Leave Reporting for Monthly Paid Employees in Banner
9 Self-Service

This document will show you how to enter your leave in the new Banner 9 Employee Self-Service system.

Remember: It is the Employee’s responsibility to enter leave and submit to their supervisor

by 10 AM on the deadline day (16" of each month). Please don’t wait until the deadline to enter
your leave in case there are computer or network issues. Supervisors or HR can make changes until 12
PM. If a supervisor approves a leave report, it cannot be returned for changes by HR, even before Noon.
Corrections to leave time will need to be submitted to HR via the paper leave report.

Go to my.okstate.edu and log in using your Orange Key (O-key) credentials.
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Landing Page: Your landing page is customized based on your level

of access. Choose Self Service to enter your employee information.
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@ Self Service

PERSONAL INFORMATION = FINANCE = EMPLOYEE PROFILE 9
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Main Menu

Personal Information

Update addresses, contact information or marital status; review name or social security number change information; Change your PIN; Customize your directory profile.
Employee

Time sheets, time off, benefits, leave or job data, paystubs, W2 forms, W4 data.
Finance

Create or review financial documents, budget information, approvals.

Employee Profile 9 Tab: Select the Employee Profile 9 tab to enter
your Employee Dashboard.

i @ ellucian

Oklahoma State University % &) pete. Pistol
Employee Dashboard

Employee Dashboard

Pete, Pistol Leave Balances as of 06/23/2021

m Annual Leave in hours Sick Leave In hours. 549,79

Sick Leave Emergency in hours

Extended Sick Leave (TRS Only) in
hours

Eull Leave Balance Information

Pay Information # My Activities

Latest Pay Stub: 06/30/2021 AllPay Stubs

Direct Deposit Information Deductions History
Earnings v

Approve Time

v

e Approve Leave Report
T - Approve Leave Request

Electronic Personnel Action Forms (EPAF)
Employee Summary ~

Campus Directory

Employee Dashboard: Your dashboard is streamlined to include
time entry, leave reporting and any time approval options you may
have depending on your classification and job responsibilities. All of
your options are in one place on this dashboard.



Employee Dashboard

Employee Dashboard
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g Sanders, Barry

My Profile

Pay Information

Latest Pay Stub: 08/31/2021 All Pay Stubs
Earnings

Benefits

Taxes

Employee Summary

Leave Balances as of 09/08/2021

Annual Leave in hours (2348

Direct Deposit Information

Sick Leave in hours

Deductions History

@D ccnvcosccievemrsonyin 209
hours

Full Leave Balance Information

#° My Activities
~
Approve Time
o Approve Leave Report
Approve Leave R t
~ pprove Leave Request
Electronic Personnel Action Forms (EPAF)
-~

To enter your leave report, under My Activities, click Enter Leave

Report

Employee Dashboard « Leave Report

Leave Report

Approvals Leave Report

Leave Period Hours/Days/Units Submitted On
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021 - 09/15/2021

Status

In Progress

Leave Report Period v

D) Prior Periods

Choose the appropriate Leave Report Period using the drop- down.

If you have already started this period’s leave report, click the In

Progress link to continue. To view leave reports for prior periods,
click the Prior Periods link.




Employee Dashboard « Leave Report « Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021-09/15/2021 () &

1) Restart Leave Report £0 Leave Balances

In Progress  Submit By 09/16/2021, 10:00 AM

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
5 6 7 9 10 11
< Labor Day >
@ Add Earn Code
Earn Code
Select Earn Code v
Exit Page Cancel Save Preview

Click on the day on which you wish to enter leave and select the drop-

down for the Earn Code.

Employee Dashboard - Leave Report - Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021 - 09/15/2021 @ )
SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY

E

) Restart Leave Report £ Leave Balances

In Progress  Submit By 09/16/2021, 10:00 AM
FRIDAY SATURDAY
"

@ Add Earn Code

Earn Code Hours,

Annual Leave ~ ‘

Annual Leave

Sick Leave

Administrative Leave

Wilitary Leave

lurv DUty

Exit Page

Select the appropriate Earn Code for the leave you
for that day.

Cancel Save Preview

will be utilizing




Employee Dashboard Leave Report Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems ) Restart Leave Report {) Leave Balances
08/16/2021-09/15/2021 = (D) © InProgress  Submit By 09/16/2021, 10:00 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
5 6 7 10 "
< 2bor Day >
(® Add Earn Code
Earn Code Hours
Annual Leave v 8.00
Evit Dama Cancel Save Preview
sy /amploy s elieaice AKstate BOR063 EmpIoyeeSASanvica b et e P— py—
Enter the number of hours you are utilizing for the
corresponding Earn Code/Leave on the selected date and press
Save.
I @ellucian Oklahoma State University ¥ (&) Iba, Henry J. 1

« Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems @ Leave Report data successfully saved.

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems O Restart Leave Report ) Leave Balances
08/16/2021-09/15/2021 ~ 8.00 Hours (i) & InProgress Submit By 09/16/2021, 10:00 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

] 6 rd 8 o 10 1
< M}' 8.00 Hours )

@ Add Earn Code
Annual Leave © 8.00 Hours s 0 0o

Total: 8.00 Hours

Exit Page ca Save Preview

You will receive a message “Leave Report data successfully saved.”




Copy Earn Code/Leave Value

= @ ellucian Oklahoma State University % (g |ba, Henry J.

Employee Dashboard - Leave Report - Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems & Leave Report data successfully saved.
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems ) Restart Leave Report ) Leave Balances
08/16/2021 - 09/15/2021 8.00 Hours (i) © In Progress  Submit By 09/16/2021, 10:00 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
5 & 7 8 10 1
< Labor Day 8.00Hours 5
@ Add Earn Code /
Annual Leave © 8.00 Hours /s 0O ©
G
Total: 8_
Exit Page Preview

To copy the same value to multiple days in the same leave period, click
the Copy icon. (Pencil=Edit, Papers=Copy, Circle with Dash=Delete)

Employee Dashboard « Leave Report « Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems O Restart Leave Report 1D Leave Balances
08/16/2021-09/15/2021 R0 Haure (&Y (=) InPrraracs Quhmit Ry 09/16/2021, 10:00 AM
SUNDAY Copy Leave Report Entry X [SATURDAY'
5 B
Annual Leave : 8.00 Hours (09/08/2021, WEDNESDAY) Pay Period: 08/16/2021 - 09/15/2021 @
[0 Copy to the end of pay period 15 16 17 18 19 20 21
Include Saturdays
22 23 24 25 26 27 28
Indlude Sundays
Annual Leave o 2 30 31 1 2 3 4 /s 0 ©
s 6 7 8 9 10 11 Total: 8.00 Hours
12 13 14 15 6 17 8
Cancel
Cancel Save Preview

Exit Page

When you select Copy the calendar above will be displayed.




Employee Dashboard - Leave Report «
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021 - 09/15/2021

200 Haure (3 (5

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

SUNDAY Copy Leave Report Entry
5 A H 9/08/2021, WEDNESDAY
nnual Leave : 8.00 Hours (09/08/2021, WEDNESDAY) Pay Period: 08/16/2021 - 09/15/2021
< Select Options SUN MON TUE
U NO» e
Copy to the end of pay period 15 16 7
Include Saturdays
2 3 24
Include Sundays
Annual Leave ©) 29 30 31
s 6 7
12 13 14

Cancel

Exit Page

WED

In Braarace

) Restart Leave Report £ Leave Balances

Suhmit Ry 09/16/2021, 10:00 AM
X [SATURDAY
®
ST >
21
28
. /00O
Total: 8.00 Hours
18
Cancel Save Preview

You can either check Copy to the end of pay period or select
specific days to copy the hours to. The above illustration shows

selection of specific days. After selecting these days, click Save.

Employee Dashboard « Leave Report « Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021-09/15/2021 R0 Haure (3 =)

SUNDAY Copy Leave Report Entry
5 A H 9/08/2021, WEDNESDAY
nnual Leave : 8.00 Hours (09/08/2021, WEDNESDAY) Pay Period: 08/16/2021 - 09/15/2021
< Select Options N WON TOE
U MO UE
Copy to the end of pay period 15 16 17
indlude Saturdays
22 23 24
Include Sundays
Annual Leave © 29 30 31
s 6 7
12 13 14

Cancel

Exit Page

15

WED

) Restart Leave Report £ Leave Balances

In Driardes Submit Ry 09/16/2021, 10:00 AM
X SATURDAY
®
SAT >
21
28
4 /7 0 ©
Total: 8.00 Hours

Cancel Save Preview

If you check Copy to the end of the pay period the appropriate
days will be selected. Press Save. (NOTE: If you check either or both

Include Saturdays and/or Include

Sundays these days will be selected as well. This will be rare.)




I @ ellucian

Employee Dashboard «
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021 - 09/15/2021
SUNDAY
5 é 7

< Labor Day

48.00Hours (i) ©

MONDAY TUESDAY

Annual Leave © 8.00 Hours

Exit Page

'WEDNESDAY

8
8.00 Hours

@ Add Earn Code

Leave Report « Database Admin, A59819-00, X, 100460, Enterprise Operating Systems

L

800 Hours

THURSDAY

Oklahoma State University % (&) Iba, Henry J.

@ The entry has been successfully copied.

) Restart Leave Report £ Leave Balances

inProgress  Submit By 09/16/2021, 10:00 AM
FRIDAY SATURDAY

10 1"

8.00 Hours >

/s 0 O

Total: 8.00 Hours

Cancel Save Preview

A message will state: The entry has been successfully copied

Edit Earn Code/Leave Value
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Oklahoma State University 3% ()
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Employee Dashboard Leave Report

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021 - 09/15/2021 48.00 Hours /\D S
SUNDAY MONDAY
5 6 7
< Labor Day

TUESDAY

Annual Leave ©8.00 Hours

Exit Page

WEDNESDAY

8,00 Hours

@ Add Earn Code

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

200 Hours

THURSDAY

& The entry has been successfully copied.

) Restart Leave Report £) Leave Balances

In Progress  Submit By 09/16/2021, 10:00 AM
FRIDAY SATURDAY

10 11
8.00 Hours )

Preview

Choose the pencil icon to edit your entries for the leave period.




Employee Dashboard « Leave Report « Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021 - 09/15/2021 48.00 Hours (i) =
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY
g

8.00 Hours

E

) Restart Leave Report  {7) Leave Balances

In Progress  Submit By 09/16/2021, 10:00 AM
FRIDAY SATURDAY

10 "
8.00 Hours )

@ Add Earn Code

Earn Code Hours

g

Exit Page

Make appropriate changes and Save.

i @ellucian

Employee Dashboard - Leave Report - Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021 - 09/15/2021 = 44.00 Hours (i)

Total: 8.00 Hours

Cancel Save Preview

Oklahoma State University % (&' Iba, Henry J.

@& Leave Report data successfully saved

) Restart Leave Report ) Leave Balances

InProgress  Submit By 09/16/2021, 10:00 AM

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
s 6 7 8 9 10 1
< MX 4.00 Hours 8.00 Hours. 8.00 Hours )
@ Add Earn Code
Annual Leave © 400 Hours s 0 O
Total: 4.00 Hours
Exit Page Cancel Save Preview

This illustrates changing the previously entered 8 hours of

Annual Leave to 4 hours of Annual Leave. Save after entering.



Delete Earn Code/Leave Value

Employee Dashboard - Leave Report - Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

Database Admin, A59819-00, X, 100460, Enterprise Operating Systems ) Restart Leave Report 1) Leave Balances
08/16/2021-09/15/2021  44.00 Hours (i) & InProgress  Submit By 09/16/2021, 10:00 AM

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
12 13 14 15 17 18
< ours. 8.00 Hours 8.00 Hours )
@ Add Earn Code
Annual Leave © 8.00 Hours s 0O 6
Delete
Total: 8.00 Hou
Exit Page Save Preview

Choose the Delete icon to remove an earning/leave record.

i @ ellucian Oklahoma State University 3% (&) Iba, Henry).  JRIN
Employee Dashboard « Leave Report « Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems A Are you sure you want to delete the earning
record?
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems
08/16/2021-09/15/2021 = 44.00 Hours (i) “
SUNDAY MONDAY TUESDAY. WEDNESDAY THURSDAY FRIDAY SATURDAY
12 13 14 17 18
2.00 Hours 8.00 Hours
< >
(@ Add Earn Code
Annual Leave ©8.00 Hours L 0O 6
Total: 8.00 Hours

Exit Page Cancel Save Preview

You will be prompted to be certain you want to delete a record before

the delete is processed. Select Yes if you want to delete.



Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems ©) Restart Leave Report {0 Leave Balances
08/16/2021-09/15/2021 ~ 44.00 Hours (i) & InProgress  Submit By 09/16/2021. 10:00 AM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

12 13 14 15 17 18
< 8.00 Hours 800 Hours 8.00 Hours. >

(® Add Earn Code

Exit Page Cancel Save Preview

Save the record.

I @ ellucian Oklahoma State University 3% (g Iba, Henry J.

Employee Dashboard - Leave Report - Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems @ Leave Report data successfully saved.

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems ) Restart Leave Report £ Leave Balances

08/16/2021 - 09/15/2021 36.00 Hours @ In Progress  Submit By 09/16/2021, 10:00 AM
SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY SATURDAY

12 13 14 15 16 14 18
< 8.00 Hours .00 Hours >

@ Add Earn Code

Earn Code

Select Earn Code v

Exit Page Save Preview

You will receive a message Leave Report data successfully saved.




Entering Multiple Earn Codes/Leave

i @ellucian

Employee Dashboard - Leave Report - Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems
08/16/2021 - 09/15/2021  40.00 Hours (i)
SUNDAY MONDAY TUESDAY WEDNESDAY
12 13 14 15
8.00 Hours 8.00Hours 4.00Hours
<
@® Add Earn Code
Sick Leave © 4.00 Hours
Exit Page

THURSDAY

Oklahoma State University % (&) Iba, Henry J.

@ Leave Report data successfully saved.

O Restart Leave Report {) Leave Balances

In Progress  Submit By 09/16/2021, 10:00 AM

FRIDAY SATURDAY

17 18

/s 0

Total: 4.00 Hours

Cancel Save Preview

To enter multiple earn codes/leave types on the same day, choose the
appropriate earn code, enter the correct number of hours for that

type and Save. You will receive a message Leave Report data

successfully saved.

Employee Dashboard - Leave Report

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems

08/16/2021 - 09/15/2021
SUNDAY

4000 Hours () ©

MONDAY TUESDAY

WEDNESDAY
12 13 14
< 200 Hor 8,00 H
@ Add Earn Code
Sick Leave © 4.00 Hours
Earn Code Hours
Annual Leave v | |4
Evit Dama
https://employeeselfservice okstat b \try#/teApp/leavereport/dashbo:

THURSDAY

O Restart Leave Report £ Leave Balances

In Progress  Submit By 09/16/2021, 10:00 AM

FRIDAY SATURDAY

18

s 0

Total: 4.00 Hours

Cancel Save Preview

Choose +Add Earn Code to enter more than one Earn Code/Leave

Type per day. Choose the appropriate earn code, enter the correct

number of hours for that type and Save.




i @ellucian Oklahoma State University % (g Iba, Henry J.
Employee Dashboard « Leave Report « Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems @ Leave Report data successfully saved.
Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems ©)Restart Leave Report £) Leave Balances
08/16/2021-09/15/2021 ~ 44.00 Hours (i) & In Progress  Submit By 09/16/2021, 10:00 AM

SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY SATURDAY
12 13 14 17 18
( 8.00 Hours 8.00 Hours )
@® Add Earn Code
Annual Leave © 4.00 Hours s D >
Total: 4.00 Hours
Sick Leave © 4.00 Hours /s 0

Total: 4.00 Hours

Exit Page ncel Save Preview

Click Preview to preview your leave report prior to submitting. To
start over, click Restart Leave Report. NOTE: Restarting will
erase all entries made thus far.

Click Return to return to the prior page.

Submit Report

Employes Dashboard - LeaveReport - Database Admin, AS9E19.00

Leave Report Detail Summery

Database Admin, As9819.00, X, 100460, Enterprise Operating Systems
Pay Period: 08/16/2021 - 09/15/2021  44.00 Hours | inprogres= Submit By 09/16/2021, 10:00 AM

Time Entry Detail

Eam Code snir Total

70, Arrwal Leave

Summary

Total Hours

Reuting and Status

Name Date 2Time.

comment (optionaiy




Submit to submit your leave report for Approval.

i @ellucian

Okiahoma StateUniversity 3% (3 Tba, Henry J. IR
Employee Dashooard «  Leave Report

Database Admin, AS9813-00. X, 100460, Enterprise Operating Systems

@ The Leave Report has been successfully
Leave Report Detail Summary

Database Admin, AS9819-00, X, 100460, Enterprise Operating Systems:

=)

Pay period: 08/16/2021 - 09/15/2021 4400 Hours | Pending - Submitted On 09/08/2021, 1139 AM
Time Entry Detail
Date £arn Coce snire
Summary
Earn Code S Wesk1 Week2 Wesk3 Wtk Weeks Total

4000 Hours

oot

2000

Routing and Status

You will receive a message The Leave Report has been
successfully submitted. The Routing and Status section shows the
Date and Time your leave report was originated and submitted by you
and from whom it is pending approval. Once approved, the leave
report can no longer be recalled; however, supervisors have the ability
to “Return for Correction” if it is before 10:00 am on the deadline

date. After 10:00 am, your supervisor or HR will have to make any
changes.



Benefits of Employee Profile 9

. Improved user experience - see all your information in one

place

« Modern, yet familiar, web user interface with standard controls
« Shorter learning curve for occasional users
« Enhanced usability and navigation for super users

« More accurate timekeeping (5 minute rounding vs.|5 minute

rounding)

« Ability to run in any modern browser

Q uestions? Email okchumanresources@okstate.edu
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