SAINT MARY’S COLLEGE
Leave Reporting
Quick Reference Guide
For Employees and Approvers
Employees

TIPS & REMINDERS

· Administrative employees report their time off via Leave Reporting through PRISM.  Administrative staff should report their absences via Leave Reporting as their absences occur.  Monthly reports will no longer be necessary.  Requests for time off must still be approved in advance by the administrator’s direct supervisor.
· After you submit your Leave Report, you cannot make any changes. Contact your supervisor about changes to a submitted Leave Report.

· Need help?  Contact Human Resources at 4542.
OPENING YOUR LEAVE REPORT
1. Access PRISM through the Saint Mary’s College’s home page.  If      

       you access PRISM from home, quick on the Quick Links at   

       www.saintmarys.edu.
2. Click on the Enter Secure Area line.

3. In the User lD box, type your Banner ID.
4. In the PIN box, type in your personal identification number (PIN).
5. Click the Login button.

6. Click the Employee tab.

7. Click the Leave Report link on the left side of the window.

8. Click the My Choice dot to Access your leave report.
9. From the Pay Period and Status dropdown box, select the appropriate pay period in which your time off was taken.
10. Click the Leave Report button.

ENTERING HOURS FOR ONE DAY

1. Click the Enter Hours link under the date worked and in the row

for the appropriate leave (examples:  Vacation Leave, Sick Leave, Personal Leave).
2. Enter the number of hours taken in the Hours box provided.
3. Click the Save button.

4. The hours taken will then be recorded under the date and in the         

      row selected.

ENTERING LEAVE TIME FOR A WEEK OR A LEAVE PERIOD

If you take the same number of hours off for the same leave type each day during a week or pay period, you can fill out your leave report just once by copying those hours through to the end of the leave period.

1. Click the Enter Hours link under the date worked, and in the row for the Leave Code (examples:   Vacation, Sick, Personal).
2. Enter the number of hours taken in the Hours box provided.

3. Click the Copy button.

4. Click in the "Copy from date displayed to end of the leave period" checkbox or check each individual check box that applies.
5. If your workweek includes Saturday or Sunday, click those       
checkboxes, too.

6. Click the Copy button.

7. Look for the verification message that says the hours were successfully copied.

8. Click the Leave Report button.
The hours have now been copied for all days in the pay period. 
CORRECTING YOUR HOURS ON YOUR LEAVE REPORT
Changing hours you've entered for a particular day is no problem, as long as you haven't submitted the timesheet for approval.

1. Click the Hours link for the date that needs to be changed.

2. In the Hours box type the correct hours you worked.
3. Click the Save button.

CORRECTING THE LEAVE CODE ON YOUR LEAVE REPORT
1.    Click the link for the hours that have been entered into the 
       incorrect Leave Code.

2.    Delete the hours in the HOURS box.

3.    Click the Save button.

4.    Click the link under the correct Leave Code.

5.    Type in the correct hours in the Hours box.
6.    Click the Save button.

7.    Your hours will then appear under the correct Leave Code.
LEAVING A COMMENT ON YOUR TIMESHEET
Sometimes there are special circumstances you'll want to share regarding your Leave Report. You can leave a comment on your Leave Report that will be seen by your supervisor and Human Resources.
1. Click the Comments button at the bottom of the Leave Report        

      page.

2. In the Comments box, type your message.

3. Click the Save button.

4. Click the Previous Menu button to return to your Leave Report. Note: Comments on your Leave Report are only visible to you in Preview mode. 

PRINTING YOUR LEAVE REPORT
1. Click the Preview button at the bottom of your Leave Report. Note: If the Leave Report is too big to be seen all at once, you can make the text size on your screen smaller by clicking "View" and "Text Size" from your Explorer browser menu.
2. Click File from the browser menu.

3. Click Page Setup and select “landscape” for paper layout.

4. Click the OK button to save your paper layout setting.

5. Click the OK button to print your Leave Report.
6. Back in the Leave Report Preview window, click the Previous    
      Menu Button.
SUBMITTING YOUR LEAVE REPORT
When your Leave Report is ready to submit for approval, it's important for you to preview it first. Check your hours to make sure the days, numbers, and Leave Codes are all correct. Then, submit as follows:

1.   Click the Submit for Approval button at the bottom of your

Leave Report.

LEAVE REPORT RETURNED FOR CORRECTION
1.   Individuals who have submitted a Leave Report with errors will 
      receive an e-mail notifying them their Leave Report was returned  

      for correction.

2.   To correct the errors, the individual should re-open her/his Leave  

      Report and make corrections as previously outlined.  

3.   After the corrections have been made, the revised Leave Report    

      should be saved and re-submitted.
Supervisors 

	
	


Supervisors of administrative staff will be notified of the time reported by their administrative staff via PRISM as it is approved for the updating of leave balances by Human Resources.  An e-mail message will be received by the supervisor advising him/her that a leave report has been made.  The supervisor must review the time report as indicated below to discontinue receiving the e-mail message.
ACCESSING THE LEAVE REPORT SUMMARY

1. Type http://inb.saintmarys.edu:444/ into your web browser.

2. Click on the Enter Secure Area line.

3. In the User lD box, type your Banner ID.

4. In the PIN box, type in your personal identification number (PIN).

5. Click the Login button.

6. Click the Employee tab.

7. Click the Leave Report link on the left side of the window.

8. Under  My Choice, verify that the dot for Approve or  

       Acknowledge Time is selected.

Note:  If you’re acting on behalf of another Approver, select the appropriate choice from the Act as Proxy dropdown box.

9. Click the Select button.

10. From the Leave Period dropdown box, select the appropriate     

      leave period.

11. Select the Sort Order type of your choice.

12. Click the Select button.

REVIEWING A LEAVE REPORT
1. On the Department Summary page, click the employee’s name in      

      the Name and Position column.
2. Review the submitted Leave Report in detail.  Be sure to scroll
      down to view all information.

3. Click the Acknowledge button at the bottom of the screen.
4. Click the Previous Menu button.
5. Exit PRISM.
6. If there is an error on the Leave Report, Human Resources must

      be contacted to make a correction.

DESIGNATING A PROXY
A proxy is a person who can act as an Approver if  the supervisor is not available.  
1. On the Timesheet/Leave Request/Proxy page, in the Selection 
      Criteria area, click the Proxy Set Up link.
2. From the Name dropdown box, click the name of the person you 

      want designated as a proxy.
Note:  Any current PRISM user can be a Leave Report approver proxy.

3. Click the checkbox under Add.
4. Click the Save button.
5. Click the Time Reporting Selection link to return to the     

      Timesheet/Leave Request/Proxy page.
