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	Human Resources

Banner Time Entry FAQ’s


	

	Q1.
Need to know specifically what the process will be to report hours to multiple grant activities.  

A1.
This is being covered by a separate communication from the Finance/ Budget Office to those employees who will be authorized to report hours to multiple FOAPALs.  

Q2.
At what point in the grant implementation process will individuals identify and correctly assign to their grant?  

A2.
This is being covered by a separate communication from the Finance/ Budget Office to those employees who will be authorized to report hours to multiple FOAPALs.  

Q3.
Will everyone have to know the exact FOAP (other than the default account displayed in Banner) in order to complete a timecard?  

A3.
This is being covered by a separate communication from the Finance/ Budget Office to those employees who will be authorized to report hours to multiple FOAPALs.  

Q4.
How do individuals who are paid from multiple funding sources get setup to be paid from each of these sources? Has this been pre-set for employees?  

A4.
This is being covered by a separate communication from the Finance/ Budget Office to those employees who will be authorized to report hours to multiple FOAPALs for those who report specific hours to specific funding sources on a pay by pay basis.  For those employees with a regular recurring split of funding, the default FOAPAL will be set by the Budget Office to reflect the appropriate allocation.  

Q5.
Can approvers make changes to these funding sources? 

A5.
This is being covered by a separate communication from the Finance/ Budget Office to those employees who will be authorized to report hours to multiple FOAPALs.  Supervisors of these employees will also receive instruction regarding ability to change FOAPAL.  

Q6.
Can you specify a time period for Proxy Approver or is it open-ended once it is approved by HR? 

A6.
The Proxy assignment is for an indefinite period of time.  The proxy assignment can be terminated at any time by the supervisor by contacting the Human Resources Department.

Q7.
Can an approver make adjustments to timecards after you already approve an employee’ timecard? 

A7.
No.  Once a timecard is approved it is forwarded to the Payroll Department for processing.  Changes to the timecard after it is approved should be made by Timecard adjustments.

Q8.
One of the participants of my Full Time-Time Entry training on Monday wondered if there was a way to determine fiscal year leave totals (going from July 1st to June 30th).  I told her that I would get back to her with an answer.  Please let us know so that we can inform our classes.  

A8.
Yes.  Leave balances can be viewed through Employee Self Service:
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Clicking the Leave Balances link on the menu allows the employee to view current leave balances.  All Administrators and Full Time Support Staff (including Police, Maintenance and Dining Services) will be credited with the full annual allowance of leave time on July 1st of each year.  The hours are not considered earned until the employee actually works each month of the year; but the hours are available in the Leave Balance on July 1st.  Part Time Support Staff earn hours based on actual hours paid.  These accrue each pay period and are added to the Leave Balance.

Q9.
Also, it was mentioned early on, at some of our Banner training that the faculty staff would not be required to enter their time, but would possibly be required to enter time off like vacations, leave of absence, sabbaticals, etc.  Is this something that my truck driver training faculty needs to be able to do or that I need to be aware of and am able to show them how to enter the information?  Please clarify this question.  

A9.
FT and PT (Adjunct) Teaching Faculty will not have access to enter their own time through timecards in Banner.  These faculty will automatically be paid their regular salary each pay period.  If they have any non-worked time it would need to be entered by the area Timekeeper as leave hours.  

Q10.
Is the proxy form good indefinitely or does the supervisor need to fill one out for each extended absence (such as vacation).  

A10.
The Proxy assignment is for an indefinite period of time.  The proxy assignment can be terminated at any time by the supervisor by contacting the Human Resources Department.

Q11.
Can a supervisor have more than one proxy on file in HR? 

A11.
Yes, a supervisor can name multiple proxies.

Q12.
What is the expected turn around in order to have the proxy approved?  Will the approval be by e-mail? 

A12.
Supervisors should allow at least 1 week to have proxy requests reviewed, approved and implemented.  To satisfy our audit and internal control requirements, we will review each request for any conflict of interest issues before implementing.  We will notify the requestor, the proxy and the supervisor by email when the request is implemented.

Q13.
On July 1 if I decide to take a vacation and do not have sufficient paid time off from last year, will I be docked?  

A13.
All Administrators and FT Support staff will be credited with their full annual leave balance on July 1st.  The time is considered earned as you work each months of the year… but it is available in your leave balance on July 1.  As in the past, if you leave the college or your position before you have earned leave time that you have you used, you will be required to reimburse the college for the leave time used in advance of it being earned.  If you are using leave time in excess of the time that is available in your leave balance, you will be docked for the hours you have recorded as leave on your timecard.

Q14. 
Is there "system approval" in the banner system? 

A14.
No.  The payroll process involves reviewing all timecards that have been submitted but not approved to determine if manual intervention is necessary to ensure employees are paid.  Payroll staff can manually approve timecards that have not been either approved or rejected.  HR will follow up with supervisors of these employees to identify any issues in need of resolution to ensure timecards are approved in future pay periods.

Q15. 
If an employee's timesheet is deleted, can the employee go back in and resubmit? 

A15.
The employee will be able to start a new timesheet as long as it is within the identified deadline for that pay period.

Q16. 
What would be a situation in which an employee's record would be deleted? 

A16.
If the time reported is incorrect and the employee will have the opportunity to re-do the timecard and re-submit before the deadline.
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