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The Web Time Entry component of Employee Self Service allows employees
to submit their time off via an electronic Time Sheet.

As a full time employee the payroll system knows your regular schedule and

legal holidays. You need only enter time off, or what is known as “exception”
time.

Your time off will be reviewed and approved by a supervisor or manager referred
to as an “Approver.”

Because My Ramapo is available on the web you do not need to be on campus
or at your desk to record your time off.

You will need to submit your electronic time sheet for approval every other Friday
(Thursday in the Summer) for approval by your supervisor.

PART TIME and HOURLY EMPLOYEES: Please see Web Time Entry
Instructions for Hourly Employees
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Log in to My Ramapo (Luminis) Self Service:

Logging In - To log in you must have:
A computer equipped with a Web browser and an internet connection.

A Ramapo User Identification or Login Name and Password. User name and
password are the same for both My Ramapo and e-mail.

My Ramapo Login Procedure:

1. Open a supported Internet web browser. These include Internet Explorer
Netscape, Firefox and Safari

2. Enter the URL: http://my.ramapo.edu

In the Secure Access Login box, enter your user name and password and

click Login. | Login |

/2 Ramapo College of New Jersey Login - powered by SunGard Higher Education - Windows Internet Explorer
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‘Welcome to My Ramapo Luminis Portal.

This secure site provides the Ramapo College students, faculty and staff communities with access to a growing number of on-line
services. Inside you can check your e-mail, calendar, and participate in online groups.

Having problems logging in? Click here. What's Inside?

=]

E-mail: Send and receive e-mail, and create your own personal address book.
How do I get a user name and password? Click Here

Calendar: Access and manage your personal, course and school calendars.
My Ramapo additional links
Quick Reference User Guide

& Groups: Create, manage and join group homepages for dubs, affiliations and interests.
My Ramapo FAQ
Usage Policy

Forgot your password?

and much more...
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http://my.ramapo.edu/

Once you log in the system displays your homepage.

(Note: The tabs available on your home page may differ based on the roles
you have in the system)

Click on the Employee Resources tab:

Click through the links Web Self Service

{2 SunGard Higher Education - Windows Internet Explarer —[=1x(
@;\/ - |n. http: /jmy.ramapa.edu]render. userLayoutRoothods, UP?UP_ront=root j || x Iuve Search geits
Fle Edt ‘iew Favorites Tools  Help & -

¥ 2 Y sunGard Higher Education

RAMAPO
E

Employee Links
* Announcements - How to Send
* Affirmative Action
* Athletics
* Benefits
* Berrie Center
* Board of Trustees
* Budget & Fiscal Planning

« Center for Health and C: Services

* Diversity Action Committee

* Emergency Guidelines

* Employee Relations

* Environmental Health and Safety
* Facilities

* Faculty Profiles

* Holocaust Center

* Human Resources

« Inf ion Technol
. ftuti h & Planning
* Instructional Design Center

* Jobs

* Parking Permits

* Payroll

* President’s Office

* Provost

* Ramapo Energy Savings

* Public Safety

* Specialized Services

* Strategic Planning

* Teaching, Learning, and Technology Roundtable (TLTR)
. T i

Web Self-Service

DENT Services:
Register for courses; search the course schedule and catalog;
view grades, transcripts, degree evaluation, financial aid, holds,
billing statement (also known as Account Summary); initiate a
credit card or electronic debit payment (Account Summary and
Pay Online); request enrollment verifications; view and/or
update your personal information.

FACULTY Services:

View class lists, teaching schedules, advisees academic
information, issue overrides, submit grades; view and/or
update your personal information.

EMPLOYEE Services:

View benefits, deductions, pay information, tax forms, leave
balances, job title summary; update student time sheets; view
and/or update your personal information.

FINANCE Services:

View unit or department budgets, revenues, expenditures,
commitments and available balances for your areas of fiscal
responsibility. Ability to query financial infformation is based
upon your security privileges.

Regular Payroll
Schedule Page
Holiday Payroll
Schedule Page

i = Bl - e+ b Page v (i Tooks v

Logout

October 1,

Employee Benefits

Benefits Web Site

Human Resources

Human Resources
HR Hot Topics

‘ HR Newsletter Archive Page }

|

Done
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to reach the web self service Login Page
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Log in using your Email User Name and Password.

/2 User Login - Windows Internet Explorer =18 x|

6:;-- [ ] hitpssissb-1.ramapo.eduiRChDftnblanbis. P_wwriLogin =00 @ |4 % | Jive search 2|~
Fle Edt View Favortes Tools Help & -
WF S @ userLogin %G v B - odmh - 2bPage v (O Tooks +
RAMAPO COLEEGE :
Self Service
HELP | EXIT
Please enter your Email User Name and Password.
Be sure to use all lowercase letters in the User Name field.
When finished, select Login.
To protect your privacy, please Exit and close your browser when you are finished.
Click Here for Help with Login?
. owared by
RELEASE: 8.2 SUNGARD' HIGHER EDUCATION
I
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Enter and Submit Time

Click on the Employee link:

/A Main Menu - Microsoft Internet Explorer =12 x|
File Edt View Favorites Tools Help | =

Qe - () - [%] [F) (b] Psewen Formen=s @) 2- 2 B - )@
P_f

Address |@j https:ffforms-tst.banner. :du: 9095/SFDI P_GenMenu?r
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g=WELCOME +Welcome, +Tammy-+T st +to-+the-HRamapo-+College-+Information- System!Cct+05,+200803%. 7 | [ Go |L\r\ks =

Personal Information Alumni and Friends Student Services & Financial Aid Employee

Search G|

ACCESSIBILITY SITE MAP  HELP  EXIT

Main Menu

Welcome, Tammy Test, to the Ramapo College Infarmation System! Last web access on Qct 05, 2009 at 03:00 pm

Personal Information
Update contact information; review name or sodial security number change information: Change your PIN,
Alumni and Friends
online giving
Student & Financial Aid
Register, Wiew your acadernic records, Account Surarmary by Sernester and Financial Aid
mployse
Time sheets, time off, benefits, leave or job data, paystubs, W2 and W4 data,

Sign Up / Update Alert-Me-MNow Information
Sign Up / Update Alert-Me-Now Information

RELEASE: 7.3
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Note: Your Main Menu might have different options depending on the
roles you have on campus.
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Click on the Time Sheet link:

/) Employae - Microsoft Internet Explorer

=18]x|

File Edt View Favortes Tools  Help
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Personal Information  Alumni and Friends Student Services & Financial Aid JE0TI0TLE

Employee

Search 2‘ RETURN TO MEMU  SITE MAP  HELP EXIT

tax form information.

«Time Sheet—
Benefits and Deductions
Retirement, heslth, flexible spending, miscellanzous, beneficiary,
Pay Information
Diract deposit allecation, =amings and deductions history, or pay stubs,
Tax Forms
W4 information or W2 Farm,
Jobs summary
Leave Balances
Surveys, Ballats and Such...
Electronic Personnel Action Forms
Leave Request Form
Reports

q Your employee information has been gathered and updated on an ongoing basis via various employment documents. In the event that you notice discrepancies, please attempt
to correct them via Employee Self Service. In the event that you are not able to correct discrepancies, please contact the Benefits Office at ext 7230 or 7502 regarding
Benefits Deductions and Leave Balance discrepancies, Employee Services and Records at ext 7781 for Jobs Summary discrepancies or the Payroll Office at ext 7782 for pay and

RELEASE: 7.3.3
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Select the correct pay period and then the Time Sheet button

The Time Sheet Status will be Not Started

2} Time Sheet Selection - Microsoft Internet Explorer

Titne Sheet

=17 x|

File Edt View Favorkes Tools  Help

| A
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Personal Information  Alumni and Friends Student Services & Financial Aid S0

C|

Search EI

Time Sheet Selection

SITE MAR  HELP  EXIT

&R Make a selection from My Choice. Choose a Time Sheet period from the pull-down list. Select Time Sheet.

Title and Department My Choice P
Benefits Specialist, 018130-01 &
Human Resources, 72101

Time Sheet

09 Mot Startediid

RELEASE: 7.0

‘powerad by
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[&] Done
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Note: Though you can see past pay periods you may not update any past payroll

information.
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You will see the first week of the pay period and all the paid time off categories
for which you are eligible. Paid time off includes Vacation, Sick, and others
depending on your eligibility by employee type.

Remember: All regular time, including legal holidays, is assumed by the payroll
system. You need only enter time off, or exception, time.

. . . Mext
To view the following week click on the il button.

Festart . .
4| Removes all entries and gives you a blank sheet.

Caomments |

Allows you to make notes for your approver.
Once you open your Time Sheet the status will be In Progress

Begin entering time by selecting the desired date and the type of time taken.

2} Time and Leave Reporting - Microsoft Internet Explarer =] x|
File Edt View Favortes Todls Help | o

Oﬁatk -G - IJ Ig‘ _;‘J|/r\‘5ear(h \;"\?Favuntes {‘(| iz M- ﬂ
Address [{€] Mtps:/{forms-tst.banner.ramapo, edu: 9095 SFOB]bwpktels P_SelectTmesheetDriver
AN T e
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Personal Information  Alumni and Friends Student Services & Financial Aid JE0TI0TE

Search Go SITE MAP  HELP  EXIT

Time and Leave Reporting

&R Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period,

Time Sheet
Title and Number: Benefits Specialist -- 018130-01
Department and Number: Hurnan Resaurces -- 72101
Time Sheet Period: Sep 26, 2009 to Oct 09, 2009
Submit By Date: Qct 10, 2008 by 1159 P.M,
Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday

Hours or Units Hours Units Sep 26, 2009 Sep 27, 2009 Sep 28, 2009 Sep 29, 2009 Sep 30, 2009 Oct 01, 2009 Oct 02, 2009
Wacation Time 1 [o] o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Haurs
Sick Time 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Compensatory Time Taken 1 o o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Personal Time 1 Q Q Enter Hours Enter Hours Enter Haurs Enter Hours Enter Hours Entar Hours Enter Hours
Leave Voluntary Furlough 1 [} Q Enter Haurs Enter Hours Enter Haurs Enter Hours Enter Hours Enter Hours Enter Hours
Union Activity 1 Q Q Enter Hours Enter Hours Enter Haurs Enter Hours Enter Hours Entar Hours Enter Hours
Jury Duty 1 o 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Injury 1 o} o] Enter Haurs Enter Hours Enter Haurs Enter Hours Enter Hours Enter Hours Enter Hours
Comp Time Earned ML 1 o 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Furlough State Mandated 1 a 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: o 0 Q o 0 Q o o
Total Units: o 0 a o 0 a o o

Position Selection Comments Preview Subrmit for Approval Restart | Mext

Submitted for Approval By:
Approved By:
W aiting for Approval From:

. owered by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION

[&]Done [ [ 5 [@ Trusted sites

\
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In this case we are entering 7 hours of Vacation for Monday, September 28™,

2} Time and Leave Reporting - Microsoft Internet Explorer =18 x|

File Edt View Favortes Tooks Help | i
n A, I e

Qﬁack -G - d @ ) /.jsearch ). Favortes ‘j{| - i H - _I ij

Address [2] https:ifforms-tst banner. ramapo. edu: 3095/5FD P_EnterTimesheet? 39264TypeEntry=DaL astDate=Dipar_restart=Y&par_up s ode=VACEShIt=1¢SpeciaRates ™ | [ Go |Unks > & -

Personal Information  Alumni and Friends Student Services & Financial Aid SIS

Search Go SITE MAR HELP  EXIT

Time and Leave Reporting

&R select the link under a date to enter hours or days, Select Next ar Previous to navigate through the dates within the period.

Time Sheet

Title and Number: Benefits Spedialist -- 018130-01
Department and Number: Human Resources -- 72101
Time Sheet Period: Sep 26, 2009 to Oct 09, 2009
Submit By Date: Qct 10, 2009 by 11:59 P.M,
Earning: Wacation Time

Date: Sep 28, 2009

Shift: ll_

Hours:
- Copy Account Distribution

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday

Hours or Units Hours Units Sep 26, 2009 Sep 27, 2009 Sep 28, 2009 Sep 29, 2009 Sep 30, 2009 Oct 01, 2009 Oct 02, 2009
Wacation Time 1 [o] o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Haurs
Sick Time 1 Q Q Enter Haurs Enter Hours Enter Haurs Enter Hours Enter Hours Enter Hours Enter Hours
Compensatory Time Taken 1 o o Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Personal Time 1 Q Q Enter Hours Enter Hours Enter Haurs Enter Hours Enter Hours Enter Hours Enter Hours
Leave Voluntary Furlough 1 [} Q Enter Haurs Enter Hours Enter Haurs Enter Hours Enter Hours Enter Hours Enter Hours
Union Activity 1 Q Q Enter Hours Enter Hours Enter Haurs Enter Hours Enter Hours Entar Hours Enter Hours b
Jury Duty 1 o 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Injury 1 o} o] Enter Haurs Enter Hours Enter Haurs Enter Hours Enter Hours Enter Hours Enter Hours
Comp Time Earned ML 1 o 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Furlough State Mandated 1 a 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: o 0 Q o 0 Q o o
Total Units: o 0 a o 0 a o o

|

] Done: |8 @ Trusted sites

LT
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If you are taking multiple days of the same time you may use the CORY | feature
to duplicate the entry over additional days.

If you are done with the entry for that day click on the Save button.

Web Time Entry Instructions Full Time Employees.doc 10



You will see we have entered additional time off.

File Edt View Favortes Tooks Help | i
O Back -+ () - Ij IEL‘ b /I Jsearch ¢ Favorkss {61 -z B - i
Address [2] https:ifforms-tst banner. ramapo. edu: 3095 /SFOB{bwpkietm. P_UpdateTimeSheet | Bee |Lmks > @ -
=
Time and Leave Reporting
&R Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period,
Time sheet
Title and Number: Benefits Specialist -- 018130-01
Department and Number: Human Resources -- 72101
Time sheet Period: Sep 26, 2009 to Oct 09, 2009
Submit By Date: Oct 10, 2009 by 11:59 P.M,
Earning: Sick Time
Date: Qct 02, 2009
shift: o
Hours: 4.5
Save | Copy Account Distribution
Earning shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Frida
Hours or Units Hours Units Sep 26, 2009 Sep 27, 2009 Sep 28, 2009 Sep 29, 2009 Sep 30, 2009 Oct 01, 2009 Oct 02, 2009
Wacation Time 1 Q 7 Enter Hours Enter Hours 7 Enter Hours Enter Hours Enter Hours Enter Hours
Sick Time 1 [o] 4.5 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours 4.5
Caompensatory Time Taken 1 8] ) Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Personal Time 1 [o] 7 Enter Hours Enter Hours Enter Hours 7 Enter Hours Enter Hours Enter Haurs
Leave voluntary Furlough 1 Q Q Enter Hours Enter Hours Enter Haurs Enter Hours Enter Hours Entar Hours Enter Hours
Union Activity 1 [0} a Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Haurs
Jury Duty 1 Q Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Leave Injury 1 [0} a Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Haurs
Comp Time Earned ML 1 o} o] Enter Haurs Enter Hours Enter Haurs Enter Hours Enter Hours Enter Hours Enter Hours
Furlough State Mandated 1 4] Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Total Hours: 185 0 a 7 7 a a 4.5
Total Units: o 0 Q o 0 Q o o
Position Selection Comments Preview Submit for Approval Restart | Mext
Submitted for Approval By:
Approved By:
waiting for Approval From:
s awerad by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION
] Done: [ | [ |5 @ Trusted sites

\
Bistart| G @ =] W] O] | 5] tnbax - Micrasoft ... | -4 adobe Acrobat 8.1 -| ] Hotes for WTE Instr... | (1] web Time Entry Ins. . | & 3 Internet Explo... - Y untitled - Paint €O @ NG a7

When you are done entering time for this pay period click on the

Submit for approwval |b "
utton.

The system will ask you to verify the submission by re-entering your password.
This is your “electronic signature” to the Time Sheet.

If you had no paid time off hours to enter you will get a message of

“No Hours Submitted”. This is correct. Remember, the payroll system has
your regular hours. Only time off is recorded with the Time Sheet

The system will direct your Time Sheet to your designated approver

Once your time sheet has been submitted you may NOT retrieve or make any

changes to your Time Sheet. For any changes or updates you will have to
contact your Approver directly prior to the payroll submission deadline.
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The system will ask you to verify the submission by re-entering your password.
This is your “electronic signature” to the Time Sheet.

The system will direct your Time Sheet to your designated approver
Once your time sheet has been submitted you may NOT retrieve or make any

changes to your Time Sheet. For any changes or updates you will have to
contact your Approver directly prior to the payroll submission deadline.

/2 Time and Leave Reporting - Windows Internet Explorer _ =[x
@f‘: - |é http:/fbtForms. banner .ramapo.edu:9090{ TSTE/bwpktesh, P_CertificationDriver j *a (| 2 Iuve Search Poabs
Fle Edt View Favortes Tools Help & -

W & @iTime and Leavs Reporting =
e el . 2 ] :
RAMAPOCOLLEG iy o Y B A8

fi i Student i & Financial Aid EENNCS

Search Go SITE MAP  HELP EXIT

Time and Leave Reporting

&R Select the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

A Your time sheet was submitted successfully.

Time Sheet

Title and Number: Clerical Assistant Hourly -- 230425-00

Department and Number: Human Resources - 72101

Time Sheet Period: Sep 25,2010 to Oct 08,2010

Submit By Date: Oct 09,2010 by 11:59 P.M.

Earning shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Units Hours Units Sep 25,2010 Sep 26,2010 Sep 27,2010 Sep 28,2010 Sep 29,2010 Sep 30,2010 Oct 01,2010

Regular PT Hourly Non Pension 1 0 37.5 Enter Hours Enter Hours 3.75 3.75 3.75 3.75 3.75

Total Hours: 37.5 0 0 3.75 3.75 3.75 3.75 3.75

Total Units: 0 0 0 0 0 0 0 0

Position Selection Comments Preview | Next Return Time

Submitted for Approval By: You on Oct 01,2010

Approved By:

‘Waiting for Approval From: Stephen Roma

. owared by
RELEASE: 8.3 SUNGARD’ HIGHER EDUCATION

|
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Done
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You will get the message that :

& Your time sheet was submitted successfully.

The status of your Time Sheet will go to Pending.
When your approver approves the Time Sheet the status will be Approved.

When you are paid for that pay period the status will be Complete.

Web Time Entry Instructions Full Time Employees.doc 12



	Enter and Submit Time 

