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Approval Timeline

Time Entry Deadlines:

Employees (EE) should enter and submit all time entries by Noon on the Monday after the pay period ends.
Supervisors will review exceptions and approve all time by the end of the work day on the Tuesday after the pay period ends.

First Day of EE: Enter
Pay Period time and
submit for
. whole week if
Week 1 of Pay Period a0 el
completed.
b >
EE: Enter End of Pay
time and Period
submit for
whole week if
] not already
Week 2 of Pay Period completed.
>
First Day of EE: Deadline Supervisors
Next Pay - All review and
Period absences and approve time.

time must be
submitted by
noon for the
pay period.

5/22/2019 University of Wisconsin—-Madison 5
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Rounding Rules

- Remember...

1. Rounding is applied to each punch on the timesheet
2. Absences and Time should be reported in .25 hour increments
3. .10 should not be used

(HRS will override this value and round it to .25 hours)

4, When combined with absences, make sure both are reported in .25 hours.

Rounding

of Hours Hundredths 0.0 0.75

5/22/2019 University of Wisconsin—Madison 6
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2016 Bi-Weekly Pay Schedule

Biweekly Pay Schedule
University Staff (Classified) and Student Hourly

Final Calc and

Pay Period  Pay Run ID Pay Period Confirmation Pay Date
DecBzis  2015BW12B 121372015 - 12/26/2015 12/30/2015 Noon 01/07/2016
Jan A 2016BWO1A 1202772015 - 01/09%2016 01/13/2016 Noon 01/21/2016
Jan B 2016BW01B 011072016 - 01/23/2016 01/28/2016 Noon 02/04/2016
Feb A 2016BW02A 01/24/2016 - 02/06/2016 02/11/2016  Noon 02/18/2016
Feb B 2016BW02B 02/07/2016 - 022002016 02/25/2016 Noon 03/03/2016
Mar A 2016BWO3A 02/21/2016 - 03/05/2016 03/10/2016 Noon 031772016
Mar B 2016BW03B 03/06/2016 - 03/19/2016 03/22/2016  Moming 03/31/2016
Apr A 2016BW0D4A 032002016 - 04/02/2016 04/07/2016 Noon 04/14/2016
AprB 2016BW04B 04/03/2016 - 04/16/2016 04/21/2016  Noon 04/28/2016
AprC 2016BWO4C 04/17/2016 - 04/30/2016 05/05/2016 Noon 05/12/2016
May A 2016BW0ODA 03/01/2016 - 05/14/2016 05/18/2016 Noon 05/26/2016
May B 2016BW05B 05152016 - 05/28/2016 06/02/2016 Noon 06/09/2016
Jun A 2016BWOBA 05/29/2016 - 06/11/2016 06/16/2016  Moming 06/23/2016
Jun B 2016BW0GB 06/12/2016 - 06/25/2016 06/29/2016 Noon 07/07/2016
Jul A 2016BWOTA 06/26/2016 - 07/09/2016 07/14/2016  Noon 07/21/2016
Jul B 2016BWOTB 07/1v2016 - 07232016 07/28/2016 Noon 08/04/2016
Aug A 2016BWOBA 07/24/2016 - 08/06/2016 08/11/2016  Noon 08/18/2016
Aug B 2016BW0BB 08/07/2016 - 08/20/2016 08/25/2016 Noon 09/01/2016
Sep A 2016BW0O9A 08/21/2016 - 09/03/2016 05/08/2016 Noon 09/15/2016
Sep B 2016BW09B 09/04/2016 - 09/17/2016 09/22/2016 Noon 09/29/2016
Oct A 2016BW10A 09/18/2016 - 10/01/2016 10/06/2016 Noon 10/13/2016
OctB 2016BW10B 1000272016 - 10M152016 101192016  Noon 10/2772016
OctC 2016BW10C 10M16/2016 - 10/29/2016 11/03/2016  Noon 11/10/2016
MNov A 2016BW11A 1003002016 - 111272016 11/16/2016  Noon 11/23/:2016
Nov B 2016BW11B 1113/2016 - 11/26/2016 12/01/2016 Noon 12/08/2016
Dec A 2016BW12A 1112772016 - 121072016 12/15/2016  Noon 12/22/2016
Dec B 2016BW12B 121172016 - 122472016 12/29/2016 Moming 01/05/2017
Jan A 2017BWO1A 12/25/2016 - 01/07/2017 01/12/2017 Noon 01/19/2017

Payroll processing dates are subject to change. Changes will be communicated to institution payroll offices
and posted on the UW Service Center website: https://uwservice.wisconsin.edu/administration/payrollf

« https://uwservice.wisconsin.edu/docs/publications/pay-uncl-bw-calendars-2016-full.pdf

- https://uwservice.wisconsin.edu/docs/publications/pay-uncl-bw-calendars-2017-full.pdf

5/22/2019 University of Wisconsin—Madison 7
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2017 Bi-Weekly Pay Schedule

Biweekly Pay Schedule
University Staff, Academic Staff Hourly and Student Hourly

Final Calc and

Pay Period Pay Run ID Pay Period Confirmation Pay Date
Dec Bzms 2016BW12B 1211/2016 - 12/24/2016 12/25/2016  Moming 01/05/2017
Jan A 2017BWO1A 12/25/2016 - 01/07/2017 011272017 Moming 01192017
Jan B 2017BW01B 01/08/2017 - 01/21/2017 01/26/2017  Noon 02/02/2017
Feb A 2017BW02A 01/22/2017 - 02/04/2017 02/09/2017  Noon 02162017
FebB 2017BW02B 02/05/2017 - 02/18/2017 02/23/2017  Noon 03/02/2017
Mar A 2017BW0O3A 02/19/2017 - 03/04/2017 03/09/2017  Noon 03/16/2017
Mar B 2017BW03B 03/05/2017 - 03/18/2017 03/23/2017  Noon 03/30/2017
Apr A 2017BWO4A 03/19/2017 - 04/01/2017 04/06/2017  Noon 04/13/2017
AprB 2017BW04B 04/02/2017 - 04/15/2017 04/19/2017  Noon 4/272017
AprC 2017BWO4C 04/16/2017 - 04/28/2017 05/04/2017  Noon 05112017
May A 2017BW0OSA 04/30/2017 - 05/13/2017 05/17/2017  Noon 05/25/2017
May B 2017BW0SB 05/14/2017 - 058/27/2017 06/01/2017  Noon 06/08/2017
Jun A 2017BWO0OGA 05/28/2017 - 06/10/2017 06/15/2017  Noon 06/22/2017
Jun B 2017BW06B 06/11/2017 - 06/24/2017 06/28/2017  Noon 07/06/2017
Jul A 2017BWOTA 06/25/2017 - 07/08/2017 07/13/2017  Noon 07/20/2017
Jul B 2017BWO7B 07/09/2017 - 07/22/2017 07/27/2017  Noon 08/03/2017
Aug A 2017BW0OSA 07/23/2017 - 08/05/2017 08/10/2017 _ Noon 0817207
Aug B 2017BW0SB 08/06/2017 - 081572017 08/23/2017  Moming 08/31/2017
Sep A 2017BW0OSA 08/20/2017 - 09/02/2017 09/07/2017  Noon 09142017
SepB 2017BW09B 09/03/2017 - 09/16/2017 09/21/2017  Noon 09/28/2017
SepC 2017BW0SC 09/17/2017 - 09/30/2017 10/05/2017  Noon 101272017
Oct A 2017BW10A 10/01/2017 - 10/14/2017 10/18/2017 Noon 10/26/2017
OctB 2017BW10B 10/15/2017 - 10/28/2017 11/02/2017  Noon 11/09/2017
Nov A 2017BW11A 10/28/2017 - 11/11/2017 11/15/2017  Noon 11/22/2017
Nov B 2017BW11B MM22017 - 11252017 11/30/2017  Noon 12/07/2017
Dec A 2017BW12A 11/26/2017 - 12/08/2017 12/14/2017  Noon 1202172017
DecB 2017BW12B 121002017 - 12232017 12/28/2017 Moming 01/04/2018
Jan A 2018BWO1A 12/24/2017 - 01/06/2018 01/11/2018  MNoon 01/18/2018

Payroll processing dates are subject to change. Changes will be communicated to institution payroll offices
and posted on the UW Service Center website: https://uwservice.wisconsin.edu/administration/payroll/

https://uwservice.wisconsin.edu/docs/publications/pay-uncl-bw-calendars-2016-full. pdf

https://uwservice.wisconsin.edu/docs/publications/pay-uncl-bw-calendars-2017-full. pdf

5/22/2019 University of Wisconsin—Madison 8
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Absences
Entry and Approval Process

e Log on to My UW Portal A
e View Leave Balances
Ul o Enter and Submit Request )
e Approves A
‘ ‘ * Denies
upervisor
Views Request * Pushes Back )
N
e System sends Approved Absence to your timesheet
y,

5/22/2019 University of Wisconsin—Madison 9
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Accessing eTIME - ESS

1. LOg intO the My UW Portal at Emad Schedufing Assistant Time and Absence
https://my.wisc.edu using
~ - ®

e e

Payroll Information

your NetID and password

11 £t

Leaming and Talent

Fomsonal Infoor
wrsonal Infoomaton Devaopment

Cournae Services

o

2.Click on the Time and Absence link (/)

Tetemdng  Ovading Moy

T ] " 0Ty (R Pt

Time and Absence Leam@UW Beraft intormaten Manager Time and Approval LW System Career

Oppochunities

Anreis lasetes Carciiment e O v
10 Sy left to mecstt
Apore —

porowe Tane hoprses Assare

0

My Bookmarks

Add K home

Launch full app

5/22/2019 University of Wisconsin—Madison 10
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Viewing Leave Balances

® Time and Ab

OpborG =
3. Next click on the Leave
Balance link. NOTE: These
balances are as of the last
OII Calc Eatcal” m oow lubelid s “Banked Lirve " Tumtces so unafficiing by thes nese chings
ke Al
Leave Balances
Lenve balantss are 8550 avaiable on your curent Eamengs Statement
Entitlement « Balance
ALRA Balance poo
Legal Hol Remaning Bal 48 00
Persoral Hobday Balnca 000
Skk Leave Balance (uncls) 14500
VN Allocated Ramanang Bal 600
Vacahon Aviviable Balance 1482

Vacabon Camyover Balance

Uncazstod Lnave Fopoat Undassifod Sunmer SessionSonscy Laave Ropont

*You can also view Absence History on this screen by click on Absence.

5/22/2019 University of Wisconsin—Madison 11
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Entering an Absence

Search Myuw

@ Time and Absence Options +
Help
4. Click on
Enter ; ) )
"Sabbatical” is now labeded 23 "Banked Leave " Balances are unaffected by this name change

)
Enter Absence

Absence ve Balances Tene Entry Leave Repors

Previous 1 2 K} 4 Next

U UNIVERSITY OF
oW WISCONSIN SYSTEM

w
This service reguires you o authenticate with your local crganis

LY uw pigital ID

5. You will be asked to choose your
local organization.

Select your organization from the list below

*If you have other HRS access you s -2 il il N g
may be required to enter your One- RS SH T
T|me PaSSWOI’d. L, L One Time Faswword! LONNe

5/22/2019 University of Wisconsin—Madison 12
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Entering an Absence

6. Enter Absence Start Date Request Absence

IS SPECIALIST CONF

nter Start Date and Absence Name. Then complete the rest of the required fields
efge submitting or save for later your request.

7. Leave Filter by Type to “All”

Absence Deinil

8. Select Absence Name from

. [02r2812012 53 View Monthly Schedul
drop-down menu. After selecting el e - iew Monthly Schedule
an Absence Name, more fields ‘; er by Type: 4
will appear for you to fill out. Mabsence Name:

*Start Date:

| Select Absence Name  ~|

Comments

. Requestor Comments: | ﬂ&‘—/
(See following page for commonly =
used Absence Names)  Required Fiekd
GoTo: View Absence Request History

View Absence Balances

Job List

5/22/2019 University of Wisconsin—Madison 13
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Commonly Used Leave

Here is the drop down menu for you to

Request Absence
select your leave type.

The circled leave is the most common. HR ASST ADV
Enter Start Date and Absence Name. Then complete the rest of the required fields
Be VERY careful to select the correct before submitting or save for later your request

leave type.

*Start Date: 08/01/2013 3 View Monthly Schadule

Filter by Type: All -

*Absence Name: i.'acahon (CLS) -
| Jury Duty (CLS)

Conments —— (ISVALMCERNS
Insert a new screenshot Leave wio Pay Non Dedutt

Requestor Comments Lv wio Pay Craft Non Ded (CL - ¥
Mil Lv 30 Day Paid (CLS) 5
,uwuaom;umm@(cu
* Required Field ({Personal Holiday (CLS) 7
. LR F_’mtessmnal De,glopmenttc
GoTo:  ViewAbse Sabbatical (CLS) |

\
. Vacation (CLS) {,‘
|Work Comp WRS Accumulate

S«cl- Leave (CLS)

5/22/2019 University of Wisconsin—Madison 14
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***IMPORTANT TO
FOLLOW THESE STEP

Entering an Absence

Request Absence

9. End Date: required Field

HR ASST ADV
Enter Start Date and Absence Name. Then complete the rest of the required fields

10. Absence Name: Choose type of lea before submitting or save for later your request

Start Date: 032612012 |31 View Monthiy Schedule
End Datoe: (0312612012 [3%

11. Reason: field is not used

Filter by Type: [ An v

7

12. Entry Type: Should be hours per da

*Absence Name: I'Vacam;n- (CLS) ~| Current Balance: 224.25 Hours**
Reason: [Setect Absence Reason |
” Entry Type [Hours Per Day -] Balance for leave will populate
13. Hours Per Day” Enter the number of based on type of leave, this will not
hours used per day B Hours Por Day [4.00 update until it is processed.
Duration: |4.60-7 Hours !

Calcutate End Date or Duration !

14. Calculate End Date or Duration: Click /’

button (this will auto-populate the Duration
Hours f|e|d Requestor Comments: ’ _j‘\.'f

* Required Fleld
15. Submit: Click submit (thlS will send the **Disclaimer: The current balance does not refiact absences that | Comments can be
request to your supervisor for approval Stisfoclater L5, Submit | added prior submitting

GoTo: View Absence Regques! History

View Absence Balances

5/22/2019 University of Wisconsin—Madison 15
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Entering an Absence

Request Details

T T TeTara——

16. Once you have
HR ASST ADV
Sme|tted, you W|” see a View Request Status and Approval Details
confirmation page. Click OK oty
button.
Start Date: 08/15/2012
Submit Confirmation End Date: 081512012
Absence Name: Personal Holiday (CLS) Current Balance: 23.00 Hours**
‘/ The Absence Request was successfully submitted.
Reason:
Partial Days: Hours Per Day
All Days Hours: 7.25
Duration: 7.25 Hours
Status: Submitted

Request History
Status Name Date Comments

Your supervisor will either approve,
deny, or push back the absence 1 Submitted 08M3/2012
request.

Approval using TL Security

= Absence Management:Pending
Approval using TL Security

Pending
@ Multiple Approvers

UW Absence by TL Security

5/22/2019 University of Wisconsin—Madison 16
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Absence Request — Timesheet View

Absence
Request will o _

Populate Time From: Schedule Information
a p pea ron yO ur Reported Hours:  20.00Hours  Scheduled Hours:  80.00 Hours
timesheet as
soon as you
submit it.

View By: Time Period = Date:  10/06/2013 [5] (£ Refresh | == Previous Time Period Mext Time Period ==

Mon Tue Wed Thu Fri Sat sun Mon Tue Thu Fri Sat
10/7 10/2 10/9 10M0 10M1 10M2 10M3 10M4 10M5 10M7 10M8 10M9 Total Time Reporting Code Taskgroup

900 900 900 900 400 9.00 9.00 9.00 § 5 67.00 + UW_DEFAUL

: i 500 5.00 ~ UW_DEFAUL
00 i :7"8'00 Vacation - VACTN UW_DEFAULT

(i ] Reported Time Status - click to hide

Date Status Total Time Reporting Code fltr::ed Comments

10/07/2013 Submitted 9.00 9.00 (>

10/08/2013 Submitted 9.00 9.00 Q

10/09/2013 Submitted 9.00 9.00 (>

10/10/2013 Submitted 9.00 9.00 Q

10M11/2013 Submitted 4.00 40002

101442013 Submitted 9.00 9.00 Q

10M15/2013 Submitted 9.00 9.00 (>

10/16/2013 Submitted 9.00 9.00 Q

10/17/12012 & Approved or Needs Approval : 8.00 VACTN 9.00 (2

1011812013 \SUbmitted 5.00 400 2

The status will show either
Approved or Needs Approval.

5/22/2019 University of Wisconsin—Madison 17
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Timesheet Entry

Accessing eTIME - ESS

Schoeduling Assistart Time and Absence Payroll Information

1. Log into the My UW Portal at
https://my.wisc.edu using

your NetlID and password

= i O

Leaming and Talent

Forsonal Infooy
vrsonal infooration Dervmboprnant

Wtoon) 9.
2.Click on the Time and Absence link e 0 0

Time and Absence Lean@UW Benaft informaton Manager Time and Approval UW System Career

Oppochunities

Anvessi lasetets Carciiment e O
10 Says laft to mmeslt

porowe Tane hoprses Assare

@ - .\ B v o s gy
marks

Add K home

Launch full app

5/22/2019 University of Wisconsin—Madison 18
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Timesheet Entries

@ MyUW Search MyUW Q ‘

® Time and Absence e

Help

"Sabbatical” is now labeled as "Banked Leave." Balances are unaffected by this name change.

Enter Absence

Absence Leave Balances Time Entry Leave Reports

3. Click on the Timesheet button

Note: After clicking on the Timesheet link,
a second Log On may be necessary your
NetlD and Password.

HRS Access: Depending on your role and
HRS security you may need enter in a One
Time Password.

5/22/2019 University of Wisconsin—Madison 19
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Reporting Time

View By: R Date: [10V30/2016 W £ Refresh I << Pravious Day Next Day >> I
Time Penod E
Populate | Week ule Information

“Reported Hours: 000 Hours  Scheduled Hours: 0.00 Hours

Sunday 10/30/2016
Sun

10730 !Tobl ITimeRepomngCode Task Profile 1D ‘RuleElemenl‘l {Ruleﬁmnenﬂ 1

_ [ v | UW_DEFAULTQY Q Q Q [= [+

If you start reporting time in the middle of a pay period, the first time that you go to report your
hours you will need to change the view by from WEEK to DAY. It will then allow you to enter in
the hours for each day. You will need to enter in hours this way for 12/116 - 12/3/16.

Enter the hours into the Day field. To go to other days, use the Next Day and Previous Day
buttons.

5/22/2019 University of Wisconsin—Madison 20
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Reporting Time

This is an example of an Elapsed Exception timesheet. Employee who use this timesheet enter total
hours worked each day.

oCIin::l-:fmrIns’[rl.u:tin::nns
View By: |Time Period j Date: |DSI25I2EI‘IE 21 % Refresh | == Previous Time Period Mext Time Period
Populate Time From: Schedule Information

Reported Hours:  0.00 Hours Scheduled Hours:  20.00 Hours Mext Employee ==

From Sunday 03252012 to Saturday 04/0712012

1'( Timesheet ) |[F=k
sun Mon Tue Wed Thu Fri Sat sun KMaon Tue Wed Thu

Fri sat

3125 3126 3127 328 3/29 330 3/31 41 42 43 44 45 A6 47  Total
| 800 800 [go0 |eo00 (800 | | 200 [soo [eoo |soo 800 |
5/22/2019

University of Wisconsin—Madison 21
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Entering and Submitting Time Worked

Timesheet Sign Out ]
Employee ID:

JobTitle:  UW HUMAN RESOURCES MG Employee Record Number. 0

(5] Timesheet will default

to current pay period

ViewBy: Time Period ~ Date: — 08/12/2012 [31 |2 Refresh
Populate Time From: Schedule Information

<< Previous Time Period Next Time Period ==

| Reported Hours:  0.00 Hours | Scheduled Hours: 80.00 Hours << Previous Emplovee Next Employee ==

4. Enter in the total hours worked
From Sunday 08/12/2012 to Saturday 08/25/2012 each day rounded to the nearest
{ Timesheet \ =) quarter hour.
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
812 813 814 815 816 817 818 819 8120 8121 8122 8123 8124 8i25 Total iime Reporting Code
800 800 800 800 8.00 8.00 8.00 8.00 800 800 v
Submit

After you click the SUBMIT button, the Reported Hours will change from zero to number of hours submitted. Your supervisor is not
able to approve your submitted hours immediately. The hours must run through a Time Administration process first.

If you need to make changes to your time sheet, you can access your timesheet and make the corrections if your supervisor has not
approved your time. If they have approved your time you will need to contact your Department/Division HR Office.

5/22/2019 University of Wisconsin—Madison 22
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Supplemental Information

Different Scenarios:
* Overtime
* Comp Time (Accrued vs. Comp Time Paid)
» Reporting Floating Holiday
» Legal Holidays

Troubleshooting:

* Modifying a Pushed Back Absence

5/22/2019 University of Wisconsin—Madison 23
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Overtime

From Sunday 10/30/2016 to Saturday 11/12/2016

Tlmanot f"""n

EE

.00 8.00 2.00

Tue
EEEMM- coortg coc

200 | 800 (300 |so0 800 [s.00

9.00

When an employee reports more than 40 hours worked, they will automatically receive overtime

for the time over 40 hours. There is no need to do anything to notate this.

Check with your Department/Division HR Office to determine if you are eligible for OT.

5/22/2019 University of Wisconsin—Madison 24
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Compensatory Time

Accruing

[ js00 | Boo soo [so0 | |2 B0 |Bco [soo soo [so0 v||uow_pEFALOS, |

L LMW | 11.0 | | | [(W_DEFALLICY |

1. Add a row — scroll all the way to the right and click on the + sign.
2. Enter the number of hours on the day that you are accruing Comp Look Up Rule Element 1
Time for.

Search by: [Rue Element 1 V| baging winh
Note: If you are eligible for Comp Time, Comp Time does not start being

earned until more than 40 hours are worked in a work week. . i
LookUp | Cancel | asvances Lookus

Search Results

1. Click on the magnifying glass next to Rule Element 1 and choose
Compensatory Time for Overtime.

2. Once all of the hours worked and Comp Time are entered click
submit.

5/22/2019 University of Wisconsin—Madison 25
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\

Using Floating Holiday or Comp Time

From Sunday 1016/2016 to Saturday 10¢25/2016

[ mecheot I luall

Sun Mom |Tue |Wed |[Thu Fri tat Sum Mon
10018 | 10M7 (1042 T8 (1020 | 10¢2% |fQU22 10023 124 Total

[ js00 |Boo oo [soo [so0 [

Time Reporting Code

[ oo oo |[so B0 |60 | PO DEFALOIC | aQf Q [
| \' [ W W 0 [ | i [ 2.0 | I v [ DEFALLI | 2| X y =] [+
1. Addarow —scroll all the way to the _-

. . . ime Reporting Code Guantity

right and click on the + sign. i |

ACAHW - ACA Worked Mon-Paid Hours

. . . ALTWE - Alternate Wark Week-Reg Hours
2. Click on the dropdown in the Time CB200 - Call Back 2 Hour Minimurm
. CTFML - Comp Time for FMLA
Reporting Code column and choose CTPAY - Comp Time Payout
. CTUSE - Comp Time Taken
the appropriate code. EXDCT - Extend End Date-Comp Time

EXDLH - Extend End Dt-Legal Haoliday
FLHOL - Floating Holiday
HOLWE - Holiday Worked

INCLP - Incl t Weath ith
3. Once all of the hours worked and LHFUL - Legal Hollday for FHLA
Comp Time are entered click submit. REG00 - Rogtiat Hours

REGO0 - Regular Hours

SD225 - Standby (2.25 per hour)
TRMCT - Term Pay-Comp Time
TRMLH - Term Pay-Legal Haoliday

5/22/2019 University of Wisconsin—Madison 26
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EXAMPLE:

Monday, September 2 was Labor
Day. It appears the employee
did not work AND no leave was
used that day.

HRS has given you the legal
holiday based on your
percentage of appointment (this
employee is full-time so 8 hours
of legal holiday were used).

To verify how many hours HRS is
giving for a holiday, click on the
Summary of Hours link at the
bottom of the timesheet.

Note — Summary of Hours is
updated when Time Admin
process runs, NOT right after
you submit your time.

5/22/2019

* Legal Holidays are auto-
Le ga I H O I I d ayS generate for each State

paid legal holiday by HRS
JobTitle:  PRGASST SUP Employee Record Number. 0

9 V
View By: TimePeriod: Date:  08/25/2013 [5] |9 Refresh |

Populate Time From:

== Pravious Time Period Next Time Period ==

Schedule Information

Reported Hours:  72.00Hours  Scheduled Hours:  0.00 Hours

From Sunday 08/25/2013 to Saturday 09/07/2013

[ Timesheet |

Sun Mon Twue Wed Thu Fri Sat  Sun  Mon 3 3 Thu  Fri Sat
8125 8126 8127 8128 8129 BI30 &M N 912 I I 95 916 a7

Total

Time Reporting Code

Taskgroup

875 850 830 840 3425 » UW_DEFAUL @
575 600 800 800 21.75 Vacation - VACTN UW_DEFAULT
800 200 10.00 Sick Leave - SCKLV UW_DEFAULT

© Reported Time Status - clicktoview [ ORETE LY

First n 1-4 of 4 u Last
Hours

Personslize | Find | IEX | i
Short Description

[ [Timer

- — 1 LGHOL LegalHlday 3.000000
2 PSHOL Prs Holday 4.000000
3 REGDO Reg Hour 52.000000
4 VACTN Vacation 16.000000

Code

€) Summary of Hours

otal80 for Empl_Rcd: 20.000000
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Absence Request
Modifying a Pushed Back Request

Search Myuw

@ Time and Absence Options
4. Click on Help
Enter
ébsgnce "Saboatical” is now labeled 23 "Banked Leave " Balances are unafiectes by his name change
Enter Absence
Absence
Previous 1 2 3 4 Next
28
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Absence Request
Modifying a Pushed Back request

Request Absence

If an absence has been pushed back, the

HR ASST ADV Edit button will be modifiable.
Enter Start Date and Absence Name. Then complete the rest of the

before submitting or save for later your request. 6. Click on the Edit button for the

Absence Detail Absence Request History appropriate absence, make necessary

— 0811712012 ) | changes, and re-submit the absence.
Filter by Type: All v HR ASST ADV

Specify the date range of interest. To refrieve a complete history, leave From and
*Absence Name: SelectAbsence Name  ~ Through dates blank and click Refresh. Select the absence name link to view reque

details. Select edit button to modify or delete the request.

From: 08/19/2011 3y Through: 01/14/2013 [ _Ee_frgﬂ_J
Requestor Comments: -

Absence Request History Find | View All | i First U 1-10 o}
* Required Field Absence Name Status Start Date End Date Duration Requested By

Gote: e ko Bk Liiiay Pgissma' Holida¥  gupmitted 08152012 08/15/2012 7.25Hours  Employee

iew Absence Balances Vacation (CLS) Approved 08/03/2012 08/03/2012 Not Available Admin
=

Absence Request

i Vacation (CLS) Approved 08/01/2012 08/01/2012 Not Available Admin
istory

Vacation (CLS) Approved 07/31/2012 07/31/2012 Not Available Admin

5. Click on View Vacation (CLS) Approved 08/02/2012 08/02/2012 Not Available Admin ' |

Vacation (CLS) Approved 07/30/2012 07/30/2012 Not Available Admin

7. Submit Changes
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Reminder

After using My UW System Portal, be sure that you Sign Out using the link in the upper right and you
must close the browser if you are using a public computer to ensure that your personal data is kept
private.

O Time and Absente

Sign outi
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