
Time sheet submittal 
Instructions for students

Web Time Submittal Deadlines

Employee time sheet submittal- 10:00 a.m. on the Monday of the pay week

Supervisor approval- 2:00 p.m. on the Monday of the pay week.



Employee Responsibilities
• Employees are responsible for accurately documenting and submitting their hours 

worked in Banner Web.  Hours can only be reported under the date they were actually 
worked.  DO NOT ENTER HOURS FOR PREVIOUS PAY PERIODS IN BANNER WEB.  THESE 
MUST BE REPORTED ON A MANUAL TIME SHEET.

• Employees must submit their time sheets by 10:00 a.m. on the Monday of the pay week. 

• If an employee is unable to meet this deadline and…
• it is before 2:00 p.m. on the Monday of a pay week, the employee should first 

contact their supervisor to see if they can submit and approve the time sheet on 
their behalf.  This can only be done if the employee has already opened the time 
sheet.  

• it is after 2:00 p.m. on the Monday of a pay week and/or the supervisor is unable to 
submit the time sheet on behalf of the employee, then the employee must complete 
a manual time sheet which will be processed on the next payroll. 



Click on “Employee”



Click on “Employee Self-Service”



Click on “Enter Time”



Select the appropriate position and pay 
period, then click “Time Sheet”



You should now see your time sheet which has the days of the week listed across the top.  To navigate 
between the two weeks in the pay period, use the “next” and “previous” buttons located at the 
bottom of the screen.  Note: Time sheets are submitted for a two-week period.  Do not click “submit” 
until you have entered hours for both weeks.



To enter time, Click on “Enter Hours” under 
the correct day.



Enter the “Time In” and “Time Out” and hit “save” to save the hours for that day.  



Once you  have entered and saved the hours worked for that day, click on “Time 
Sheet” to return to the time sheet or “Next Day” to go to move to the next day.  To 
copy the hours for multiple days, see the next slide.



To copy hours for multiple days, click on “Copy”.



To copy the same hours to multiple days, check 
the boxes for the days that you want to copy the 
hours to and click “copy”.



You will receive a message indicating that your hours have 
been copied successfully.  Click on “time sheet” to return to 
the time sheet.



Once you have entered all your hours into the time 
sheet, Click on “Submit for Approval” to submit the time 
sheet.



Enter your password and click “Submit”.



You will see the notice that your time sheet 
was submitted successfully.



Notes:
• You do not have to enter all of your hours at once, but be sure to save any hours 

that you have entered or adjustments that you have made.
• Open your time sheet at the beginning of a pay period so that your approver can 

adjust and/or submit your time sheet on your behalf if need be.
• Do not use the “back” button or the “refresh” button when accessing your time 

sheet.
• You can click on the “preview” button to view the two-week pay period on one 

screen.
• You can include comments by clicking on the “comment” button.
• Once you submit your time sheet, you cannot go back and make any adjustments.  

If you need to make a correction, you will need to contact your approver for 
assistance.



Additional Questions or Assistance

Contact the Payroll Office for additional assistance:

Lyndsi Smith: lsmith9@Richmond.edu ext. 6077
Shelle Flowers: sflowers@Richmond.edu ext. 8171

Payroll Inbox: payroll@Richmond.edu
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