those dates. Then click on COPY.

FEile Edt Wiew History EBookmarks Tools Help
@ - C at i@htwﬁ:ﬂammm k. ed i P_UpdsteTimeShest LS B -
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= Include Sunday{s). To cdpy‘ individual dates, click the check boxes under the dates. Warmng:‘ If you select the same date that yc;u.; are =
copying from, your hours will be deleted.
A Possible Insufficient Leave Balance.
Leave Code: “acation Lv Taken, Shift 1
Date and leave time to copy: Oct 08,2010, 8 Hours
Copy from date displayed to end of the leave period: [ ]
Include Saturdays: O
Include Sundays: O
Copy by date:
Friday Saturday Sunday Monday Tuesday wednesday Thursday
Oct 01,2010 Oct 02,2010 Oct 03,2010 Oct 04,2010 Oct 05,2010 Oct 06,2010 Oct 07,2010
= O O O O
Friday Saturday Sunday Monday Tuesday wednesday Thursday
Oct 08,2010 Oct 09,2010 Oct 10,2010, Oct 11,2010 Oct 12,2010 Qct 13,2010 Oct 14,2010
O = ] ] O
Friday Saturday Sunday Monday Tuesday wednesday Thursday
Oct 15,2010 Oct 16,2010 Oct 17,2010 = D.Cl Q20 Oct 20,2010 Oct 21,2010
O O ] O O ] ]
Friday Saturday Sunda Monday Tuesday wednesday Thursday
Oct 22,2010 Oct 23,2010 Oct 24,2010 Oct 25,2010 Oct 26,2010 Oct 27,2010 Oct 28,2010
(]} L] ] [} L] ] O
Friday Saturday Sunday
Oct 29,2010 Oct 30,2010 Oct 31,2010
O O | 2
Done al
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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 gft€ave for the month.
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Earning: SICK LV Taken ~
Date: CQct 05,2010
Hours:
Earning Total Total Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Oct Qct oct Oct Oct oct
09,2010 10,2010 11,2010 12,2010 13,2010 14,2010
1 jter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Qa Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
wacation Ly Taken u] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Sick Lv Taken =] 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
Comp Time Taken ul Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Holiday Hours worked 0 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 Ly Taken Q Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Administrative Leave o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Leave Without Pay u] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
(LWOP)
Military Resry Trim L 4] 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 o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Make-up
University Closing worked o] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours -

https:/famen.ncat.edu: 9054/ pls/DEVZ8/bwpkketm. P EnterTimeSheet? JobsSealo=1083498TypeEntry=D8l astDate=72par restart=Y&par update=Y&par submit=Y&par recall=MaEarnCode=WyCashif...

Click on ENTER HOURS corresponding to LEAVE REPORT CERTIFICATION field and the first working day of
the month. \

File Edit Wiew History Bookmarks \[ools Help
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Earning: SICK LV aken 7S
Date: Cct 08,2010
Hours:

Earning Total Total iday Saturday Sunday Monday Tuesday wednesday Thursday

Hours Units & Oct Oct oct act oct Cct

o] 09,2010 10,2010 11,2010 12,2010 13,2010 14,2010

Leave Report Certification 1 nter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Comp Time Earned 1.0 [u) Hours Erjter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
“Wacation Ly Taken 0 Hours ter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Lv Taken g 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
Comp Time Taken 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Heoliday Hours “wWeorked Q 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 Ly Taken o] Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours Enter Hours
Administrative Leave 9} Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Taken
Leave Without Pay 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
(LWOPR)
Military Resrv Tro Lwv o) 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 o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Make-up
University Closing Worked 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours ~
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—
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On the Time Sheet screen, enter “1” and click SAVE.
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Department and Number: Human Resources -- 44000 s’

Leave Report Period: Qct 01,2010 to Oct 31,2010

Submit By Date: Mow 05,2010 by 11:59 B.M.

Earning: Leave Report Certification

Date:

Hours:

Earning Total Total Friday Saturday Sunday Monday Tuesday Wwednesday Thursday
Hours Units Oct Oct Oct Oct Oct Oct Oct

01,2010 02,2010 03,2010 04,2010 05,2010 06,2010 07,2010

Leave Report Certification 1 1 Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

Comp Time Earned 1.0x Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

wacation Lv Taken o Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

Sick Lv Taken Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

Bonus Leave Taken Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

Comp Time Taken a Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

Holiday Hours worked 0 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 Ly Taken Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

Administrative Leave Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

Taken

Leave Without Pay a Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

(LW OP)

Military Resrv Trn Lv Q Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours

Taken =

https:/iamen. ncat.edu: 9054/ pls/DEY 28 brwpkketm . P_Enter TimeSheet? JabsSeqhlo=1083492TypeEntry=D02L astDate=08par_restart=Y8&par_update=Y&par_submit=Y&par_recal=NaEarnCode="WSK&Shif ...

After you have completed entering your leave taken for the week and clicked SAVE, EXIT out of Banner.
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\;/ Be sure to set your printer to landscape before printing the document.

Donald Brandon Biology, 36505
Research Operations Mgr, 00208%-00

Leave Report

Earning Total Total Friday , Saturday Sunday Monday Tuesday Wednesday, Thursday Friday , Saturday Sunday Monday Tuesday ¥

Code Hours Units Oct . " " " Oct 06,2010 , oct " " " " (o]

01,2010 Oct Oct Oct Oct Oct 08,2010 Oct Oct Oct Oct

02,2010 03,2010 04,2010 05,2010 07,2010 09,2010 10,2010 11,2010 12,2010

Leave 1 1

Report

Certification

Wacation Lv 3z g g g =]

Taken

Total 32 1 a a a =]

Hours:

Total o

Units:

Prewvious Menu

RELEASE: 8.3 powered by v
<

Done
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e NEXT button to navigate to the next week.
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COMp [Me Earnea LUx §] EFTEN HOUFS  ENTEr NOUFS  ENTEF HOUMS  ENTEr HOUFS  ENTEr HOUFS  ERTEF HOOFS  ERTER HOUFS =
wacation Lv Taken 24 2  Enter HOyrs  Enter Hours =] =] Enter Hours  Enter Hours
Sick Lv Taken =] Enter Hours  Enter Hou 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
Comp Time Taken lu] Enter Hours  Enter Hours \ Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Holiday Hours wWorked lu] Enter Hours  Enter Hours nter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Civil Leave Taken 6] Enter Hours  Enter Hours  ErNer Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comm Serv Lv Taken 8] Enter Hours  Enter Hours  Entdy Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Administrative Leave 6] Enter Hours  Enter Hours  Enter\dours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Leave Without Pay 4] Enter Hours  Enter Hours  Enter HoWrs  Enter Hours  Enter Hours  Enter Hours  Enter Hours
(LWOP)

Military Resrv Trn Lv 6] Enter Hours  Enter Hours  Enter Hours\ Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Adverse Weather Taken 8] Enter Hours  Enter Hours  Enter Hours nter Hours  Enter Hours Enter Hours  Enter Hours
Adverse Weather lu] Enter Hours  Enter Hours  Enter Hours  Efer Hours  Enter Hours  Enter Hours  Enter Hours
Make-up
University Closing Worked 8] Enter Hours  Enter Hours  Enter Hours  Entef\Hours  Enter Hours Enter Hours  Enter Hours
Total Hours: 33 g 8] 8] g 0 0
Total Units: 8] 8] 8] 8] 8] 0 0
Position Selection ] [ Cormrments ] [ Preview ] I Submit for Approval ] [ Restart ] [ Previo(s ] [ MNexrt ]
(=]
Submitted for Approval By:
Approved By:
Waiting for Approval From:
RELEASE: 8.3 powared by
SUNGARD HIGHER EDUCATION M

Dane

To view leave from the last week, click on PREVIOUS at the bottom of the page.
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Erfter Hours
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ENTer HOUFS
=}

idewilki - ﬂ? Bookmarks~ E‘ Translate - L AutoFill - & ke

ERATEr HOUFS
Enter Hours
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ERTEF HOUFS 2
Enter Hours

Sick Lv Taken g8 Enter Hours  Enter Hours  Enfer 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
Comp Time Taken a Enter Hours  Enter Hours  Entér Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Holiday Hours Worked o] Enter Hours  Enter Hours  Entdr Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Civil Leave Taken b} Enter Hours  Enter Hours  Entel Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comm Sery Ly Taken b} Enter Hours  Enter Hours  EnterHours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Administrative Leave b} Enter Hours  Enter Hours  Enter\Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Leave Without Pay 0 Enter Hours  Enter Hours  Enter Enter Hours  Enter Hours  Enter Hours  Enter Hours
(LWOR)
Military Resry Trn Lv a Enter Hours  Enter Hours  Enter Enter Hours  Enter Hours  Enter Hours  Enter Hours
Taken
Adverse Weather Taken Q Enter Hours  Enter Hours  Enter Hurs  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Adverse Weather a Enter Hours  Enter Hours  Enter Holrs  Enter Hours  Enter Hours Enter Hours  Enter Hours
Make-up
University Closing Worked a Enter Hours  Enter Hours  Enter Ho Enter Hours  Enter Hours  Enfer Hours  Enter Hours
Total Hours: 33 g 0 B g o] 8]
Total Units: o] 8] 0 o] 8] o] 8]

Position Selection ] [ Comments ] [ Preview | [ Submit for Approwval I [ Resta({ ] [ Prawvious ] [mext ]

(=}

Submitted for Approval By:
Approved By:
Vaiting for Approval From:
RELEASE: 8.3 powered by

Done
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Banner will display the previous week’s leave.
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Earning Total Total Friday Saturday Sunday Monday
Hours Units Oct Oct Oct Oct
01,2010 02,2010 03,2010 04,2010
Leave Report Certification 1 1 Enter Hours  Enter Hours  Enter Hours
Comp Time Earned 1.0x 4] Enter Hours Enter Hours  Enter Hours  Enter Hours
wacation Lv Taken o] Enter Hours Enter Hours  Enter Hours  Enter Hours
Sick Lv Taken 4] Enter Hours Enter Hours  Enter Hours  Enter Hours
Bonus Leave Taken 0 Enter Hours Enter Hours  Enter Hours  Enter Hours
Comp Time Taken u] Enter Hours Enter Hours  Enter Hours  Enter Hours
Holiday Hours worked v} Enter Hours  Enter Hours  Enter Hours  Enter Hours
Civil Leave Taken o] Enter Hours Enter Hours  Enter Hours  Enter Hours
Comm Serv Lv Taken 4] Enter Hours Enter Hours  Enter Hours  Enter Hours
Administrative Leave o] Enter Hours Enter Hours  Enter Hours  Enter Hours
Taken
Leave Without Pay Q Enter Hours  Enter Hours  Enter Hours  Enter Hours
(LWOP)
Military Reserve Trn Lv u] Enter Hours Enter Hours  Enter Hours  Enter Hours
Adverse Weather Taken 0 Enter Hours  Enter Hours  Enfer Hours  Enter Hours
Adverse Weather o] Enter Hours Enter Hours  Enter Hours  Enter Hours
Make-up
University Closing Worked o] Enter Hours Enter Hours  Enter Hours  Enter Hours
Total Hours: 1 1 4] 0 4]
Total Units: o] o] o] o] o]
Position Selection ] [ Comments ] [ Preview ] [ Submit for Approwval ][ Restart ] [ MNext ]

wtkps:ffamen. ncat. edu: 9054/ pls PAYTEST/bwpkketm. P_EnterTimesheet? JobsSeqhlo=1087 328 TypeEntry=D8L astDate=08par_restart=Y8&par_update=Y¥&par_submit="2par_recall=HeEarnCode=WYCa5. .

Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter

Enter

Enter
Enter
Enter

Enter

Tuesday
oct
05,2010

Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours

Hours

Hours
Hours
Hours

Hours
o}
0

Wednesday

Qct

06,2010

Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter

Enter

Enter
Enter
Enter

Enter

Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours

Haours

Hours
Hours
Hours

Hours
o]
o]

% = Sigrin -

~

Thursday

Oct

07,2010
Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

a
o

To correct an earlier entry, click on the ENTER HOURS corresponding to the date and type of leave you

wish to correct.
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Google
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Earning:
Date:

Hours:

Earning Total

Leave Report Certification
Comp Times Earned 1.0x
wacation Ly Taken

Sick Lv Taken

Bonus Leave Taken
Comp Time Taken
Holiday Hours worked
Civil Leave Taken

Comm Serv Ly Taken

Administrative Leave
Taken

Leave Without Pay

(LW OP)

Military Reserve Trn Lv
Adverse Weather Taken
Adverse Weather
Make-up

University Closing Worked
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wacation Ly Taken

Qct 08,2
g

Total Friday
Hours Units Oct

08,2010

Enter Hours
Enter Hours

=]
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours

Enter Hours

Enter Hours
Enter Hours
Enter Hours

Enter Hours

o10

Saturd
Oct

ay

09,2010

Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter

Enter

Enter
Enter
Enter

Enter

Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours

Hours

Hours
Hours
Hours

Hours

Sunday

Oct

10,2010
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours
Enter Hours

Enter Hours

Enter Hours
Enter Hours
Enter Hours

Enter Hours

Monday
Oct

Enter
Enter

Enter
Enter
Enter
Enter
Enter
Enter
Enter

Enter

Enter
Enter
Enter

Enter

11,2010

Hours
Hours

=1
Hours
Hours
Hours
Hours
Hours
Hours
Hours

Hours

Hours
Hours
Hours

Hours

Enter
Entear
Entear
Enter
Enter
Enter

Enter

Enter
Enter
Enter

Enter

Hours
Hours
Hours
Hours
Hours
Hours

Hours

Hours
Hours
Hours

Hours
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wednesday Thursday

Oct

13,2010

Enter
Enter
Erter
Enter
Enter
Enter
Enter
Enter
Enter
Enter

Enter

Enter
Enter
Enter

Enter

Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours

Hours

Hours
Hours
Hours

Hours

Oct

14,2010
Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours

Enter Hours MV
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Re-enter the timea
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5D - Share~
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Signin =
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TNk, opens in new window,
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2Cirezll oizite Urnvars
SITE M&P HELRP  EXIT
where you want to enter time, Click NEXT/PREVIOUS button for more dates within the period.
Research Operations Mgr -- 00Z089-00
Biology -- 36505
Oct 01,2010 to Oct 31,2010
Cct 30,2010 by 11:59 P.M.
wacation Lv Taken
Oct 12,2010
[u}

httns:famen. ncab e NS4 Inl<(PAYTFST thwnkletm. P FrterTimeSherb? InhsSenbn=1N8737/RTvneFntrv=nN#l astDatr=7&nar restart=Y¥&nar (ndate=Y&nar <ohmit=YaAnar recal=MNaFarnCnde="wsSkasS

Occasionally, you may wish to explain your LEAVE to your supervisor. Click on COMMENTS at the bottom

of the screen.
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COMmp TIme earneda IUx u ERTEN HOUFS  ERTEF HOUFS  ERTEF HOUFS  ERTEF HOUFS  ENTer Agfs  ERTEF HOUFS  ERTER HOUFS =
wacation Lv Taken 24 8 Enter Hours  Enter Hours =] =] Enter Hours  Enter Hours
Sick Lv Taken =} Enter Hours  Enter Hours  Enter Hours  Enter Hours ter Hours  Enter Hours  Enter Hours
Bonus Leave Taken a Enter Hours  Enter Hours  Enter Hours  Enter Hour, Enter Hours  Enter Hours  Enter Hours
Comp Time Taken o} Enter Hours  Enter Hours  Enter Hours  Enter Enter Hours  Enter Hours  Enter Hours
Holiday Hours Worked b} Enter Hours  Enter Hours  Enter Hours Hours  Enter Hours  Enter Hours  Enter Hours
Civil Leave Taken o Enter Hours  Enter Hours  Enter Hours nter Hours  Enter Hours Enter Hours  Enter Hours
Comm Serv Ly Taken o Enter Hours  Enter Hours  Enter Ho Enter Hours  Enter Hours Enter Hours  Enter Hours
Administrative Leave Q Enter Hours  Enter Hours ours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Leave Without Pay o Enter Hours  Enter Hours nter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
(LW QP
Military Resrv Trn Lv o Enter Hours Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Adverse Weather Taken Q Enter Hours nter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Adverse Weather u} Enter Hours  Enter Hours  Enter Hours  Enter Hours — Enter Hours  Enter Hours
Make-up
University Closing wWorked a Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Total Hours: 33 0 o] =] g o] 8]
Total Units: 0 o] s] 8] o] 8]
Position Selectiﬁn ] [ Comments ] [ P;ﬁview I l Submit for approwval I [ Restart ] [ Prewvious ] [ MNext ]
(=]
Submitted for Approval By:
Approved By:
waiting for Approval From:
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You will see a COMMENTS screen. Enter your comments and then click on

Searc SITE MAP  HELP  EXIT

Enter or Hdit Comment:

@ | (Provis mer |

RELEASE: 8.3 powered by
SUNGARD' HIGHER EDUCATION

Done amen.ncat,edu; 9054 |

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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Enter Hours Enter Hours =] a Enter Hours Enter Hours

Sick Lv Taken =} Enter Hours / Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Bonus Leave Taken Q Enter Hour Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comp Time Taken u] Enter Hour Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Holiday Hours worked 0 Enter Houfs  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Civil Leave Taken o Enter Hoyfirs  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Comm Serv Ly Taken Q Enter Hgurs  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Administrative Leave u] Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Leave Without Pay Q EnterfHours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
(LWOP)
Military Resrvy Trm Lv Q Entgr Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Adverse Weather Taken u] Enfer Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Adverse Weather u} Efiter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Make-up
University Closing worked Q nter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Total Hours: 33 =} 0 o] =] =} o] o}
Total Units: 8] 0 o] s] 8] o] 8]

Position Selection ] [ Comméns ] [ Preview I l Su\pmit for Approwval I [ Restart ] [ Previous ] [ Mert ]
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Submitted for Approval By:

Approved By:

waiting for Approval From:
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The Preview Summary provides a summary of the recorded leave for the month.
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Donald Brandon Biology, 36505

Research Operations Mgr, 002083-00

Leave Report

Earning Total Total Friday , Saturday Sunday Monday Tuesday Wednesday, Thursday Friday , Saturday Sunday Monday Tuesday ¥

Code Hours Units Oct B - B B Oct 06,2010 , Oct - B B - o]

01,2010 Oct Oct Oct Oct Oct 08,2010 Oct Oct Oct Oct
02,2010 03,2010 04,2010 05,2010 07,2010 09,2010 10,2010 11,2010 12,2010

Leave 1 1
Report

Certification

“Yacation Lwv 32

Taken

Total 33 1
Hours:

Total o

Units:
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SUBMIT FOR APPROVAL

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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Enter your six-digit (numbers only) PIN and click on SUBMIT. Your Leave Record will route to your
supervisor’s Banner account.

North Carolina Agricul broennical Siaio Univars

Personal Information Employee
Search

Certification

SITE M&P HELP  EXIT

\_j) I certify that the time&ntered represents a true and accurate record of my time. I am responsible for any changes made using my ID and PIN.
If you agree with thgfprevious sentence,please enter your PIN and select the OK button. Otherwise, select Exit and your time transaction will
not be s i roval, You will return to the User Logout web page.

Submit

. owered b
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nnne Arnan.neak /il 9NSg

Once you hit SUBMIT, you will receive a confirmation screen.
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A Your leave report was submitted successfully.

Leave Report

Title and Number: Human Resources Consultant —- 007384-00
Department and Number: Human Resources -- 44000
Leave Report Period: Qct 01,2010 to Qct 31,2010
Submit By Date: Mov 05,2010 by 11:59 P.M.
Earning Total Total Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Hours Units Oct Oct Oct Oct Oct Oct Oct
01,2010 02,2010 03,2010 04,2010 05,2010 06,2010 07,2010
Leave Report Certification 1 1 Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Comp Time Earned 1.0x b} Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
wacation Lv Taken 24 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Sick Lv Taken =] Enter Hours Enter Hours Enter Hours  Enter Hours =] Enter Hours Enter Hours
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Comp Time Taken b} Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Holiday Hours wWorked 0 Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours
Civil Leave Taken b} 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
Administrative Leave a Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
Taken
Leave Without Fay a Enter Hours  Enter Hours  Enter Hours  Enter Hours  Enter Hours Enter Hours  Enter Hours
(LW OP) w
Done *)
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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.

After you submit your Leave Report, it will move into Pending Status.
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Leave Report Selection

Title and Department My Choice Leave Report Period and
Azst wWC-Human Resources, 000127-00 & Jul 01,2010 to Jul 31,2010 Completed

Human Resources, 44000
Azst WCo-Human Resources, 0O00127-00 O Sep 01,2010 to Sep 20,2010 Pending
Human Resources, 44000

. owered b
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Done

After your supervisor approves your Leave Report, your monthly Leave Report will move to Completed
Status.
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SITE MapP HELP ExXIT
Leave Report Selection

Title and Department My Choice Leave Report Period and Status
Research Cperations Mgr, 002089-00 & Jdul 01,2010 to Jul 31,2010 Completed ~

Biclogy, 36505
Research Operations Mgr, 002082-00 O oct 01,2010 to Oct 21,2010 Completed s
Biclogy, 36505

Leave Report
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At times, your supervisor may have you correct your Leave Report. You will see Returned for Correction
w/comments. _ _
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Title and Department My Choice Leave Report Period and Status

Research Operations Mgr, 002089-00 & Jul 01,2010 to Jul 31,2010 Completed v
Biology, 36505

Research Qperations Mgr, 002089-00 O Oct 01,2010 to Oct 31,2010 Return for Correction |
Biology, 36505
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View the comments, and make the corrections. Then re-submit your corrected Leave Report.
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Search
Comments

\_‘i) To edit a comment, just\type over the information previously entered. Your comments may be entered/edited up to the time the record is
submitted for approval.

Made By: ou
Comment Date: Sep B7,2010
Enter or Edit Comment:

[ Save ” Previous Menu ]

Made By: Katherine Burckl

comment Date: Se
Comment: Thought you took a vacation day on September 7th.
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****IMPORTANT REMINDERS ****

» Employees must complete their Leave Report by Payroll deadlines.

» Supervisors must approve the Leave Report by Payroll deadlines.

» Use Comments button to send messages to your Approver about your time entered.
» 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.

» Clicking the Restart button will erase all time for the entire pay period.

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