How to enter time on Self Service Banner

This document is designed to help walk you through the process of entering leaves using Self
Service Banner. If you need help with different or more advanced features, please contact the
Payroll Office (x6420 / x6221)

1. Tosign on to Self Service Banner from the CC home page, search Sign into CC. A
screen will come up prompting you to log on.
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2. Click on the “Banner (SSB)”:
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Other Accounts

o These services require distinct usernames and passwords.

3. Select “Employee™:
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Search [

Main Menu

Perscnal Information
nicity and race information, and change your PIN.

Employee
i ¢ rip Btubs and W4.

Finance

Create or review financial documents, budget infarmation, approvals.
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https://cas.coloradocollege.edu/cas/login?

4. Select “Leave Report™:
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COLLEGE

Personal Information a5k Finance
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Employee

Pay Information

Pay stubs and earnings/deductions history.

Leave Balances

Benefits and Deductions

Retirement, health, flexible spending, miscellansous, bensfit statement.
Tax Information

W2 Forms and W4 Data.

Current Job

Leave Report

supervisor Leave Report
Lists all employess current leave balances.
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5. Select the appropriate period then click on the “Leave Report” button below:

Personal Information R0 =4 Finance

Search | ||§|

Leave Report Selection

Title and Department

Sep 01, 2021 to Sep 15, 2021 In Progress ¥

Finance G

Leave Report
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6. Enter LEAVE hours by clicking on “enter hours” for each appropriate day.

7 Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Leave Report
Title and Number:
Department and Number:

Leave Report Period: Sep 01,2021 to Sep 15, 2021
Submit By Date: Dec 01, 2021 by 11:59 PM
Earning Total Total \Wednesday Thursday Friday saturday
Hours Units sep 01, 2021 Sep 02, 2021 Sep 03, 2021 sep 04, 2021

Vacation - ExempD 0| (Er‘ter’ Hours| Enter Hours Enter Hours| Enter Hou

mpt 0 Enter Hours Enter Hours| Enter Hou
Personal Leave - Exempt 0 Enter Hours| Enter Hours Enter Hours| Enter Hou
[Tiger Service day off-Exempt 0| Enter Hours| Enter Hours Enter Hours| Enter Hou
Bereavement Leave- Exempt 0 Enter Hours| Enter Hours Enter Hours| Enter Hou
Jury Duty - Exempt 0 Enter Hours| Enter Hours Enter Hours| Enter Hou
Parental Leave - Exempt 0| Enter Hours Enter Hours Enter Hours| Enter Hou
Other paid leave-Exempt 0| Enter Hours| Enter Hours Enter Hours| Enter Hou
Pub Heath Leave - Exempt 0| Enter Hours| Enter Hours Enter Hours| Enter Hou
Relief Leave - Exempt 0| Enter Hours| Enter Hours Enter Hours| Enter Hou
Total Hours: 0| [s] 0] 0
Total Units: 0 0] 0 ol

[ Position selection |[ Comments || preview | [ Submit for Approval || Restart || Next |

Submitted for Approval By:
Approved By:
Waiting for Approval From:




7. Enter number of hours in the small box which appears above the list of days, then click
“Save”. Repeat for each day you need to report time off. If you don’t have hours to
record you can hit “Submit”. You don’t have to enter zero hours. Submit leave report to
your supervisor by clicking on the “submit for approval” icon”:

Time and Leave Reporting
¥ Select the link under a date to enter hours or days. Salect Next or Previous to navigate through the dates within the peried.

Leave Report
Title and Number:
Department and Number:

Leave Report Period: Sep 01, 2021 to Sep 15, 2021

Submit By Date: Dec 01, 2021 by 11:59 PM

Earning: Vacation - Exempt

Date: Sep 08, 2021

| Save | Copy \

Earning Total Total \Wednesday Thursday Friday Sg
Hours Units |Sep 08, 2021 Sep 09, 2021 Sep 10, 2021 S¢

‘Vacation - Exempt 0 Enter Hours| Enter Hours| Enter Hours

Sick Leave - Exempt 0 Enter Hours| Enter Hours| Enter Hours

Personal Leave - Exempt 0 Enter Hours| Enter Hours Enter Hours

Tiger Service day off-Exempt 0 Enter Hours| Enter Hours Enter Hours

Bereavement Leave- Exempt 0 Enter Hours| Enter Hours| Enter Hours

Jury Duty - Exempt 0 Enter Hours| Enter Hours| Enter Hours

Parental Leave - Exempt 0 Enter Hours Enter Hours Enter Hours

Other paid leave-Exempt 0 Enter Hours Enter Hours Enter Hours

Pub Heath Leave - Exempt 0 Enter Hours| Enter Hours Enter Hours

Relief Leave - Exempt a8 Enter Hours| Enter Hours| Enter Hours

Total Hours: 8 ] 0 0

Total Units: 0| 1] 0] 0

e ———
| Position Selection || Comments || Previewﬂ Submit for Approval |D>\e5tart || previous ||E\
Submitted for Approval By: e el
Approved By:
Waiting for Approval From:
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8. Your electronic signature is required for submittal. You will need to click on the box, and
hit submit to certify the hours.

Personal Information [ERCT=Y Finance

Search [6o]

Certification

0 NOTE: Clicking the box below replaces the need for you to enter your PIN to verify your time.
1 certify that the time entered represents a true and accurate record of my time. I am responsible for any changes made using my ID and PIN.

loyment Information.
ks each shift in this pay periad and, if  did not take my break, 1 included the extra break time on my timeshest

Required braak information is in the staff handboak under General Emy
uired paid

al and Rest Periods I affirm that I have taken

@\Ek this box and select Submit if you agree with the previous statement. Otherwise, select Exit and your time transaction will not be submitted for approval. You will be redirected to the User Logout web page.

Submit
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If you have any questions about the process, please contact Payroll at x6420 / x6221



