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BANNER TIME ENTRY INSTRUCTIONS

 FOR FISCAL YEAR SPLIT

PHATIME
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The changes in the department time entry process for the (BW) Biweekly and (ST) Student payroll that crosses the fiscal year are as follows: 

· The hours entered for this pay period need to be summarized for June and for July for each person.

· The hours worked for June must be entered on a June date and the hours worked in July must be entered on a July date.  (Note:  This is to ensure time will be distributed to the proper fiscal year).

· The second week (which includes July dates) can be accessed by using the scroll bar beneath the ‘total hours’ line at the bottom of the screen. 
· The example provided is for an employee who works a 37.50 hr work week.  For an employee who works a 40 hr work week,  the hours would be 56.00 on June 30, 16.00 hrs on July 1st and 8.00 hrs on July 3rd  for  the holiday.

If entering time for a student or an extra-help employee the total hours worked for June should be entered in June and the total hours worked for July in July.  

NOW THAT THIS PROCESS HAS BEEN DONE, GO TO (PHADSUM) TO ADMINISTER THE STANDARD APPROVAL PROCESS FOR COMPLETION.

