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Introduction: Welcome to Web Time Entry — Leave Balances

The Banner Human Resources System provides Electronic Approvals of Time Entry to support all
faculty and staff who are required to report time worked and/or exception time taken. The
following is a guide on how to access WebSTAR and how to view current leave balances.
Welcome to WebSTAR: Web Time Entry Viewing Leave Balance. This guide is designed to
provide you with information you need to successfully navigate in WebSTAR and view your
current leave balances.

In addition, the IVC WebSTAR system is a secure way for you to see your personal information.
By simply logging onto WebSTAR you and only you will have access to your information. From
anywhere in the world, at any time, you will be able to access your personal information.

1. How dollogin to get access to WebSTAR?

e Double click on your windows desktop Internet web browser: Internet Explorer or
Mozilla Firefox
e For Macs, use Safari or Mozilla Firefox web browser.

2. To Access WebSTAR from the Imperial Valley College home page: Go to
http://www.imperial.edu and click on the right hand side logo Student Portal.
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- Campus Map

3. What is my IVC ID and PIN? In the IVC ID (Identification) text box, type in your
G# for example: G00348500 or your social security number, and in the PIN (textbox)
type your six-digit birth date, mmddyy. For example, 090771 then click Agree and
Continue. All PINs are initially set to your six-digit birth date when you are hired. If you
forgot your PIN, click on the Forgot Your Pin link and follow the instructions to recover

your PIN.
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Recover your PIN

NOTICE: YOU ARE ATTEMPTING TO ACCESS INFORMATION THAT IS PROTECTED BY FEDERAL PRIVACY LAW.
DISCLOBURE TO UNAUTHORIZED PARTIES VIOLATES THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT
(FERPA). vOU SHOULD MNOT ATTEMPT TO PROCEED UNLESS YOU ARE SPECIFICALLY AUTHORIZED TO DO SO
AND ARE INFORMED ABOUT FERPA.

Recover PIN using Securiy Question | Recover PIN using Personal Information || Recover 1D Murber

Please enter in your MC ID or Social Security Number:

WCID

Retrieve Security Question

4. If you forget your PIN, how do | access my security question to help me remember my
PIN? Go to www.imperial.edu then click on Student Portal link on the right hand side,
then scroll down and in the middle click on link (Forgot your PIN?).

IMPERIAL VALLEY COLLEGE

student portal

Login Instruction

Statistics: (Total Users: 19485, Online Users: 13, Total Listings: 201)

e ip: | PIN: Agree and Continue Forgot Your PIN?

By signing onto this portal, you agree to abide by its Terms of Use and the Imperial Valley College Student Code of Conduct. Violations
could result in restriction of portal privileges and/or disciplinary action

5. How do | recover my PIN using my security guestion?
Click on the First tab labeled (Recover PIN using Security Question) In the IVC ID text
box: Type in your G# Sample: G00348500
then click Retrieve Security Question button
You will then type in the security answer, then press

Recover your PIN

y Frutove PIN using Becurty uestan | Recovr BN uting Beisonst mformatan | Becor 10 umbir
Recover PIN using Security Guestion Recaver PIM using Personal Information Recaover ID Mumber e IV 10 or Social
Please enter inyour I/C ID or Social Security Number: Ve \

MG D

Retrieve Security Question
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6. How do | recover my PIN using my personal information?
Click on the Second tab labeled (Recover PIN using Personal Information)
In the text boxes, type in your G# Sample: G00348500 Type Date|of Birth (YYYY-MM-
DD) and Last 4 digits of SS# then click on Recover Pin button.
The PIN will be displayed at the top highlighted in blue.

Recover your PIN
Recaver PIN using Security Question Recower PIN using Personal Infarmation Recaver ID Number

Please fill out the form below to recover your PIN:

IvC1D: | GO00348584

Date of Birth (format, yove-mw-00oy: - 1970-09-07

Your P is: 001100

Last 4 Digits of S5M: | BIE7

Recover PIN Recover your PIN

7. How do | recover my ID Number?

Click on the third tab labeled (Recover ID Number)
In the text boxes, type in your full social security number with no dashes, then type your Date
of Birth (YYYY-MM-DD) then click on Recover ID button.
The ID Number will be displayed at the top, highlighted in blue.

Recover your PIN
Recaover PIN using Security Question Recaver PIN using Personal Information Recaver ID Number

Please fill out the form below to recover your ID nurnber:

Full 8ocial Security Mumber (all numbers

with no dashes) Home

Date of Birth format: YY-MM-DD)

Your ID number is: G00348584

Recover your PIN
8. Click - WebSTAR button.
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10. How do | view my current leave balances in WebSTAR online?
Click - Time off Current Balances and History.

[ Time Sheet
D Request Tirme Off

@ Benefits and Deductions
Update or view your refirernent plans, Heatth insurance informiation, Flex spending accounts, miscellaneous deducions;

@ Pay Information
Wiew your Direct Deposit breakdown; Wiew your Earnings and Deductions History; Wiew your Pay Shubs.

@Tax Farms

Change W-4 irformation; Wiew your W-2 Form or T4 Forrn,
[ Curentand Past Jobs
[ Time Off Current Balances and History

11. Below is a list of leave times: Compensatory Time, Sick Leave Time, and Vacation
Time. To view the pay period breakdown for a particular type of leave, click on the
underlined type of leave (see sample below). Note: The leave balances shown below
are current as of June 15, 2010.

View Leave Balances

Qp Tao view the pay perod breakdown for 2 pardicular type of leave, click on the underlined type of leave

List of Leave Types

TYPE of Leave Hours or Days Available Beginning Balanee Earned as of Aug 09, 2010 Taken as of Aug 09, 2010 Available Balance as of Aug 09, 2010
Compensatory Time Hours 11.41 ] (] 11.41
Sick Leave Hours 287 50 00 00 347 50
Wacation Hours 260.00 00 00 260.00
RELEASE: 7.0




12. Note: If there is no activity by you in WebSTAR for 30 minutes, your web session will
timeout. See sample below.

. 30 minute inactivity caused web session timeout.

User ID: |Gooz43500

PIN:
Forgot PING

13. How do | exit out of WebSTAR? Click on Exit.

al Valley College - WebSTAR="""

Personal Information Student Services Faculty Services Employes Main Menu

Search ﬂ RETURN TO MENU SITE MAP HELP EXIT

14. Who do | contact for help?

Faculty:
For questions regarding the Web Time Entry - view leave balances, please contact Sheila
Dorsey-Freeman in Human Resources at ext. 6413 or sheila.freeman@imperial.edu

Staff:

For questions regarding the Web Time Entry - view leave balances, please contact
Martha P. Garcia in Human Resources at ext. 6208 or marthap.garcia@imperial.edu

For technical support regarding how to use and navigate in WebSTAR, please contact
Larry Valenzuela in the Technology Training Center at ext. 6189 or
larry.valenzuela@imperial.edu
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15. How do | access the technical support video to view my current leave balances in
WebSTAR online? The video is located in the Technology Training Center website: Go
to www.imperial.edu then click on Faculty and Staff link tab, then scroll down and on

the left hand side, click on the Technology Training Center link, then click on
Technical Support Videos, then click on the link that say’s “How do | view my current
leave balances in WebSTAR”? See sample below.

Technical Support Training Videos
2010-2011

1. Mew! - How do [ view my current leave balances in WebSTAR?

View Leave Balances

Liatof Leawe Trpes
TIPEefLeave  Heurs of Days Awailable Begimning Balance Eamed as of Aag 09, 2000 Taken as of Aug 05, 2010 Available Balance us of Acg 09, 2010
tmaeakon This Hows 141 w0 [ L]

RELEASE: 10

16. Where can | download the Web Time Entry - Leave Balances Handout in PDF format?
Go to www.imperial.edu, then click on Faculty and Staff link tab, then scroll down and
on the left hand side, click on the Technology Training Center link, and then click on
the link that say’s “Web Time Entry — Leave Balances Handout” or go to the Human
Resources website, by clicking on the Faculty and Staff link, then click on Human
Resources, then on the left hand side click on the link that says “Leave Balances
Handout”.
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