
City College of San Francisco 
Department Time Entry of Payroll ‘Exceptions’ 

 
 

1) Department Time Entry in Banner 
a) Classified Employee with regular schedules 
b) Payroll will default the standard hours based on Form 3 
c) Please notify Payroll on latest Form 3 changes immediately 
d) Employees sign-in/sign-out in their departments 
e) Department time clerk enters and approves ‘Exception Time’. 
f) Exception time earn code list: 

i) AWL-Leave w/o Pay 
ii) BER-Bereavement Pay 

iii) BTO-Bonus Paid Time Off 
iv) CTP-Comp Time Paid 
v) FHP-Floating Holiday Pay 

vi) JUR-Jury Duty 
vii) LHP-Holiday Pay 

viii) PLL-Personal Leave w/o Pay 
ix) PTP-Parent Teacher Leave w/ Pay 
x) RGG-Reg Pay Classified Grant Funded 

xi) RWW-Reduced Work Week Pay 
xii) S08-Shift 2 w/ Premium Pay 

xiii) S10-Shift Differential 10% 
xiv) SLL-Sick Leave w/o Pay 
xv) SPP-Sick Leave w/ Pay 

xvi) STL-School Term Employee No Pay 
xvii) VAC-Vacation Pay 

2) Log on to Banner to use PHATIME 
a) If you have not previously been approved for use of Banner Payroll, you will 

need to fill out an ‘ITS-Request for computer Account Form’ 
b) On PHATIME, select Timesheet=Department; COA=5 
c) Enter ORGN code for your department, e.g. T1530 
d) Enter Pay Event:  e.g., 2006/BW/25 
e) Select:  Not Started from Transaction Status 
f) Go to next block:   

i) Answer NO to verify names 
ii) Answer YES to begin payroll 

iii) If errors, contact payroll. 
3) In PHATIME:  go to ‘Jobs’ block with ID/Name 

a) Use arrow keys to choose names to enter time 
b) Go to ‘Time Entry’ block (next block) to enter exception earn codes 
c) Select earn code from drop-down list 
d) Enter hours for each day that apply. 
e) You 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) You are done. 
e) Employee will be paid default hours and exception ‘banks’ will be reduced. 

 
 
5) In PHATIME: 

a) Use options to 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 are list of navigation keys or commands that you might use for 
PHATIME: 
 
Banner works in 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 –  

• press ‘Ctrl’ key and ‘Page Up’ key together, 
• or go to ‘Block’ on menu bar and select ‘Previous’, 
• or click on ‘Previous Block’ icon on the icon bar 

 
Next block – 

• Press ‘Ctrl’ key and ‘Page Down’ key together,  
• or go to ‘Block’ on menu bar and select ‘Next’,  
• or click on ‘Next Block’ icon on the icon bar 

 
To navigate within a block: 

• Use ‘Arrow Up’ and ‘Arrow Down’ key to go through each record in the block 
 
To add a time record in “Time Entry” block for the employee: 

• Go to a new line 
• Select an exception earn code from drop-down list 
• Go and enter the hours under the date that the exception time was taken 
• Press ‘F10’ key to save the action 

 
To change a time record in “Time Entry” block for the employee: 

• Go to the line item 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 a time record entered in “Time Entry” block for the employee: 

• Go to that line item 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 the icon bar 
• press ‘F10’ to save your action 
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