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PAYROLL DEADLINES

2018 Payroll Deadlines
FORWISIGNON| CONTRACT | TiMERLEAVE |SUPERVISOR
PAY PERIOD DATES PP | SUBMISSION | APPROVAL | SUBMISSION | & i " | PAY DAY
DEADLINE BY | DEADLINE BY | DEADLINE BY (=" bn
5:00PM 5:00PM 5:00PM
12/30117 01/12/18 15 01/03/18* 01/05/18* 01/11/18* 01/12/18* 01/19/18
01/13/18 01/26/18 | 16 01/18/18 01122118 01/26/18 01/29/18 02/02/18
01/27/18 02/09/18 17 02/01/18 02/05/18 02/09/18 02/12/18 02/16/18
02/10/18 02/23/18 18 02/15/18 02/19/18 02/23/118 02/26/18 03/02/18
02/24/18 o03/0e/18 | 19 03/01/18 03/05/18 03/09/18 03/12/18 03/16/18
03/10/18 0323118 | 20 03/15/18 03/19/18 03/23/18 03/26/18 03/30/18
03/24/18 04/06/118 | 21 03/29/18 04/02/18 04/06/18 04/09/18 04/13/18
04/07/18 0420118 | 22 04/12/18 04/16/18 04/20/18 04/23/18 04/27/18
04121/18 05/0418 | 23 04/26/18 04/30/18 D5/D4/18 05/07/18 05/11/18
05/05/18 0s/18/18 | 24 05/10/18 05/14/18 05/18/18 05/21/18 05/25/18
05/19/18 06/0118 | 25 052318 052518 D6/01/18 06/04/18 06/08/18
06/02/18 06/15/118 | 26 06/07/18 06/11/18 D6/15/18 06/18/18 06/22/18
06/16/18 06/29/18 1 07/06/18
06/30/18 0711318 | 2 07/05/18 07/09/18 07/13/18 07/16/18 07/20/18
07/14/18 o778 | 3 07/19/18 07/23/18 07/2718 07/30/18 08/03/18
07/28/18 081018 | 4 08/02/18 08/06/18 08/10/18 08/13/18 08/17/18
08/11/18 08/24/18 5 08/16/18 08/20/18 08/24/18 08/27/18 08/31/18
08/25/18 09/07/18 6 081291181 08/31/181 09/07118 09/10/18 09/14/18
09/08/18 09/21/18 7 09/13/18 09/17118 09/21118 09/24/18 09/28/18
09/22/18 10/05/18 8 09/27/18 10/01/18 10/05/18 10/08/18 10/12/18
10/06/18 10/19/18 9 10/1118 10/15/18 10/1918 10/22/18 10/26/18
10/20/18 11/02/18 10 10/25/18 10/29/18 11/02/118 11/05/18 11/09/18
11/03/18 1111618 11 11/05/184 11/07/18A 11/14/18A 1115184 1121184
1117118 11/30/18 12 1121118 11/26118 1130018 12/03/18 12/07/18
12/01/18 12/14/18 13 12/06/18 12/10/18 12/14/18 12117118 12121118
1211518 12128118 | 14 12114118 12118018 12026/18 1227118 01/04119
* Deadlines revised due to Martin Luther King Jr. Holiday.

* Deadlines revised due to Memorial Holiday.

t Deadlines revised due to Labor Day Holiday.
A Deadlines revised due to Thanksgiving Holiday.
Deadlines revised due to Christmas Day Holiday.

Employee deadline to submit hours is
usually Fridays at 5:00pm

Approver deadline to approve hours is
usually Mondays at 2:00pm

Pay Day is usually on a Friday

Deadlines are moved up when
highlighted

Herbert Wertheim
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TYPES OF TIMESHEETS

Exempt Employees

Empl Record 0

ate 02/10/2018

Acti Earliest Change D

Select Another Timesheet

*View By Calendar Pericd

v Previous Period Next Period
*Date|01/27/2018 [ ¥
Scheduled Hours 80.00 Reported Hours 0.00
From Saturday 01/27/2018 to Friday 02/09/2018
8 HOL - Holiday Salaried v + -
8 8 VAU - Vacation Leave Ssalaried v + st
4 SKU - Sick Leave Salaried v PSNONCATSK + =

Apply Schedule

Reported Time Status Summary Leave / Compensatory 3 Payabie T
Reported Time Status Personalize | Find | £ | &
- Sched
Date Reported Status Total TRC Description ira Comments

Holiday Salaried

Sick Leave

e Does not need to report daily hours worked
e Needs to report leave (vacation, sick, jury duty, etc.)

e Not entitled for overtime pay or compensatory time for hours
worked in excess of 40 hours in a workweek

iy it Week 1 Week 2
Catego {10/8-10/14) {10/15-10721)

Total Reported Hours

Total Scheduled Hours 80.00

Reported Time Status || Summary || Leave /Compensatory Time || Exceptions || Payable Time

Leave and Compensatory Time Balances Personalize | Find | &Y | B§ 1-20f2
Plan Type Plan Recorded Balance  Minimum Allowed  Maximum Allowed View Detail
Leave Si T @
Leave Vacation 113.25 0 352 B

Herbert Wertheim
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TYPES OF TIMESHEETS

Non-Exempt Employees (Benefit Eligible)

-

‘‘‘‘‘‘‘

‘ ‘ 4] ¢ ¢ ¢ ‘ 1

4] 4] 4] ¢] €| ¢

CCCCC

e Needs to report all hours worked on a daily basis
e Eligible for overtime payment
e Meal periods are automatically deducted

Herbert Wertheim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY
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TYPES OF TIMESHEETS

Non-Exempt Employees (Temporary/Student Assistant)

e Needs to report all hours worked on a daily basis

e Temporary employees are eligible for overtime payment

e Student Assistants cannot work more then 20 hours per week
during fall and spring semesters. They may work up to 30 hours
during the summer semester.

e Meal periods (clock out and in) must be entered on a daily basis
(Only need to report 30 minute un-paid break)

Herbert Wertheim
College of Medicine
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STEPS TO ENTER TIME

Navigate to Self Service > Time Reporting > Report Time > Web Clock
Select “In” under the “Punch Type” drop down menu at the start of your work day
Select “Enter Punch”

Web Clock

Enter Punch

Employee Name Employee ID 00000000
Job Title: EXECUTIVE Empl Record: 0

=

Out

Enter Punch Type, relevant time

*Punch Type: Enter Punch

Time Zone: EST OJ Eastern Time (US)

—
N

Day: Thursday
Taskgroup: '0_1647089 @ Employee Name
Task Profile ID: ' @

Time Reporting Code: v

Comments:

=

Enter Punch

Herbert Wertheim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY




STEPS TO ENTER TIME

Navigate to Self Service > Time Reporting > Report Time > Web Clock

2. Select “Meal” under the “Punch Type” drop down menu at the start of your lunch break (Temporary
Employees ONLY)

3. Select “Enter Punch”

Web Clock

Enter Punch

Jamileth Alvarez Employee ID: 1647089
Job Title:  EXECUTIVE Empl Record: 0

Enter Punch Type, relevant time and task information. Save with Enter Punch button.

*Punch Type: [meal M I Enter Punch I
P

Time Zone: EST 4 Eastern Time (US)

Day: Thursday

Taskgroup: 0_1647089 @, ( Alvarez Jamileth Socorro

Task Profile ID: @,

Time Reporting Code: v

Bl
Comments: (Ed

=

Enter Punch

Herbert Wertheim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY
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STEPS TO ENTER TIME

Navigate to Self Service > Time Reporting > Report Time > Web Clock

2. Select “In” under the “Punch Type” drop down menu at the end of your lunch break (Temporary
Employees ONLY)

3. Select “Enter Punch”
Web Clock

Enter Punch

Jamileth Alvarez Employee ID: 1647089

JobTitle: EXECUTIVE Empl Record: 0

Enter Punch Type, relevant time and task information. Save with Enter Punch button.
In v Enter Punch I

*Punch Type:

Time Zone: EST OJ Eastern Time (US)

Day: Thursday
Taskgroup: 0_1647089 @, 0 Alvarez Jamileth Socorro
Task Profile ID: @

Time Reporting Code: v

'

Comments:

=

Enter Punch

Herbert Wertheim
College of Medicine
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STEPS TO ENTER TIME

Navigate to Self Service > Time Reporting > Report Time > Web Clock

Select “Out” under the “Punch Type” drop down menu at the end of your work day
Select “Enter Punch”

Web Clock

Enter Punch

Jamileth Alvarez Employee ID: 1647089

Job Title: EXECUTIVE Empl Record: 0

Enter Punch Type, relevant time and task information. Save with Enter Punch button.

*Punch Type: Out v I! Enter Punch I
Time Zone: EST S, Eastern Time (US)
Day: Friday
Taskgroup: 0_1647089 @, 0 Alvarez Jamileth Socorro
Task Profile ID: ' Q@
Time Reporting Code: v

(7]
Comments: [

Enter Punch

Herbert Werthzim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY
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STEPS TO REVIEW TIME

1. Navigate to Self Service > Time Reporting > Report Time > Timesheet
2. Review time

Empl Record

0
Actions ~ Earliest Change Date 02/10/2018
Select Another Timesheet

Previous Period Next Period

Reported Hours 79.56

Reported time on or before 01/12/2018 is for a prior period.

From 12/30/2017 to 01/12/2018

Comments Day Date Reported Status  In Out B e Repading Cads Quantity *Taskgroup g ||oa

Total Zone
Sat 12430 New PSNONCATSK EST 12130
Sun 12131 New PSNONCATSK EST 12131
Mon 171 Submitted HLH - Holiday Hourly 8.00 PSNONCATSK EST 171
Tue 172 Submitted 8:35:00AM 5:00:00PM 7.91 PSNONCATSK EST 172
Wed 123 Submitted SKH - Sick Leave Hourly 3.00 PSNONCATSK EST 1/3
Submitted 12:00:00PM 5:00:00PM 5.00 PSNONCATSK EST 13

Thu 1/4 Submitted 8:30:00AM 5:00:00PM 8.00 PSNONCATSK EST 174
Fri 1/5 Submitted 8:40:00AM 5:00:00PM 7.83 PSNONCATSK EST 1/5
Sat 1/6 New PSNONCATSK EST 1/6
Sun U7 New PSNONCATSK EST 7
Mon 1/8 Submitted 8:35:00AM 5:00:00PM 7.91 PSNONCATSK EST 1/8
Tue 1/9 Submitted 8:33:00AM 5:00:00PM 7.95 PSNONCATSK EST 1/9
Wed 1710 Submitted 8:28:00AM 5:00:00PM 8.03 PSNONCATSK EST 1/10
Thu 111 Submitted 8:35:00AM S:00:00PM 7.91 PSNONCATSK EST 111
Fri 112 Submitted 8:30:00AM 5:00:00PM 8.00 PSNONCATSK EST M2

Herbert Wertheim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY
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STEPS TO EDIT TIME

W WEB CLOCK JUSTIFICATION FORM

Today's Date (MM/DD/YY)

Dates of Incident (MM/DD/YY)

Location (Check one)

Brief description of Incident

Employee Name

D MMC

[] &R H SHS/MMC D SHS/BBC

Missed Punch:
(Check One)

IN

LUNCH OUT
LUNCH IN
ouT

Panther ID#:

Employee Signature J

Manager's Name

Manager's Signature

Date of Action Completed

8/17/2015

=

1. Submit the Web Clock Justification Form to

your supervisor with ample time prior to a
payroll deadline

Supervisor edits timesheet according to the
information provided

Leave time must also be entered by your
supervisor, unless utilizing eLeave. Please
ensure to follow the leave time request
process for your area.

Herbert Wertheim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY



STEPS TO REVIEW OVERTIME

» Navigate to Self Service > Time Reporting > Report Time > Timesheet

*View By Calendar rl - Previous Period Next Period
*Date |1

Previous Employee

Reported Hours 81.18

From 10/08/2016 to 10/21/2016

Comments Day Date Z;’tzged Exception in out P‘;_';f;: Time Reporting Code Quantity *Taskgroup ;'0";‘: Date

Sat 108 New - PSNONCATSK EST 10/8 + =
Sun 10/9 New - PSNONCATSK EST 10/9 + =
Mon 10/10 Submitted 8:31:00AM| [ 5:02:00PM 8.01 = PSNONCATSK 10/10 + -
Tue 10111 Submitted 5:02:00PM 8.03 = PSNONCAT: 10111 +

10112 Submitted 10:32:00AN 5:03:00PM 6.01 = PSNONC/ 10/12 T+ =
Thu 10/13 Submitted 8:30:00AM| [ 7:01:00PM 10.01 -~ PSNONC 10/12 + =
Fri 10014 Submitted 8:32:00AM| [ 7:05:00PM 10.05 -~ PSNONCATSK EST|(x 10114 + -
Sat 10/15 New = PSNONCATSK EST 10/15 + =
Sun 10 News -~ PSNONCATSK EST 10116 + =
Mon 10117 Submitted 8:30:00AM| | 5:02:00PM 8.03) -~ PSNONCATSK EST|Q 10/17 + -
Tue 10118 Submitted 8:35:004M| | 5:03:00PM 7.96 = PSNONCATSK @ 1018 £3]
wed  10/19 Submitted 5:01:00PM 8.00] -~ PSNONCATSK < 10119 + -
Thu 10720 bmitted 4:02:00PM 7 oc - PSNONCATSK EST|Cy 10720 + -
Fri 10/21 Submitted H - Vacation Leave Hourly = 2.00| PSNONCATSK EST|q 10721 + -

Leave / Compensatory Time Payable Time
Reported Time Summary Personalize | Find | &7 L
= Week 1 Week 2
Category Total {1075-10/14) {10/15-10/21)
Total Reported Hours I 81.18 4213 39 CSI
No category Displayed 81.18 4213 39.05
Compensatory Tim
Exceptions 2 Personaize | Find | @] B 1011
Allow  Date Exception D Exception Source Status Exception Severity Explanation Comment
Medium Severty:
- Overtime and/or Compl
| 1011472016  FIUXOTC Time Administration Unresolved edium Accrued TRC £
Reported - Affecting
Pay

Select Al Deselect Al

Update Exception

Herbert Wertheim
College of Medicine

FLORIDA INTERNATIONAL UN i
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HOW TO VIEW COMPENSATORY TIME

» Navigate to Self Service > Time Reporting > Report Time > Timesheet

ssociate

Actions v

Select Another Timesheet

*View Byi Calendar Period e

From 10/08/2016 to 10/21/2016

Comments

Sat
Sun

Mon

Submit

*Date |10/08/2016 31 ‘@

Date

1

2lele|gle
S 3 6

10/13

10/14

10/15

10/18

10117

10/18

10/19

10/20

1021

-

Empl Record 0

Earliest Change Date 10/22/2016

Reported Hours 383.18

Reported
Status

Exception
New

New

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted
New

New

Submitted
Submitted
Submitted
Submitted
Submitted

Clear

Summary I Leave /| Compensatory Time I Exceptions

Leave and Compensatory Time Balances '?

8:31:00AM 5:02:00PM

8:30:00AM

5:02:00PM

10:32:00AN S:03:00PM
8:30:00AM 7:01:00PM
8:32:00AN 7:0S:00PM
S5:02:00PM
S:03:00PM
S:01:00PM

4:02:00PM

Payable Time

Previous Period

Previous Employee

Punch
Total

8.01
8.03
6.01

10.01

Next Period

Time Reporting Code

CMA - Comp Accrued

10.05

VAH - Vacation Leave Hourly

Personalize | Find | 2 | B

Plan Type Plan Recorded Balance Minimum Allowed Maximum Allowed

Leave Sick 50.00 0 9999

Leave Vacation 153.00 0 250
ILeave Comp Leave 25.75 0 9999 I

1-3 0of 3

View Detail

Quantity *Taskgroup

®

=)

=)

Zone. |Date
PSNONCATSK EST 1018 + =
PSNONCATSK EST 10/9 S =
PSNONCATSK EST 10/10 + =
PSNONCATSK EST 10/11 EE =
PSNONCATSK EST 10/12 + | -
PSNONCATSK EST 10/13 + -
PSNONCATSK EST 10/14 e =
PSNONCATSK EST 10/14 + =
PSNONCATSK EST 10/15 o -
PSNONCATSK EST 10/16 - -

EST 10/17 + =
PSNONCATSK EST 10/18 + —
PSNONCATSK EST 10119 - -

EST 10/20 + -

EST 10121 + =

e Employees may choose to place overtime hours
in a compensatory time bank with the approval
of their supervisor.

e Compensatory time bank needs to be used
within 180 days

Herbert Werthzim

Fl College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY



R ————————————m——LL—,
HOW TO DESIGNATE COMPENSATORY TIME

» Compensatory time must be banked by your supervisor by using the CMA- “Comp Accrued”
code in the timesheet on the day overtime occurred

» Once it is decided which day you will use your compensatory time, your supervisor will enter
the CMU- “Compensatory Leave Used” code in the timesheet

*Date 10/08/201¢ W Previous Employee

From 10/08/2016 to 10/21/2016

Da H_" ut - antity *Taskgroup @ = ate
St
10 1 = PSNO + -
1 ut 8.3 02 - PSNO 0 + —
1" 1bmatt 8 A 02 - PSNC 1" + -
10 b 10 - PSN W12 + -
10 ubr 8:3 1 - PSNO 1 ks -
- PSN 18 + -
- PSN 1 +
- PSh 1 +
- PSt W1 K -
- PSh 19 + -
- PSNC 0/20 + ~
N I 3] - 2 ::"Is NC A 1 + -

Herbert Wertheim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY
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STEPS TO VIEW LEAVE BALANCES

Navigate to Myhr.fiu.edu > Main Menu > Self Service > Time Reporting > Report Time > Timesheet

€ ar

Favorites «

Main Menu ~ 1

Search Menu:

PROREE L

L

L

Manager Sell Service
Recrutting

Workforce Administrats
Benefis

Compensation

Time and Labor

Payroll for North Ameri
Workforce Developmen
Organizational Develop
Set Up HCM

Enterprise Components
Norklist

Tree Manager
Reporting Tools
PeopleTools

Reporting Database
Careers

My Personalizations

PEREBPRE

B

R E

fiu.edu

»)
»
»
Employee Resources
FIU Phonebook
Panther Tech
eRAC
Emergency Management
Time Reporting —

Personal Information —

| Announcements

Timesheet

Combination Code Table

Payroll and Compensation

Benefits

Recruiting

Contracts

FIU Job Specification
Dining Plan Enroliment
FIU Posttion Description

View Employee Message

HR Access Request
Bl Access Request

Access Request Status

Herbert Werthzim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY




STEPS TO VIEW LEAVE BALANCES

2. Select the “Leave/Compensatory Time” tab 3. View “Recorded Balance” for total amount
o e o of Sick Leave and Vacation Leave

e Actual leave balances will not be updated
until payroll has processed the hours
submitted for the current pay period and
future pay periods.

e Actual leave balances can be viewed on a
paycheck by navigating to Myhr.fiu.edu >
Main Menu > Self Service > Payroll and
Compensation > View Paycheck

4] ¢ 4] €] 4] €] €] €] €] ¢ ¢] ¢ €| ¢

AAAAAAAA

mmary I Lc’:a\'f:v(;ompf:nsatov','v'-rnr:J Exceptions

Leave and Compensatory Time Balances Personalize | Find | &2 | &8 1-3 of 3

tan Type Pian Recorded Balance Minimum Allowed Maximum Allowed View Detail

Herbert Werthe'm
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY
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STEPS TO REQUEST elLEAVE

1. Navigate to Myhr.fiu.edu > Main Menu > Self Service > Time Reporting > Request Leave > eleave Request

_

Favorites ~ Main Menu ~ ‘

Search Menu

| Announcements

eRA( »
| Contract » |

Self Service ] Emplovee Re irce N

Manager Self Service 1 FIU Phonebook R
~J Recruiting -4 Panther Tech »
J Worldorce Administrati{ ~J eRAC N

Benefils J Manage N
— Compensation J Time Reporting 3 ReportTin >
3 Time and Labor L1 Personal Information I RequestLeave [ eLeave Request ]
3 Payroll for North Amerid —  Payroll and Compensal = ew Time elLeave Hi
(B orce Developmer] Benefits >
3  Organizational Develop 2 Leaming and Development »
—J SetUpHCM 01 Performance Management N
3 Enterprise Componentf —  Recuiting >

J Contracts »

—J Worklist
3 Tree Manager FIU Job Specification
3 Reporting Tools Dining Plan Enroliment

23 PeopleTools FIU Position Description

Reporting Database View Employee Message
areer HR Acce Request

Bl Access Request

My Personalizatior

Access Reques! Status
Review Transactions

Manage Delegation

Herbert Werthzim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY



STEPS TO REQUEST eLEAVE

2. Select “Create a New elLeave Request”

3. Enter: Dates, Leave Type, and Hours per Day.
Then select “Next”

Favorites « Main Meonu = Self Service ~ Time Reporting = Regquest Leave ~ olLeave Requent Favoriles ~ Main Menuy ~ Self Service ~ Time Reporting « Request Leave ~ elLeave Request
; elLeave Build Request O-@-G
elLeave Build Request
1 Ellana
eleave Request Number:
eleave Dates
"
Please enter the dates for your request. You may request up 10 a8 maximum of 31
ng ! { 4 e 3 " sal

days. The request should contain consecutive days.

*Start Date - *End Date:

¥ Exclude SAT and SUN

eleave Type

Select the rype of Leave being requesied:

*Leave Type -

*Hours per Day

Note: This request will not deduct & Leave Balance(s) undi aler It I3 Approved
workflow) and then Processe

eave and Compensatory Tin

Reurn | m—rrrra—

Herbert Wertheim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY
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STEPS TO REQUEST elLEAVE

4. Review and make any necessary edits

5. Select “Next”

Favorites » Main Menu ~

Self Service ~ Time Reporting ~ Request Leave « elLeave Request

elLeave Build Request

Elliana Lopera

elLeave Request Number

Ne¢
Based on your entries from the previous page heelreques! Please review the dates and hours and
adjust as nece iry
elLeave Timesheet Personalize | Find V| &S First A |
Empl 1D Date ay *FiU Leave Type *Quantity
1 2025591 1172012017 [» acation -

Note: This request will not deduct from your Leave Balance(s) until ater it is Approved
(workflow) and then Processed by payroll

Leave and Compensatory lime Balances
Plan Type Description tal Balance Effe
a0 SICH

vacation

Herbert Wertbzim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY
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STEPS TO REQUEST elLEAVE

6. Enter comments for approver to review

7. Select “Submit”

Favorites « Main Menu « Sell Service ~ Time Reporting « Request Leave ~ elLeave Reques!
eLeave Build Request ORORO),
2925591 Elllana Lopera gu«;”
eleave Request Number: New
Start Date: )1/20/2017 End Date
Total Hours: 8.00
Leave Type Summary: acation
eleave Timesheet Personalize | Find | &V | &% First
Empl 1D Date Day FIU Leave Type Quantity
1 2925591 0172072017 Fnaa ycation
Employee Comments (limit 254 character
\V
Previous l Submit I

Herbert Wertb2im
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY



STEPS TO REQUEST eLEAVE

The employee also has the ability to send a notification to additional individuals

1. Select “Notify 2. Enterindividual you would like to notify of

FIU e

Favorites Main Menu = > Self Service ¥ > Time Reporting v > RequestlLeave v > eleave Request
" ”
3. Select “OK
elLeave Build Request O-@-®

2925591 Elliana Lopera

Ericaity I
eLeave Request Number: New

Start Date:  01/20/2017 End Date: 01/20/2017 =]

Ad-hoc Personalize | Find | | &5 First ‘4 10of1
Yoini Honrs: 800 Notification b Last

Add ad-hoc users to be notified

Leave Type Summary: Vacation Employee Name

e 1 + -
elLeave Timesheet Personalize | Find | 12| First ‘4’ 10f1 ‘% Last _] _]

Empl ID Date Day FIU Leave Type Quantity Cancel
1 2925591 01/20/2017 Friday Vacation 8.00
Employee Comments (limit 254 characters):
2

Previous Submit

Herbert Wertb2im
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY



STEPS TO REVIEW elLEAVE

1. Navigate to Myhr.fiu.edu > Main Menu > Self Service > Time Reporting > Request Leave > eleave
Request

> Active eLeave Requests: Displays eLeave request that are within pay periods that have not yet been
processed.

> Inactive eLeave Requests: Displays past eLeave request that have already been processed by payroll.
You may view the status of your eLeave request under the “Approval Status” column

elLeave Build Request

2925591 Elliana Lopera

Create

Click on the following link if you would like to ADD a new eLeave request

Create a New eLeave Request

Click the "Review” hyperlink to look at a request.

A L Request Person: ks First 1-2 of Last
eeeeeee Approval
Request  EmplID Create d Datetime Begin Date End Date S“’a‘:us Payroll Status  Review
Number
1 3403 2925591 12/30/2016 1:27PM 01/20/12017 01/20/2017 Submitted Pending Review
2601 2925591 111282016 11:23AM 01/23/2017 0112712017 Approved Pending Review
Inact L Request Personalize | Find | & | E& First f Last
eeeeeeeeeeeeee
Request Empl ID Create d Datetime Begin D: End D pp Payroll § R
Status
Numbe
1 2604 2925591 11/28/2016 11:49AM 12/12/2016 12/13/12016 Approved Processed Review
2 2602 2925591 11/28/2016 11:23AM 12/19/2016 12/21/12016 Approved Processed Review

Herbert Wertb2im
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY




STEPS TO REVIEW elLEAVE

To review the full details of the request:

Favorites v Main Menu ~ > SelfSenice v > Time Reporting v > RequestLeave v > eleave Request

2 . Se | e Ct “ ReVi eW” elLeave Build Request

Cancel
2925591 Elliana Lopera
- Request Details
elLeave Build Request
elLeave Request Number: 2601 Start Date:  01/23/2017 Approval Status: Approved
2925591 Elliana Lopera Total Requested Hours: 40.00 End Date: 0112712017 Payroll Status: Pending Processing
Leave Type Summary: Vacation,
eleave Timesheet Personalize | Find | 22| [ First ‘4 1-50f5 ‘} Last
~ . System
Create Empl 1D Date Day FH Leavo Requested | cessed Eleave Payroll Actions
Type Hours i
ours
Click on the following link if you would like to ADD a new eLeave request 12925591 01/23/12017 Monday Vacation 8.00 0.00 Pending Payroll Processing
2 2925591 01/24/2017 Tuesday Vacation 8.00 0.00 Pending Payroll Processing
Create a New eLeave Request 3 2925591 Wednesday Vacation 8.00 0.00 Pending Payroll Processing
4 2925591 0172612017 Thursday Vacation 8.00 0.00 Pending Payroll Processing
Review 5 2925591 01/27/2017 Friday Vacation 8.00 0.00 Pending Payroll Processing
. v . elLeave Process Summary
Click the "Review” hyperlink to look at a request
Category Total Hours
= 2 5 =1 | g = E elLeave Hours processed 0.00
Active eLeave Requests Personalize | Find | 2/ | (R First ‘&' 1-20f2 “*' Last
Empls C (limit 254 s):
ereave Approval
Request Empl ID Created Datetime Begin Date End Date St?:us Payroll Status Review
Number
1 3403 2925591 12/30/2016 1:27PM 01/20/2017 01/20/2017 Submitted Pending Manager Comments (limit 254 characters) :
2 2601 2925591 11/28/2016 11:23AM 01/23/12017 01/2712017 Approved Pending Review
= Cancel Date: Reason:
= iz, - A H 4 2 af0
Inactive el eave Requests Personalize | Find | & | s First 1-20f2 Last Created By: 2925591 Elliana Lopera Created: 11128116 11:23AM
eleave Approval Last Upd By: 13896 Yasmira Lopez Last Update Date/Time:  12/01/16 11:04:31AM
Request Empl ID Created Datetime Begin Date End Date Payroil Status  Review
Status Approval Workflow
Number
PEAALHGIER SRR SIAR D144 . : eLEAVE Request
1 2604 2925591 11/28/2016 11:49AM 12112/2016 12/13/2016 Approved Processed Review a
elLeave Req Nbr = 2601:Approved
2 2602 2925591 11/28/2016 11:23AM 12/19/2016 12/21/2016 Approved Processed Review One Level Approval
X Approved
eleave History Yasmira Leah Lopez (1389648)

¢ FIU eLEAVE First Lv Approver
12/01/16 - 11:04 AM

Herbert Wertbzim
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY



STEPS TO CANCEL eLEAVE

1. Navigate to Myhr.fiu.edu > Main Menu > Self Service > Time Reporting > Request Leave > eLeave Request

2. Select “Review” 3. Select “Cancel”

elLeave Build Request

Favorites « Main Menu + > SelfService v > Time Reporting v > RequestlLeave v > eleave Request
2925591 Elliana Lopera

elLeave Build Request

Create 2925591 Elliana Lopera _

Click on the following link if you would like to ADD a new eLeave request Request Details
eLeave Request Number: 2601 Start Date:  01/23/2017 Approval Status: Approved
Create a New el eave Request Total Requested Hours: 40.00 End Date: 01/2712017 Payroll Status: Pending Processing
Leave Type Summary: Vacation
fiew = B8
Review el eave Timesheet Personalize | Find | L2 | |5 First ‘4’ 1-50f5 '}’ Last
e viey " Kk K o . System
Click the "Review” hyperlink to look at a request Empl ID Date Day FIU Leave Requested Procasved Eleave Payroll Actions
Type Hours
Hours
Active eLeave Requests Personalize | Find | 12| (& First ‘4 1-20f2 “*' Last 1 2925591 01/23/2017 Monday Vacation 8.00 0.00 Pending Payroll Processing
elLeave Approval 22925591 0172412017 Tuesday Vacation 8.00 0.00 Pending Payroll Processing
Request Empl ID Created Datetime Begin Date End Date Stat Payroll Status Review
Number e 3 2925591 Wednesday Vacation 8.00 0.00 Pending Payroll Processing
> i S % X St AT, a 3 S 9255 sday V 0 8 e ocess
1 3403 2925591 12/30/2016 1:27PM 01/20/2017 01/20/2017 Submitted Pending Review 42920501 Thuisda dcaton i 9.00Pending Fanoll Frocessing
. ~ R ~ N . 5 2925591 01/2712017 Friday Vacation 8.00 0.00 Pending Payroll Processing
2 2601 2925591 11/28/2016 11:23AM 01/23/12017 01/2712017 Approved Pending Review
elLeave Process Summary
i Category Total Hours
Inactive el eave Requests Personalize | Find | L2 | [ First ‘4 1-20f2 * Last
elLeave Hours processed 0.00
elLeave Approval
Request Empl ID Created Datetime Begin Date End Date Stpa?us Payroil Status  Review Employee Comments (limit 254 characters) :
Number
1 2604 2925591 11/28/2016 11:49AM 12112/2016 12/13/2016 Approved Processed Review
2 2602 2925591 11/28/2016 11:23AM 1211912016 12/21/12016 Approved Processed Review

Manager Comments (limit 254 characters) :

eleave History

elLeave History

Herbert Wertb
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY




STEPS TO CANCEL eLEAVE

4. Select “Yes” f
° e eC eS Favorites + Main Menu ~ > SelfService v > Time Reporting v > RequestlLeave v > eleave Request

eleave Build Request
Cancel

2925591 Elliana Lopera

Request Details

elLeave Request Number: 3403 Start Date: 01/20/2017 Approval Status: Submitted
Total Requested Hours: 8.00 End Date: 01/20/2017 Payroll Status: Pending Processing
Leave Type Summary: Vacation
eleave Timesheet Persanalize | Find | 2 | B First ‘&' 1of1 » Last
n System
Empl ID Date Day Sl eave Requested ., o csed  Eleave Payroll Actions
Type Hours 2
Hours
129 91 01/20/2017 Friday Vacation 8.00 0.00 Pending Payroll Processing
eleave Process Summary
Category Total Hours
Message
eleave Hours processed 0.00 9
Employee Comments (limit 254 characters):
Would you like to cancel this eLeave request? (0,0
Yes No Cancel
Ci (limit 254 c| s):
Cancel Date: Reason:
Created By: 2925591 Elliana Lopera Created: 12/30/16 1:27PM
LastUpd By: 2925591 Efliana Lopera Last Update Date/Time:  12/20/16 1:38:18PM

Approval Workflow

eLEAVE Request
elLeave Req Nbr = 3403:Pending

One Level Approval
Pending

Yasmira Leah Lopez (1389648)
@ FIU eLEAVE First Lv Approver

Return to Search

Herbert Wertb<im

College of Medicine
TIONAL UNIVERSITY




STEPS TO ENTER RETRO TIME

e |f hours need to be entered or edited for a previous pay period, the approver can go back
one pay period to edit the timesheet

e |f hours need to be entered or edited for more than one previous pay period, the
employee will need to email comhr@fiu.edu and copy the Supervisor with the times and

dates to edit/enter

Herbert Wertb2'm
College of Medicine

FLORIDA INTERNATIONAL UNIVERSITY

=


mailto:comhr@fiu.edu

R —————S—————————m——m———N——————
RESOURCES AND CONTACTS

RESOURCES CONTACTS
e FIU Division of Human Resources — e HWCOM Human Resources
Compensation Administration Department — 305-348-0621/
> http://hr.fiu.edu/index.php?name=flsa comhr@fiu.edu

e U.S. Department of Labor - Wage and ’ gb%gig_azqgle/s?#g%z.Seeétj"ce Center —

Hour Division (WHD)
> http://www.dol.gov/whd/flsa

e Compensation Administration — 305-
348-4996/ cmpadmin@fiu.edu

e Payroll —payroll@fiu.edu

=

Herbert Wertb4i
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