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Exercise 2: Run Public Query (U_ ALL) - provides information for all employees appointed within a
department.
Exercise 3: How to Reconcile and Track Leave on Timesheets z+the
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Example of overtime when workweek could not be adjusted
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Example of work during a week with a holiday
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Example of worked on a holiday
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Example of holiday falls on a regular day off *Part-time Employees

Exercise 4: How to process and track FMLA and sick leave pool requests

Step 1 (FMLA) - F
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Step 2 +Discuss and Demonstrate

Click on FMLA Information for Departments  in the Information section and refer to What Attendance & Leave
Coordinators need to know . The instructor-led discussion will assist the leave coordinator in understanding
their responsibilities.

Step 3 - How to record FMLA hours on timesheets

Example of employee on continuous FMLA and using partial leave

Step 4 (Sick Leave Pool) - Follow the navigation path below to access the Sick Leave Pool website.

HR Services > Benefits > Attendance & Leave
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Example of employee using accrued leave before using sick leave pool hours
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Exercise 5: How to process and track Job Related Disability Leave

Step 1 - Discuss & Demonstrate Disability Leave -
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Step 2 - How to record disability leave h ours on timesheets

Example of employee using disability leave hours

~ . . i - - .

ChnEE Titmmmlemmd -

I
arpn.lones. - . oo cmeme o PawBerind AR0EQ0AR L ter. 1209016 Mame- ... _Sh
anl I cennnnn Boed: 0, FTE. D A8 L. o heodima [MopEpeeeet. FEn

- ’ ST Ia s LTI T TTTT RTTS T a ) ee— et 2 7T ' e 2RI
. e Comr HE AR I T o hrm et ML I e e S R R _
REL]
LEAYE TYPE USED
= o
= - ] = Total | Req. = E
w Diay Date 5 -o | g i E e Daily | Pay E = 2
= 3 5 _ - ElS E, = . g T Hours |Howrs | © g g
£ T3 = E = z c 2 cCE - E E g
= P 3 F9 5 = o = = 2z 5 g2 T B x
2 20 | E |2 |s2|B3| 2| 5 |28|83| 3 55| £ |ES
= o § = & S | @ T = Fd | £X 5 o & =] = §
01/30/15

LEAYE TYPE USED
a T 1| R = E' 3
= o otal eq. z
Day Date g -0 E T E o Daily | Pay g & 3 =
3 2E|o® = | g = H H £ g [ee| 2
o= - Eo = g = . 2 -] ours ours | = E 2o =
2 E =] 2 3 = - 59 . o @ = = 2 =
EF 2 = | Eo| 85| 2 E |x5 | 22| E EE| E St |l g
X = w | &8 | 82| £ Z |2 | £2]| & 38 | & |2 £
FFil 0206115 8.00 &.00 | 5.00 5.00
‘?‘I%J?- n?i’l -ﬂjc WA A a2 p e A AL Al R Fl e o F) | | i
3 LRI
¢ ! ‘ - [JR— - !
1 oL 1 — —_ 1 1 1 T 1
# T
-
Page |10
Questions (8189745717 Attendance & Leave Audit Procedures

Rev06/2017



Division of Human Resources
Attendance & Leavéudit Procedures

Page |11



= T EITVIMD OTITV MR
I P .
=7 Division of Human Resources

o Attendance & Leavdudit Procedures
Exercise 6: \%
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Exercise 8: Process Leave Payouts for Terminating Employees - Discussion : Eligible employees will
receive a payout of any unused annual leave, compensatory leave and a portion of unused sick leave within a
reasonable period of time in accordance with the University Procedures. Departmental leave balance audits will be
FRPSOHWHG DQG DGMXVWPHQWYV PDGH WR WKH $/7 VIVWHP E\ WKH WHUPLQD
prior to the end of the pay period following the separation of the employee. The ALT system is considered the
system of record. Leave balances will be paid based on the system of record to individuals who leave employment.
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