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UNIVERSITY OF MONTEVALLO 

WEB TIME ENTRY FOR STAFF 
 

 

Follow this path to log in: 

 Open your internet browser 

o Go to www.montevallo.edu 

 Click on Faculty & Staff  

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.montevallo.edu/
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 Once you’ve clicked Faculty & Staff, it will take you to the Faculty & Staff Resources page  

 

 
 

 Scroll down and click Banner Self- Service   
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  Enter your User ID (M#) and 6 digit PIN – You MUST use a capital M with your ID number. 

o If you are a new employee, pin information is given at the orientation appointment. 

o Click Login 
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 If you do not have a Security question set up, you will be prompted to do so and you 

should also be prompted to change your pin to a different 6 digit number. 

o Click Submit 

 

 

 Select the Employee Tab 
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 Select Time Sheet 
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 Choose the pay period you wish to view and click the Time Sheet button.  Click the Time 

Sheet button to enter your time worked.  You may view previous time sheets that have 

been entered through self services by choosing a different pay period then clicking the 

Time Sheet button. 
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You should see the earnings code that you are eligible to earn for this particular job.  Click 

on “Enter Hours” for the day you wish to enter time.  Click Next to scroll through the pay 

period and enter time for a date not shown. 

 

Notice the Submit By Date.  This is the last date that your supervisor can approve your time 

sheet.  Your due date will be before this time.  Please communicate with your supervisor to 

determine when that deadline will be. 
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Regular Hours:  the number of regular hours worked for a particular day 

 

Sick Leave Hours:  the number of sick leave hours; these will deduct from the number of sick 

leave hours you have accrued; these can viewed at any time by clicking on the Employee 

tab and then click on Leave Balances 

 

Vacation Hours:  the number of vacation hours; these will deduct from the number of 

vacation hours you have accrued; these can be viewed at any time by clicking on the 

Employee tab and then click on Leave Balances 

 

University Closing Hours:  the number of hours that the University is officially closed other than 

Holidays; i.e. Christmas break (other than Christmas day), Spring Break, inclement weather 

 

Holiday Hours:  the number of hours that the University recognizes as holidays as stated in 

Policy 04:100; if you work a holiday, record the regular hours you worked in addition to the 

holiday hours 

 

Bereavement Hours:  the number of hours that you use for bereavement in accordance with 

Policy 04:100 

 

Jury Duty Hours: the number of hours that you missed work due to serving on a jury 

 

On the Job Injury Hours:  the number of hours that you missed work due to an on the job 

injury, not including  sick leave or vacation 
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Confirm the type of hours you chose, the date, and enter the number of hours.  Then click 
Save. 
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Continue to enter hours this way, choosing the other options as necessary.  You may also use the copy 
function to quickly enter hours for the rest of the time period.  After entering and saving the time you wish to 
copy (regular hours in this example), click Copy. 
 

 



Web Time Entry for Staff  Page 11 of 16 

 
You will see boxes for each day of the pay period.  Verify the earnings code and the number of hours to copy.  
Check the box for the certain days to copy these specific hours to or copy these hours to every work day that is 
left in the pay period by checking the box for Copy from date displayed to end of the pay period.  It will not 
include weekends unless specified.  After the appropriate boxes are checked, click Copy. 
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Your hours that you copied have been saved.  Click Time Sheet to return to and review your time sheet. 
 

 
1
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Review the hours entered for accuracy and make changes as needed.  To change the number of hours, just 
click on the number you entered, enter the correct number, and click save.  To remove hours entered for an 
earn code, click on the number you entered, click in the box where the number of hours is that you entered, 
hit backspace on the keyboard, and click save.  When the hours are correct and you are ready for them to be 
approved, click Submit for Approval. 
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After you have read the statement and agree, enter your PIN and click Submit. 
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You can monitor the progress of your time sheet at the bottom of your time sheet.  It is imperative that it be 
approved by the deadline in order for you to be included in the payroll process.  Therefore, please watch the 
status and communicate with your supervisor, if necessary. 
 

 

Your Supervisor 
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TIPS FOR ENTERING TIME 
 

 The payroll calendar will be updated yearly on the Payroll web site through the Business Affairs web 

page.  Be sure to look for it and for the holiday calendar. https://www.montevallo.edu/about-

um/administration/business-affairs/payroll-office/ at the bottom right in Quicklinks. 

 Do not wait until the last minute.  As soon as the calendar is available, start filling in your time sheet 

and continue to do so daily.  This allows the Payroll Department time to make corrections if you have 

problems accessing your calendar.  If you do have problems, contact them immediately. 

 Use the copy function, if possible, to make the process quicker. 

 Submit your time sheet as soon as you are finished working for that pay period.  This will allow your 

supervisor the maximum amount of time to ask you questions, if necessary, and approve it before the 

deadline. 

 Do your part in helping to make sure you get paid by monitoring the status of your timesheet.  If your 

time sheet is not approved, you will not be included in the payroll.  The submission deadline is by noon 

the Monday following the end of the pay period.  Log in and view your time sheet Monday morning to 

make sure it has been approved.  Gently remind your supervisor if necessary.  If you discover that your 

time sheet has not been approved and the deadline for your supervisor has passed, contact your 

supervisor immediately.  If your supervisor is not available, contact the Payroll Department (665-6060 

or payroll@montevallo.edu). 

 Protect your personal information:  Never give your PIN out!  Self-services gives access to view and 

change student, employee, and finance data.  Also, if you are an approver, it gives access to view 

information about other employees. 

 If you have problems with your PIN, contact the Payroll Department. 

 
 

 

 

https://www.montevallo.edu/about-um/administration/business-affairs/payroll-office/
https://www.montevallo.edu/about-um/administration/business-affairs/payroll-office/
mailto:payroll@montevallo.edu

