
 

 

 
 

 

 

-Web Time Entry- 

Training for Approvers with 

Electronic Time Sheets 

 

*Accessing, viewing, approving, etc. 

*Setting up Proxy(s). 

*Accessing Web Time Entry Calendar for  

  deadline dates.  Deadline time is always  

  before 4pm. 

 



Log in to the College’s Portal 
https://mysjrstate.sjrstate.edu 

•  Pull up the SJRState Portal and click on MySJRstate. 

 

 
•  Click Login and enter user name and password. 

 
 

https://mysjrstate.sjrstate.edu/


Banner Web/Self Service for Access 

 

•  Click Banner Web/Self Service on the left side of the page. 

 

 

 

 

 



 

 

Access Time Sheet 

 

• Click the Employee tab, then the Time Sheet option. 

 

 
 

 

 

 



 

• Make sure the My Choice selection is on Approve or 

Acknowledge Time.  Click Select. 

 

 
 



All jobs set up under the approver are listed here, along with the 

pay period to choose in the drop down.  Click the Select button.  If 

you do not see your employee’s name, contact Human Resources – 

(386) 312-4070 – hrdepartment@sjrstate.edu.    
Note:  There are three timesheet status categories.  Your Summary will show these categories as they apply to you.  Pending 

means the timesheet has been submitted by the employee and is pending approval by the approver.  In Progress means the 

employee has started a timesheet, is still working on it, and will submit for approval later.  And, Not Started means the 

employee has not started entering time.   

 

If your employee cannot submit his/her time sheet because of a PIN problem, the PIN is the employee’s date of birth with no 

slashes, using only two digits for month, day, and year - XXXXXX - example 070499 (represents July 4th, 1999).   

 

mailto:hrdepartment@sjrstate.edu


•  You can click on the name of the employee in any status to 

view.  You cannot make any changes until the employee submits 

the timesheet.   *If you are an approver for a student, it is your 

responsibility to make sure the student has not worked during a 

scheduled class.    From this point on, always use the navigation 

buttons provided, instead of the Forward and Back buttons in 

Internet Explorer.  

 

John Doe 
X007XX

XXX 



•  Here is a timesheet submitted for approval.  There is a routing 

queue toward the bottom.  If the time submitted is correct, click 

the Approve button.  If it is not correct and the employee 

deadline has not past, click Return for Correction, or you can 

make the corrections yourself by clicking on Change Record.  

Please notify the employee if you returned the timesheet for 

correction, so the employee has time to correct and re-submit it 

before his/her deadline.  Always use the Previous Menu button 

to go back, if needed. 

 

Employee 

Employee 

Approver 



•  When you approve, the action changes to Approved next to the 

approver’s name.  Now click Previous Menu. 

 
 

•  If you want to exit, choose File then drop down and click Exit. 

 
 

 

Employee 

Employee 

Approver 



• If you want to return to timesheet(s), click the Change Selection 

button. 

 

 
 

 

 

 



Proxy Set Up 

 

•  You are required to set up one Proxy.  If you wish to set up 

more than one, you can.  Your Proxy can approve your time 

sheet(s), if you are unable to access Web Time Entry.  Go to 

Banner Web/Self Service, then to the Employee tab, click Time 

Sheet, and click Proxy Set Up.  Please notify the Payroll 

Department (Ext. 4122) of any Proxy(s) you have set up, or any 

changes made.   

 
 



Access to Web Time Calendar 

 

•  Log in to the college’s portal and click on My Tab. 

 
 

•  Click on Business Office under Department Web Sites. 

 



•  Click on Web Time Entry dropdown, then click on Payroll 

Calendar option. 

   
 


