Exempt Leave Reporting

Please Note: These instructions are intended to provide exempt employees with basic
information required to enter and submit their leave report each pay period. The screen
shots are provided for general reference purposes only. Your computer screens may look
slightly different depending on your access to the services contained within Drexel One.
However, the steps contained below are the same for all employees. If you have any
problems entering or submitting your leave report, please contact the Payroll
Department at payroll@drexel.edu.

If you are already familiar with logging on to the Drexel One portal and accessing
the “Employees” tab, skip to step 4.

Step 1. Access the Drexel One portal

Use vyour internet browser to access the Drexel One portal at
https://one.drexel.edu. You will be taken to the log on page.
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Step 2.

Exempt Leave Reporting

Log on to Drexel One

Log on to Drexel one using your e-mail user ID and password. If you
have forgotten your password, click on the “help” link and follow the
instructions.
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Exempt Leave Reporting

Step 3. Select the “Employee” link

From the Drexel One Welcome page, click on the “Employee” link at the
top left of the screen.

Note: If you do not see an “Employees™ tab, your job records may not
have been added to the system yet. Please have your department contact
Human Resources for assistance.

O - & ¢ | & Welcome - DrexelOne

WELCOME EMPLOYEE CAMPUS+COMMUNITY

Drexel Alert
Update contact information

Holds
You have no holds at this time.

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

Announcements

No new announcements.

AskDrexel

Have a question? AskDrexel

Personal Information

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

Race and Ethnicity Information
More BannerWeb Personal Information Menu > >

Get DrexelOne Mobile, the free app that lets you

Current Status access personal, academic, and career information
No cument outages. 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
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Exempt Leave Reporting

Step 3a. DrexelAlert Emergency Contact Information Update

Once each academic term, you will be prompted to verify primary mobile
phone number for inclusion in the DrexelAlert system.

Follow the on screen instructions to enter or update your primary mobile
phone number as required. When you are finished, click on the “Submit”
button at the bottom of the screen.

If you do not receive this pop-up message, you will automatically be taken
to the Employee Services Menu; skip to Step 4.

ddr.P_DisplayEmployeeAddress P-ac ‘|iﬂCurrEHtAddrEssDisp\ay | |
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File Edit View Favorites Tools Help

Drexel University BannerWWeb Information Syst

Personal Information Employee Services

HELP EXIT

»
Drexel ALERT

EMERGENCY NOTIFICATION SYSTEM
DrexelAlert Emergency Contact Information Update

J/ Please verify/enter your preferred mobile phone number below.

All members of the Drexel University community are required to participate in 2 university-wide emergency notification system known as "DrexelAlert". The effectiveness of the system
will depend upon the University's access to complete and accurate contact information for all members of the community. Therefore, it is the policy of the University that all
students, faculty and staff be required to provide their primary mobile phone number for inclusion in the DrexelAlert system so that messages may be delivered via text messaging
and/or phone.

For anyone who does not have a mobile phone, emergency notifications will also be sent to Drexel University e-mail addresses. Phone messages, when used, will also be provided to
Drexel-owned landline phones. Mobile phone information entered into the DrexelAlert system will be used exclusively for emergency notification, and will not be available for any other
University or non-University purpose. This system complements other forms of electronic communication at Drexel University.

If your mobile phone number changes, it can be updated at any time through DrexelOne by following the link to the Drexelalert Emergency Notification System under the "Personal
Informatien” section.

Mobile Phone 215 555 0123 w_

I do not have a mobile phone. B

The information I have provided is complete and correct to the best of my knowledge. I understand that failing to keep this information current and accurate puts me at risk of not
being notified in the event of an emergency. I understand that in the event of an emergency Drexel University will use its best efforts to notify me in a timely and effective manner. I
recognize, however, that no emergency notification system will achieve 100% success, and the University cannot guarantee that I will be effectively notified.

By submitting this information, I acknowledge that I have read and understood the University's emergency notification policy.

[submit |

RELEASE: 000
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Exempt Leave Reporting

Step 3b. Address Verification

Once each academic term, you will also be prompted to verify your
Campus Mailing Address, Employee Home Address and Work Location
Address. When you are prompted by this automatic pop-up, please review
your address information and e-mail any corrections/updates to Human
Resources Information Systems at hris@drexel.edu.

Please include your correct address(s), university ID and the effective date
of your change. Click on the “Continue” button to move on to the
Employee Services Menu.

e ———————e
e- @ https://banner.irttest.drexel.edu/duhris/hwgzkaddr P_DisplayEmployeeAddress 0~ @ & || §il Current Address Display ‘ | it T 683
File Edit View Favorites Tools Help

4 Drexel University Banner\Web Information System

Personal Information Employee Services

HELP EXIT

\:P FACULTY AND STAFF ADDRESS VERIFICATION
It is imperative that the University know your current and valid home and campus addresses at all times.
Once each term before proceeding to the Employee Services Menu you MUST confirm that your addresses are current.
If your addresses below are current and valid simply click the "Continue” button to proceed to the Employee Services Menu.

If your Campus or e lephone number is incorrect please e-mail your correct address, including zip code, the EFFECTIVE DATE of the address change and your
UNIVERSITY ID t hris@drexel.edu ¥our address will be updated by HRIS.

The Employee Campus Mailing Address identifies where your campus mail should be sent.

The Employee Home Address is used by the Human Resources, Benefits and Payroll Offices. Changes to the Employee Home Address are monitored and may result in a change in
your tax status. If you have any questions regarding tax changes contact the Payroll Office.

Employee Campus Mailing Address(es) Employee Campus Mailing Phone(s)
Current: January 1,2010-? Primary:  (215) 895-2000

3141 Chestnut Street “/

Philadelphia, PA 19104

Employee Home Address(es) Employee Home Phone(s)
Current: January 1, 2010-? Primary: (215) 555-0123

123 Main Street V/
Hometown, USA 12345
Employee Work Location Address(es) Employee Work Location Phone(s)
Current: January 1, 2010-7? Primary: (215) 895-2000

3141 Chestnut Street
Philadelphia, PA 19104 ¥/

[ conius |
¥
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Exempt Leave Reporting

Step 4. Select from the Employees Main Menu

Click the “Time Reporting and Leave Balances” link.

drexelone

WELCOME EMPLOYEE CAMPUS+COMMUNITY

Payroll

Direct Deposit Advice / Pay Stub

Time Reporting and Leave Balances b

Tax Forms

More BannerWeb Employee Services >>
View Benefits, Payroll, Job History Information and more...

Academic Information and Reports

[ N N N e



Exempt Leave Reporting

Step 5. 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

RELEASE: 8.8.2.D
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Exempt Leave Reporting

Step 6. Select “Access my Leave Report”

Depending on your permissions within the system, you may be taken to
the Time Reporting Selection menu. If so, use the radio button under “My
Choice” to select the “Access my Leave Report” option and click the
“Select” button. Otherwise, you will be taken directly to Step 7.

ﬁ Drexel University Banner\Web Information System

Personal Information J=0T Gt UGS

Time Reporting Selection

Selection Criteria

My Choice
Access my Time Sheet: ]
Access my Leave Report: (O} h
Access my Leave Request:

Approve or Acknowledge Time: )

Approve All Departments: O
Act as Proxy: |59|f v
Act as Superuser: O

RELEASE: 8.12.1.5.D
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Exempt Leave Reporting

Step 7. Select Leave Report Period

On the Leave Report Selection screen, select the position and reporting
period for which you would like to report leave time.

If you have more than one active position, each will be displayed by job
title and department. Choose the position for which you would like to
report leave time by clicking the radio button in the “My Choice” column
next to that position.

Select the correct reporting period from the drop-down box in the “Leave

Report Period and Status” field. Click the “Leave Report” button.

Note: the *““Leave Report Period and Status™ field displays the status of
your leave report. You can check here to see if your leave report has been
started, submitted and approved.

Q@ Drexel University BannerWWeb Information System

Personal Information J=0T0 GRSt U

Leave Report Selection

Title and Department My Choice Leave Report Period and Status

snow Flake Engineer, 201430-00 & Jul 01, 2007 to Jul 31, 2007 Not Started v
Fantasy Island, 3221 May 01, 2007 to May 31, 2007 Completed

BT T JOFT 30, 2007 PETH———
Leave Report L !

RELEASE: 8.14.D
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Exempt Leave Reporting

Step 8. Select Date to Report Leave

Click the “Enter Hours” link at the intersection of the date and the type of
leave you are reporting.

To access dates in the reporting period that are not displayed on the Leave
Report screen, use the “Next” (or “Previous”) buttons at the bottom of the
timesheet.

g[(. Drexel University BannerWWeb Information System

Personal Information CITCEETRUES

Time Sheet

)+ To begin, click a link under the date whera you want to enter time. Click NEXT/PREVIOUS button for more dates within the perled.
*#**NOTE: Please do not use your browser's "Back”, "Forward" or "Refresh” buttons. Use the navigational buttons within the site.

Leave Report

Title and Number: Srow Flake Enginesr -« 201490-00

Department and Number: Faritasy lsland -- 3221

Leave Report Parlod: ul 01, 2007 te Jul 31, 2007

Submit By Date: Aug 07, 2007 by 10:00 AM.

Earning Total  Total Sunday Moniday Tuesday Wednesday Thursday Friclay Saturday
Hours Unils Jul 01, 2007 Jul 02, 2007 Jul 03, 2007  Jul 04, 2007  Jul 05, 2007 Jul 06, 2007 Jul 07, 2007

Fersonal Day Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

‘Wacation Leave 1] Enter Hours Enter Howrs Enter Hours Enter Hours Enter Hours

Sick Leave Q Enter Hours Entar Hours Entar Hours Entar Hours Ent Entar Hours

Furneral Leave a Entir Hours Enter Howrs Eritir Hours Enter Hours Entar § 3 Enter Hours

Slck Used on FMLA Leave Q Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

wWatation Lised an FMLA 4] Enter Hours Enter Howrs Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Total Hours: Q o 0 a [a] o o 0

Total Units: o o o Q o o o o

position Selection | [ comments | [ preview | Subenit for approval | | ||r-—.m@

Submilled lor Approval By:
Approved By:
wWaiting for Approval From:

RELEASE: 8.14
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Step 9.

Exempt Leave Reporting

Enter Hours

Enter the number of hours of leave time used in the data entry box that
appears in the center of the screen. Click the “Save” button.

Repeat this step for each day of the reporting period during which you
were absent. If you were not absent, do not report leave time and do not
enter zeros (0) in the time entry grid, just leave it blank.

Note: Salaried (exempt) employees must report time off used in either full
or half day increments. For full-time employees who work the standard
8:00AM to 5:00PM schedule, this is 8 hours for a full day absence or 4
hours for a half day absence.

gﬁ. Drexel University BannerWWeb Information System

Personal Infermation I:mDIovee Services

Time Sheet

\_j, To begin, click a link under the date where you want to enter ime. Click NEXT/PREVIOUS butten for more dates within the perlod.
*#**NOTE: Please do not use your browser's "Back"”, "Forward"” or "Refresh” buttons. Use the navigational buttons within the site.

.3, T begin, click 2 link

under the date whare you want to anter tire. Click NEXT/PREVIOUS button for more dates within the period.

Leinve Report
title and MNowber: = riow Flake Engneer -- 201490-00
Department and Number: Fantasy 1sland -- 3221

Leave Reporl Period:
Submit By Date:
Earning:

Datu:

Ho

@I =

Earning

Perzensl Day

Vacabon Leave

Sick Leave

Furieral Leave

Sick Used on FMLA Lea
Vacabon Used on FMLA
Tolal Hours:

Total Units:

Ve

Jul 01, 2007 to Jul 21, 2007
Aug 07, 2007 by 10:00 AM.
Wacabon Leave

Jul 0E, 2007
L]
Toltal  Tolal Sunday lay Wednesday Thursday rday
Houn Units Jul 01, 2007 Jul DZ 2007 Jul 03 2007 Jul 04, 2007 Jul 05, 2007 Jul 06 2007 Ju1 07, 2007
0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
8 Enter Hours Enter Hours Enter Hours Entar Hours Entar Hours Enter Hours
0 . Enter Hours ea Ent, 5 £
o Enter Hours Ent, - % Ents
o Enter Hours Enter Hours Enter Hours Enter Hours Enter rs
0 Enter Hours Enter Hours Entar Hours Entar Hours Enter Hours
8 o Q [a} [a] s}
0 o o Q0 o o Q o

RELEASE: B.14
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Exempt Leave Reporting

Step 10. Preview your Leave Report

When you are finished entering your time off for the reporting period,
review your leave report by clicking the “Preview” button below the time
entry grid on the Leave Report screen.

Presview

Review your leave report to make sure the number of hours, type of leave
reported and dates reported are complete and accurate. Use the scroll bar
at the bottom of the screen to view dates within the reporting period that
are not displayed on the Preview screen.

When you are finished, click the “Previous Menu” button to return to the

Leave Report screen. If any changes or corrections are necessary, return
to step 8.

g,!@ Drexel University BannerWeb Information System

Personal Information Q5170 0T U1

\]}/ Be sure to set your printer to landscape before printing the document.

Jack Frost
Snow Flake Engineer, 201490-00

Leave Report

Earning Total Total Sunday, Monday , Tuesday , Wednesday, Thursday , Friday , Saturday , Sunday , Monday , Tuesd.
Code Hours Units Jul 01, 3Jul02, Jul 03, Jul 04, 2007 Jul 05, Jul 06, Jul 07, Jul08, 3Jul09, Jul1io,

2007 2007 2007 2007 2007 2007 2007 2007 2007
Wacation 16 8 8
Leave
Sick 4 4
Leave
Total 20 8 8 4
Hours:
Total 0
Units:
{ M
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Step 11.

Exempt Leave Reporting

Submit Your Leave Report

Once you are satisfied that your Leave Report is complete and accurate,
click the “Submit for Approval” button at the bottom of the Leave Report
screen.

Note: Leave Reports are due on your last working day of the month. The
reporting period remains opened until the deadline shown to
accommodate unforeseen absences. You will be locked out of the
reporting period after the submission deadline passes and will not be able
to alter or submit your Leave Report. Please make sure to complete and
submit your Leave Report on your last work day of the month to avoid
missing the deadline.

c,[(- Drexel University BannerWeb Information System

Personal Information tmnln\rae Services

Time Sheet

§ Te begin, click a link under tha date where you want to enter time. Click NEXT/PREVIOUS butten for more datas within the perod.
#%%*NOTE: Please do not use your browser's "Back", "Forward" or "Refresh" buttons. Use the navigational buttons within the site.

Leave Report
Title and Number:

Snow Flake Engineer -- 201450-00

Department and Number: Fantasy Island -- 3221

Leave Heport Period:
Submil By Date:
Earning

Personal Day
acation Leave
Sick Leave
Leave

Hick Lsed on FMLA Leave
Wacation Used on FMLA
Total Hours:

Total Units:

Aug 07, 2007 by 10:00 AM.

Total Tetal Sunday Menday Tuesday drieSday  Thursday Friday Saturday
Hours Units Jul 01, 2007 Jul 02, 2007 Jul 03, 2007  Jul 04, 2007 Jul 05, 2007  Jul 06, 2007  Jul 07, 2007
0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
16 Enter Howrs Enter Hours Enter Hours Enter Hours -] -] Enter Hours
4 Enter Hours Enter Hours Enter Hours Enter Hours Ente Enter Hours Enter Hours
0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
0 Enter Hours Enter Hours Enter Hours Enter Hours t Enter Hours Enter Hours
0 Enbarr Hours Entor Hours Entur Hours Enter Hours Entir Hours Entor Hours Enter Hours
20 o o o Q (5} =} v}

0 0 0 0 4] o o 1]

Position Selection

[_comments | [ Previfw | [ Submit for Approval | [ Bestart |[Next

RELCASE: 8.14
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Exempt Leave Reporting

Step 12. Complete the Certification Screen

You must provide confidential information to verify your identity when
submitting your Leave Report. This information is verified against your
employee record in the personnel database and is not stored with your
Leave Report nor is it visible to your supervisor.

Enter the last four digits of your Social Security Number and your full
birth date in the fields provided. Do not enter dashed in your Social
Security Number. Enter your Birth Date in the exact format requested,
(MM/DD/YYYY). Be sure to use slashes (not dashes), a two digit month,
a two digit date and a four digit year. The system will not accept your
certification if the format of your Birth Date is not correct.

Click the “Submit” button.

Note: If you submit a blank Leave Report indicating that you have not
used any time off during the reporting period, you will receive a warning
message below the Birth Date field. Please read the message and confirm
that your Leave Report is accurate by clicking the radio button above the
warning message before clicking the “*Submit™ button.

Q@ Drexel University Banner\Web Information System
Personal Information Emplovee Services

Certification

m I certify that the time entered represents a true and accurate record of my time. I am responsible for any changes made using my SSN and Birth Date.

Enter your SSM and Birth Date and select Submit if you agree with the previous statement. Otherwise exit, your time transaction will not be submitted for approval.

SSN: i
Birth.nage (MM/DD/WYYY): [06/30,/1950|

RELEASE: 8.12.1.5.D

© 2017 Ellucian Company L.P. and its affiliates.

14



Step 13.

Exempt Leave Reporting

Confirm Submission

Confirm that your Leave Report has been submitted successfully! You
will see a message at the top of the Leave Report screen indicating that
your timesheet was submitted successfully. You will also see the date of
your submission at the bottom of the screen and a notation that your Leave
Report is awaiting approval from your supervisor.

If you receive an error message, make the necessary corrections and re-
submit your Leave Report before the deadline!

Log out of Drexel One using the “Exit” link at the top right of the screen.
Remember to disconnect and close out of your browser when you are
finished.

Note: Your supervisor will receive an e-mail indicating that your leave
report has been submitted and approval is required. Check back to make
sure your supervisor has approved your Leave Report by viewing the
status in the Leave Report Selection screen shown in Step 7. If your Leave
Report has not moved to a “Completed” status, follow up with your
supervisor.

c,['@ Drexel University BannerWeb Information System

Personal Information tmnln\rae Services

Time Sheet

S ———

Leave Report

Title and Mumber:
Department and Number:
Leave Report Perlod:
Aubmit By Date:

Earming

Personal Day

acation Leave

Bick Leave

Fureral Ledave

Slck Used on FMLA Leave
Wacation Used on FMLA
Tolal Hours:

Total Units:

| Position Selection

| [ comenents Trivitw

Srow Flake Enginger -- 201480-00
Fantasy Islnd -- 3221

Jul 01, 2007 to Jul 31, 2007

Aug 07, 2007 by 10:00 AM.

Total  Total Sunday Morday Tuesday Wednesday Thursclay Friday Saturday
Hours Units Jul 01, 2007 Jul 02, 2007 Jul 03, 2007 Jul 04, 2007 Jul 03, 2007 Jul 06, 2007 Jul 07, 2007
[} Entor Hours Entier Hours Enter Hours Enter Hours Entor Hours Enter Hours
16 Enter Hi Enter Hours Enter Hours Enter Hours o a
4 Enter Howrs Entar Hours Enter Hours Entar Hours Enter Hours Enter Hours
[} Entor Hours Entier Hours Enter Hours Enter Hours Entor Hours Enter Hours
L} Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
0 Enter Howrs Entar Hours Enter Hours Entar Hours Enter Hours Enter Hours Enter Hours
20 0 [a} 0 [a} B a8 o
o o o o o o Q o

Subrml for Approval [ restart ] [t |

Submilled lor Approval By:

Approved By:

Waitina for Approval From:

ou on July 31, 2007
Pending
iFinny ¥Weasley

RELCASE: 8.14
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