Approving Salaried Leave Time 

If an approver finds an error, the timesheet should be returned to the employee for correction. Once corrected, the employee should resubmit the report to their supervisor for approval. 

Go to Davidson’s secured website:  Banner Self Service
Enter User ID and Pin, and then click ‘Login’.   Pin numbers can be obtained and/or re-set by the ITS Help Desk.)
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User Login

G Please enter your user Identiication Number (D) and your Personal Identifcation Nurnber (IN). When finished, click Login

NOTE FOR STUDENTS: This site is used for schedule adjustment in August, November/December, and January.

When you are finished, please Exit and close your browser to profect your privacy.

HELP EXIT

WARNING: A third unsuceessful attermpt disables your PIN. If you fail to getin on the second tr, use the *Forgot PIN' question or close your browser enfirely
and start over. (‘Forgot PINwill not work it you have disabled your access.)

User ID:
PIN:
Login | | Forget PIN?
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Click Employee Services.
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At the Time Sheet Selection Criteria screen, click Approve or Acknowledge Time, and then Select.
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QP Click the first radio button under My Choice for Enter or access hours on my Time Sheet: Then dlick the Selest button
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Select the appropriate group and time period.  Click Select
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The supervisor has the ability to approve time taken for all employees from the Summary screen.  Click the Select All, Approve or FYI button, and then Save.  To view the detail by day and any comments made prior to approving the time, click the employee’s name.
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After clicking the employee’s name, you will see the detail of days entered and/or comments.
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The employee’s time can be approved from the detail screen by clicking Approve
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Once approved, the employee’s leave balances are automatically updated.
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If you have multiple employees’ time to approve, click the ‘Next’ button to advance to the detailed information for the next employee.  Once all time has been approved, please logout by clicking ‘EXIT’ in the upper right corner prior to closing browser.

