Bi-Weekly Employee Self-Service Leave Entry
(for Hourly Temporary and Student Employees)

1.

In the UNC Asheville website, click Login using your University credentials (username and
password).
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2. Click the Employment Main Menu Dashboard link (need to create link).
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4. Referring to the Bi-Weekly Payroll Calendar | Student & Temporary Employees schedule, click the
first work date of the work period. Pay attention that you are entering the correct leave period.
In this example, the work period starts on 05/08/23 to 05/21/23:

11 5/8/23 - 5/21/23
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Click the begin date of the work period. (i.e. 05/08/2023)

5. A pop-up window will appear with all your active job assignments. In this example, this employee
has two active job assignments. Select the job you need to enter the time into. Click Start
Timesheet.

05/08/2023 X

Job: Chemistry Laboratory Preparation Assistant, CHM342-00, A, 244051, Chemi
stry

Pay Period: 05/08/2023 - 05/21/2023
Rate: $12.000000
\ Status: Not Started

Start Timesheet

Job: Chem TA I, CHM344-00, A, 244051, Chemistry
Pay Period: 05/08/2023 - 05/21/2023
Rate: $8.750000

Status: Not Started

Start Timesheet

When you successfully started your timesheet, this message will appear:

@ Timesheet successfully created
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6. Under the Earn Code dropdown menu, the Regular Student option will appear by default.

[Employee Dashboard Timeshee Chemistry Laboratory Preparation Assistant, CHM342-00, A, 244051, Chemistry, Rate: $12.000000
Chemistry Laboratory Preparation Assistant, CHM342:00, A, 244051, Chemistry, Rate: $12.000000

05/08/2023 - 05/2172023 | (i P Subrmit By 05/21/2023, 11:59 PM
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(@ £cd More Time

@ add More Time.

Start Times

- NN

The number of regular hours worked will be automatically calculated based on your start time and
end time entries.

@ Add Eam Code

£arn Code Start Time* End Time* Hours /

Regular Student v 08:00 AM Q| | 10:30 AM (<]

(@ Add More Time

Click Save. This message will appear: @ Timesheet data successfully saved.

7. Repeat step 4 until you completed the number of days worked.
Copying your time entries:

If you work the same number of hours on your schedule work dates, you may complete the entry
for each day, or you may copy the hours you entered by using the copy feature.

(® Add Earn Code /

Regular Student © 08:00 AM - 10:30 AM | 2.50 Hours Vd

(® Add More Time
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Select the Copy ]

icon. This message will appear:

Click each date you need to copy your hours to. Save.

Copy Time Entry

Regular Student : 2.50 Hours (05/08/2023, MONDAY)

Pay Period: 05/08/2023 - 05/21/2023
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After saving, this message will appear.

{ @ The entry has been successfully copied.

If you need to make any changes, click the date you need to make changes to.

Chemistry Laboratory Preparation Assistant, CHM342-00, A, 244051, Chemistry, Rate: $12.000000

05/08/2023-05/2172023 | 750 Hours (T

SUNDAY MOHNDAY TUESDAY WEDNESTAY THURSDAY

@ Ada cam cone

@ Add More Time

O Restart Time {9 Leave Balances
Progress Submit By 05/21/2023, 11:59 PM
SATURDAY
13

Click the Pencil # icon.

Make the changes in the Start Time and/or End Time. Set.

OR Add More time if you worked the same day. Save.

(® Add Earn Code

@ Add More Time

Earn Code Start Time* End Time*
Regular Student | 08:00 AM ®| | 1030 AM ©
jh:mm a © | hh:mm a

Bi-Weekly_Leave_Entry_FINAL.docx

4|Page



9. After completing your time entry in the work period, Preview to view the summary of time
worked.

Save Preview

A

Employee Dashboard « Timesheet « Chemistry Laboratory Preparation Assistant, CHM342-00, A, 244051, Chemistry, Rate: $12.000000

Preview
Timesheet Detail Summary
Chemistry Laboratory Preparation Assistant, CHM342-00, A, 244051, Chemistry , Rate: $12.000000 (=]
Pay Period: 05/08/2023 - 05/21/2023 | 16.00 Hours gress Submit By 05/21/2023, 11:59 PM
Time Entry Detail
Date £am Code shirt Total
250 Hours
3001
450 Hay
200
15
Time Information
Date €arn Cooe sife Hoursunits Time in system In Comment in Time out System Out Comment out
oB00 A 10:30 A
oB:30 aM 0
08:00 AM 19:30 AM

16:00 AN
10:00 A
08:30.am 00 AN
Summary
Earm Code Snife Week 1 Week2 | Week3 Total
5, Reguiar Stugent 1 000 600 500 Hours
Total Hours 10,00
Routing and Status
Name Action Date & Time
BW. Student! Originated 0519172023, 10:13 AM

Supervisor/Approver

If changes are needed, click Return, and follow Step 7 instructions.

If the summary does not need any changes, Submit the timesheet. This message will appear.

® Timesheet successfully submitted.

10. If needed, complete the time worked for your second job by selecting the next assignment.

05/08/2023 X

Job: Chemistry Laboratory Preparation Assistant, CHM342-00, A,
244051, Chemistry

Pay Period: 05/08/2023 - 05/21/2023 . . . . .
Y ' You will notice that the first job assignment

that you just submitted has a Pending
status:

Rate: $£12.000000
Total: 17.50 Hours
On this Day: 2.50 Hours

Status: Pending

Job: Chem TA II, CHM344-00, A, 244051, Chemistry
Pay Period: 05/08/2023 - 05/21/2023
Rate: $8.750000

Status: Mot Started

~

Start Timesheet
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11. Follow the instructions from Step 5.

If you need more information or assistance, please contact the Payroll Office:

Email the Leave Keeper at leave-reports@unca.edu or call Ext. 2389 (828-250-2389) or Ext. 6661
(828-251-6661).
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