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Login Instructions: 
To	access	Banner	Self	Service	and	the	Employee	Dashboard:	

1. hMps://myhenderson.hsu.edu/ics	
2. AOer	logging	into	MyHenderson	
3. Select	“Resources	(Employee)”	
4. Select	“Banner	Employee	Self	Service.	“	

	

	

1. New	Banner	Users:	Follow	Duo	Instruc>ons	
2. Current	Banner	Users:	Click	“Send	Me	a	Push”	to	authen>cate	your	login.	
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Employee Dashboard 
There	are	several	op>ons	to	view	on	the	Dashboard.	

Leave Balances 
To	access	leave	balance	informa>on,	click	on	Employee	Menu	in	the	lower	right	corner	under	
My	Ac&vi&es.	

	

My	Profile	–	View	&	Edit	personal	
informa>on	such	as	address,	phone,	email,	
emergency	contact	informa>on.	
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Employment Information 

Earnings	–	view	Year	to	Date	amount.		
Taxes	–	view	Tax	filing	status;	consent	to	receive	2022	W-2	electronically			

	

Pay	Informa&on	–	view	latest	pay	stub.
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My Activities – Enter Leave Report 
Use	this	op>on	to	submit	hours	taken	for	vaca>on,	sick,	child	educa>on	release	>me,	etc.		

1. Click	Start	Leave	Report	

	

This	system	generated	message	appears:	

	

2. Select	the	appropriate	date	

	

3. Select	the	appropriate	Earn	code	

	

Under	My	Ac&vi&es,	click	“Enter	Leave	
Report”

My	Ac>vi>es	
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4. Enter	the	number	of	Hours	and	click	Save.	

	
This	system	generated	message	appears:	

	

To	View	Approver	–	Click	the	“Circle	with	an	i”	
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To	Add	Comment	–	Click	the	Message	icon	

	

Add	Addi&onal	Hours	
1. Select	the	Date(s),	Earn	Code,	and	enter	hours.	
2. Click	Save	

Edit	Dates	and	Hours	-	Click	the	Pencil	icon		 	

	

Copy	Dates	and	Hours	–	Click	the	Copy	buMon	 	

	

Delete	Hours	Saved	
To	the	right	of	the	hours	entered,	click	on	the	“Circle	with	the	Hyphen”	to	delete	hours	saved.	

	

	
Click	save.	
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Submit	Leave	Report	

1. Click	Preview	
2. Review	the	informa>on	
3. Enter	Comments	(op>onal)	
4. Click	Submit.	
5. This	system	generated	

message	appears:	

	

6. No&fy	your	approver.	ASU	is	
s>ll	working	on	auto	email	
no>fica>ons.	
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To Add Leave from a Previous Time Period 

Banner	will	only	allow	you	to	enter	leave	in	a	current	>me	period.	To	enter	leave	for	previous	
>me	periods,	please	choose	any	Saturday	or	Sunday	in	the	repor>ng	period.	

	
Enter	total	hours	from	previous	>me	periods	that	have	not	been	entered.	Click	save.	

Open	the	Comment	icon	and	enter	details	of	leave	you	have	entered	on	your	Saturday	date.	

	
Follow	previous	instruc>ons	to	submit	to	your	supervisor.	
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Supervisors - Approve Leave Reports 

1. Click	on	the	employee’s	record	to	view	the	details	

2. Click	Approve	or	Return	for	Correc&on	
3. When	returning	for	correc&on,	enter	the	appropriate	ac>on	the	employee	needs	to	take	

before	re-submigng.	

	

1. Under	My	Ac>vi>es,	click	Approve	
Leave	Report
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