Banner Leave Reporting (BLR) for Exempt Staff

Banner Leave Reporting is the new process for exempt staff, eligible instructional staff
and 12-month faculty to enter Leave Reports through the Banner Employee Self-Service
(ESS) portal. The leave reporting period will be from the first day of the month through the
last day of the month. Reporting for each month will be due from the employee by the 5th of
the following month, and supervisors will approve the leave report by the 10th of the
month. Here are Instructions with screen shots, or you can jump to the Quick Guide.

Whatis new?

Roles

Leave time will no longer be tracked via submission of a Google form

Leave usage will be applied in Banner (e.g. deducted from leave balances) upon
supervisor approval

Leave time taken can be reported any time during the month the absence occurs,
until the 5th of the following month.

Monthly leave reports are required whether or not leave time is taken either
confirming that no leave time was taken, or recording the leave time that was
taken.

Supervisors will be responsible to approve the leave report by the 10th of the
month.

Exempt Employees
Exempt staff, eligible instructional staff and 12-



Responsibilities

Employee Responsibilities
Record accurate hours and days on your Leave Report, submitting no later than the 5™ of
the following month (to allow time for supervisor review/correction).
Select the appropriate leave codes to ensure accurate reporting.



Proxy Responsibilities
1. Understand the required steps to approving Leave Reports and related policies.

Assume the role aQG UHVSRQVLELWLIHV RI IDFILQJ DSSURYHU] ZKHQ GHVLJIQDIHG E\ WIKH
approver.

Timeframes and Deadlines

We ask that employees submit their electronic Leave Report to their approver by the 5" of
each month for the preceding month, to allow time for the supervisor to review and return for
correction, if necessary. Leave Reports must be submitted to either document time
taken, or to document that no time was taken.



logged in, you will be prompted to enter your NetIlD and Password.




2. Your current leave balances (effective as of the most recent pay date) are displayed at
IKH IRS 8QGHU 3O\ $FILYLILHV" FILFN 3Enter Leave Report



4. On the next screen,
e navigate to the day you need to report leave for, and click on that day.
e click the drop-GRZQ IR 3Earn Code” IR FKRRVH IKH INSH RI (HDYH \RX DUH UHSRUILQJ



e If you need to edit your submission DIIHU \RX{YH FILFNHG 6DYH Click IKH 3pencilo
icon # to edit your submission, and then click iSaveo.



e 7KH VHFRQG VHFILRQ 2 = HHNI\ 6XPPDU\" GLVSID\V Dl (HDYH UHSRUIHG E\ ZHHN

o &RQILQXH VFURILQJ GRZQ IR GLVSID\ IKH 2&RPPHQI" ER[ ZKHUH \RX FDQ DGG
comments to your supervisor.

8. Click the fil certifyo button, and click Submit to submit your leave report to your
supervisor for approval.

SUPERVISOR APPROVAL T BY 10™ OF MONTH

Logging On to ESS for Leave Reporting
Access to the Leave Reporting system is through the MyIWU portal which is accessible
from any computer with access to the Internet.

1. Access the Employee Dashboard in Banner Employee Self-Serve.

Access the MylWU portal at https://my.iwu.edu

Enter your network username and password. This is the same username and
password that you use to access your email.

Click on Banner Self Service under MYIWU (left hand side), and then in the drop-
GRZQ FILFN 3(PSIR\HH * DVKERDUG"



D Lt bpsting - Tem ¥ | [ AsSal dopartens fmemmrrs: X W Empmes Desboe

& S O () swieniceivued it

3. This screen will show the status of leave reports for your team. There are drop-downs
that allow you to filter results. You can either click on the bar graph to pull up the list of

leave reports ready for you to approve, or scroll down until you see the name(s) of
employees who have leave reports in process.
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6. Click Details to see the actual leave recorded by the employee

7. Use the directional arrows to scroll through the month and verify that accurate leave
information has been reported.
8. Click Preview
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Quick Guide

Enter & Submit Leave Report (by 5" of the month)
1. Access Employee Self Service
2. &[IFN 3(QIHU /HDYH 5HSRUI
3. Select the appropriate month/leave reporting periodn
4. Complete report to:
a. report leave taken:
i. Navigate to and click on date the leave was taken
ii. Select earn code from drop-down
iii. SHFRUG QXPEHU Rl KRXUV LQ 3+RXUV" ER[ (consistent with non-exempt
reporting, leave time can be recorded in ¥4 hour increments)
iv. &ILFN 36DYH"
v. Once all time taken has been entered for the month:
1. &IFN 33UHYIHZ"
2. 6FURN IR ERIIRP RI 33UHYIHZ" ZIQGRZ
3. (Optional) Add comments you want your supervisor to read
4. &IFNIKH 3, FHUILN\« ~ 6IDIHPHQN
5. Click Submit
b. report no leave taken:
i. Click 33UHYIHZ"
ii. Add comments you want your supervisor to read
iil.  &ULFNWKH 3, FHUIL\« ~ VIDIHPHQ!
iv. Click Submit

Return for Correction (Before 10" of the month) /Approve Leave Report (By 10" of the
month)
Access Employee Self Service
2. &IFN 3$SSURYH /HDYH S5HSRUI
3. Navigate to the employee to be reviewed.
4. &IFN 3" HIDWV" IR UHYLHZ WKH (HDYH iLPH UHSRUIHG EN\ IKH HPSIR\HH 5SHYIHZ IRU DFFXUDF\
a. If you find errors on the employee submission:
i. 6FURI IR ERIRP RI 33UHYIHZ" ZIQGRZ
ii. Add comments (i.e. you forgot to UHFRUG (HDYH ILPH RQ 3[" GDIH
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