C. Adding Leave Information

All scheduled work hours for each scheduled workday must be accounted for by charging time against either an activity or leave.

1.  Adding Leave for a Single Day

a.  Click the Charge New Activity / Leave link on the Daily View screen (see Figure 8) to display the Charge New Key Activity (UIC) / Leave for (Date), UIC Mode popup window.  (See Figure 9). 

b.  Verify that the correct date is displayed on the title pane of the window.  Ensure that the date is also indicated after the heading, “Date.”

c.  Select “Leave” from the radio button choices.  When you do so, a new window will display the leave entry fields.  See Figure 16.

d.  Select the Type of Time (i.e., the category of leave -- annual leave, sick leave, excused absence, holiday leave, etc.).  See Figure 17.

e.  Select the Duration of leave from the drop down menu (Hours and Minutes). 
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f.  Select the Save button to save your entry.  Selecting Save will update your entry for the date selected.  Select the Cancel button to close the window.  Selecting Cancel will return you to the Daily View screen for the day you had selected.

Figure 16.  Charge New Activity (UIC)/Leave pop up window
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Figure 17.  Selecting category of leave

g. After you have saved your entry, your Daily View screen will be updated.  The Daily Total will be updated to reflect the amount of time recorded in the system for the date selected.  A red color bar to the left of your entry indicates that it is a leave entry.  Leave entries are listed after activity entries.  See Figure 18.



Figure 18.  Updated Daily View screen, showing leave added
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Select the appropriate category of leave (e.g. Annual Leave) from the Type of Time drop down menu
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