Requesting & Reporting Time Off

Requesting and reporting leaves is now a 2-step process through the Banner Self-service pages. Once
submitted, your request or report will be automatically sent to your direct supervisor for approval.

Definitions:

Leave request (leave planning) will be used for leaves that require preapproval prior to taking leave.
Leave requests can be submitted up to 24 reporting periods in advance. Note: once a reporting period is
open leave requests can no longer be used.

Leave report (submitting leave taken) will be used to record leaves taken during the reporting period.
Only one leave form maybe submitted for all leaves (sick, special and vacation) taken during the
reporting period. Note: reporting periods have the same timing as the pay period.

Report period timing:

1. Period open — first day of the reporting period (same as pay periods)
a. Example April 1 to April 15
2. Submission date — five days after the period end date
a. April 1 —-15 leave reporting period would need to be submitted by April 20th
b. Exception March 31 & December 31° 3 days submission to accommodate the
accrual roll
3. Approval date — five days after the submission date
a. Example April 1 —15 leave reporting period
i. Employees have until the 20'" to submit
ii. Approvers have until the 25" to approve
b. Exception March 31 & December 31° 3 days approval to accommodate the
accrual roll
4. Viewable on employee dashboard — 2 years

Requesting Time Off

1. Logonto Banner Self Service.
a. Logon email address

b. Password network password
2. Click on Request Time Off


https://apps.ban.ufv.ca/EmployeeSelfService

Employee Dashboard

Employee Dashboard

Scrooge, Ebenezer Leave Balances as of 02/17/2022
m wacation in haurs Sack Leave in hours m Special Leave in hours
Eull Leave Batance Information
Pay Information -~ My Actvities
Latest Pay Stub; 0102172072 il Py Sl Direct Degosit infarmation Deductions History

o - T

Benefits v
Effort Certification

Notes: (1) you can request time off up to 24 periods in advance_

3. For Leave Request, a list of available Leave Request Periods will appear. Click the Start Leave
Request button.
a. Select the period you want to request leave (all leave types are reported in the same period)
b. Leave periods are the same as pay periods

Analyst, Bus & Systems, 997567-00, D, 8210, Financial Services

03/01/2022 - 03/15/2022 Not Started | Start Leave Request |
03/16/2022 - 03/31/2022 Not Started | Start Leave Request | G
04/01/2022 - 04/15/2022 Not Started | Start Leave Request |
04/16/2022 - 04/30/2022 Not Started | Start Leave Request |
05/01/2022 - 05/15/2022 Not Started | Start Leave Request |
05/16/2022 - 05/31/2022 Not Started | Start Leave Request |
06/01/2022 - 06/15/2022 Not Started | Start Leave Request |
06/16/2022 - 06/30/2022 Not Started | Start Leave Request |
07/01/2022 - 07/15/2022 Not Started | Start Leave Request |

4. A calendar will appear
a. Select the date on the calendar you are requesting time for
b. The beginning date of the pay period is highlighted in blue. To move from one week to
another click the forward or backward arrows.



03/01/2022 - 03/15/2022 @ (OS]
SUNDAY MONDAY TUESDAY WEDNESDAY TH

(® Add Earn Code

Earn Code

Select Earn Code v

5. Enter the earn code for the appropriate leave being requested from the drop-down list

05/16/2022 - 05/31/2022 i InProgress  Submit By 05/15/2022, 11=
SUNDAY MORNDAY WEDNESDAY THURSDAY FHIDAY SaTURDAY
16 19 20 21
(® Add Earn Code
Earn Code
Select Farn Code ~

Sick Pay

Spacial Adoption

Special Bereavement

Souacial Face

6. Enter the hours you are requesting

05/16/2022 -05/31/2022 (1) inprogress . Submit By 05/15/2022, 11:50
SUNDAY MONDAY TUESDAY WEDNESDAY THURSORY FRIDAY SATURDAY

16 17 18 19 20 21

(%) Add Earn Code

Earn Code Hours
Vacanon Pay - 7.00 <
7. Save

8. Copying leave request from one day to multiple days
a. After you save the requested hours, three icons appear on the right side of the screen. The
middle icon allows the exact hours requested to be copied to one or more days.



(¥ Add Earn Code l

. -
/ 0
b. A copy leave request entry calendar will appear
c. You can copy to the end of the pay period or select dates
Copy Leave Request Entry X
Sick Pay : 7.00 Hours (03/01/2022, TUESDAY) Pay Period: 03/01/2022 - 03/15/2022 @
Select Options
SUN MON TUE WED THU FRI SAT
|':| Copy to the end of pay period 4 5
6 7 8 9 10 ih 12
13 14 15

Cancel Save

d. Once save the days will appear and a confirmation box will appear

l & The entr y has been successfully copied

Asst Mgr, Comp & Ben, 996384-00, D, 8100, AVP's Office - Human Resources

Employees Dashboard Leave Request

Asst Mgr, Comp & Ben, 996384-00, D, 8100, AVP’s Office - Human Resources

nProgress  Submit By 02/28/2022, 11:59 PM

03/01/2022 - 03715/2022 = 21.00 Hours (i}
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

9. When you’re ready to submit preview your entry and then submit



Preview

Asst Mgr, Comp & Ben, 996384-00, D, 8100, AVP's Office - Human Resources

Pay Period: 03/01/2022 - 03/15/2022 | 21.00 Hours

Submit By: 02/28/2022, 11:59 PM

Earning Distribution

Earn Code

Sick Pay

Total Hours

Total Units

Weekly Summary

Week

Total

21.00

21.00

0.00

Total Hours

21.00

X

r

{:L: :-\ I‘: e

10. Your supervisor will be notified you have submitted a request for time off for their approval

a. A confirmation will appear

loyee Dashboard « Leave Request « Asst Mgr, Comp & Ben, 996384.00, D, 8100, AVP's Office - Human Resources

Mgr, Comp & Ben, 996384-00, D, 8100, AVP's Office - Human Resources

11. If you’re not ready to submit, you can come back to a leave request the status will say in progress

tequest Period Hours/Days/Units Submitted On

Analyst, Bus & Systems, 997567-00, D, 8210, Financial Services

13/01/2022 - 03/15/2022

12. Requests can be edited or canceled
a. Open your dashboard
b. Select leave requests

Status

In Progress

| & The leave request has been successfully
submitted

e [©)

e



Employee Dashboard

Employee Dashboard

Scrooge, Ebenezer Leave Balances as of 02/17/2022
m wacation in haurs Sack Leave in hours m Special Leave in hours
Eull Leave Balance
Pay Information -~ My Actvities
Latest Pay Stubs 073 Deduchions History -
Earnings v
Benefits v

Effort Certification

c. Open the request period you wish to cancel or edit

03/01/2022 - 03/15/2022 21.00 Hours 02/17/2022 Pending @

d. Select cancel the request on the top right-hand corner

[l Cancel Request £t

e. Confirmation received

& The leave request has been successfully
submitted.

Reporting Leave

1. Only one report may be submitted for all leaves request per reporting period
a. (Sick, special, vacation)

2. Once time has been taken, employees must update their leave report, do not submit until the leave

period has been completed.

3. Reporting periods are viewable on viewable on Self service

4. Report period timing
a. Period open — first day of the reporting period (same as pay periods)
b. Submission date — five days after the period end date
c. Approval date — five days after the submission date
d. Viewable on employee dashboard — 2 years

5. Logon to Banner Self Service
a. Link will be provided to you



6. Click on Enter Leave Report

Employee Dashboard

Employee Dashboard

Scrooge, Ebenezer Leave Balances as of 02/17/2022

m Vacation in hours Seck Leave in hours @D specialieave in hours 32.68

Eull Leave Bia

Pay Information ™ 7 My Activities

Earnings 5.3 Reguest Time O
Benefits v

Effort Certification

Note: Time off must be reported during the above timing guidelines

7. For Leave Report, the open report will appear. Click the Start Leave Report button.
a. Select the reporting period
b. Leave periods are the same as pay periods

Employee Dashboard - Leave Report

Leave Report

Approvals Timesheet Leave Report

Leave Report Period w
Leave Period Hours/Days/Units Submitted On Status
Dir., Health Careers, AD0292-00, 6, 091, Non-Cost Center {\. Prior Periods
09/16/2020 - 08/30/2020 Mot Started Start Leave Report

e

09/01/2020 - 03715 Mot Started Start Leave Report
08/16/2020 - 08/31/2020 Not Started

Start Leave Report

07/16/2020 - 07/31/2020 Mot Started Start Leave Report

8. A calendar will appear
a. Select the date on the calendar you are submitting time for
b. The beginning date of the pay period is highlighted in blue. To move from one week to
another click the forward or backward arrows.



03/01/2022 - 03/15/2022 @ S)]
SUNDAY MONDAY TUESDAY WEDNESDAY

(® Add Earn Code

Earn Code

Select Earn Code v

9. Enter the earn code for the hours being reported as taken from the drop-down list

05/16/2022-05/31/2022 (i) ©

™

Earn Code

Select Earn Code

Vacation Pay

Sick Pay

Special Adoption

Special Bereavernent

nerial Eamihi Emargancy

10. Enter the hours taken

Earn Code Hours

SUNDAY IMONDAY TUESDAY WEDNESDAY THURSDAY FF
18 19 20
(®) Add Earn Code
]
=

Vacation Pay v 7.00




11. Save
12. Copying leave report from one day to multiple days
a. After you save the leave report, three icons appear on the right side of the screen. The
middle icon allows the exact hours reported to be copied to one or more days.

(¥ Add Earn Code l

b. A copy leave report entry calendar will appear
c. You can copy to the end of the pay period or select dates

Sk Pay

Pay Period: 03501/2022 - 03M15/2022 D
Sebect Dptions

Copy to the end of pay period _ ! @
3 . - . _ 0

d. Once save the days will appear and a confirmation box will appear

Employee Dashboard « Leave Request « Asst Mgr, Comp & Ben, 996384-00, D, 8100, AVP's Office - Human Resources | @ The entry has been successfully copied

Asst Mgr, Comp & Ben, 996384-00, D, 8100, AVP’s Office - Human Resources

03/01/2022 - 03715/2022 = 21.00 Hours (i} nProgress  Submit By 02/28/2022, 11:59 PM
SUNDAY MONDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

3 4 5

13. When the leave period has closed preview your entry and then submit.



Preview X

Asst Mgr, Comp & Ben, 996384-00, D, 8100, AVP's Office - Human Resources

Pay Period: 03/01/2022 - 03/15/2022 | 21.00 Hours

Submit By: 02/28/2022, 11:59 PM

Earning Distribution

Earn Code Total
Sick Pay 21.00
Total Hours 21.00
Total Units 0.00

Weekly Summary

Week Total Hours
Weelk 1 21.00
Week 2

o f

14. Your report will be routed to your supervisor indicated in NBAPOSN as your reports to
a. A confirmation will appear




& The Leave Report has been successfully
submitted.

15. If you’re not ready to submit, you can come back to a leave request the status will say in progress

tequest Period Hours/Days/Units Submitted On Status

Analyst, Bus & Systems, 997567-00, D, 8210, Financial Services

13/01/2022 - 03/15/2022 In Progress e O]



