
Directions for approving 

Comp Time Earned 

Find the Banner 9 task on my.uca.edu 

 

 

 

Login using your network ID and Password 

 

 

 



Directions for approving in Banner 

Comp Time Earned 

Go to PHADSUM 

Make sure Transaction Status: is Pending –Click  “Go” 

 

Check the number of hours in the bottom section.  

If correct, click on the Approve or Acknowledge box for each time sheet, click Tools and Apply All Actions.   

 If the number of hours are incorrect, click the Return for Correction box, click Tools and Apply All Actions.  

Then go back to PHATIME to correct the time sheet.  

 

 

A green pop up box should appear in the top right corner saying that it was successfully saved.  


