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Login to ExpressLane 
 

From Lane’s home page, click on ExpressLane/Banner for Staff 

Click on ExpressLane Login. 
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Enter your L# and Personal Identification Number (PIN). 

Click on Login. 
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Click on Employee Services. 
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Click on Time and/or Leave Entry.  This will bring you to the Time Sheet or Leave Request Selection. 
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Click on Approve or Acknowledge Time 

Are you acting as Proxy for someone else?  If so, chose the individual you can act as proxy for.  If not, 

leave as Self. 

It is necessary to click on Act as Superuser if it is past the Web Approval deadline. 

Click on Select 
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Option Description 

Type of 

Records 

Field will default to Time Sheets. 

Year Field will default to current year. 

Pay ID Field will default to SM, Semi-Monthly 

Pay Number Click on the drop down box to chose the pay number for which you are processing. 

Department You will have this option if you chose Act as Superuser.  You may use the drop down 

box to limit the query to a timesheet org or leave it as All. 

 

Click on Select 
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This screen displays timesheets in the selected timesheet org and what their status is.  Click on the 

employee’s name to review their timesheet.  Review of individual timesheets must be done before 

department mass time approval. 
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If the timesheet is correct select Approve.  If the timesheet needs correction, select either Change 

Record and enter the corrections and select Approve OR select Return for Correction for the 

employee to make the corrections themselves.  Then to continue with the mass department timesheet 

approval process after individual timesheet approval, click on Previous Menu.
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If your department payroll approver has previously reviewed all of the timesheets in the timesheet org, 

proceed by clicking on Select All, Approve or FYI. 
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Transaction Status 

 
Timesheets must have a status of Not Started or Approved to be able to move through the payroll 

process. 

 

Status Description Correction Required? 

Not Started The timesheet has not been 

extracted (opened) by the 

employee 

Yes, if a contracted position 

In Progress The timesheet has been opened, 

but time has not been completed 

by the employee.  This type of 

time transaction has not been 

submitted for approval 

Yes 

Pending The timesheet has been 

submitted for approval.  It will 

remain as Pending until all 

approvers in the queue have 

completed their approvals. 

Yes 

Approved The timesheet has been approved 

by all approvers in the routing 

queue and is ready for 

processing by the Mass Time 

Entry Process 

No 

Completed The timesheet has been fully 

processed through the Mass 

Time Entry Process 

No 

Error The timesheet has either been 

submitted or approved with 

problems.   

If the timesheet is in error status 

because an employee has entered 

zero hours and then submitted 

for approval, no action is 

necessary. 

 

For all other error conditions, 

contact Payroll 

Return for Correction The timesheet has been returned 

to the employee for correction 

Yes 

Cancelled If this is clicked on during the 

payroll approval process, it tends 

to cause error problems and so 

should not be used.  If a 

timesheet needs to be deleted, 

the delete function should be 

used instead 

Contact Payroll if cancelled is 

accidently clicked on 

 


