
Employee: 
1. Begin by filling out: 
       A) Name 
       B)  Banner ID 
2. Enter the pay date 
3. Date the fields on the time card 
4. Fill in the type of hours worked for each day: 
 i)   Regular hours (REG) 
 ii)  Annual Leave (AL) 
 iv) Comp Time Used (CTU) 
 v)  Comp Time Earned (CTE) 
 vi) Holiday (HOL) 
 vii) Overtime (OT) 
 viii) other: Personal (PER) 
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