Guide On How To Review the Available Sick Leave Balance In The myTime Electronic
Leave and Time Reporting System ws/7/2016)

1. There are two ways to see the “Sick Leave Detail” information: on Daily Time Entry screen or by clicking “Summary/Assignment/Sick”
button.
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Employee Name
Job/Position#  STU SVCS ASSISTANT
Hours Type  Reqular

Date  09/02/2015 - Wednesday
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Pay Period Information Save Changes Submit For Manager Approval

Depariment Name: 3 - Accounting/Fisc Serv (Supervisor/Coordinator: Cristina Hamblet) Payroll Type: Regular (Student Worker) Fizcal Year: July 2015 - June 2016

Pay Period: 16: 02/16/2016 - 02/29/2016

Status: MNew By User: Hamblet_Cristina Transaction Date:  03/07/2016
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2. When click on “Summary/Assignment/Sick”, the report will show as following. Then you will see the hyperlink for “Sick Leave Detail”



‘ Timesheet Preview

Department: -- Supenisor/Coordinator.

Payroll.  Reguiar ( Employee Group: Temp Bi-Monthly )

PayPeriod:  5:09/01/2015- 09/1572015 ( FYR: 1516 -~ New - By - On 09/09/2015 )
Period Period Period Period Cumulative  Cumulative
Name 0 Job# Rate Allocation RT Hours OTHours Sick Hours Total Hours Hours Used Amount FYRAssignments  Sick Leave Detail
1-STUSVCS ASSISTANT  $20.20 - - 0 0 - 328 $6,625.60 FYRAssignments  Sick Legve Detail
1-8TU SVCS ASSISTANT  $20.20 . - 0 0 - 168 $3,393.60 EYR Assignments  Sick Leave Detall

Grand Period Totals - - - . . 0 0 a 5 > A .
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3. Onthe “Daily Time Entry” screen, click the button “Sick Leave Detail” to show the “Sick Leave Detail” report

4. The following is the “Sick Leave Detail” report:

Fiscal Year Sick Leave Information

Banked Eligible Date
Employee ID Employee Name Figcal Year Sick Hourz to Take Sick Hours
2015 10 0aMarzo1s






