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Start Here! 

Enter Self Service through TITAN CONNECT 

 

 

 

 

Select the EMPLOYEE Tab 
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Select TIMESHEET 

 

 

 

How do I report time? 

Select JOB (My Choice) 

Select Current PAY PERIOD 

Select TIMESHEET
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Enter hours worked, and or taken under appropriate EARNINGS CODE 

SAVE each entry 

Select NEXT to access remainder of pay period 

Add COMMENTS when applicable 

 

 

If hours are worked on Shifts 2 or 3, enter shift number and hours worked for each day. 
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Shift premiums are available for Regular and Overtime 

 

 NOTE:  Banner defaults to shift 1, which is the a.m. shift, and pays base hourly rate.  Shift 2 is 

the afternoon shift and pays a premium, and shift 3 is the midnight shift and also pays a premium.  

Please make sure you record correct shifts. 

 

Use COPY button to autofill other dates 
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I’m Finished, what now? 

PREVIEW for accuracy 

 

 

Select FILE/PRINT from top menu bar (select landscape preference) 

Select PREVIOUS MENU when done 
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Select SUBMIT FOR APPROVAL 

 

*Caution: Only submit at the end of the pay period .  Be sure to make any necessary changes before you 

submit.  You will not be able to edit your entries afterwards. 

 

CERTIFY by entering  your pin 

Select SUBMIT 

 

. 
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Timesheet successfully submitted 

 

 

 

 

 


