Exempt Leave Report Approvals

Please Note: These instructions are intended to provide the supervisors of exempt
employees with basic information required to approve their employees’ leave reports
each pay period. The screen shots are provided for general reference purposes
only. Your personal experience may vary slightly depending on your access to the
services contained within DrexelOne. However, the steps contained below are the same
for all employees. If you have any problems approving leave reports, please contact
the Payroll Office at payroll@drexel.edu.

Step 1 Access the DrexelOne portal

Use vyour internet browser to access the DrexelOne portal at
https://one.drexel.edu. Log in to DrexelOne using your user ID and
password. If you need assistance logging in, contact the IT Help Desk.
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Step 2 Select the Employee tab

From the DrexelOne Welcome page, click Employee at the top of the

Screen

& Welcome - DrexelOne

WELCOME EMPLOYEE CAMPUS+COMMUNITY

| Bm Email | 2 Support ~ | @ S

search web or people Q

‘Candid Campus

Holds
You have no holds at this time.

Announcements

No new announcements.

AskDrexel

Have a question? AskDrexel

Current Status
NO current cutages.

Drexel Alert
Update contact information

Drexel Guardian
Register your cell phone and update your profile for
this security service

Personal Information

View Address(es) and Phone(s)
View Emergency Contacts

Race and Ethnicity Information
More BannerWeb Personal Information Menu > >

DrexelOne Mobile

Get DrexelOne Mobile, the free app that lets you
access persenal, academic, and career information
from iPhone, Android, and Windows Phones. It's
already been downloaded over 75,000 times!

Available now at:
iPhone App Store

Google Play
Windows Phone Store

#100%



Step 3
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Click Time Reporting link

In the Employee Information channel, select Time Reporting

drexelone

WELCOME ~ ACADEMICS  BILLING+FINANCIAL AID

CO-OP+CAREER SERVICES

FACULTY [EUGESNESN  CAMPUS+COMMUNITY  ADMIN

Employee Information

All BannerWeb Employee Services
Direct Deposit Advice / Pay Stub
Pay Information
IWGHKIIGEatIBRICE: fi cation

Time Reporting
Tax Forms
Current and Past Jobs
Leave Balances
Available Balance as of May 11, 2022

Hours | pays (8 hrs) v

Covid - 19 40.00 5.00
Sick Leave

Civic 16.00 2.00
Engagement

Personal 00 00
sick 182.95 22.87
Vacation 302.59 37.82

My Drexel Benefits

Manage your health and welfare plans, including flexible spending accounts.
Retirement Plan Management

Eligible employees can enroll, change or waive participation in their TIAA

Administrative Tools and Resources

Business Travel
Arrange business travel using Drexel's authorized full-service travel agent,
World Travel Inc.

Coeus Lite
Access Drexel's electronic research administration system for all pre-award
activity.

DrexelCareers
Access department administrator functionality for the applicant tracking
system.

Effort Reporting
Document activity expended in support of sponsored projects. Visit the
Effort Reporting page for more information.

Electronic Personnel Action Forms (EPAFs)
Submit online requests to update employee job records, including
adjunct/student rehire, termination, and job labor changes.

Journal Workflow
Submit journal entries, funding transfers, budget adjustments, and
transaction corrections. Visit the Comptroller’s website for more
information.

Labor Redistributions
Revise prior pay event laber and fringe costs. See Online Redistribution
Reference Guides for more information.

PaymentNet
Reconcile P-Card transactions through the JP Morgan Paymenthet site.
Please view the P-Card Policy and Guidelines for more information.

org Charts
View Drexel's organizational structure. Web*Salary users can also view
salary information and access the Plan & Model tool to visualize
organizational changes.

Purchasing Card (P-Card) Application
Apply for a P-Card. If you are unsure of which application to use, email

DrexelNow
Access campus news
research, and the sti

HR @ Your Service Nev
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HR university-wide a

Employee Giving Progr
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View all academic ar

Drexel Software

View a comprehensiy
Payroll
Academic Calendars

Events Calendars
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Step 4 Select “Leave Reporting”

From the Time Reporting Menu, click the “Leave Reporting” link.

t,[@ Drexel University BannerWWeb Information System

Personal Information J37 LR Tt

Time Reporting Menu

5 Time Sheet
" For non-exempt hourly employees paid biweekly.
Create or approve time sheet to report hours for current pay period, or view past time sheets.
7 Leave Reporting
" For exempt salarie ployees paid monthly.
Create or approve leave to report hours for current pay period. View past leave time.

7 View Leave Balances and Activity
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Step 5 Set Up a Proxy

The first time you log in as an approver, you should set up proxy. A proxy
is an individual that you designate to approve leave reports on your behalf
in case of your absence. You may set up more than one proxy if you wish
to provide additional coverage for your department. If you have already
set up a proxy, or are logging in as someone else’s proxy, skip to Step 8.

Click the “Set Up Proxy” link at the bottom center of the Time Reporting
Selection menu.

{14 Drexel University BannerWeb Information System

Personal Information Emplovee Services

Time Reporting Selection

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report:
Access my Leave Request:
Approve or Acknowledge Time: @
Approve All Departments: O
Act as Proxy: ‘Self v
Act as Superuser: O

Proxy Set Up

RELEASE: 8.12.1.5.D ~—_
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Step 6 Add (Remove) Proxy

Select the individual you would like to designate as your proxy from the
drop-down list on the Proxy Set Up screen. Check the “Add” box next to
the drop-down list and click “Save”.

A list of your proxies will be displayed above the drop-down list. If you
should ever wish to remove a proxy, click the “Remove” box next to the
proxy’s name and click “Save”.

Use the “Leave Reporting Selection” link at the bottom center of the
screen to return to the Time Reporting Selection Menu.

% Drexel University bannerVveb Information ysSiem
Personal Information

Proxy Set Up

Name Add Remove
Severus T Snape, STS48 |
Lord Voldemort, LV74 O
@mblednre. APDS2 D
Leave Reporting Selection
R —
RELEASE: 8.12.1.5.D
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Step 7 Select “Approve or Acknowledge Time”

Use the radio button in the “My Choice” column to select the “Approve or
Acknowledge Time” option.

If you are logging in as a proxy for someone else, select that person’s
name from the drop-down menu in the “Act as Proxy” option. If you are
not logging in as a proxy, this option should read “Self”.

Click the “Select” button.

Q@ Drexel University BannerWeb Information System

Personal Information J&570 [0 e vt

Time Reporting Selection

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report:

Access my Leave Request:

Approve or Acknowledge Time: (@) h

Approve All Departments: O
Act as Proxy: < |self v
Act as Superuser: O

RELEASE: 8.12.1.5.D
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Select Leave Report Period

If you are an approver for both Web*Time Entry and Exempt Leave
Reporting, you will see options for both systems on the Approver
Selection screen. To approve exempt leave reports, make sure you select
the options under the “Leave Report” section. The “My Choice” indicator
will default to the “Time Sheet” option and must be changed. If you are
an approver for Exempt Leave Reporting only, you will only see the
Leave Report section.

If you are responsible for multiple departments, select which one you
would like to approve by clicking the radio button in the “My Choice”
column next to the department name.

Select the pay period to approve from the list in the drop-down box next to
the department name. Make sure to select the correct reporting period,
since the current period will be open before the previous period closes.

You may change the sort order, if you wish, by clicking the radio button
next to your choice. Click the “Select” button.

g[@ Drexel University BannerWeb Information System

Personal Information J517 Gl U1

Approver Selection

Time Sheet

Department and Description M\r Choice Pay Period
D, 3221, Fantasy Island L] BD, Jul 21, 2007 to Aug 03, 2007 ~

Leave Report

ent and Description My Choice Leave Period
D, 2221, Fantasy Island ® MD, Jul 01, 2007 to Jul 31, 2007 -

Sort Order

My Choice

Sort employees’ records by Status then by Name: &

Sort employees’ records by Name:

[ Select

Bil

RELEASE: 8.12.1.5.D
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Step 9 Select Employee’s Leave Report

In the Summary screen, select the leave report you wish to approve. Click
on the name of the employee to view the leave report’s detail.

Note: Although there is an option to select all leave reports for approval,
we _recommend that approvers do not use it. View each leave report
individually to make sure that the correct type and amount of time off is
recorded on the appropriate days.

Approvers will only be able to approve a leave report that has been
submitted by the employee. These will show a status of “Pending”.
Approvers should follow up with employees whose leave reports are “Not
Started” or “In Progress” to make sure they are submitted for approval.

We recommend that all leave reports be submitted and approved on the
last working day of the month. However, leave reports remain open until
the deadline shown on the screen to accommodate unforeseen events.

Q‘@ Drexel University BannerWWeb Information System

Personal Information I:lllnlo\fee Services

Summary

; Click under Approva/Acknowledge or Return for Correction, and then click Save. For more detalled information, dick the employes's name.
***NOTE: Please do not use your browser's "Back", "Forward" or "Refresh" buttons. Use the navigational buttons within the site.

COA; D, Drexel University

Department: 3221, Fantasy Island
Leave Period: Jul 01, 2007 to Jul 31, 2007
Act as Prosxy: Mot Applicable

Leave Period Leave Entry Statugy Dpen until Aug 07, 2007, 10:00 4M]

| Select Mew Department || Select All, Approve or FYI | | reset || save

1D M, and Position Required Action Total Days Total Hours Total Units Queue Status Approve or FY1 Return for Gorrection Other Information

1000281 Approve Ry 48,00 Rale) m] (m] Change Leave Record

Leave Balance

In Progress

(5] Name and Position Required Action Total Days Total Hours Total Units Queue Status Approve or FYI Return for Correction Other Information

10129953 Willy Chilly oo B.00 aog eave Balance
154247 - 00

Mot Started

(] nName and Position ather Information

10129953 Frosty T Snowman

154247 = 00

Pay Event Transaclions
Actlon required by all approvers: 2
Time or Leave Transactions Approved or FYI: 1]

Time or Leave Tr. lons App or FYL: 0
Total: 2
Total Days: .00
Total Hours: 4.00
Total Units: .00

Change Selection
RELEASE: 8.14




Step 10
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Review and Approve Leave Report

Review your employee’s leave report to make sure that all time off has
been reported, in the correct amounts and on the correct days. Use the
scroll bar at the bottom of the screen to view days that do not appear on
the current screen.

If changes need to be made to the leave report, you may use the “Change
Record” option to make the changes yourself or the “Return for
Correction” option to send the leave report back to the employee. Be
careful when using the “Return for Correction” option to make sure that
there is sufficient time available before the submission deadline for the
employee to update and resubmit the leave report.

Once you are satisfied that the leave report is correct, click on the
“Approve” button. The employee will receive an e-mail confirmation.

Use the “Previous Menu” button to return to the Summary screen. If you
have more leave reports to review and approve return to step 10 and select
the next employee. Once all of your leave reports are approved, continue
to step 12.

¥ 4 Drexel University BannerWeb Information System

Personal Information Emplovee Services

Employee Detailed Information

\y To select the next or previous employee (if applicable), click either Next or Previous,

Employee ID and Name:

Title:

10002817 Jack N Frost Department and Description: D 3221 Fantasy Island
201490-00 Snow Flake Engineer Transaction Status: Pending

/—_—H\
Previous Menu ( ] [ Approve ] 1) Return for Correction | [ Change Record ] [ Delete ] [ Add Comment ]
\________/

Leave Report

| Leave Balances | Routing Queus

Earnings Total Total Sunday , Monday , Tuesday , Wednesday, Thursday , Friday , Saturday , Sunday , Monday , Tuesday , Wednesday, Thursday , Friday ,
Hours Units Jul 01, Jul 02, Jul03, Jul D4, 2007 Jul 05, Jul06, JulD?, Jul0o8, Jul0g, Jullo, Julll, 2007 Jul 12,  Jul 13,

Wacation 40
Leave

Sick 8
Leave

Total 48
Hours:

Total 0
Units:

2007 2007 2007 2007 2007 2007 2007 2007 2007 2007 2007

8 a8 a8 8 a8

leave Balances as of Jul 23, 2007

Type of Leave Hours or Days Banked Date Available Available Beginning Balance Earned Taken Available Balance
Personal Holiday Hours [u] Jun 03, 1998 o 16 16 [u]
Sick Hours a Jun 0z, 1998 a04 |0 76 ags

109 27544 119.28 192 202,72

2] Done > B Internet
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Step 11
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Confirm all Leave Reports are Complete

On the Summary screen, confirm that all leave reports for your employees
have been processed. Once you approve a leave report, the status will
change to “Complete”.

Leave reports must be submitted by all exempt employees who are eligible
for paid time off each pay period. If no time off has been used during the
pay period, a blank leave report must be submitted and approved to
confirm attendance.

When you are finished, all employees should have a leave reports showing
as “Complete”. You will also see summary information in the Pay Events
Transactions section which will confirm the number of leave reports
approved and the number that still require action. Follow up with any
employees who have a leave report in a “Not Started”, “In Progress” or
“Returned for Correction” status and make sure they are.

When all of your employees’ leave reports are “Complete” log out of
Drexel One using the “Exit” link in the upper-right of the screen.
Remember to disconnect and close out of your browser when you are
finished.

¥ 4 Drexel University BannerWeb Information System

Parsenal Information m

Summary

G Click under ApproveyAcknowledge or Return for Cormection, and then chok Sawe. For more detalled information, click the employen's name
***NOTE: Please do not use your browser's "Back", "Forward" or "Refresh" buttons. Use the navigational buttons within the site.

COA:
Department:
Leave Period:
Act as Proxy:

Leave Peried Leave Entry Status: Spen untll Aug 07, 2007, 12000 AM,

Position Required Action Total Days Total Hours Total Units Queus Status Approve or EYL Retumn for Correction Othe

o0 200 00 Approved
00 48.00 00 Approved

on o0 00 Appreved

Total:

Total Days:
Total Hours:
Total Units:

Change Selection

wewe { war
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