
Navigate to deltastate.edu 

Click myDSU 

 

Click Login 

 



 

Log in to DSU Online Services using your DSU credentials  

 

 

 

 

 

 

 

 

 



Click the 4 square tiles  

Click Banner 

 

 

 

 

Click Employee Information 

 



Click Enter Time  

 

Select the appropriate pay period.  

 

Select the date.  

 

 

 

 



To enter time you worked on the selected day, select the hours worked earn code from the drop-down 
menu.  

 

Enter the number of hours worked on the selected day.  

 

 

 

 

 

 

 

 

 

 



Select Save when all hours for that day have been entered.  

 

You will see the message “Timesheet data successfully saved” to confirm your time for that day was 
saved.  

 

 

 

 

 

 

 



To enter leave time taken, select the day on which you are taking leave.  

 

From the drop-down menu, select the type of leave you are taking. If you are taking all day, enter the 
total working hours for that day.  

 

If you are only taking leave for part of the day, enter the number of hours you are taking. Then select 
add earn code to enter additional time taken or worked.  

 



For hours worked, select the appropriate code and enter the time worked.  

 

When all time for the day is entered select save.  

 

 

 

 

 

 

 



You will see the message “Timesheet data successfully saved” to confirm your time for that day was 
saved.  

 

To copy leave or time worked across multiple days, enter the leave or time worked for one day. Select 
the copy icon.  

 

 

 

 

 

 

 

 

 



A copy time entry popup box will appear. Select from the calendar all days which have the same number 
hours of time worked or leave taken.  

 

Select all days to that you want this number of hours or time taken to be applied to.  

 

 

 

 

 

 

 



After selecting all days, you want this copied to, select save.  

 

 

To enter holiday leave, select the day on which the holiday falls.   

 

 

 

 

 

 

 



Select the earn code Holiday Leave-Staff 

 

Enter the number of hours of Holiday Leave for that day. Please note this should be the total number of 
hours you would be regularly scheduled on that date to work.  

Click Save 

 

 

 

 

 

 

 



A notification will appear showing that it was successfully saved.  

When all time has been entered for that month. Click Preview 

 

 

Review your time to ensure that each day's hours worked or leave taken are accurate, and that the total 
time each day matches your regularly scheduled hours.

 

 

 

 

 

 



At the bottom under summary, please check to make sure your total hours for each week total to 40 
hours.  

 

Once you’ve reviewed your time and make sure its accurate, click the box beside “I certify that time 
entered represents a true and accurate record of my time. I am responsible for any changes made using 
my ID.”  

 

 

 

 

 



Click Submit 

 

If your something on your time sheet needs correction, your supervisor can return it with comments.  
You will be able to see those comments at the bottom of your timesheet preview.  

 

 

 

 

 

 

 



You can make any corrections and return it for resubmission.  

You will see the notification that your time sheet has been successfully submitted.  

 

Once submitted you will see your timesheet is pending.  

 

 

 

 

 

 




