Time Entry for Exempt Employees in the Employee Self-Service portal:

1. Inthe UNC Asheville website, click Login using your University credentials (username and
password).

The Search for UNC Asheville's Chancellor Has Begun. /
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2. Click the Employee Dashboard link (need to create link).
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Moodle Course Retention Policy Announcement

May 15,2023

Course-associated Moodle courses oider than five years old (Fall 2017 and older) will be deleted o that time. The policy only pertains to Moodle courses associated with UNC Asheuile classes and only courses older than five year

oodle courses before the policy & Implemented, Log Into your UNCA Google acca

 Moodie

sted Moodle courses or requesting an archive by Friday, May 12, 2023

Comprehensive Events Calendar

This calendar Inclu nits that are open to the campus community and external guests. Don't see your events listed here? If you have a departmental or divisional Google calendar that you would like 10 share on this page. plé

contact commuricat

£du.

* Student Affoirs ca
o Master Athleti

1ged by Terri Brr

Engagement ots ts managed by Michael McNamee

To post an event that s open to the pubiic on the University Events Calenda, piease emall nunca edu

To a0d this casendar 1o your Googie Calendar, click the +Google Calendar button in the bottom-right corner of the calendar
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3. Click the Enter Leave Report link.

Employee Dashboard

SBHAG, Employest s s o 050172023

Pay Information -
Lese oy et 0331 o —

Taxes e
Empioyes Summary. -~

4. Click Start Leave Report. Pay attention that you are entering the correct leave period.

Employee Dashboard « Leave Report
Leave Report
Approvals Leave Report

Leave Report Period v

Leave Period Hours/Days/Units Submitted On Status
| <0) Prior Periods

\ 04/01/2023 - 04/30/2023 Notstarted Start Leave Report

5. If you did not take a time off:
o Select the first day of the month.
e Select the Leave Report Certification option, and enter ‘1.’
e Save, Preview and Submit.

04/01/2023 - 04/30/2023  (7) n Progress  Submit By 04/30/2023, 11:59 PM

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
26 27 28 29 30 31
(® Add Earn Code
Earn Code
select Earn Code ~ (@ Add Earn Code

Leave Report Certification

CompTime Earned 1.0 Exempt
Earn Code Hours
vacation Leave Taken

Leave Report Certification v 1
Special Leave Taken

pecial | pave 2 Taken

Submit By 04/30/2023, 11:58 Phl

04/01/2023- 04/30/2023  1.00 Howrs (1

N v 5
© el corn Cote

Carn Coc

select E3m Coda .
Exit Page | or |

Pay Period: 04/01/2023 - 04/30/2023 100 Hours  n progress  Submit By 04/30/2023, 1159 P

Time Entry Detail

Dae Eam Code mn o

SV week!  weskd  Week3 weskd  Wesk3  Weekd ol
Tatal Hours
Routing and Status
ame aeten Gate & Time
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6. If you took time off, select the date, earn code (leave type from the dropdown menu, i.e., Vacation
Leave Taken, Sick Leave Taken, Holiday Taken, etc.), and enter the number of hours taken. Save.

04/01/2023-04/30/2023 (i) ©

Exi

2 3 4 5 6 7

Progress

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY

(@ Add Earn Code

Earn Code

Select Earn Code A
CompTime Earned 1.0 Exempt
vacation Leave Taken

Special Leave Taken

Submit By 04/30/2023, 11:59 PM

FRIDAY SATURD
8

Preview

Earn Code Hours

Vacation Leave Taken v | |3

Exit Page

<

Cancel Preview

7. Repeat the entry for each day you have taken time off using the appropriate earn code (leave
type) and the number of hours taken. For example: Vacation Leave, Sick Leave, Community Service
etc.

8. Complete the entry for each day, or you may copy the hours you entered by using the copy feature.
Select the Copy ] icon. Click the dates you have taken. Save.

@ Add Earn Code

Vacation Leave Taken () 8.00 Hours

Total: 8.00 Hours

/s 0

Copy Leave Report Entry

Vacation Leave Taken : 8.00 Hours (04/07/2023, FRIDAY, )
acation Leave faken ours (oaon ) Pay Period: 04/01/2023 - 04/30/2023

Select Options

SUN MON TUE WED THU
| Copyto the end of pay period 26 27 28 29 30

Include Saturdays

2 3 4 5 ]
Include Sundays

5 _ 1

16 17 1 13 2

23 24 25 26 27

30 1 2 3 4

Cancel

Once the entries are saved, a pop-up message will appear:

& The entry has been successfully copied.
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9. Preview / Review your entries by clicking the Preview button. A preview of your entries will show.

2]
L

w

Preview

10. The Leave Report Detail Summary will appear. Review and Submit if there are no changes needed.
If there are changes needed, click Return.

Leave Report Detail Summary

A ———
Pay Period: 04/01/2023 - 04/30/2023 |32.00 Hours I Progress  Submit By 04/30/2023, 11:59 PM

Time Entry Detail

Date Earn Code Shift Total

04/07/2023 WVC, Vacation Leave Taken 1 8.00 Hours

04/10/2022 WVC, Vacation Leave Taken 1 8.00 Hours

04/11/2023 WVC, Vacation Leave Taken 1 8.00 Hours

04/12/2023 WVC, Vacation Leave Taken 1 8.00 Hours

summary

Earn Code Shift Week 1 Week 2 Week 3 Week 4 Week 5 ‘Week 6 Total

WVC, Vacation Leave 1 8.00 24.00 32.00 Hours.
Taken

Total Hours 8.00 24.00
Routing and Status

Return |iﬁi|

11. To make changes, select the date you need to change. Click the Pencil # icon opposite the entry.

04/01/2023 - 04/30/2023  32.00 Hours (1) ¢ nProgress Submit By 05/15/2023, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
9 10 1 12 13

< B00Hours 800 Hours 800 Hours

@ Add Earn Code

Vacation Leave Taken () 8.00 Hours 2

Make the correction needed by clicking Add Earn Code needed, enter the hours required. Save.

If you need to remove the entries, click the delete © icon. Save. Repeat entries as needed. Save.

04/01/2023 - 04/30/2023 | 32.00 Hours (i) nProgress  Submit By 05/15/2023, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSQAY

FRIDAY SATURDAY
9 10 12 13 14 15
< 800 Hours 800 Hou N
| ® Ada Eam Code |
£arn Code Hours
Vacation Leave Taken 4 ‘ 4—/
ToRNg.00 Hours
£arn Code Hours
Sick Leave Taken vl &&—— /
Exit Page

Cancel Save Preview

Save, Preview again, and Submit.
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Save Preview

Employee Dashboard + Leave Repors + Assoc Dir Emplayment/Benefits. 000047-00, A 400041, Human Resources + Preview

Leave Report Detail Summary

Assoe Dir Employrmont/Bancits, 003047.00, A, 400041, Human Rosourcaes

PayPeriod: D4/01/2023  D4/30/2023 | 32.00Hours i Frogress Subrmst By 05/15/202%, 1159 Pt

['§]

e Entry Detail

|
\

After clicking Submit, you will receive the message below:

® Leave Report successfully submitted.

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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