
   
 

   
 

 

Banner 9 Time Sheet User Guide 

To enter a Time Sheet in Banner 9, start by going to the Colorado College website and click 
“Sign Into CC” at the upper right: 

 

Next, click the Banner (SSB) button: 

 

After logging in, go to the Employee tab and click on Employee Dashboard: 

 

From the Employee Dashboard, click Enter Time Sheet in the My Activities section on the right-

hand side of the dashboard: 
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Then click Start Time Sheet to start a new time sheet. Note that, if you have multiple jobs, you’ll 

see multiple time sheets listed. Be sure to choose the right one: 

 

If this is a time-in/time-out type of time sheet, select a day in the calendar and then enter the 

time you started work and the time you finished.  
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You can enter an additional time range by clicking Add Time Type. 

Note that clicking the clock icon in the Start Time or End Time box will bring up a time selector. 

You can use your mouse scroll wheel to select an hour, minute, and AM/PM, but it’s usually 

easier to use the up and down arrow keys on your keyboard: 

 

If your time sheet is based on the number of hours per day, the process is similar, except you’ll 

just enter the number of hours worked on the selected day: 
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After saving time-in/time-out or hours for one day, you can edit or delete those hours by 

clicking the corresponding icon: 

 

You can also copy hours to the end of the pay period. For example, if you worked 8 hours and 

want to enter the same number of hours every day for the remainder of the pay period, click 

the copy button. On clicking Save, the hours will copy forward to the end of the pay period, 

highlighted in gold: 

 

When you’re done entering hours, click Review & Submit. If everything looks correct on the 

following report, add a comment if needed, check the certification box at the bottom, and click 

Submit: 

 

If you have submitted a time sheet and it hasn’t been reviewed by your supervisor, you can edit 

by clicking on the Pending type report: 

Edit Delete 

Copy 
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… and then clicking Recall Time Sheet: 

 

Your time sheet will be re-opened and you can edit it. Be sure to Review & Submit the report 

when you are done. 
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