
 
 
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  

                   
                    

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

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
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For most reports, please select: 

• Payroll Year 
• Payroll Number (Pay Period) 
• Payroll ID 
• 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. 

 

 
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 pay period. 
 

mailto:hrservicecenter@vt.edu
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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 
recording hours in the right position and are clocking in and out appropriately. This report displays each employee’s Time-In and Time-Out 
for each shift, along with the total hours worked for that shift by day. 

 

 
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. 

 

 

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

 

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

https://filer.es.cloud.vt.edu/webreport/submit
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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. Date Range Daily Hours: This report helps departments 
retrieve the hours worked by a wage employee (by 
entering the employee’s VT ID#) or by all wage employees 
within an organization (by entering the organization code) 
during a specified time frame (by entering a begin and end 
date). Currently, only one Org can be input at a time if the 
Organization Code option is selected. Select the Run 
Dashboard button in the lower-left corner after entering 
the information. 
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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. 

• 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 
 

• Youcan filter the records by Organization Code on the right-hand side of the report. 
• Please Note: youwill need to export the report to sort by columndata. 

Exporting Reports 
1. To export 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). 
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*IMPORTANT* These reports contain sensitive PII data and once downloaded, must be password protected. 

To password protect: 

1. Open the Excel file you want toprotect 
2. Go to the File tab in the top-left corner 
3. Select "Info" from the menu 
4. Select "Protect Workbook" 
5. Choose "Encrypt with Password" 
6. Enter a password in the dialog box that appears and select "OK" 
7. Re-enter the password to confirm and select "OK" again 
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