My Leave for the Employee

« Going into your
calendar and setting up
preferences

e Adding time to your
calendar

e Submitting a Timesheet
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My Leave Tiles

 When you first go into the portal under “CU Resources Home” the
tile will look like this:

My Leave

O

 Once you are in HCM under “Employee Self Service” the tile looks
like this: [w i

&

| don’t know why.
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Setting Preferences as a First-Time User

 When first going into my.leave, you will be prompted to fill out your preference page:
welect Eman Nouncauons
Holiday Schedule: | ~|
Owvertime/CompTime Eligible: |C}vertime v| MylLeave Start Date:
Default Work Days and Hours
Weekly Schedule: | Standard Week (Full/Part Time) V|
Week Begin Day:
Message
Start setting your Preferences by selecting the Holiday Schedule (25101, 39)
After selecting the Holiday Schedule, select the Email Motifications button. There is no need to modify the default email settings unless you feel the need
Then continue with Start Date (check with yvour department payroll contact if unsure), Overtime/Compiime Eligible, Weekly Schedule & Week Begin Day.
Continue by selecting the work day box before entering scheduled hours. If you do not do this, your pay may be reported and processed incomacily.
Copy and paste this link into a new browser tab to reach A Siep by Step guide to assist you
hitp:/hannnw. cu_edu/hem-community/sbs-setting-your-preferences-my-leave
L OK
[ ]

Note: For those with a flex schedule, please go to the Step by Step guide referenced
in the message.

https://www.cu.edu/doc/hcmsbs-my-leave-basics-preferences-time-and-leavepdf-2

Unlver3|ty of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical C




Holiday Schedule: | Anschutz Medical Campus w |

Overtime/CompTime Eligible: | Overtime v| MyLeave Start Date: |01/01/2021

Default Work Days and Hours

Weekly Schedule: | Standard Week (Ful/Part Time v |
Week Begin Day:

ony WokDoy SIS STine Lunchou Lugen O Lanehin Lunin Endline Endrine iy

] 00 00 0o 0o 0o 0o 00 00 0.00
Monday [07 ~|[00 ~|[11 ~]|[30 ~]|[12 ~]|[00 ~|[15 ~]|[30 +~] 8.00
Tuesday (07 ~|[00 w|[11 ~]|[30 ~]|[12 ~]|[00 ~|[15 ~]|[30 +]| 8.00
Wednesday [07 ~|[00 ~|[11 ~]|[30 ~]|[12 ~]|[00 ~|[15 ~]|[30 +~] 8.00
Thursday (07 ~|[00 ~|[11 ~]|[30 ~]|[12 ~]|[00 ~|[15 ~]|[30 +] 8.00
Friday [07 ~|[00 ~]|[11 ~]|[30 ~]|[12 ~]|[00 ~|[15 ~]|[30 +]| 8.00
Saturday ] 00 0o 0o 0o 0o oy 0o 00 0.00
Email Preferences
CC All Emails To:
(Separate multiple email address with a semi-colon.)

MyLeave Email Triggers Ag Employee Ag Supervigor
Alter Event
Timesheet Cancel / Rebuild
Designate Change
Leave Approve [ Deny
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Entering All Time Worked — Non-Exempt Employees and Students

Non-exempt employees must enter and submit all days and hours worked in the pay period. This
includes regular hours worked and exception time. Examples of exception time include, vacation,

sick, funeral leave and jury duty.
The following is an example of a non-exempt employee monthly calendar.

G2 Appe rasd

WE Approsad
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Entering Exception Time — Exempt Employees

. Exempt employees only enter and submit exception time. Examples of exception time include, vacation, sick,
funeral leave and jury duty.

. After you submit a request for exception time, an email will be sent to your supervisor for approval. Vacation time
will need to be submitted for approval and cannot be marked as taken until approved.

. Sick time can be marked as taken or submitted for approval.
. The following is an example of an exempt employee calendar:

t
Bl el Dy
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Entering Time on Your Calendar

To enter hours as an hourly employee, extra hours as a salary employee, and to code all
leave usage, go directly into the day on the calendar.

 Double click on the day:

“From Date: 01042021 |5 “Time:[09 v|: [00 v]
*To Date: 01/04/2021 |5 *Time: [12 v ][00 v |

4 Include Lunch

Amount; 3.0000 Details
*Reporting To: 0 (Supervisor)
*Eamnings Code: | Student Hourly ]
*Status: { Mark as Worked v
Description:

4
SpeedType:

Save Delete Close

 When coding time worked, always enter regular hours. (“Student hourly” for
students and “Regular Earnings” for professionals). On the timesheet the system will
convert extra hours above 40 to either overtime or additional time.
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Entering Time on Your Calendar

For Non-Exempt (overtime eligible) salaried employees, filling in the weeks accurately on
the preference page allows you to auto-fill in your monthly calendar.

Default Work Days and Hours

Weekly Schedule: | Standard Week (Full/Part Time) "
Week Begin Day: | Sunday " |
Dy workDay SIS SELIDS LS LRSS oy nem e
| 00 0.00
Monday [07  ~ ][00 || w|[30 ~|[12 |00 w~|[15 ~]|[30 | 8.00
Tuesday [07  w~ ][00 || w|[30 ~|[12 ][00 w|[15 ~]|[30 | .00
Wednesday [07 ~ ][00 || w|[30 ~|[12 |00 ~|[15 ~]|]30 | 8.00
Thursday [07  ~ ][00 || w|[30 ~|[12 |00 | [15 ~]|]30 | 8.00
Friday [07 ~ ][00 || w|[30 ~|[12 |00 ~|[15 ~]|]30 | 8.00
Saturday ] 00 0.00
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Today is January 9, 2021 view My Calendar Add Time t VWeek Day

arnce Pricr Month Posted ASdjustments Usable Balance Mot Taken Taken Ending Balance

— Add/Edit Event

s S

*From Date: 0170142027 |[5H] ~Time: :[00 ~]

~To Date: 01/31/2021 |[5] ~Time: :

Include Lunch

~Reporting To: [ ~ob O G = L 0= ViS5 01

*Earnings chE.:| Regular Earnings Salary - |

= Status: { Mark as Worked ~ |

SpeedType:

L= TN Maolofto T lmoo
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Submitting a Timesheet at the End of the Pay Period

» Select Timesheet at the top of the calendar page.

le 53— Cale Calendar-Da Timesheel Department Emj ==

gntial Services Employea

Job: 0, Department: 60010
32020 OF by

ough 10/31/2020. Based on standard hours per week of 40

09/27/2020 through 10W03/2020

Week 1 Sun Mon Tue Wed Thu Fri Sat Sub Total Adjust Total
09/2T 0928 0929 08/30 1001 10502 10/03

Time In 03 30 11.00 08 30 o 03 30

Time Out 11.20 1220 12.30 12.20 12.20

Time In 12 00 132 00 132 00 132 .00

Time Out 16 00 17 00 17 00 1 oo

Tirme In

Time Out

Time In

Time Out

Regular Earnings Salary [n] 3 4.5 =1 a2 [n] 31.0 -
(s] 1 (s] o -5
o] 2 o o 2.5
o] a a8 o 400 16.0

1 2020 through 1041

Week 2 Sun Tue Fri Sat Sub Total Adjust Total
10/04 10/06 10,09 10/10

Time In 11.00

Time 1220 20

Time In 12.00 1 1200

Tirm 1 oo 1 1 1700

Tirm

Tim

Regular Earni

“Wacation

Sick Leave

Total o




Submitting a Timesheet at the End of the Pay Period

» At the bottom of the timesheet, a summary of the hours for the pay period is listed along with the
hours that will be submitted to HCM for pay. All hours should be reviewed carefully to make sure
they are correct. If you see a DK1 (or dock) listed, your pay will be docked for the number of

hours listed.
Non-exempt salary employee:
[¥] 2= |
o ]
TETAL . K
pEe s
Hourly employee:
Totals
Send To HRMS Earn Code Description Hours Rate Total
STH Student Hourly 40.0 40,000
TOTAL: 40.0 A0.000
Speed Types
Speed Type Send To HRMS Eamn Code  Description Hours Rate Total
] STH Student Hourly 40 40.000
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Submitting a Timesheet at the End of the Pay Period

2. Once you agree with what is reported on your timesheet, select the certification checkbox.

¥ 1 agree with the above Certification amd Cvertime Eligibilty stalements

Submit

3. Click Submit to submit your timesheet for review and approval by your supervisor.

If you have errors on the timesheet before it is approved, you can select the option to cancel and rebuild.
This would allow you to make changes, recertify and submit.

If errors are discovered after a timesheet is posted, but before payroll department users may deny the
timesheet, employees may then make changes and resubmit.

“*Note to Supervisors: My.Leave is a tool to get information to CU Employee Reported Time. Once a timesheet is loaded, and
before payroll has begun, changes can be made directly to CU Employee Reported Time.

“*Note to PPLs: Exempt Staff: It is department discretion they want their exempt staff to submit a timesheet. In the section on
uploading time from my.leave to CU Employee Time, there is a step that allows for Exempt timesheets to be auto-created,
bringing in all exception time that has been approved on the calendar.

https://www.cu.edu/doc/hcmsbs-my-leave-basics-preferences-time-and-leavepdf-2
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Updating Preferences after First Login

* If you have previously logged into My Leave and defined preferences, My
Leave displays the Calendar-Month page when you open it. To update your
settings, click Preferences. DO NOT bother changing the effective date.

Calendar-Month Calendar-Weaek Calendar-Day Timashesat
I "] [Job 0, USX(M)}-OT Exemgt | | Preferances Today is July 19, 2018 i Week Day
Balances Act/Proj Eegin Date Previous Eamings Begin Balance Prior Month Posted Adjustments Usable Balance Not Taken Taken Ending Balance

0 1 12 14
15 16 17 18 | Today ﬂ
2 23 2 Iy
29 1
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Questions?

How Timesheets Can Ease Your Pain

a w
’f’* 1

1\\\\\_\ -
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My.Leave for Approvers

WHAT DO YOU

YOU FORGOT YOUR
TIMESHEET?
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Reviewing Employee Time Worked and Timesheets
using the My.Leave Calendar

As a department user, you have an additional tab labelled Department
Employees. This tab lets you review the calendar and timesheets of
employees in your department. To review an employee’s time worked:

Calendar-Month Calendar-Week Calendar-Day Timesheet I Department Employees

~ Job 0, USX(M)-OT Exempt ~ Preferences

1. Select the Department Employees tab.

2. Type the employee ID of the employee.

3. Click Search.

4. Select View Calendar. From this tab you can review the employee’s time
worked by the calendar month or week.
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Reviewing a Timesheet

From the Calendar view, select Timesheet. The system displays the most
current timesheet. If you want to review multiple timesheets select the down
arrow from the Pay Period Ending drop-down and select the time period you
want to view.

Calendar-Month Calendar-Week Calendar-Day Timesheet Department Employees

C VI G RSU T LT 07/01/18 - 07/31/18 leave to be reported for 08/31/18 Job 0, UOT-OT Elig -~ Essential Services Employee:

06/01/18 - 06/30/18 leave to be reported for 07/31/18 Job 0, Posted
05/01/18 - 05/31/18 leave to be reported for 06/30/18 Job 0, Posted
04/01/18 - 04/30/18 leave to be reported for 05/31/18 Job 0, Posted
03/01/18 - 03/31/18 leave to be reported for 04/30/18 Job 0, Posted
02/01/18 - 02/28/18 leave to be reported for 0:3/31/18 Job 0, Posted
01/01/18 - 01/31/18 leave to be reported for 02/28/18 Job 0, Posted
07/01/2018 throd 12/01/17 - 12/31/17 leave to be reported for 01/31/18 Job 0, Posted
11/01/17 - 11/30/17 leave to be reported for 12/31/17 Job 0, Posted

Tacy Harris (236473
Posted (Approved

P018. Based on standard hours per week of 40

Week 1 10/01117 - 1031117 leave to be reported for 11/30/17 Job 0, Posted Fri Sat Sub Total | Adjust Total
09/01/17 - 09/30/17 leave to be reported for 10/31/17 Job 0, Posted 07/06 07/07
- 08/01M17 - 08/31/17 leave to be reported for 09/30/17 Job 0, Posted
Time In 07/01/17 - 07/31/17 leave to be reported for 08/31/17 Job 0, Posted
Time Out 06/01/17 - 06/30/17 leave to be reported for 07/31/17 Job 0, Posted
05/01M17 - 05/31/17 leave to be reported for 06/30/17 Job 0, Posted
Time In 04/01/17 - 04/30/17 leave to be reported for 05/31/17 Job 0, Posted
Time Out 03/01M17 - 03/31/17 leave to be reported for 04/30/17 Job 0, Posted

02/01M17 - 02/28/17 leave to be reported for 0:3/31/17 Job 0, Posted
Vacation Leave 01/0117 - 01/31/17 leave to be reported for 02/28/17 Job 0, Posted 8 0 320 0 320

) 12/01/16 - 12/31/16 leave to be reported for 01/31/17 Job 0, Posted
Holiday 11/01/16 - 11/30/16 leave to be reported for 12/31/16 Job 0, Posted
Total 10/01/16 - 10/31/16 leave to be reported for 11/30/16 Job 0, Posted -] 0 400 0 40.0
09/01/16 - 09/30/16 leave to be reported for 10/31/16 Job 0, Posted

NOINAAE NRMAMAE laswua #n ho ranarctad fae NOMANVAR lak N Dactad
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My Leave displays a week-by-week detailed listing of
hours worked. If an employee works overtime or
additional time straight, the system calculates the time
and totals by week.

0811972018 through 08/25/2018

Week 4 Sun Mon Tue Wed Thu Fri Sat SubTotal |Adjust Total
0814 08120 0a/21 08122 08123 |08/ 08125

Timeln 08.15 08.15 03.00 0745  |08.00

Time Dut 12.15 12.00 12.00 12.00 12.15

Timeln 13.00 12.30 12.30 12.30 13.00

Time Dut 17.00 17.00 17.15 17.30 17.00

Regular Eamings Salary 0 8 8.25 875 9.25 8.25 0 4250 -2.50 40.00

Overtime 0 0 0 0 0 0 0 0 2.50 2.50

Total 0 ] 8.25 8.75 0.35 8.25 0 42.50 0.00 42,50

Weekly Adjustments

Applied -2.50 hours to Reqular Earnings Salary (RGS), and 2.50 hours to Qvertime (OTM)
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The bottom of the timesheet summarizes the hours. Time being
sent to CU Time is indicated with a Y in the ‘Send to HRMS’
column.

A SpeedType may be added to the hours by selecting the Edit
button.

._ 1ais

TOTAL:
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Essential Services Employees

Essential Services Employees are defined in the Non-Person Profile under Additional Duties. Vacation and
sick hours add to the work hours in the week for these employees, and overtime is paid when the sum of all
hours is over 40 for the standard week. The Essential Services check box will be selected in My Leave on the
Timesheet view. In the CU HCM User WorkCenter, there is a query for all Essential Services Designees.

Timesheet View — My Leave

Calendar-Mont Calendar-Wee Calendar-Da Timesheet | Depariment Employees

*Pay Period Er'L'in:l'f:': 01118 - 02/28/18 leave 1o be reported for 03/31/18 Job 0, COT-OT Elig F Essential Services Employee:

Non Person Profile — Essential Services Employee

Profile Type CU_US_TEMF
*Profile Stafus | Actye
"Description |HUAC T
Short Description PM Tr
& print = comments Profile Actions | [Select Action] £
4| E t £ lificat Additional Infermatson
ki v k Types Fersanall -1
i Q T Eva
T Background Ch |
R I Chig |
L. e i I B
diticnal Job Requ T t Par Fir itk
dlitic n ! : r
il S Degignation I1
g New Additional Jot
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Approving Time and Leave Requests

While you can approve time and assign proxies through the portal (CU Resources Home> Manager), this guide
describes how to perform these tasks through HCM.

. To access pending approvals,

. 1. From the portal, click the HCM tile.

. 2. Click the Notifications icon located at the top of the page.

Fay CU Resources Personal Details Benefit Details

My Leave

University of Colorado
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Approving Time and Leave Requests

* The Notifications menu displays pending actions

A QP

Actions (3) Alerts View A

* Note: If a proxy has been assigned, only the proxy will receive the
timesheet and leave requests, not the supervisor. The proxy can access
approval requests through the Notifications icon in HCM.




Approving Time and Leave Requests

* To approve requests in My Leave:

1. Select the Leave Approval request or Timesheet Approval request you
would like to review, approve, or deny. Your Approval Inbox appears.

Approval Inbox
TransactionType: CULeaveApproval M
Use Saved Search: M
Empl ID begins with v 237241
Name peqgins with v
Earnings Code equal to v Q
Search Clear Advanced Search  Save Search Criteria Delete Saved Search  Personalize Search

« 2. To view all requests, click Search. You can also search for a specific
employee by entering the Empl ID before clicking Search.

University of Colorado
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3. Click an Empl ID of an employee whose timesheet or leave you want to review.

\pproval Inbox

s
1T imesheetApproval o

Transaction Type:

Use S5aved Search:

Empl ID heging with
Name begins with

Pay Period End Date eoual 1o o 3

Search Clear Advanced Search Save Search Critena Delete Saved Seanch Personalize Search

Nimesheet Details Personalize | Find | View All | 12 | [ First 1-4 of 4 Last

|
Select Flag Name Empl i  Empl Recond Pay Period End Date Start Datatime End Datetime Status

1 0R3172018 070118 12:.00AM O7I31HM8 12:00AM Requested

z 1 012017 2001016 12:00884 1213116 12:00AM Lequesied

* I 1 02282011 A0 7 12:008M 01531 7 12:00AM Requestd

4 I 083172018 07018 12:0048M 072118 12:00AM Requested

The timesheet displays.
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Once you have reviewed the timesheets, select the checkbox by the employee’s
name and then select Approve or Deny.

Approve Deny

Note: HCM sends email notifications to supervisors for the actions they can take in the system. You can select
which notifications you want to receive on the My Leave Preferences page. To access your My Leave
Preferences, click the Preferences button from your My Leave calendar. Refer to My Leave Basics:

Setting Preferences and Entering Time Step-by-Step Guide for more information.

MyLeave Email Triggers As Employes As Supervisc
Alter Event v
at Ca o
esignate Change o
aave A We any W W
pave R 1] o W
Preferences Change "l
W o
eshest Subm o o
Tirsamhaat & F— 7
esheet Appro e o e
Save & Retum Cloge
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Assigning a Proxy to Perform Your
Approvals

To assign a proxy:

1. From the portal, click the HCM tile.

2. Click the Employee Self Service drop-down and select Manager Self Service. The Manager Self
Service dashboard appears:

| v Manager Self Service I

Approvals Team Training Summary Assign A Proxy

.-
4
1"

3. Click the Assign a Proxy tile. The Proxy page appears.

4. If the proxy is being established for the first time, click the Add a New Value tab. You must know the
User ID of the proxy.

Assign Proxy User
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a Ne alue
[+ Search Criteria
User 1D | begins with + SHADOOODSS
Case Sensitive
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5. Select the lookup (magnifying glass) next to Alternate User ID.

Assign Proxy User Ciear sefup

User 1D
Description: Mang

Apply 1o all

Alternate User ID:

Effective Uate
From:

Apnpiv for all transactions
Effective Date To Appty tor all transactions

Proxy User Preferences Personaize | Find AL ™

ransackon Allermate User ascrmb v shie [Proxy

1]

6. Search for the employee who will be the proxy. e
Note: The User ID is different from an employee ID. If you are uncertain of the User ID of the employee
you want as the proxy, select contains from the Description drop-down list, type the proxy's last

name and press Enter. A selection list will display, and you can select the employee from the list.

Lok Lip Claar LanGE Basic If
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7. Click the person’'s name.

Lok Up Claar nancal | Dasic ook

8. Select the timeframe you want the proxy to perform approvals.

Blternate User ID SICADODDDE A Sicalides-Tuckar Nan
Eflective Date From: 11012015 |[H
Effective Date To: 1231202¢ # Apply for all ransactions

9. Click Apply for all transactions. The system updates the Proxy User Preferences with your selected
proxy and timeframes.

Proxy User Preferences E e 1B A g

10. Click Save.
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cu.edu/docs

HOME DOCUMENT LIBRARY

Document Library

HCM Community v

Search by Name or

ALL AB G D E F G H I J M N O P R 8 T UV W

DOCUMENT NAME TYPE

Managing Funding Suspense

Manually Entering Reported Time

Moving Expense Procedures and Resources Form

My Leave Basics: Setting Preferences and Entering Time

My Leave for HCM Community Members

My Leave for Supervisors

My Leave: Frequently Asked Questions

My Leave: Gonsiderations before Implementing

My Leave: Selecting Earnings Codes
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DEPARTMENT

HCM Community

HCM Community

Employee Services, HCM Community

HCM Gommunity

HCM Community

HCM Community

HCM Community

HCM Community

HCM Community




Questions?

_There S 110 crmng ins
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