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Start Here! 

Enter Self Service through TITAN CONNECT 

 

Select the EMPLOYEE Tab 

 

Select LEAVE REPORT 
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How do I report time? 

Select JOB (My Choice) 

Select Current PAY PERIOD 

Select LEAVE REPORT 

 

Enter hours taken under appropriate EARNINGS CODE 

SAVE each entry 

Select NEXT to access remainder of pay period 

Add COMMENTS when applicable 
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Use COPY button to autofill other dates 

 

 

 

I’m Finished, what now? 

PREVIEW for accuracy 
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Select FILE/PRINT from top menu bar (select landscape preference) 

Select PREVIOUS MENU when done

 

Select SUBMIT FOR APPROVAL 
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CERTIFY by entering  your pin 

Select SUBMIT 

 

 

NOTE:   Dental Faculty can enter hours taken one month in advance, and three months after the pay 

period has occurred. Once you enter your time and it is approved, your leave balances are updated.  If 

you enter time in advance and it is not taken, you will need to contact Payroll to correct your leave 

balance.   


