Leave Report Instructions
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Click on myBama (or go directly to https:\\mybama.ua.edu)
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Log in using your user name and password.
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Click on the Employee tab.
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Click on the Employee Services link in the ‘Banner Self-Service’ box.
Then click on the Leave Reports link.
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· Click on the button next to the position for which you want to report time.

· Click on the drop down arrow and select the appropriate time frame for which you want to report time.  (Each month will be available on the schedule established within Banner ; you must enter the time for each period separately.)

· Click on the Leave Report button
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The page looks like this before you begin the time entry activities for the selected position/timeframe.
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The days of the month are displayed across the gray header line.  On the days that time off was taken, select the “Enter Hours” link for the appropriate Annual or Sick time taken.
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This page (top of page) is displayed after clicking the “Enter Hours” link.  The type of leave that will be adjusted is displayed just under the “Submit by” date.  For this example, time for Sick Leave is being entered.
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This page (bottom of page) is displayed after clicking the “Enter Hours” link.  The type of leave that will be adjusted is displayed just under the “Submit by” date.  For this example, time for Sick Leave is being entered.

Enter the hours taken in the box, then click Save button.
Move to the next appropriate day/leave type and click the “Enter Hours” link again.

To copy hours onto multiple days, put the number of days in the box, click the Copy box.  The page following is displayed.
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Click the days to which you want the additional hours applied.

Click the Copy button at the bottom of the page.

Remember, that you are copying the same number of hours and the same type of leave as when you initiated the copy function.
When you have completed all data entry for the month, click “Submit for Approval”.
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This is how the page will look after selecting the “Preview” button.  Preview gives you a total summary of all of the hours and a summary for each day on which entries have been made.
Position Selection – allows user to return to ‘home’ to select the correct/different position for which to enter time

Preview – allows user to see a time summary of all that has been entered

Submit for Approval – transaction will be submitted to the approver(s).  When the approval is processed, the leave balances will be updated.  Do not Submit until you have completed the entire month.  Doing so will prevent you from entering additional time off.
Next – displays additional days that cannot be displayed on one page

Restart – clears out everything you have entered (before submitting for approval); the data entry can be re-entered at this point
Overage leave balance – if you see a balance in the Overage leave code, that means the balance was exceeded during your data entry.  This will be resolved by Payroll working with the department.
Your leave balance on your check will be reflective of the leave time that you had entered as of the time we started the payroll process for the month.  However, the leave balance in Banner (this can be viewed on-line) will always be as current as the latest approval.
Page 3 of 12
10/23/2007
11:44:52 AM

