Wellesley College

Banner Web Time Entry for Approvers


Summary Steps:

1. Login to MyWellesley with your Domain Username and Password.* 

2. Select the Employment Services tab at the top of your screen. 

3. Locate the Time Approval channel in the center column and select the timesheet you want to submit. 

4. Select Org and Pay Period to approve; select sort option 

5. Click on Select button. 

6. Click on Approve or FYI button for each employee; to see detail, click on Employee name. 

7. Click on Save button. 

1.  Login
To enter your exception time via the Web, you must access Banner Self Service through MyWellesley.  This is also the same place where your paycheck information is available online.  On the Wellesley College web page (http://www.wellesley.edu), hover over the “Faculty & Staff” link located in the center column of the page.  Click on the first link “MyWellesley (Banner Self Service).”  Please read all information on this page if it is your first time accessing Banner Self Service. On this page, you will see “Access MyWellesley by clicking here.” This link will bring you to the secure site to access MyWellesley.  

After you login using your Domain Username and Password, click on the Employment Services tab at the top of your screen.  
Then click on “Banner Self-Service” (  “Employee Services” ( “Time Sheet”
[image: image2.png]BETES

H @

AR = R R NE S

Back | Fousd | Sp  Refesh  Home | Seach Favoies Meda  Hsoy | Mal P C0  Reabude
Adiress [] hitps:/matie wellesley.echa 7760)/pls testbans/buwpkiais.P_ProcS electhpproverhction =] @8e
Liks @]Bestofthe Web ] Charnel Guide €] Customize Links €] Free HoMal @] Inemet Stan._ €] Misosoft €] Windows Update B

G Click under Approve/Acknowiledge or Returm for Gorrection, and then click Save. For more detailed information, click the
employee's name.
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If you have more than one department to approve, choose the department by clicking on the radio button under My Choice.  Choose the time period you wish to approve.  If there is more than one time period to approve, choose the desired period from the drop down list.  Select the sort order for which you wish the records to be displayed.

3.  Approve Time Sheet
You can only approve Pending records. Employees who have not submitted their time sheet for approval will either appear as In Progress (time sheet has been started) or Not Started (time sheet has not been initiated). To approve an employee’s time, click on the check box under “Approve or FYI” and then press the “Save” button.  A message will appear indicating that the time was successfully approved.  The detail of the employee record can also be viewed by clicking on the underlined name, which brings you to the Employee Detail Information page.



 Employee Detail Information page
On the employee details page, the approver can do the following:


Approve:  Approves the time


Change Record: The approver can change the time that has been entered.


Add Comment: The approver can add a comment to the record.


Before exiting, be sure to verify the status of the employees whom you approved has been changed from Pending to Approved.

Select timesheet to approve here














Click here to approve





Click here to save





Click here to view detail for employee
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