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Intormatin Tezhnolegy
Servicas

1. Open a web browser and go to the Faculty & Staff Hub at

2. Click the Employee Services Menu link under the “Employee Systems, Services & Reporting” heading.

Employee Systems, Services & Reporting
[ Employee Services ‘-v-‘e-u] self service Banner
Pay Information nternet Native Banner
Benefits and Deductions PeopleAdmin
Tax Forms Site Manager
Expense Transfer Reporting and Data
Warehousing (Cognos)

3. The MSU Denver single sign-on page will display. Log in using your MSU Denver NetID (username) and
NetID password.

y Yy -
2 Faculty and Staff Hub | Fac.. % | jif, CAS- Central Authenticati... o
.,

@ hitps://launch.msudenver.edu/cas/loginiservice=http3: © &

METROPOLITAN
STATE UNIVERSITY*

OF DENVER

Login
MSU Denver NetlD:

Password:

LOGIN

*Your MSU Denver NetlD is anything before the @
in your email address. For example, if your email
i .edu your MSU

is
Denver NetlD would be astudent.

** Forgot Your Password?
Password Reset

By using this service you agree to comply with
the ible Use of Information Te
Resources policy.

For further assistance, contact the ITS Help Desk
at 303-352-7548 or
www.msudenvereduigethelp

@ Metropolitan State University of Denver | Privacy Statement | Colorado TOPS | ITS Help Desk: 303-352-7548 1



https://www.msudenver.edu/facstaff/

4. You should see the Banner Self Service “Employee” menu. Click the Time Sheet link.

Personal Information Registration, Student Records, and Financial Aid, and Insurance Compliance JSgNLIETR Student Financial Services ‘

search[ |

Employee

Request Time Off
Benefits and Deductions

Retirement, haalth, flexible spending, miscellanecus, beneficiary, open enroliment, Benafit Statement.
Pay Information

Direct deposit allocation, earnings and deductions history, or pay stubs.

Tax Forms
W4 information, W2 Form or T4 Form.

Jobs Summary
Leave Balances

Enroll in Accounts Payable ACH reimbursement
Have your Travel and other Accounts Payable reimbursements sent directly to your checking or savings account (similar to direct deposit). Note: Your payrell direct deposit is handled throu

5020.

RFIFASF- 8 7

RETURN TO MENU

1. Onthe “Time Sheet or Leave Request Selection” screen, verify that the Approve or Acknowledge Time
option is selected and click the Select button.

Personal Registration, Student Records, and Employee W01 Online Course Test New Help Desk

Information Fil ial Aid, and Compliance Financial Reservation System Student/Admission Lookup
Services

Search SITEMAP HELP EXIT

Time Sheet or Leave Request Selection

7 select a name from the pull-down list to act as a proxy or select the check box to act as a Superuser.

Selection Criteria

My Choice

Access my Time Sheet:

Access my Leave Report:
Access my Leave Request:
Approve or Acknowledge Time:
Approve All Departments: =

Act as Proxy: Self ~

Act as Superuser: : [}

Proxy Set Up




2. The “Approver Selection” screen has two options:
a. Department and Description My Choice Pay Period is a drop down box with a list of pay periods.
Select the accurate pay period for approval.
b. Sort order allows you to “Sort employees’ records by Status then by Name” or “Sort employees’
records by Name.” Select the button for the option you want.
c. After the selections have been made, click the Select button.

Approver Selection

Time Sheet

Department and Description My Choice Pay Period ﬁ

M, APSVIT, Application Services @ [ SM, Oct 01, 2015 to Oct 15, 2015 |
Sort Order

My Choice
Sort employees’ records by Status then by Name:[ @
Sort employees' records by Name:

=

3. The next screen displays the time sheets to be approved. Under the “Required Action” section the status
of the employee will be “Approve” if the time sheet has been submitted. To approve an employee’s time
sheet, click the employee’s name link.

-m:taslim'y: Mot Applicable
Pay Period Time Entry Status: Open until Aug 18, 2015, 11:59 PM

I Changs Sebection Select All, Appiove or FY1 Peset  Save
ng
Name, Position and red otal  [Total Approve or Tor
Units s [FYl Information

Fn
Founnnumrcn Doe rwm J 25.50 aal o \ nge Time
07 - 00 d
Aminisirative Houwrdy | e . : | ReoveBolance

[Total Units [Cancel Information

Pay Event Transactions

Action required by all approvers: 1
Time or Leave Transactions Approved or FYT: [
Time or Leave Transactions Awaiting Approval or FYL: 1
Total; F
Total Hours: B81.50
Total Units: [t
Change Stiection Select All, Appreve of Frl Reset || Save |




4. The Employee’s time sheet provides a summary of total hours. Select the appropriate buttons for the
action you want to take:
a. Return for Correction - If the time sheet needs to be corrected, the ‘Return for Correction’ button will
send it back to the employee for corrections. While this is possible, it is not recommended. The
optimum way for errors to be corrected is for the supervisor to apply the corrections.

b. Approve - If the time sheet is correct, the ‘Approve’ button sends it to HR for processing.
c. Change Record - Use to make changes to the employee’s time sheet.
d. Delete - Used to delete the time sheet entry of the employee.
e. Add Comment - Use to place a comment in the time sheet that can be viewed by the employee.
Employen 1D and Name: S00003000 Jena Robbins Department and Descriplion: M APSVIT Apphcation Sendies
Tithe: AHDODF-00 Administratioe Houly Transactbon Stalus: Pending
| Previous Menu Approve Retum for Comection | Change Record Defete | Add Comment || Mext
Rauting Ques | Ascount Distribation
Time Sheet k
mﬁm-mm,m B’:‘in “lavg 06, (g 0, M'mm 11, g 12,
(015 [0S 2015 rifE 1% 'Ini- 1S 2015 2015 1015 (X015
empt 1 259 2.5 & 324
;Hﬂ Hioeors: 15.5 2.5 5.7 5.5
[Total Units: [,
Tirrve Iy and Ot
r % | F
E Fﬂ.— o, F: § EM.FWI A.uq::. Fix ug 13, 14,
2015 15 H:ISI 1+3 15 2015 ri kS
Ei-lﬂ'lill DG ASAM | 07 D0AN 101548 O945AM | 0B 00AM
12:00PM | 12:00PM 12:30PM 11 30AM |09 30AM
12:30PM | 12:30FM 0] -DOPM 01 30F-
D4:45PM | 02:15PM 04:00PM 03:15PM
|_Routing Queue

WARNING: ‘Return for Correction’ does NOT automatically notify the employee. You should contact the
employee directly to inform him/her about the changes that need to be made.

5. After the Approve button is selected, the “Department Summary” screen will display again. The “Required
Action” section should now be blank, and the “Queue Status” section will now show “Approved”.

noay M D
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