
Banner Web Time Entry 
Approver Guide 

 

1 
 

Start Here! 

Enter Self Service through TITAN CONNECT 

 

 

Select the EMPLOYEE TAB 
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Select APPROVE OR ACKNOWLEDGE TIME 

 

 

Select Department (My Choice) 

Select Sort Order (My Choice) 

 

*If you have multiple departments reporting to you, they will be listed, and you will need to review and 

approve timesheets by each department. 
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Select Timesheets in PENDING Status by clicking on name 

 

 

Review timesheet for accuracy  

Select APPROVE or RETURN for CORRECTION 

 

*Should you return for correction, the timesheet will be returned to the employee and will be in error 

status until the employee corrects and re-submits to you, the approver. 
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The APPROVED timesheet 

 

 

 

 


