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Click on myBama (or go directly to https:\\mybama.ua.edu)
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Log in using your user name and password.
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Click on the Employee tab.
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Click on the Employee Services link in the ‘Banner Self-Service’ box.
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Click on the Leave Report link to approve time.
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To approve leave for your direct reports, click the button next to

“Approve or Acknowledge Time”

Proxies may be set in advance, to cover unexpected absences of the approver.  If you need to assign the leave report approval to another individual for a temporary period of time, click the Proxy Set Up link.  

Search for and select the name of the person who will be approving time for your departments.  Click the ‘add’ box.  Click Save.
To revoke the proxy, select the proxy and click the delete box.  Click Save.
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You will see a list of departments that are awaiting review/approval
· Select the appropriate department.
· Click on the dropdown to select the timeframe.

· Do not change the sort order.
· Click on the ‘Select’ box at the bottom.  (the following 3 pages represent what will likely be displayed)

Note:  departments (org codes) will only display for areas who have at least one employee who has started the process.
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Top of Page (Pending)
The page is broken into three Status codes:

· Pending – awaiting approval

· In Progress – employee has started but not yet submitted for approval

· Not Started – employee has made no attempt to review or complete leave report

You only need to be approving those with a status of “Pending”.   Those in a different status are for your information only at this point.

Click the employee name link to review/approve.  You may also click any of the links to the right to Change Leave Report (allows approver to update hours at employee’s request) or view the employee’s Leave Balance.
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Middle of Page  (In Progress)
Click the employee name link to review what has been entered to date.

No action is required for these employees at this status.  When the employee submits their time, the status will change to “Pending” and their name will be moved to the ‘Pending’ section at the top of the page.
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Bottom of Page (Other Status Codes such as Completed)
Click the employee name link to review what has been approved.

The summary “Pay Event Transactions” shows a real-time breakdown of status and number of hours for the group being approved.  (if you are responsible for approving 5 positions, the summary would be based on the transactions/hours for those 5 employees)

If the Warning link appears in the far right column of any employee, it should always be reviewed.  This may indicate that the employee is going into a potentially negative balance situation or has turned in a zero leave report.  The university policy is that a negative balance is not allowed.  Because Banner allows negatives through this leave report process, we must monitor this to ensure the balance does not go negative.
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· To approve, click the ‘Approve’ box.

· To view more days, click the ‘Next’ box.

· Return for Correction – may be used in the future; not functioning at this time

· Change Record – allows approver to correct/update leave time before approving

When you click the “Approve” box, you should receive a message that reads “Time transaction successfully approved”.  Once the time has been approved, the approver (nor the employee) can add any additional time.  If this occurs, please contact the Monthly payroll processor in the Payroll department.
Click the ‘Next’ box, to display the next person in the list awaiting approval.
All employees must complete a leave report, even if no hours were taken.  If employees remain in a status of “Not Started”, they should be contacted by their ‘reports to’ supervisor prior to the data entry deadline in order to complete the transaction.

 To Enter the Approval Process serving as a Proxy for another employee:
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Select ‘Approve or Acknowledge Time’ button.

In the ‘Act as Proxy’ drop down menu, select the person for whom you are being a proxy.

Click the Select button.
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