
Timesheets
• Please make sure that you know and understand how to submit 

timesheets. This includes filling out and submitting. Simply putting in 
hours does not submit them for approval. 

• Regular and on-time Timesheets are submitted in Time Sheet (Banner 
9). 

• Select each day you worked and enter how many hours you worked. 
• Make sure you are logging your hours, then saving and previewing. It 

will then let you “Submit”. 
• Please be aware of the status of your timesheets. If it is “Returned” to 

you by your supervisor then you need to make adjustments and re-
submit. 

• If you want to review your past timesheets, click on “Prior Periods”. 















Late Timesheets
• Please try your best to submit your timesheets on time and through 

the Time Sheet (Banner 9) system. Submitting late timesheets created 
extra work for supervisors and Payroll. 

• Late Timesheets will be submitted by going the HR Portal and then 
selecting “Late Timesheet”. 

• Click “New Submission” to start your late timesheet.
• Fill out each box accordingly and log each day’s hours within the pay 

period. Click the green plus sign to add days as needed. 
• Submit after all hours for the pay period have been entered. Do not 

submit each day individually or they will be not be accepted. 
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