Frequently Asked Questions about Banner Web and Banner Web for Employee Services

Why can’t I get to a Web time sheet when I click on the Time Entry link on the Banner Web?
Any changes made by H/R after time sheet has been opened by the employee will be reflected on the next payroll. A paper time sheet will be required for that pay cycle. Because of configuration requirements, temps and student employees must contact the payroll office to verify that the approver’s information is configured properly and visible. Second, may be that web entry deadline has passed. Attempts to access web entry after 12 noon on the timesheet cut off day will not work. A paper timesheet must be submitted to payroll.

How do I know when to look on the Web for an available time sheet?
The time sheets are always available for time entry on the first Wednesday of the pay period. H/R/Payroll maintenance staff needs to reserve the first two days of the pay period to make updates and changes to payroll records.

When should I complete my time sheet?
The Payroll Office recommends that early in the pay period each employee should access his/her time sheet and enter the hours and/or leaves anticipated for the pay period – or at least for the first week. Several times during the pay period the employee should re-access the time sheet and make any changes or updates that are appropriate.  Record the correct type of leave used, even if there is an insufficient balance. The system will automatically default any excess sick and personal to annual and excess annual to leave without pay.

When should I submit my time entry for approval?
The cutoff for web time entry is 12 noon on the last day of the pay period, which is usually a Friday. After which, the web entry is overwritten, gone! Watch out for when the cutoff date gets moved up because of early processing due to a holiday or other calendar requirement. The cutoff time is always noted on the top of the web time sheet. Payroll Office recommends that each unit request an earlier internal deadline to allow all the Approver’s time to complete the approvals. Staff employees must follow their approver’s deadline. 

How do I make a change to my time sheet after I submit and/or approved.
Web entry time sheet can be changed by clicking on Return Time. If clicked by the approver, it will return the time entry form back to “Pending”. If clicked by the employee, it will return the time entry form back to “In Progress”.

What if I do not submit a time sheet to my supervisor for approval by the deadline?
You will not be paid and you will have to wait until the following pay period for the back pay. 

What if my Approver does not approve my time sheet by the deadline?
Payroll staff members have the capability to approve your time. However, they have no way of determining that the hours are correct and will attempt to get a time sheet approval from the supervisor. If the supervisor continues to not approve time sheets in their area in a timely manner, the unit Administrator will be contacted.

How do I check my leave balance?
From MYMC under Employee Quick Links, click on Employee Services and then click on the Leave Balances link.

If I am a part time employee but I am working full time. How do I record my hours?
You cannot report more hours as regular pay or leave than your position is budgeted for. You must record all hours worked or leave on each day according to your normal work schedule. ALL additional hours must be recorded as OTR (overtime regular) until you work more than forty hours in one week and become eligible for OTS or OTP (overtime straight and overtime pay). Never record additional hours as REGULAR PAY.

What about leave and holiday pay for part-time employees?
Part time employees are not eligible to be paid additional hours for leave or holiday pay beyond their normal work schedule and never more than the pro-rated number of hours in a year.

Can Exempt employee be paid overtime?
NO, hours worked in excess of 40 in a given week will be paid at straight time.
How do I record overtime worked?
Non exempt employees are entitled to overtime pay if hours worked are over 40 hours in a given week. For web entry submission, record your overtime worked on the line for overtime 1.5., under each day worked.  On paper timesheet record overtime worked over 40 hours on the overtime line. Follow the line to the day of the week worked. Under each day record your overtime, must have regular hours over 40 in a given week before one can claim overtime.

I am an Approver. What if I am unable to approve a time sheet for one or more of my staff because of an unexpected absence? 
As an Approver you are responsible for establishing a backup process (assigning a Proxy) for approvals when you are unavailable to approve time sheets before the deadline. You must have one or more Proxies set up in Banner so that they can approve time sheets in your place when they are notified that you will be absent. You have the ability to access Banner Web Time Entry from any PC at any location outside of the College as long as it has internet capabilities.

How do I select and/or change my proxy?
Only full time college employee can act as proxies. Students and Temps are not allowed to proxy. From your approval queue, stroll down to the bottom; click on Proxy button.  From the drop down menu select the desired name and click SAVE.
To delete a person, from the drop down menu select the desired name and click DELETE.

Can my proxy have a proxy?
NO

Who can sign paper time sheets?
The account manager in each area grants signature authority for his/her area of responsibility usually to the immediate supervisor. The supervisor should sign for the individuals supervised. If no authorization is on file, the next level up on the chain of command has authority.




What if time sheets are due and no one is around to sign a paper time sheet or correction? 
Make a copy of the time sheet. Put a note on the original that says “signature to follow” and send to Payroll. When the person with signature authority or the employee returns, get the time sheet signed and send it to Payroll. 

What do I do if the hours on the time sheet need to be changed?
Print the approved web entry (landscape to show the two week pay cycle), make sure the Employee Name and MC ID is on the timesheet. Mark your changes, sign and have your employee sign also, forward to Payroll for processing. If it is a paper time sheet use your office copy, mark your changes, both supervisor and employee must initial and forward to Payroll for processing. Alternatively, if it is before the deadline, click return time and correct on the web. Approval is required after any correction.

How do I record my time if I work alternate hours?
Record your hours worked under the days worked. A day not scheduled to work should be left blank. Total hours for the week should equal 40.

I am a Federal Work Study employee, and I submitted my timesheet to my approver but my approver failed to approve it. Will I be paid?
No. Federal guidelines state that hours worked by federal work study must be monitored and approved. Payroll will delete any time entry not approved and payment will be delayed until payroll receives a signed timesheet from the approver.

I am a temporary employee. I started my web entry but I forgot to click the submit button. I went back after the deadline to submit but my web entry was gone. What happen to the web entry that I started?
After 12 noon on Friday, the web entry cut-off time, all timesheets in Progress (timesheet started but not submitted) will be deleted.  If no paper timesheet is received by the payroll office by the following Monday, 10 am employee’s will not be paid. Late arrival timesheets will be paid on the following pay cycle.




What if overtime is not to be charged to my regular account?
For a paper timesheet, write the account number in the blank space on the left next to the word “other” and have the account manager initial it. If time is entered on the web, have the account manager e-mail payroll with the Name, MC ID#, date, hours worked and the account to charge.

I am a student employee and I work in two different departments within the college. Do I get overtime for the combined hours if more than 40 hours a week?
No. Student employees are not paid overtime.

I am a temporary employee and I submitted 80 hours for a pay cycle. I only worked 40 hours and the other 40 is Spring Break (holiday). I was only paid for 40 hours. Why?
Temporary employees have no holiday pay benefits. You are only paid the hours worked.

There are no federal withholdings on my pay check. Why?
Taxes are loaded from the federal tax table. It is based on your bi-weekly gross amount and the W-4 exemption certificate that you completed. If the gross did not meet the federal tax table, no tax will be taken. You can chose to pay additional federal tax by completing a new W-4.

How do I change my Federal Withholding?
From MyMC, employees tab, payroll forms and schedules:
Click on the link for W-4 Employee Federal Withholding Form. Complete the form and send to Payroll Office for processing. The change will be effective on the next payroll processed unless there is an effective date indicated on the top right margin of the tax form. For federal exemptions, each allowance results in approximately $15 difference in net. These forms require both a social security number and an M number in order to be processed. Please write your MC ID number next to your last name. Montgomery College will withhold state tax from residents of Maryland, Virginia, the District, West Virginia, and Pennsylvania. There is no form for Pennsylvania; a flat tax rate will be withheld automatically.


My mailing address is Washington, DC but I live in Maryland. Which tax form should I complete?
The tax form should be the state of residence, in this case Maryland.

I am a federal work student at Montgomery College, why is social security not taken from my work study check?
Student employees are exempt from paying social security.

I received a manual check instead of my usual direct deposit. I did not close my direct deposit account. What happen to my direct deposit on file? 
Payroll receives notification from our bank informing us of changes to individual account numbers and/or routing numbers. Payroll prenotes this change and it generates a manual check.  Employee will be notified when such change is made to his/or her account.

How do I change my direct deposit?
Download and complete the direct deposit authorization form and submit it to the Payroll Office along with a voided check (or a copy of a check). Do not send a deposit slip because the numbers are often different from the account number. Please do not close your existing bank account until your new direct deposit has taken effect. It takes TWO pay periods for a new direct deposit to be effective.  The first payment after the completion of a form will be paid by physical check. Full time staff should pick up the check at the Cashier’s Office, full time faculty will find the check in his/her campus mailbox; students, temps, and part time faculty will have the check mailed to the address on record. The second payment will be deposited to the new account. 

I do not want direct deposit for my paycheck.  What can I do to receive my manual check faster through the mail?
The payroll office cannot control the delivery of US mail. However, you can ensure that your name is visible on your mailbox. Verify that the office of human resources has the correct address on file. Do all this and hope for the best.

How many direct deposit accounts can I setup?
You can setup as many direct deposit accounts as you want. Account numbers must be different for each direct deposit.

My W2 earnings Box 1 do not match my direct deposit amounts. Why?
W-2 earnings in Box 1 are your gross earnings before taxes. Your direct deposit amounts are your net earnings after taxes.


MYMC ID AND ACCESS TIME ENTRY DIRECTIONS

All Staff, Temporary and Student Employees MUST use MYMC to access the secure area of Banner Web time entry. Below are the instructions for the first time users.
1. Enter http://mymc.montgomerycollege.edu in your web browser address area.
First Time MYMC Users, please follow these steps:

New Users: Step 1
On the Login page, Click “Find My MyMC ID”
· Enter Student ID or Social Security Number
· Enter your 6-digit birthday (mmddyy) as your PIN.
· Click Get My MyMC ID button.
		Your MyMC ID Number will be displayed.
· You must memorize your MyMC ID number for future use.
New Users: Step 2
· Enter your new MyMC ID in the ID field.
· Enter your PIN in the Password field
· Click the Login button
· You next create your new MyMC Password.
· You must memorize your MyMC Password. You will need this for future use.
· Last, answer your secret Security Questions. Remember the answers. They are used when you need help remembering your MyMC ID or Password.

2.  	Returning MyMC Users:
· Enter your MyMC ID in the ID field.
· Enter your Password in the Password field.
· Then click on the Login button.

3.  	Once you are signed in to MyMC, click on the Employee tab. The “Time Entry” link is under the Banner Web heading.

4.	If you cannot find your MyMC ID or forget your MyMC password or Banner Pin Number, please call the IT Help Desk at (240) 567-7222.
Save this page so that you will have these instructions when you need to get to your Web Time Sheet. There is also a link to the revised Time Entry documentation on the Main Menu of Banner Web for Employees just under the Time Entry link and on the Payroll page of the HR Web Site.

Supervisors/Approvers:  It is important that you provide this information to all new Employees in your units.
			

		How to Reset Banner PIN Number

After IT Help Desk has reset PIN:

Log into MyMC, Under Student Quick Links

· Click on Update Personal Information,
		 Click on Change Pin

· Enter OLD PIN, your birth date (mmddyy)

· Enter NEW PIN (six digits)

· Re-Enter NEW PIN

· Click on change PIN to SAVE

EXIT








Reminders, Request, and Cautions Regarding Time Sheets

Signed paper time sheets must be in the Payroll Office by 2:00 p.m., the second Wednesday of the pay period. Payroll will send weekly college wide e-mails of timesheet due dates and early deadlines if applicable. The deadlines are also included on the schedule of pay periods and pay dates available at the Payroll Web site. Approvers are encouraged to use their e-mail calendars to send themselves a reminder of timesheet due dates.

DO NOT fax time sheets. Send them through the interoffice mail. If a fax is requested by the Payroll Office, the original forms must follow the fax via the inter-office mail.
Time sheets are legal documents. ALL alterations should be initialed (even the white out) and both employee and supervisor must initial the changes. Original signatures are required. Do not use pencil. 

Only college essential personnel are allowed to work on college closed holidays. Hours submitted by Student and Temporary employees on College closed holidays will not be paid. Approvers are encouraged to look over hours submitted for payment carefully before approval, do not use approve all.















