Student Time Entry Instructions

At the ‘Welcome to Banner @ JCU’ screen click on ‘Students’ and then on the drop down menu
click on ‘Student Dashboard’. The following screen will appear. Click on ‘Enter Time’.
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Click ‘Start Timesheet’ on the job you will be entering time for. Each job you hold on campus
will be listed under a separate title.
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Click on the date to enter hours.
The status of your timecard and its due date/time are displayed on the top right corner.
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Enter your total hours for the day and click ‘Save’.

Time is entered in quarter hours:
15 minutes = 0.25
30 minutes = 0.50
45 minutes =0.75
e.g., 5 hours and 25 minutes worked = 5.50
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To submit your timesheet for approval, click ‘Preview’.
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Review your hours and if correct, click ‘Submit’. Once this step is done you will be unable to go
back and change any time.

Preview

Pay Period: 03/21/2021 - 04/03/2021
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Earning Distribution
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The following screen will appear:

himesheet has been sucsessfully submitted
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Student time entry should be completed by 5:00 pm Friday of the pay period ending unless
specified on the STUDENT PAYROLL SCHEDULE. Banner closes time entry at 5:00 pm and
students will not be able to enter their time after that. Banner will reopen for the next pay
period time entry on Tuesday morning after payroll has been processed.

Banner will not allow student time entry into past pay periods so it is important that hours be
entered in the time period worked.



