City College of San Francisco
Department Time Entry of Payroll ‘ Exceptions
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Classified Employee with regular schedules
Payroll will default the standard hours based on Form 3
Please notify Payroll on latest Form 3 changes immediately
Employees sign-in/sign-out in their departments
Department time clerk enters and approves ‘ Exception Time'.
Exception time earn code list:

AWL-Leave w/o Pay

BER-Bereavement Pay

BTO-Bonus Paid Time Off

CTP-Comp Time Paid

FHP-Floating Holiday Pay

JUR-Jury Duty

LHP-Holiday Pay

PLL-Personal Leave w/o Pay

PTP-Parent Teacher Leave w/ Pay

RGG-Reg Pay Classified Grant Funded

RWW-Reduced Work Week Pay

S08-Shift 2 w/ Premium Pay

S10-Shift Differential 10%

SLL-Sick Leave w/o Pay

SPP-Sick Leave w/ Pay

STL-School Term Employee No Pay

VAC-Vacation Pay
to Banner to use PHATIME
If you have not previously been approved for use of Banner Payroll, you will
need to fill out an ‘I TS-Request for computer Account Form’
On PHATIME, select Timesheet=Department; COA=5
Enter ORGN code for your department, e.g. T1530
Enter Pay Event: e.g., 2006/BW/25
Select: Not Started from Transaction Status
Go to next block:

Answer NO to verify names

Answer YES to begin payroll

If errors, contact payroll.

3) INPHATIME: goto ‘Jobs block with ID/Name

a)
b)
<)
d)
€)

Use arrow keys to choose names to enter time

Goto ‘Time Entry’ block (next block) to enter exception earn codes
Select earn code from drop-down list

Enter hours for each day that apply.

Y ou only need to enter ‘exception’ time
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4) In PHATIME: when you have finished entering hours for person for pay period
a) Select ‘Save from ‘File on menu bar; Or press‘F10" for save
b)  Select *Submit Time for Approval’ from ‘Options' on menu bar; Press‘ Ok’ to
save.
c) Status of employee should be *approved’
d) Youaredone.
e) Employee will be paid default hours and exception ‘banks will be reduced.

5) InPHATIME:
a) Useoptionsto select ‘Leave Balances
b) Verify that there is sufficient leave for the exceptions
c)  Without sufficient leave, employee pay will be ‘docked'!
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Following arelist of navigation keysor commandsthat you might use for
PHATIME:

Banner worksin blocks. On PHATIME there are 3 major blocks. In order to enter data,
you need to go from block to block using ‘Next Block’ and ‘ Previous Block’. ‘Enter’
key on the keyboard will not work in Banner.

Previous block —
e press‘Ctrl’ key and ‘Page Up’ key together,
e orgoto‘Block’ on menu bar and select ‘ Previous',
e orclick on‘Previous Block’ icon on the icon bar

Next block —
e Press‘Ctrl’ key and ‘Page Down’ key together,
e orgoto‘Block’ on menu bar and select ‘Next’,
e orclick on‘Next Block’ icon on the icon bar

To navigate within a block:
e Use‘Arrow Up’ and ‘Arrow Down’ key to go through each record in the block

To add atime record in “Time Entry” block for the employee:
e Gotoanew line
e Select an exception earn code from drop-down list
e (Go and enter the hours under the date that the exception time was taken
e Press‘F10' key to save the action

To change atime record in “Time Entry” block for the employee:
e Go tothelineitem that you want time changed

Tab to the text box with the incorrect time

Use ‘Delete’ key on keyboard to remove hours entered

Enter new hours

Press‘F10’' key to save the action

To delete atime record entered in “Time Entry” block for the employee:
e Gotothat lineitem of time record

Press ‘ Shift’ key and ‘F6' key together, line item will disappear,

or go to ‘Record’ on menu bar and select ‘ Remove',

or click ‘Remove Record’ on theicon bar

press‘F10’ to save your action
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[ Banner 6 INB

File Edit Options Block Item Record Query Tools Help Window

EIFILY EEE i i (S SRR B
=

fpstoom Proxy Foer. | | J Superuser. ¥
Entry by ITi'””ES’“?E1 'I Time Entry Methad: IDepanment 'l

COA; IS__l Orgn: |153D IPan” _I Transaction Status: I'" Progress j
Year: |2una PayiLy ID: [BW [ Classified Eli'-J Pay/Ly No: |12 _IIQD-MAY—EDDE'(D 02-JUN-2006
D Marme Pasition  Suff Statie tAathnd
jnooaot sanﬂ |Casserly |Roge [crase: [o0  [inProgre ISl SCUIN R
Code In/ Default — — e
= Ot Special  Hourss Totals Find| %
n ndShtt  Rate Units By Earn May 20 May 21 May 22 May 23
r nooono Code |Description
w Ber nent Pay
BTO Banus Paid Tirme Off
r FHP Floating Holiday Pay
] JUR  Jury DutiLegal
[} RWYY  Reduced Work Week Pay
[} SPP Sick Leave With Pay
WAC “acation Pay
Total Hours: 4| | 2
Total Units: _
Eind | QK I Cancel |
L1
Choices in list: 7 |
Recard; 1/1 | | | |z05¢> |

[ Banner 6 INB
File Edit Options Block Itern Record Query Tools Help Window

I B | £S5 sels] BEEkE] B EE E
o0 Electronic Approvals of Time Entry PHATIME 6.1 bant) [_]

fpstoom Proxy Foer. | | J Superuser. ¥
Entry by ITi'””ES’“?E1 'I Time Entry Methad: IDepanment 'l

COA; |5__| Orgn: |153D |Payr0|l _I Transaction Status; I'” Progress j
Year 2006 payiyiD: [Bw vy Crassitied 8t | payrLyno: [12 | [20-mav-2006 10 02-a0n-2008
D Marme Position  Suff Status Wethad
|WDDDD156IJE|CasserIy |Roge |croges 00 [inProgress |Depariment ;l

Code C:Etf Special aif:alj . Sun | Mom Tue  Weed  Thu Fri
ﬂ Ind Shit Rate Units Ely Eamn May 20 May 21 May 22 May 23 bMay 24 May 25 bay 26
BER [ [1 000000 7.50 750 =
R [ [1 000000 A0 50
]
]
|
r -
Total Hours: £.00 .00 00| soo .00 .00 .00 .00
Tatal Units: 0.00
R 2
FRM-40407: Transaction complete: applied records saved. J
MRecord: 202 | ] 2 | |<0sc>
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E=: Banner 6 INB
Eile Edit
ewi Efrors [PHIDERR]
uhimit Tirme
: Access Next Time Recard
DETJOHE Access Previous Time Record
WiewOverride Labar Distribution
Entry BY. | it | save Balances
Coa, |5—
E ViewfEnter Camments

Block lterm Record Query

Help Window

o o [ R i

1E &

(=] EalpEb
| JSuperuser: o

Tirme Entry Method; i
J Transaction Status: | ﬂ

sified EIi'-J Pay/Ly No: |12 J|ED-MAY-EDDE'(0 02-JUN-2006

[ Banner 6 INB

L.é‘i Wiew Errors [FHIDERR]

Access Mesxt Time Record
DSTIOHE Access Previous Time Recard

Entry BY. | it | save Balances
Coa, |5—
E ViewfEnter Camments

File Edit Ne[LEN Block ltem Record Query

Vear
D Position  Suff Status Wethad
W00t £ |cResas 00 |InProgress |Department ﬂ
Code In B _ Sst sun | Mon  Tue  Wed  Thu  Fri
O WiewiChange Routing Quele 3
|nd =TI =E1 Tnits By Earn May 20 May 21 May 22 May 23 May 24 May 25 May 26
BER 1| .oooooo] [ 780 | [ 750 | | | -
[Rew =1 [ oooooof | 50 | | 50 | | |
[ [ | - r r r I |
[ rl] || [ I I
[ N S A oy o
[l ] [ D =
Total Hours: | goo| .oof oof soof  oof  oof oo oo
Tatal Units: | 0.00 | | | | | | |
[l — i
FRM-40407: Transaction complete: applied records saved.
Record: 2i2 =05C=

Help Window

o o e s R = e 3 O

HE 6.1 (hant)

| J Superaser. ¥

Tirme Entry Method; i
J Transaction Status: | ﬂ

sified EIi'-J Pay/Ly No: |12 J|ED-MAY-EDDE'(0 02-JUN-2006

B(=1E3

Vear
D Position  Suff Status MWlethod
O Eamm—— [cRogot [00 [approved [Pepariment 4|
o C:E ViewlChange Routing Queue 5| on . Men o que e T
Ind =TT Hate Thits By Eamn May 20 May 21 May 22 May 23 bMay 24 May 25 bay 26
[BER 1| .oooooo] [ 780 | | 750 | | | -
[Reww = [r [ oooooo] | 50 | | [ el | | |
[ | - r r r I |
[ rl] || [ I I
|l | I I
[l | I =
Total Hours: | goo| .oof oof soof  oof  oof oo oo
Total Units: | 0.oo | | | | | | |
[l — i
Time transaction successiully submitted.
Record: 142 =05C=
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[ Banner 6 INB

File Edit Options Block Item Record Query Tools Help Windaow
BEILY | EEE BE B = sl ek B EE E
1D aaant 560|Rose Casserly _l Last Paid: 05-MAY-2006
Posn: CRQB%_I Suffix: IUD _I Query Date:  |UE-MAY-2005
"l Default Earnings Code MBAJOBS B.1.0.35F (hann
Query Date: ID1-JUL—1995
Effective Earnings Code _| HrafUnits Special Rate Shift  Ended As Of
01-JUL-1885  [LNG |Longevity Pay 20,00 [ -
01-JuUL-19585 REG |Regular Pay 20.00 |1_
ETSS [0
Leave Category: | Annual Salary: I 60216.00
Change Reason: |COLA |Cost of Living Adjustment ﬂ
| Franlnwar Mada: |CCSF Citv Collece of San Francisc | hl
‘ »
Ended A3 Of Date; Press SAVE to make this earn code inactive. J
Recard; 142 | | | | |z05¢> |

[ Banner 6 INB
File Edit Options Block Itern Record Query Tools Help Window

EIFILY EEE i (S SRR B
=

0 Online Time Entre Form PHAHOUR 6.1 (hant)

Year: I2006 Payrall 10: Iﬁ_l Payrall Mumber: IT_l

History Jobs

D [WoO001860[Casserly, Fose B o Jrew Digp: |20 [Proaf
Posn: ICRQS% IF Status: I-""_ Eff Date: IDE""“’Q‘Y‘ZDD6 Rate:l 2895 Method: ID_

Histary Earnings
Total Units: I 80.00 Total Hours: | 80.00  [mayz0

Code . |Shit HyUnit Gen_ Sn Rate Amount _ Atnd |1In02
REG [1 [ 72000 w [ 7200

e [1 [ sooo [ [ [ “so00
= e o 2.00 [ [ 5.00

Time Distribution

Hours Percent COA Index a Fund a Orgn a Acct a Prog a Acty a Locna

8.00 100 |5_ ] 1430 2110 6Y20 = -

I_

[ £

I 8.00 100 Totals L »
A 2l

| v

[«

VRecord: 313 | | | | |z05¢>
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[ Banner 6 INB
File Edit Options Block Itern Record Query Tools Help Window

BEY HE EE i (S SRR B

e

e

Year: I2006 Payroll 1D: Iﬁ_l Payrall Numbet: IT_l

History Jobs

D [WMD0001560|Casserly, Rose ﬂ Org: sz Disp: [z0” [Proot
Posn: ICRQS% I':'D Status: I-""_ Eff Date: IDE""“’Q‘Y‘ZDD6 Rate:l 2895 Method: ID_
Histary Earnings
Total Units: I 80.00 Tatal Hours: I 8000 |may20

Code - |Shit HrUnit Gen_ Sp Rate Amount _ Atnd 11In02
BER |1 7.50 [ [ 750 =~

e [ [ eoo [ [ 8.00
= Jrow 1 50 [ [ 50 B

Time Distribution

Hours Percent COA Index a Fund a Orgn a Acct a Prog a Acty a Locna

a0 100 |5_ ] 1430 2110 6Y20 = -

I_
[ =
.50 100 Totals 4 | 2|

Recard; 5/5 | | | |z05¢> |

[ Banner 6 INB
File Edit Options Block Itern Record Query Tools Help Window

EILY &= il [ie HEEEEEN H
hant) =
IDSTJOHN Proxy Fur;l I J Superuser: =

Entr. | ITiMnr\hnn“ 'i Tleee o T il RA_Ll ol [T et -
Year Fin|s
IWD[ Code |Description Curt Avail Hrs Accrued Hrs Banked Hrs Taken Beg Balance
_— Baonus Paid Tim... 0 0
Codt lompz  Comp time Ean.. 35.1 0 0 0 35.1
[0 [FHOL  Fioating Holiday 0 24 0 24 0
—— WAL Reduced Work . 57 105.5 0 95 465
| |sicK  SickPay-Hours 11195 4275 0 55 1112.25
SICY  SickPayvested, . 56 0 0 0 56
YACA  Wacation-Hours,.. 466,92 £8.4 0 43 426,52
Eindl oK I Qancell
Total Hours:
Total Units:
4 | 2|
Choices in list: 7 |
JRecord: 141 | | | | |z05¢>
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