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POLICIES AND PROCEDURE 

 Record leave accurately. 

 Holiday leave is recorded automatically. 

 Select correct pay period before opening time sheet. 

 Check leave balances for availability of hours 
claimed. 

 Add Comments to communicate variations in 
schedule. 

 Review leave record for accuracy before submitting. 

 Submit your leave record prior to deadline. 

Pay Period 

 Begins first day of month 

 Ends last day of month 
Employee Submission Deadline 

 11:59 pm fifth (5th) business day after end of pay 
period 

Supervisor Approval Deadline 

 11:59 pm seventh (7th) business day after end of 
pay period 

NAVIGATION 

OPENING LEAVE REPORT ENTERING LEAVE 

STEP 1: Login to inside.sou.edu 
 

 
 

STEP 2: Under Online Services, select Banner Self-Service 
 

 
 

STEP 3: In Main Menu, select Employee 
 

 
 
STEP 4: In Employee, select Time Sheet 

 

 
 

For WTE Approvers only: in Time Reporting Section, 
select radio button for Access my Time Sheet and Select 
 

 
 

STEP 5: In Time Sheet Selection, select radio button next 
to job, Pay Period from drop down, and Time Sheet 
 

 

STEP 1: In Time and Leave Reporting, select Enter Hours 
for the corresponding date (column) and earning (row) 
 

 
 

STEP 2: Enter the total shift hours and select Save 
 

 

 

STEP 3: Repeat steps 1 and 2 for all dates (columns) and 
earnings (rows) leave was taken during the pay period.  
To navigate forward one week, select Next.  To navigate 
backward one week, select Previous. 
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NAVIGATION (cont.) 

SUBMITTING FOR APPROVAL COMMENTS 

STEP 1: Review leave hours recorded on Time Sheet 
 

 
 

OR… 
 

Through Preview 
 

 
 

 
 

STEP 2: Select Submit for Approval 
 

 
 

 
 

STEP 1: From Time and Leave Reporting, select 
Comments 
 

 
 

STEP 2: Enter comment and select Save or Preview 
Menu 
 

 

COPY 

The copy function will copy leave hours entered for the 
same earning over multiple dates for the pay period. 
 

STEP 1: When entering hours, select Copy 
 

 
 

STEP 2: Check the dates to copy (NOTE: do not select the 
date you are copying from) 
 

 

RESTART 

To delete all previously entered data on selected leave 
record, select Restart on Time and Leave Reporting 

Website 
Inside.sou.edu/sc/wte.html 

Phone 
541-552-6700 

Email 
service-center-hr-payroll@sou.edu 

 


