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Web Time Entry

Lamar University

Non-exempt, Student, Hourly employees

Log into Self-Service Banner

| sﬁ\ LAMAR UNIVERSITY

Entar your LamasiD (case sansitiva) and your Persanal Identification Number (PIN), salect Log In.

To recover your LEA usemame snd password, Log In & onal Infarmation,

To pratect your privacy, Exit and close your browser when you are finished.

If you have any questions, or require sdaitional Information, leste contact the Service Desk at 409.000.2222 or emall senvicedesk G lamar.edu.

LamarL: [ a0a5105
PIN:
Legin | | Forgot PINT
WELEASE: .0
© 2017 Eilucian Company LP. and its sffiliates.
This software contai

s of Ellucian or its
Use of this software is liméted to EBucian licensees, and is subiject to the terms and conditions of one or more written license sgreements between Ellucian
and such Bcensess.
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Click on Time Sheet

(The only time you will have more than one choice will be at Christimas)

Time Sheet Selection

SITEMAP WELP  EXIT

Make a selection froen My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet
Titla and Department My Choice Pay Period and Status
Human Resources Asst, 404845-00 @ Bl 01, 2017 te Jul 14, 3017 In Progress )
Human Resources, 30401

Time Sheet

RELEASE: 8.12.1.5
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Click on “Enter Hours” for the day and type of earning.
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Time and Leave Reporting

SITEMAR HELP EXIT

Saloct the link under n date to enter hours or days. Select Next or Previous to navigste through the dstes within the period.

Time Shoet
Title and Humbes: Husman Resources Asst - 454845-00
Department and Kumber: Human Resources - 30401
Time Sheet Period: 2 01, 2017 to Jul 14, 2017
Submit By Date: Jul 15, 2017 by 11159 AM
arning an aailt otal [Total [Saturday — [anday oniday Tucsday [Fricay
mll!'( Units _|Hours [Units [bul 01, 2017 |Jwl 02, 2017 I:llo_:l, 2017 |Jul 04, 3017 [l 0%, 2017 [hul 06, 2017 el 07, 2017
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To enter 8 regular hours for Monday, July 3,
type “8” in the box. Click on Save or hit Enter.
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Time and Leave Reporting

Sk th ok uncler o dabe to enlir houry or days. Setect Nt or Priviows £ navigate (Srough e dates within the pericd

Time Sheet .
Titla and Numbar: Humas Raseurces Asst -« 494845-00 Thisis a good
Department and Mumbar: Human Researces - 30401
Tire Sheat Paciod: 20 01, 2017 1 3ul 14, 3017 way to check to
Submit By Date: Jul 18, 3017 by 11:53 AM
it oprdts make sure you
1. Type prery il i v
= C— are putting your
“8”in the e | o | e Db P gy

hours on the
correct line.

box

[Monday
[l 03, 2017

For Tuesday, July 4, enter 8 holiday hours.
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Time and Leave Reporting

Sehoct it ik under & dabe ba enter Rours or iy, Salect Mext or Prirvicss to aavigate thiough the dates within the period

Time Sheet
Titte and Number: Human Rescurces Asss -~ 454845-00
Department and Numbes: Human Rescurces - 30401

Tima Sheet Pariod: Jul 91, 2007 to Jul 14, 2047

Submit By Date: Jul 15, 2007 by 11:59 AM
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Click on “Copy” to copy your entrees onto other days.

Time and Leave Reporting

nbar Bours or days. Sebect Naut o Pravicass b navgats thiough the dates win tha pricd.

Tiee Sheet

Title and Numbes: Human Resources Asst -- 454845-00
Bepartient and Numbe:: Human Resources = 30401

Tima Sheat Pericd: Jul 01, 2017 £ Jul 14, 2017
Submit By Date: 3l 15, 2047 by $3:59 AM
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Use “Copy” to copy hours from one day to another.

3. Click
on “Time
Sheet”
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Earnings Code: Rngutar, St 1
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Tire St || Prwwionss Mosus || Copy
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2. Click on “Copy”

1. Check all the
boxes you want
to be the same.
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File Edit View Favores Took Help

& -8 -
Title and Numbaer:
Department and Number:
Tima Sheet Period:
Submit By Date:

2 g = Fage~ Sateny~ Took~ i@~ B 0

Human Resources Asst -- 494845-00 Lo
Human Resources -- 30401

Jul 01, 2017 to Jul 14, 2017
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Submitted for Approval By:
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Waiting for Approval From:
RELEASE: 8.12.1.5
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Check your hours for each day.

7/14/2017

Click “Next” to go to the next week.
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Click “Preview” to look at y

our time for the pay period.
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Make sure it is correct. Click on “Previous
Menu” (at bottom left, not shown).
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Search L0e |

Summary of Reported Time

SIEsar nELh EWIT

Set your printer larpot 10 Landscapes befors printing.

Test Employes
HUMaN AESSUrTes ASSE, 49484500

Humen Resources, 30401
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Click on “Comments” to provide additional

The Gt Vew Daries Tooh tieip

Boe B - e Per sateys Toous @ B

Salect the lnk undar & date to enter hours or days. Select Nest or Prvious o navigate thiough the dates wihin the pericd Lo

Possible Insulliciont Leave Balancr,

Time Sheet
Title and Number: Human Rescurces Asst — 494845-00 |
Department and Number: Human Resources - 30401
Time Sheet Period: Jul 01, 2017 to Jul 14, 2017
Submit By Date: 3l 15, 2017 by 11:56 A
Earning: Vaeation Takan
L2017
1
z
aui Total [Total [Saturday Tuesday v [Tharsday viday
hours or ndts [Jul 08, 3007 [dul 0, 3017 [l 10, 2017 |l 10, 2007 (bl 12, 3007 [hul 13, 2007 bl 14, 3017
Fieguist B} M rie tr E| 4 | &
iCome Time Taken (State & Fed 1 e ] Trae o] iy Frber rio
acabion Taken f e ] Ereer iz traer faor
[Sick Loavn Taken rtes b Freer e Trtes o
[Statn Comg Eaened [1.0] = v o
[Federal Comp Earmed (1 9] e v T o o]
[otday e Ve i e o]
[ury uty i b e ]
Berssvemant e Hiours e Houy
[pinary e o T
Loave 1 e o ree trd]
15 Wischtion [hesaly oniy] 1 Trte o [T
10 Sick (Pevarty oy i Tt e Trtw o]
i azl o El El
tal Uinits; ol o

15
. II .
Type your comment and click on “Previous
27
Menu
Comments . I 1.
mm:!mﬂ).!ﬂl?
S T
e s
i !
LAl LAl e T
16




7/14/2017

III

Click on “Submit for Approva

Type in your PIN. This certifies that to the best of
your knowledge, your time sheet is correct.
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At the top it will say “Your time sheet was
submitted successfully.”
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If you want to change something and your supervisor has not
approved it yet, click on “Return Time”

Time and Leave Reporting
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Time and Leave Reporting -

Time Tramsation smcessully rtsmed,

Time Sheet
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i [Detaui Total [Total 5 Tuesday (Wedncaday
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Proatson Seberson || Commenns || Preves || Sutm for Aporovs || Ressart || et
Submitted for Approval By:

Approved By

Waiting For Appraval From:

RELEASE: 8,12.1.5
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Things to Know

* Time sheets must be submitted by 11:59 pm Sunday.
* You can log into SSB from anywhere to enter your time.
¢ Use “Comp Time Taken (State and Federal)” for ALL comp time used.

e State comp time is earned when the ACTUAL number of hours worked is LESS
THAN 40, even though the combination of hours earned during the week may be
more than 40 due to vacation or sick. One hour of State Comp Time earned =1
hour comp time banked.

¢ Federal comp time is earned when the ACTUAL number of hours worked is MORE
THAN 40. One hour of Federal Comp Time earned = 1.5 hours comp time banked.

* The system will calculate the amount of comp time earned. You do not need to
calculate the 1.5 time for Federal.

* To enter partial hours, round up or down to the closest quarter hour and record
using decimal points. EX: 1.25, 1.50, 1.75

22

11



Time Entry Labs

HR will be available to answer questions and provide individual help to

employees, approvers, and supervisors in the CICE Computer Lab every
time sheet submit day, for the first three Biweekly cycles.

Drop in 8:30 am - 5:00 pm on the following dates:

e July 14
e July 28
e August 11
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Questions?

Contact:
Payroll Office (payroll@lamar.edu) 409-880-8000
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