
Banner Time Sheets: Quick Reference for Wage and Work Study Employees











Using Internet  Explorer, log on to � HYPERLINK "https://patriotweb.gmu.edu/" �https://patriotweb.gmu.edu� . You should bookmark this site, as it is where you will enter your time each pay period. You may also access your time sheet through the HR & Payroll homepage.  Be sure to enter your time daily.





 2.  Click on the green Login button at the bottom right of the yellow box.





Enter your Mason Username (aka NetID) and Password  (these are the same         credentials you use to log in to Mason email, Blackboard, etc.).   As an example, if your    Mason email is gmason5@gmu.edu, enter gmason5 as your Username.





Click Employee Services and then Time Sheet.





If you work more than one job, be sure to choose the one for which you want to input hours by clicking on the circle (radio button) on the left side of the page.  Then choose the current pay period from the drop down menu and click Time Sheet.





At the next screen you will enter your hours worked.  In the column for the correct date, click on Enter Hours.





This will take you to another screen.  In the Hours field enter the number of hours for all hours worked (in quarter hour increments).  Then click Save.  Click Next to move to the next page of the time sheet.





When you are finished with the time sheet, click Preview to double check your work.  If changes are needed, click Previous Menu to return to your time sheet to make those changes.  To make a change, click on the hours for that day and follow the steps above.





You will submit only at the end of the pay period. Be sure to make changes before you submit, as you will not be able to edit your entries after you submit the time sheet to your approver. To exit, click on the word Exit on the top of the screen.





Optional: Click Comments to communicate with your supervisor/approver. After making your remarks, click Save and the Previous Menu to return to the time sheet.





At the end of the pay period, when all entries have been made, click Submit to forward your time sheet to your supervisor for approval. Enter your PIN and click OK to confirm the submission.








