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Banner Time Entry (BTE) — Department Reporting Guide

MicroStrategy Self-Service Reports

Required Department Action:

All departments should print, review and sign off on the Departmental Wage Reconciliation Report (PZRTED) and the Salary Changes Report
(PZRSACHG). For wage employees, the PZRTED report will show the hours recorded in Banner Time Entry (BTE) and the hours loaded into
PHAHOUR and paid on the resulting payroll. Any differences between the hours columns should be noted and documentation should be included
for explanation. Please refer to Procedure 23820: Timekeeping System for additional information related to Banner Time Entry.

Accessing BTE MicroStrategy Reports

1. Go to MicroStrategy Report
Banner Time Entry

BANNER TIME ENTRY SYSTEM

BTE MICROSTRATEGY
PAYROLL REPORTS

BTE MICROSTRATEGY

DEPARTMENT REPORTING
Implementation Overview SUIDE

2. Navigate to Shared Reports, then Payroll, and then Departmental Payroll Reporting Menu

Departmental Payroll Reporting Menu

|PaymHVear 2025 v | |PaymH Number: | 1 .| |PaymHID WA ,|

Time Entry

Reconcile Hours
Daily Hours
Timesheet Detail
Timesheet Not Started
Missed Punch

Currently Clocked In


https://www.controller.vt.edu/payroll/23820.html
https://microstrategy.es.cloud.vt.edu/MicroStrategy/servlet/mstrWeb?Server=BI-PROD-APP-ESX.DB.VT.EDU&Project=Production&Port=0&evt=2048001&src=mstrWeb.2048001&documentID=A31B27ED4C617E7BA80725B19C5BFE6E&currentViewMedia=1&visMode=0

For most reports, please select:

e Payroll Year

e Payroll Number (Pay Period)

e Payroll ID

e Choose the report you need under the time entry column

If you do not have MicroStrategy access, please contact:
hrservicecenter@vt.edu

Which BTE report should you run?

Before the Employee Submission Deadline — Monitor Time Entry Using the Following Reports

1. Timesheet Not Started - Approvers, proxies, and superusers can use this report to remind employees who have not yet started their
timesheets before submission deadlines. This report lists employees in your area who have not started their timesheets, along with their
approvers’ information.

Payroll Pay Payroll Employee Employee Employee Last Organization Job Description Senior Senior Management Job Job Job Effective Approver Approver Last
Year Number D D First Name Name Code Management Description Position Suffix Date D Name
Code
2026 5 WA T Davis 000400 Student - Beef Ctr. S0 Agriculture & Life 010009 00 116/2026 Stolarz
Sciences
2026 5 WA P Chaiprasertsiti 000100 Department Assistant 501 Agriculture & Life 05863W 00 1/25/2026 s Davis
Sciences

2. Currently Clocked In — Use this report as an attendance snapshot to see who is actively working at the time the report is run. This report
shows employees in your area who are currently clocked in and have not yet clocked out during the selected payperiod.

o N0 Chapter 1 : Page 1 L J o= %
Payroll Pay Payroll Employee Employee First Employee Last Organization Job Description Senior Management Senior Management Job Job Approver Approver Last
Year Number D ) Name Name Code Code Description In Date Position Suffix D Name
2026 WA ] a P Chaiprasertsiti 000100 Department Assistant 50 Agriculture & Life Sciences 0751 12192025 05863W 00 b Davis
2026 Wik 1 9 R Barbeau 044200 05P Support Specialist (Contracts) 545 Vice President for Research 1120 1201812025 11556W 00 ) Gannon
2026 WA 1 9 D Willgruber 024108 Interiibrary Loan Assistant s Dean of Libraries 0852 025246 00 8 Ogier
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3. Daily Hours — Use this report to review employee hours and clock in and out by shift to verify that your employees are appropriately

for each shift, along with the total hours worked for that shift by day.

Payroll
V]
WA

WA

WA

Pay
Number

Employee ID
Number

Employee Last
Name
Chaiprasertsiti

Chaiprasertsiti

Chaiprasertsiti

Timesheet Entry
Date

1201/2025

121/2025

12/2/2025

Eam

Code

REG

REG

REG

Time

0800

0757

Time
Out

1217

1538

1215

423

307

43
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Time Sheet
Hours

Time Worked

Leave

i}

0

0

Job
Rate
267

2676

2676

Position

05863W

05863wW

058630

Job Description Organization

Code
Department Assistant 000100
Department Assistant 000100
Department Assistant 000100

Organization
Description

Agricuitural & Applied
Economics

Agricuitural & Applied
Economics

Agricuftural & Applied
Economics

recording hours in the right position and are clocking in and out appropriately. This report displays each employee’s Time-In and Time-Out

Y M z X
Senior Management Senior Management
Code Description
501 Agriculture & Life
Sciences.

Agriculture & Life

4. Missed Punch - This report identifies employees in your area who have missed punches on their timesheets. Run this report at the end of
each pay period to identify employees who have missed punches during that period and remind them to add their clock-out times so that
they can submit their timesheets.

Payroll Year

2025

2085

2025

¢ B
Pay Number Payroll ID Employee D Employee First Name
WA 4 a C
WA u d K Reilly
WA 2 9 R Pastor

Adams-Silinsky

Employee Last Name

Organization Code

038702

007300

038702
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Job Description

Undergrad Teaching Assist.

MDA

Research Assist. - Procon-MRS

505

Senior Management Code

Senior Management Description Job Position

College of Engineering 1000 1211012025 100240
College of Business 12/9/2025 il
College of Engineering 1325 12721205 100240

Before the Timesheet Approval Deadline— Verify Hours by Position Using the Following Reports

A | £ % K
JobSuffix  Approver ID Approver Last Name
o 904551131 Darr
0 905403663 Wertalik
0o 905721307 Afsar

1. Timesheet Detail — This report is best for auditing submitted time. It provides the detailed BTE timesheet data for employees in your area
during a specific pay period.
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Payroll
Year

2026

2026

Payroll
D

WA

Pay
Number

Senior
Management
Code

543

543

Senior
Management
Description

Vice President
for Sdent
Affairs

Vice President
for Student
Affairs

Organization
Code

083015

083015

Organization
Description

Dining Serv

D2

Dining Serv-

D2

Employee
1D Number

Employee
Last Name

Cochrane

Cochrane

Position

023020

023020

Suffix

05

05

Job
Description

Service
Leader

Service
Leader

Time
Entry
Date

20260202

20260202

Earn Shift Rate Hours Time Time System Comment System Comment
Code In Qut In In Out Out

REG 18 287 1131 1423 131 1423

Regular

Pay

REG- 18 46 0625 101 0625 1101

Regular

Pay



2. Work Study Fund Balance — check to make sure the employee has enough hours left to fund the timesheet by logging into the Legacy Web
Reports: https://filer.es.cloud.vt.edu/webreport/submit . You will need to log in with your PID and Oracle password. This report will show

the hours available since the last processed payroll.

o Verification Financial Aid Balances Fin. Aid Bal. Pay Rate Hours Avail.
Folder Navigation
Folder's Report Definitions 52 008.22 $18.00 111.82
[=1 [[] Warehouse D Financial Aid Balances [
[=I[] Finance D Time Card Entry Verfication B

o S 1|Enter Organization Code(s) (e.g. 044400)||e44000
[=1 (1] Finance {Virginia Tech) D Wage Verification R

[1(2] Departmental Reports ‘
[ [C] Human Resources
(1] Departmental Reports
O [0 Latest Submissions
2|Select Sort Orde ORGN v
O[] Directory i \—I ‘
[ Leave Reports

=0 Payroll . Deferred Execution Distribution Save Parameters
1] Latest Submissions

[1[Z] Test versions
=143 Verification | Submit || Submit Interactive || Cancel |
[ [C] Latest Submissions

3. Tips for reviewing prior to approval
e Check start and end dates for each position
e Make sure hours are clocked on correct position
e Student wage jobs need to be checked for enrollment
e Check Work Study balances
e Check for missed punches
e Check for excessive hours (20+)
e Check for odd earn codes
e Review for times mismatched to schedule
e Check for anomalies via vs last pay
e Check pay rates
e Monitor 20-hour limit for FN employees
e Make sure employees are taking the appropriate meal breaks — required after 6 hours of work
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https://filer.es.cloud.vt.edu/webreport/submit

After the Timesheet Approvals Deadline — Use the Following Reports for Reconciliation Purposes

1. Reconcile Hours: This report helps departments compare the BTE timesheet hours with PHAHOUR timecard hours. Use this report to check

the status of employee timesheets. Departmental superusers can use it to ensure that all timesheets are submitted and approved by the
approval deadline.

2 Chapter 1 : Page 1 T > Y X
Y FLTER X
Payroll Payroll Pay Employee Employee Last Pasition Suffix Earn Organization Qrganization Senior Senior Status Approver Appraver Approver Approver Approver Time Time
Year ID Number 1D Number Name Code Code Description Management Management Assigned ID Assigned Last Assigned Actual ID Actual Last Sheet Card Chapter 1
Code Description Name Position Name Hours Hours
2025 WA 24 9 Chaiprasertsiti 05863W 00 REG 000100 Agricultural & Applied 501 Agriculture & Completed 9 Davis 114147 9 Davis 819 819 v Organization Gode (... ¢
Economics Life Sciences
2025 WA 24 9 Friz 026234 00 REG 024105 Data Services 51 Dean of Completed %€ Long 15293F 9 Long 4517 4517
Libraries (All)
2025 WA 24 g Barbeau 11556W 00 REG 044200 Sponsored Programs 545 Vice President Completed a Gannan 10730F 9 Gannon 63.02 63.02 000100
far Dacasrrh
2. Date Range Daily Hours: This report helps departments T o || e Bt GEmet
. & summary of your selections Enter a Date.
retrieve the hours worked by a wage employee (by 1 Begin Date (Required) ||:|- |
2 End Date (Required)
. ’ ———
entering the employee’s VT ID#) or by all wage employees 3 Orriaton Code o e (e
mployee 1D
. . . . . . . Enter = Date.
within an organization (by entering the organization code) e

[ — ]

during a specified time frame (by entering a begin and end
date). Currently, only one Org can be input at a time if the I ———
Organization Code option is selected. Select the Run
Dashboard button in the lower-left corner after entering e
the information.

3. Organization Code

Report Message Name: | Date Range Daily Hours

Run Dashboard Cancel
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After Wage payroll has posted

What documentation to keep — All PZRTED reports should be reviewed and signed. Please use appropriate documentation for back up for
any differences such as emails regarding hours worked that were not recorded in BTE or BTE timesheets that were not approved before the

deadline.

e Work Study Fund Balance Report — Run again so that you know who is coming to the end of their Work Study (WS) funding for the next

payroll period.
Other tips for using MicroStrategy Payroll Reports

Filtering Reports

e YoucanfiltertherecordsbyOrganization Code ontheright-handside of the report.

e Please Note:youwill need to exportthereporttosort by columndata.

Payroll Fayro Py Employes Emplayes Last Pasition  Suffix Eam Organization

vea  m Number  Mumber  Name Coce  Cooe Deseripticn sy e B Al el e AmaD sl e
Exporting Reports
1. Toexport the report, select the three dots in the top right of the column heading.
2. Choose your desired format for download (e.g., PDF, Excel, CSV).
Payrail Payrall Pay Empioyee Employes Last Poeition Suffic Eam Organizatson Ovganization Sensar Senior Status Approver Approver Approwver Approver Approver Lt
Year ] Numbser 1D Number Name Code Code Description Management Managermsent hssigrved ID Assigred Last Aasigred Actual ID Actual Lase Chapter 1
Code Description Name Pasition Hame
""" Ac -'-é_ cuture & Excel
g & PDF
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*IMPORTANT?* These reports contain sensitive PIl data and once downloaded, must be password protected.

To password protect:

1. Open the Excel file you want toprotect

Go to the File tab in the top-leftcorner

Select "Info" from the menu

Select "Protect Workbook"

Choose "Encrypt with Password"

Enter a password in the dialog box that appears and select "OK"
Re-enter the password to confirm and select "OK" again

NoubkwnN
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