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Finding Department Timekeepers

1. From your main work screen select the drop down arrow next to Hours Summary
2. Select IS Summary from the drop down menu

™ Manage My Departme...

Genies

Hours Summary
Recaoncile Timecard for Payroll S
Accrual Reporting Pericd \ @.’. v
SignOff Issues ile Timekeeping  Approval schedule
Reconcile Timecard
Employee Hours By Week

- Pay Rule ECLS Banner Department Nam

Pay Parind Close 0Org Num
IS Summary TP 666666 Department of the President
Go6660004 Jefferson, Thomas EX11 666666 Department of the President
Go66660003 Lincoln, Abraham MNET1 30MI.. 666666 Department of the President
GoE666000T Madison, James TP21 666666 Department of the President
G66660009 Roosevelt, Eleanor MNE17 30MI.. 666666 Department of the President
G66660005 Truman, Harry EX12 666666 Department of the President

3. Select Timekeepers BW’s from the Hyperfind box. This will show you all your active Timekeepers.
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4. To get back to Hours Summary Select the drop down arrow on the left side of your workspace
5. Select Hours Summary
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