HOW TO SUBMIT YOUR TIME CARD

1. From Xavier’s main page (www.xula.edu), click on the BannerWeb link located on the upper left of the page.
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2. Click on the lock icon, “Banner Web,” or the Secure Login button to login to BannerWeb.

Xavier University Banner Web

Banner Web

For password resets or other problems related to Banner please visit our Helpdesk

Click here to view cumrent Course Offerings.

3. Enter your XULA ID # and PIN #. Then click on the “Login” button.

Xavier University of Louisiana

Welcome to Xavier University's Banner Web

To access this site, you must have a valid Xavier University Identification Number (XULA ID) and Personal Identification Number (PIN). If you do not know your XULA ID or do not have a PIN and wish
to request one, please contact one of the offices below for information on processing your request.

NOTE: This site is best viewed with Microsoft Internet Explorer.

Employees: Currently Enrolled Students:
Information Technology Center, Help Desk Office of the Registrar
520-7446 or 520-7449 520-7583

Enter your XULA ID and PIN below. When finished, click Login.

Caution: After two v login at we r d that you enter your User ID and click on the Forgot PIN? button.

Reminder: When you are finished using the site, please Exit and close your browser to protect your privacy.

College of Pharmacy Applicants:

Useri[ ]
PN [ ]


http://www.xula.edu/

4. Click on either “Employee” or “Employee Information.”

Xavier University of Louisiana

Personal Information Student Financial Al Employee

SITE MAP | HELP | EXIT

Welcome, [your name] , to the Xavier University of Louisiana Information S8ystem! | ast web access an Jun 27, 2017 at 0842 pm

STUDENT & FINANCIAL AID

Online access to information on Registration, Student Records, and Financial Aid.

etlibs, W2 and T4 forms, W4 data.

Yy B ala

r’% l\ EMPLOYEE INFORMATION

“f' \ PERSONAL INFORMATION
' 4 Answer a survey, view your address{es), phone number(s), e-mail address(es), and emergency contact information; View name change & social security number change
ad V/ information; Change your PIN.

5. Click on “Time Sheet.”

Xavier University of Louisiana

Personal Information Student Financial Aid Employee
RETURN TO MENU | SITE MAP | HELP | EXIT

Port
Benefits and Deductions
Update or view your retirement plans, Health insurance information, Flex spending accounts, miscellaneous deductions; Change your beneficiary information; Access open enroliment
Pay Information
View your Direct Deposit breakdown; View your Eamings and Deductions History; View your Pay Stubs.

Tax Forms
View W-4 information; View your W-2 Form or T4 Form.

Time Off Current Balances and History

6. Select the job/position that you'd want to submit (#1 in image below). Choose the correct Pay Period (#2).
Click on “Time Sheet” (#3).
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Personal Information Student Financial Aid Employee

SITE MAP | HELP | EXIT

Time Sheet Selection

7 Make a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

Title and Department My Choice Pay Period and Status }

Math Tutor -- XE9405-00 ® |BW, Jun 18, 2017 to Jul 01,2017 V|
3 Office of Student Academic Success - 1126




7. Click on the “Submit for Approval” button.

Time and Leave Reporting

7 Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Time Sheet
Title and Number: Math Tutor - XES405-00
Department and Number: Office of Student Academic Success - 1126
Time Sheet Period: Jun 18, 2017 to Jul 01, 2017
Submit By Date: Jul 03, 2017 by 10:00 AM
Clock In Eamnin Shift Default Total |Total |Monday Tuesday Wednesday Thursday Friday Saturday
or Out 9 Hours or Units Hours ||Units |Jun 26, 2017 Jun 27, 2017 Jun 28, 2017 Jun 29, 2017 lJun 30, 2017 Jul 01, 2017
() Regular Pay 1 Q| 9.75| 4 25| 4.25| 1.25 Future Time Entry| Future Time Entry| Future Time Entry|
Total Hours: 9.7 4.25) 4.29) 1.25) 0| 0| 0)
Total Units: 0] 0| 0l 0 0| 0| 0|
Paosition Selection || Comments Previ ‘ Submit for Approval ‘ start
Submitted for
Approved By:

Waiting for Approval From:

8. Enter your PIN # and click on “Submit.”

Xavier University of Louisiana

Personal Information Student Financial Aid Employee

SITE MAP | HELP | EXIT
Certification

| certify that the time entered represents a frue and accurate record of my time. | am responsible for any changes made using my ID and PIN.

@ Enter your PIN and select Submit if you agree with the previous statement. Otherwise, select Exit and your time transaction will not be submitted for approval. You will be redirected to the User Logout
web page

L —

9. Look for the message that says, “Your time sheet was submitted successfully.”

Time and Leave Reporting

7 Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Your time sheet was submitted successfully.

Time Sheet
Title and Number: Math Tutor — XE9405-00
Department and Number: Office of Student Academic Success -- 1126
Time Sheet Period: Jun 18, 2017 to Jul 01, 2017
Submit By Date: Jul 03, 2017 by 10:00 AM
Clock In Earnin Shift Default Total |Total |Monday |Tuesday Wednesday [Thursday Friday Saturday
or Out 9 Hours or Units Hours [[Units |[Jun 26 2017 [Jun 27, 2017 Jun 28 2017 WJun 29, 2017 Jun 30, 2017 Jul 01, 2017
@ Regular Pay 1 0| 975 4 25| 4 .25 1.25 Future Time Entry| Future Time Entry| Future Time Entry|
Total Hours: 9.75| 4.25| 4.25| 1.25 0| 0| 0|
Total Units: 0 0| 0| 0| 0| 0| [

Paosition Selection H Comments H Praview H Return Time: ‘
Submitted for Approval By: You on Jun 28, 2017

Approved By:
Waiting for Approval From:

Your Supervisor’s Name




