Step 1

Step 2

quick Lnks | Canvas | port3 ¥ tiorary | oirecrory [ Y

APPLY v LEARN~+ CONNECT ~

SPORTS ~

ALUMNI ~

Umniversity of North Alabama

Production Systems Access

Flease enter your UNA username and password

leolion@una.edu

By accessing this system, you are agreeing to all
policies governing the University of North Alabama's
(UMNA's) systems. Current policies can be viewed here,
Unauthorized users should disconnect immediately.

GIVE

LIONCAM M

Log into Portal
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Step 3

Employee Resources

Time Approval and Submis... & Finance Self-Service

Banner Admin Pages

Banner Admin Pages is only available from
a University-owned and managed device
that is connected to the campus network.
Please connect to UNA's network prior to
attempting to access Banner Admin Pages.

Please click the button below to access
your Banner Admin Pages account:

Workflow a8

Personal Information . | Office 365 Apps . |

Your Worklist is ONLY VIEWABLE inside
Workflow. Check often to ensure your tasks
have been completed.

- On the Employee menu, select

“Enter/Submit Timesheet”.
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Step 4

Enter hours for everyday in the entire time period. Best practice is to enter your hours on a daily basis.
The following pages will demonstrate when to enter the different types of codes on your timesheet.

Lniversity of I__i:n Hslbi‘tst
* NORTH ALABAMA Supervisor
Empiayss Dasnooard Hmesnest The Greatest Mascot in all the World, EX4277, Office of the Lion Habitat
The Greatest Mascot in all the World, E44277, Office of the Lion Habitat ) Restart Time Leave Balances

06642024 - 06/ 29/2024 40.00 Hours (§

1€ ! 18 1 i}
) Add Earn Code
Earn Code Hours*
Broeakly Pay
Exit Page

Select the earnings code to
be used and enter the
number of hours used.

Most days will be entered as
Biweekly Pay.

University of Lion Habitat
#as NORTH ALABAMA Supervisar
Employee Dashboard « Tir The Greatest Mascot in all the World, EX4277, Office of the Lion Habitat
The Greatest Masoot in 2l the World, EX4377, Office of the Lion Habitat ) Restart Time Leave Balanoes
D6/16/2024 - 06/2942024  40.00 Hours ] Submit By 07/01/2024, 02:00 PM
Y
16 17 18 19 20
() Add Earn Code
Earn Code Hours*
Haoliday (PT Temp not eligitile) ~
Exit Page

If the University was closed
for a holiday during the pay
period being updated then
enter “holiday” (no more
than 8 hours per day) for
the paid holidays, including
Christmas and Spring Break.
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Lion Habitat

- University of
ot NORTH ALABAMA Supervisor
Employee Dashboard + Timesheet The Greatest Mascot in all the World, EX4277, Office of the Lion Habitat o ¥/}
R . Enter “Annual Leave” for
The Greatest Mascot in 21l the World, EX3277, Office of the Lion Habitat Ty Restart Time [0 Leave Balances
. .
06/16/2024 - 06/29/2024  40.00 Hours (i Submit By 07/01/2024, 02:00 PM Va Catlon tl me/req uested
TUIESEIRY WEDINESTWAY THLIRSEAY FRICIAY SATURDIAY

SLNDAY MONDAY o
23 24 25 26 27 28 29 time Off
< >
—_— H Liniversity af
P MA
e arn =]
oyes esnes

[:"r'l::':d:"""" v ﬂéﬂﬁ_f?ﬂ:l -_;me:;u : ao.;o’;:uurls _h — gress  Submit By 07/01/2024, 02:00 PM
ja MDA TUESDWY Plf WEDNESDAY I_:? THURSDAY ?R FRIDWY P‘J SATURDAY
< >
Enter “Sick Leave” for doctor appointments and
illnesses for yourself or your immediate family. e [

Exit Page

C : ) . > Enter “Personal Leave” for handling personal matters.
— Personal leave must be approved in advance and is
| ” limited to 2 days per year. It is charged against your
[ — sick leave balance.
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Exit Page



H Liniversity of
#it NORTH ALABAMA

The Greatest M ascot in all the World, EX4377, Office of the Lion Habitat

Tharﬁra;tastlv"sszstin all the World, EX4277, Office of the Lion Habitat ) Restart Time Leave Balances Enter Ilovertime” for any hours Worked in excess
e of 40 hours in a 7-day work cycle. Paid absences
" T s 0 ow @ w » (e.g., annual, sick, and personal leave) are
4 >

calculated as hours worked. Holiday pay and
compensatory time taken is not included in the
calculation of overtime.

University of

The Greatest Mascot in all the World, EX4277, Office of the Lion Habitat

Enter “Comp Time Worked” if you choose compensatory
time off for overtime at the rate of time and one-halfin
lieu of entering overtime hours. Please note that you can

not earn comp time and use comp time in the same week.

06/16/2024 - 06/29/2024 40.00 Hours (i g Submit By 07/01.5

26 27 28 29

) Add Earn Code

Earn Code

Comp Time Worked (Earmed) w

D8/16/2024 - 06/29/2024 40.00 Hours Submit By 07/01/2024, 02:00 PM

29

Enter “Comp Time Taken” when you want to use your
earned compensatory time. Comp time taken is used
in place of entering annual leave or sick leave.
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H ALABAMA
Timeshees

The Greatest Mascot in all the World, E¥4277, Office of the Lion Habitat

The Greatest Masoot in all the World, EX4377, Office of the Lion Habitat

06/16/2024 - 06/29/2024  40.00 Hours

GLAMDMAY

7y Restart Time |

Lion Habitat
Supervisor

Leave Balances

Submit By 07/01/2024, 02:00 PM

ADNDIAY TUES MY WEDNESDY THURSDAY
16 17 18 19 20
(%) Add Earn Code
Earn Code Hours*
Comp Time Worked (Earned) 4

Exit Page

Click “Preview”
to review your
hours.

g

SATURDIAY

> Remember to “Click
Save” to save your
hours each day.

Total: 0,00 3

Preiew

Lion Habitat
Supervisar

The Grestest Mascot in all the World, EX4277, Office of the Lion

The Greatest Masootin all the World, E¥4277, Office of the Lion Habitat

D6/16/2024 - (R/29/2024 | 40U00 Hours (§

16 <

17

yRestan Time (T Leave Balances

Submit By 077012024, 02:00 PM

Biweekly Pay

Exit Page

(%) Add Earn Code

s

Teaak 1050 Hours

Account Distnbastion
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‘\ Univers al
n MO II I I WA
Empigyee Dashiard Hmesness The Greatest Masootin all the World, EX3277, Office of the Lion Habitat

Timesheet Detail Summary

The Greatest Mascot in all the World, EX3277, Office of the Lion Habitat

Pay Pericd: O6/16/2024 - D6/29/2024  B0.00 Howrs Submit By 0700072024, 02:00 PM

Time Entry Detail

Date Earn Lode Shift Total

Summar ¥

Once you have reviewed your daily hours and
the summary section, click “Submit” to send
your timesheet to your supervisor for
approval.

¢ Lion Habitat
Supervisor
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