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Banner Self-Serv ice 

Enter Secur e Area 
Login here to v iew your personal informat ion. 

Prospective Students 
Tell us about yourself and request information about ou r institution . 

Check Your Admission Status 
Check admission status o f processed application. 

General Fina ncia l Aid 
Financia l Aid Application and I nformat ion Links. 

Class Schedule 
V iew the cur ren t schedule of classes. 

Course Catalog 
V iew course information, including course d escription . 

A lumni and Fr iends 
Li nks t o Alumni related si tes. 

RELEAS E : 8.9.1.3 

Unauthorized access to t h is syste m is proh ibit ed. 

WINSTON-SALEM 
STATE UNIVERSITY 

U se r Log in 

W e l c o m e To B A N NER RAMS O n lin e 

Ple a se ent e r your Banner I D and your 6 d igit Pe r sonal Identi fic.ati on N umber ( PIN) to Login. 

W h en you a re finished, p l ease Ex it and c lose your b rowse r to p r otect your privacy. 

N O T E : You r- P I N s h o u ld o n l y b e 6 d i g its in l e ngt h! 

Use r I D : 

PIN : ~ 
Forgot PIN? 

REL EASE: 8 .9.1. 3 

U nau t h o r ized access t o t h is system is p rohib i ted . 

Connect to portal 

1. WSSU website Current Students, Banner Rams Folder icon 

2. Log into Banner Rams Self-Service 

3. Enter secure ID 
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Personal I n for mat ion Alumni and Friends Student Financial 

Sea rc h ~---------~~ SITE MAP HELP EXIT 

Student Main Menu 
Complete an a pp lication for admissions; Register for c lasses; D isplay your class schedu le; V iew your holds; 
D isplay your grades & t ranscr ipts; Review Financia l Aid requirements & awards. 

Alumni Services 
Find a classmate; Communicat e w it h your alma m at er ; View or updat e career adv isor informat ion; View or 
enter a j ob p osting; Make a pledge; Review pledge histo ry; Become a volunt eer ; View or update your 
volunteer activ it ies. 

Employee Main Menu 
View your benefits information ; View your leave history or balances, job information, pay stubs, W-2 
for ms;W-4 information; Create requisit ions, purchase o rders & budget t ransfers; Query budget & encum 
brance data and more . 

Personal Information 
View o r update your a ddress(es), p hone number( s), e-mai l address( es), emergency cont act information, & 
marital st at us; View name change & social security n umber change information; Cha nge your PIN; 
Cust omize you r d irectory profi le • 

Return to Homepage 

WINSTON-SALEM 
STATE UNIVERSITY II"" 

Personal I nform a tio n A l u mni a n d Frie nds S t udent Fina n cia l Employee 

Search ~---------~~ RETURN TO M ENU SITE MAP H ELP EXIT 

T im e Sheet 

Ben efi ts a n d Ded u c t ions 
V iew your Ret i rement plans, Healt h insur a nce informat ion, F lex spending a ccounts, M i scellaneous deducti ons; 
B e n e fi ciary i n format i on . 

Pay Information 
V ie w your D i rect Deposit b reak down; V i ew your Ea r n i n gs and Ded uctions H istory; V i e w you r Pay Stu b s . 

Tax Forms 
V ie w your W - 2 Form a n d vV - 4 in format io n 

T i m e Off C urr e n t B alances a n d H istory 

Leave R e porting - Mon thly & Bi - W eek ly for Pe rma nent Employees 
V ie w Leav e Report 

RELEAS E : 8 . 9 .1.3 

© 2021 E llucian Company L.P. a nd its affil i a t e s. 

4. Go to the EMPLOYEE tab 

5. Select TIME SHEET 
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Determine th e actiion you want t o take and click t he radio button . I f you are act ing as a Proxy for an 
approver, please select a name from t he list and click Select , 

Select ion Criteria 

Access my Time Sheet: 

Access my Le.ave Report: 

My Choice 

0 
0 

Access my Leave Request : O 
Approve or Acknowledge Time: @ 

Approve All Departments: 

Act as Proxy: 

Act as Superuser: 

Select 

QM: 
Department: 

~ V.!Jli 
42020, Housing & Resid 

BW, Bi-Weekly 
Pay Period: May 10, 2021 to May 23, 2021 

Act as Proxy: Not App1icable 
Pay Period Time Entry Status: Open urtil May 25, 2021, 11:59 PM 

I Change Selection 11 Select All, Approve or FYI I~~ / 
Pendina / 

D 
I self vi 
D 

IO Name, Position and Title / ReQuired Action Total Hours 

9402612.93 Sharandica Cherese Mid:alf • Override 
AUS660 • 00 
NC Temporary waoe Student 

940281555 Jada T Peterson Override 
AUS660 - 00 
NC Temporary Wage Student 

6.00 

2.00 

940293667 Jaela Shekinah Prunty Override 12.00 
AUS660 - 00 
NC Temporary Waae Student 

I n Proaress 

ID Name, Position and Title 
940300080 Bria Patrice Allen 

AUS660 - 00 
NC Temporarv waae Student 

940270815 DaJah' Amiee Atwater-Rickard 
AUS660 - 02 
NC Temporary waae Student 

940301730 Vanesa Simone Autry 
AUS660 - 00 
NC Temporary Wage Student 

Total Units loueue Status Approveorfil Return for Correction Ci1mcel other Information 
.00 D D Change Time Record 

Leave Balance 

.oo D D Change Time Record 
Leave Balance 

.00 D D Change Time Record 
Leave Balance 

Total Hours Total Units Cancel Other Information 
54.00 .oo Leave Balances 

15.50 .00 Leave Balances 

24.50 .00 Leave Balances 

6. Under Selection Criteria, Choose Approve or Acknowledge Time. And click the Select 
button. 

Viewing the timesheet 

7. All employees assigned to a supervisor designated by employee class, will 
show on this form. To view an employee’s timesheet, click on the 
employees name. 
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I Change Select ion I 

I n Progress 
ID !Nam e , Positio n and Title !Total Ho urs !Tot a l Units !cance l !Other Inform a t ion 
940334630 l•Shanta Mon ique Shepard 

I 

16.501 .001 ILeave Balances 
AUN550 · 00 
Temp Hourly 

Not Started 
ID ...... Name, Posit ion a n d Title Other I nforma t ion 
94 0257844 Jeanette L Bourne Ext ract 

GN1172 · 00 
Temp Hourly 

940029989 Darryl J Gaddy Ext ract 
GN1168 · 00 
Temp Hourly 

8. Employees that did not submit a timesheet (Not Started) will also be 
displayed. These require no action unless you can verify the employee truly 
worked. 

9. Queue Statuses: Approved, Pending, In Progress, Not Started, Error or 
Returned for Correction. 

10.Check the daily times entered. If a departmental log in/log out sheet is also 
used, be sure to cross reference for accuracy. 

11. Look for hours entered on a Holiday or during a time when the university is 
closed. If incorrect, return the timesheet to employee for correction. 

12. If a timesheet is returned to the employee for correction and it is not re-
submitted for approval by the deadline, it will not be paid. The employee 
will need to submit a Late Timesheet for payment in the next cycle. 

13. Look for hours that overlap. Example below. Employee cannot enter 
11:15am, because they did not clock out until 12:00pm. The hours overlap. 

MONDAY 

time in 

time out 

15th 

8:00 am 

12:00pm Total  3.00 hours 

time in 
time out 

11:15 am 
2:00pm Total 2.75 hours 
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To select the next or previous employee (if applicable), click either Next or Previous . 

. f.!!!PI.QY.R..l~.Jm~ ... ~ / 940309528 Nichele Deese 

Title: ✓~---~ GS2137-0l NC Temporary wage Student 

I Previous Menu 11 Approve 11 Return for Correction 11 Change Record 11 Delete 11 Add Comment ]~ 

Department and Description: 

Transaction Status: 

Routing Queue I Accoont Distribution 

Time Sheet 
Earnings Total Hours Total Units Monday , Tuesday , Wednesday, Thursday, Friday , Saturday , Sunday, Monday , Tuesday , 1shiftlspecial Rate 

Apr 26, 2021 Apr 27, 2021 Apr 28, 2021 Apr 29, 2021 Apr 30, 2021 May 01, 2021 May 02, 2021 Mlly 03, 2021 May 04, 2021 
Regular Studentll I 30 4.7S 7 3.2S 3 

Total Hours: 30 4.7S 7 3.2S 3 

Total Units: 0 

Time In and Out 
Earnings Monday , !Tuesday, Wednesday, Thursday , Friday , Saturday , Sunday , Monday , Tuesday , Wednesday, 

Apr 26, 2021 Apr 27, 2021 Apr 28, 2021 Apr 29, 2021 Apr JO, 2021 May 01, 2021 May 02, 2021 May OJ, 2021 May 04, 2021 May OS, 2021 

Regular Student 

Routing Queue 
Name 

Nichele Deese 

Nichele Deese 

MamuduYakubu 

09:00AM 
10:45AM 

02:00PM 
05:00PM 

Account Distribution Default Data 
Pay Period Effective Date 
Apr 26, 2021 

10:00AM 
05:00PM 

Percent Index 
100.00 

01:45PM 
05:00PM 

Act ion and Date 

Originated May OB, 202103:48 pm 

Submitted MayOB, 202103:54 pm 

Pending 

Fund 
21112S 

I Previous Menu 11 Approve 11 Return for Correction 11 Change Record 11 Delete 11 Add Comment I~ 

Account 
914S00 

02:00PM 
05:00PM 

Pr ram 
110 

Time Sheet I Routing Queue I Account Distribution 

Percent Index Fund rganization Acco111t Program Activity 
1000 J116!i0 2')20 9145M 205 

I Approve I Return for Correct~n Cha~ge Record ~ Add Comme1t I IN~ 

"' 

Activity 

Location 

Wednesday, Thursdtiy , Friday , 

W30410 BRIC 

Pending 

Saturday , Sunday , 
May OS, 2021 M11y 06, 2021 M11y07, 2021 Mav 08, 2021 May 09, 2021 

6 6 

6 ' 

Thursday, Friday, Saturday , Sunday, 
May 06, 2021 May 07, 2021 May 08, 2021 May 09, 2021 

11:00AM 09:30AM 
05:00PM 12:30PM 

02:00PM 
05:00PM 

Location Pro·ect TyJ>E! Cost Type 

Project Type 

14. The timesheet should be in Pending status waiting on review and approval. 
If the timesheet states In Progress or Error; contact the employee. Return 
for Correction . Repeat steps with each employee in your queue to approve 
each timesheet. 

15.If it is determined that an employee should not have entered hours for the 
current pay period, please contact Payroll Services to confirm that the 
timesheet should be deleted. This will prevent an overpayment. 

16.Supervisors must review each daily entry to ensure hours are accurate. You 
can Return for Correction if you spot an error. If no errors are detected the 
timesheet can be approved. Click the Approved button. 
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/ 
q> To selecl the ne11.\ or prev7 mplo';te (If t1ppl1c, ble), dlcl( eethe, Not or Previous. 

A nn,c tnms"ctio,1 ~enfunv itpprovcd. 

.t,11•J•><.<.lO .. ond.,tt,,1n,,.; 
rltlc: 

Previous Menu Atturn Time 

Routing Queue 
Name 

8011 2)290 Af-exlo Nltkolett lewis 
fWSA20 00 Offlc. As~nt 

Alexia Nlckolett Lewis 

Alexia Nickolett Lewis 

Leonora Robinson 

lkj>o'\t1111fill and l)c,;al1>lion: 
1 f11fl.Sllctlon Stnlus: 

I J 1&00 CflmlMI Justlc4 !Ind Crlmlnology 
Awc,11ed 

Acti on and Date 

~ Originote<I Jon 16, 2020 02 :38 pm 

~ Submitted Jon 22, 2020 04:22 pm 

I Approved Jon 29, 2020 10:21 om I 

• After the timesheet has been approved, the following information will be 
displayed. Time transaction successfully approved. 

• The Routing Queue at the bottom of the page will show an approved status 
as well as the date and time approved. 

Approval Queue Example : The following example shows an employee, Sally, 
starting a timesheet and then submitting it for approval. There are two approvers 
in the queue; Bill approves the time first followed by Jim. 

As each of these people performs a specific action in the queue, the Required 
Action field displayed on the timesheet will show the approver the action he/she 
is required to take to move the timesheet along in the routing queue. 

The timesheet will have a status of In Progress once Sally starts her timesheet. 
When it is submitted to the queue, it becomes Pending . Only after the final 
approver approves it, does it change to Approved. If there is only one assigned 
approver, the approved status will immediately update. 

The following chart shows the combination of the timesheet status, which Sally 
will see, and queue statuses for Bill and Jim. As Sally’s timesheet moves through 
the queue it can only be given to one approver at a time. 
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Action Status Queue Status Required Action 

ally tan time entry In Progress Bill - In the Queue IA 
on Employee elf-

Jim - In the Queue IA e1vice 

ubmit time Pe11di11g Bill - Pending Bill-Approve 

Jim - In the Queue Jim-

Bill approve time Pending Bill - Appmrnd Bill-

Jim - Pending Jim-Approve 

Jim approve rime Appr01·ed Bill - Apprornd IA 

Jim - .4pp1'0l·ed IA 

1. First, Sally enters time against her timesheet and saves it. Before Bill and 
Jim approve this time transaction, their queue statuses are In the Queue. 
No action is required. 

2. When Sally submits her timesheet, the transaction is Pending for Bill. 
Action is required by Bill. 

3. After Bill approves the timesheet, his queue status becomes Approved and 
Jim’s queue status becomes Pending. Action is required by Jim 

4. Finally, Jim approves the transaction. His queue status then becomes 
Approved. At this point, the status of Sally’s timesheet becomes Approved. 
This timesheet is now ready to be included when the payroll begins for that 
time period. 

Designating a Proxy 

● A proxy can be set up and/or reviewed at any time to allow another person in 
the department to approve time if the supervisor is not available. 
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Selection Orl teria 

AG mv Time Slh t : 
Ac·oc:ss mv lc11,vc: RcJ!'lln: 
.A~ e mv Ile ,11., Request: 

.Appmve ,o.- i\ckno,vlcdpc 'llirnc:: 

My Choice 

0 
0 
0 

.AIJlfN:!Y JUI lhi i;,<1 rlrn~nts; □ 

Act us l!),rQxy: J Self ~ J 

.A.ct as superus D 

Proxr Sit Uo 

Name Addi IR.emov, 

_H_e.;ii_·~_h_er_T_an_y_a ___ ~_N_DE_R_.1_9 __________ vl 121 

Name Add Remove 

·•NDE:R.19 

s ve 

● Select Proxy Set up at the bottom of the Timesheet/Leave Request/Proxy page. 

• On the Proxy Set Up page, select the drop-down arrow to display a list of 
users available to choose as a proxy. Select the name/user ID of the proxy 
from the list. ( Note: While in the drop-down menu, a name/user id can be 
quickly found by typing the first letter of the proxy’s name.) 

• Once the proxy is selected, check the Add box and click the Save button. 

• To remove a proxy, go back to the Proxy Set Up page and check the 
Remove box. Click the Save button. 

Note : Email 2payroll@wssu.edu if the supervisor is out and you need to approve 
a timesheet (either because no proxy is set up or the proxy is also out). 
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POINTS TO REMEMBER 

❏ Supervisors must approve timesheets by the Tuesday after the end of the pay 
period, by 3:30pm. 

❏ A campus wide email notification will be sent the Friday before timesheets are 
due reminding employees and supervisors to complete, review, approve and 
submit by the deadline. 

❏ Best practice is to log into Self Service Banner each day during the pay period 
to ensure your employees are clocking in/out and/or entering their time daily. 

❏ Encourage employees to enter hours worked in WTE (Web Time Entry) daily 
using the clock in/out feature. 

❏ If it is realized that an approver position is vacant, notify Human Resources 
and Payroll Services so that a new approver can be assigned prior to the start of 
the pay cycle. 

❏ If you receive the message: “You have no records available at this time, ” 
check with your employee(s) to see if they have entered time. Records will not 
display until the timesheet has been started and time has been entered. 

❏ When returning a timesheet for corrections, call or email the employee and let 
them know why you are returning the timesheet. 

❏ If a timesheet is approved by mistake, email 2payroll@wssu.edu to have the 
timesheet returned to you. 

❏ Timesheets that are not approved by the due date will cause employees to 
not be paid on time. Electronic Late Paper time sheets will be paid in the next 
pay cycle. Supervisors must inform the employee that pay will not be received. 

Revised: 5/2021 
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