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Select LEAVE REPORT

We want great things for you.
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Full Time Dental Faculty
Leave Reporting Instructions

How do | report time?
Select JOB (My Choice)
Select Current PAY PERIOD

Select LEAVE REPORT

We want great things for you.

Personal Information Student JEURIIETTY

Search SITEMAP HELP EXIT

Leave Report Selection

Title and Department My Choice Leave Report Period and Status

Associate Professor, FD9921-00 @ Jan 01, 2010 to Jan 15, 2010 Mot Started (v
Restorative Dentistry, 0614

Leave Report
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Enter hours taken under appropriate EARNINGS CODE
SAVE each entry
Select NEXT to access remainder of pay period

Add COMMENTS when applicable

Time and Leave Reporting
&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Leave Report

Title and Number: Associate Professor -- FD9921-00
Department and Number: Restorative Dentistry -- 0614
Leave Report Period: Jan 01, 2010 to Jan 15, 2010
Submit By Date: Mar 01, 2010 by 05:00 P.M.
Earning: Paid Time Off
Date: Jan 01, 2010
Hours: g
Earning Total Total Friday Saturday sSunday Monday Tuesday Wednesday Thursday
Hours Units  Jan 01, 2010 Jan 02, 2010 Jan 03, 2010 Jan 04, 2010 Jan 05, 2010 Jan 06, 2010 Jan 07, 2010
Paid Time Off 32 8 Enter Hours Enter Hours 8 8 8 Enter Hours
Total Hours: 32 8 0 0 8 8 8 0
Total Units: 4] 4] 4] o] o] o] 0 0
Position Selection | [__Comments | Preview | [ submit for Approval | [ Restart | [Next]

Submitted for Approval By:
Approved By:
Waiting for Approval From:




Full Time Dental Faculty
Leave Reporting Instructions
Use COPY button to autofill other dates

Personal Information 'Student JEETIIET=Y

Search

HELP EXIT

Copy

&R Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If you select the same date you are copying from, your hours will be deleted. When
you select Copy, the Hours or Units and the Account Distribution is also copied.

Leave Code: Paid Time Off, Shift 1
Date and leave time to copy: Jan 01, 2010, 8 Hours
Copy from date displayed to end of the leave period: ]
Include Saturdays: 0
Include Sundays: ]
Copy by date:
Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Jan 01, 2010 Jan 02, 2010 Jan 03, 2010 Jan 04, 2010 Jan 05, 2010 Jan 06, 2010 Jan 07, 2010
[} ] ] O
Friday Saturday Sunday Monday Tuesday Wednesday Thursday
Jan 08, 2010 Jan 09, 2010 Jan 10, 2010 Jan 11, 2010 Jan 12, 2010 Jan 13, 2010 Jan 14, 2010
O m} m} O O [} [}
Friday
Jan 15, 2010
]

Leave Report
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I’'m Finished, what now?

PREVIEW for accuracy

We want great things for you.
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Search
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Summary of Reported Time

&R Set your printer layout to Landscape before printing.

- Restorative Dentistry, 0614
Associate Professor, FD9921-00

Leave Report
Earning Total Total Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday,

Code Hours Units Jan01, Jan02, Jan03, Jan04, Jan05, Jan 06, Jan 07, Jan 08, Jana09, Jan10, Jan11l, Jan12, Jan13, Jan 14, Jan 15,
2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010

Paid Time 32 8 8 8 8

Off

Total 32 8 8 8 8

Hours:

Total 1}

Units:

Previous Menu




Full Time Dental Faculty
Leave Reporting Instructions
Select FILE/PRINT from top menu bar (select landscape preference)

Select PREVIOUS MENU when done

{2 Summary of Reported Time - Windows Internet Explorer,
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&R Set your printer layout to Landscape before printing.

Restorative Dentistry, 0614
Associate Professor, FD9921-00

Leave Report

Earning Total Total Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday,

Code Hours Units Jan 01, JanO02, Jan 03, Jan04, Jan05, Jan 06, Jan 07, Jan 08, Jan 09, Jan10, Jan1l, Jan12, Jan13, Jan 14, Jan 15,
2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010 2010

Paid Time 32 8 g 8 8

Off

Total 32 3 & 8 8

Hours:

Total o

Units:

Previous Menu

Select SUBMIT FOR APPROVAL

Time and Leave Reporting
&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the period.

Leave Report

Title and Number: Associate Professor -- FD9921-00
Department and Number: Restorative Dentistry -- 0614
Leave Report Period: Jan 01, 2010 to Jan 15, 2010
Submit By Date: Mar 01, 2010 by 05:00 P.M.
Earning: Paid Time Off

Date: Jan 01, 2010

Hours: g

Total Total Friday Saturday sSunday Monday Tuesday Wednesday Thursday
Hours Units  Jan 01, 2010 Jan 02, 2010 Jan 03, 2010 Jan 04, 2010 Jan 05, 2010 Jan 06, 2010 Jan 07, 2010
Paid Time Off 32 8 Enter Hours Enter Hours 8 8 8 Enter Hours
Total Hours: 32 8 0 0 8 8 8 0
Total Units: a a a 0 0 0 0 0
Position Selection | [ Comments | [ Preview | [ Submit for Approval | [ Restart

Submitted for Approval By:
Approved By:
iting for Approval From:




Full Time Dental Faculty
Leave Reporting Instructions
CERTIFY by entering your pin

Select SUBMIT

Personal Information 'Student JETTIFET=y

Search SITE MAP  HELP  EXIT

Certification

&R 1 certify that the time entered represents a true and accurate record of my time. 1 am responsible for any changes made using my ID and PIN.

Enter your PIN and select Submit if you agree with the previous statement. Otherwise, select Exit and your time transaction will not be submitted for approval. You will be redirected to the User Logout
web page.

PIN:
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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.



