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QRG — ESS — Travel Codes for Extension Personnel

There are new travel codes to be used for extension personnel.

7500 — CES Travel County Funds: To be used when you travel and the county funds will reimburse
you

7501 — CES Travel Prof Imp Funds: To be used when you travel and the county professional
improvement funds will reimburse you

7502 — CES Travel No Expenses: To be used when you travel but will not request any
reimbursement

7503 — CES Travel UK Funds: To be used when you travel and any UK fund (state) will reimburse
you

If there are any split funded reimbursements from a variety of sources, you can either pick the one
with the most expenses or split the trip as needed to show the codes.

Instructions:

Log in to ‘myUK’, go to the employee self-service tab, and then click on working time.

Overview
Employee Services
- Map | Directory | Index
Em ployee Search == Performance Management
g B

Search for University colleagues and find basic information about
theirpositions. Once you have searched using the employ ee name, you may
click on the presented last name to see more detail (such as the Organiz ational
Unit and Supervisor of the employee).

Manage/View your performance evaluations.

Working Time

Quick Links Review your leave balance statement, submit leave requests, and enter
Who's Who w orking time.

Benefits and Payment Personal Infermation

Display the plans in w hich you are currently enrolled, enroll in new  benefit Manage your preferred first name, addresses, bank information, and
plans and dow nload an enroliment form. information about family members and dependents.
Display your salary statement.
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Click on create leave request.

Employee Services Area

Back

* Service Map

p Leave Request
qu View Time Account Balances
Y ou can display y our leavedalance and g
Create Leave Request
Y ou can request leave and other types of|

Time Recording
Record Working Time

Y ou can record your w orking time here. I
recorded either not enough or too many h

Click on ‘new’ and select on the type of leave.

Create Leave Request
]

Leave Overview

~ Leave Data Overview |m|
Edit Cancel Type of Leave Start Date End Date
(A i ] c 07/08/2016 07/08/2016
@ @ VACATION - 12 Mo Faculty 08/10/2015 08/13/2015
@ @ VACATION - 12 Mo Faculty 072212015 07312015

~ Time Accounts Overview

Time Account: | Al Types | Apply
Time Account Deduction from Deduction to
Wacation-12 Mo Faculty 07/01/2015 06/30/2016

Make sure to enter the correct date(s), absence hours and add any notes. Please utilize the note feature
as this is beneficial for your supervisor to know where you will be.
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Create Leave Request

Send and Back | Sendand New | ¥ Cancel

- Calendar |~ Team Calendar |~ Time Accounts | Leave Requests |
Show from: (06222015 T Apply
Type of Leave | Start Date | End Date Next Frocessor
CES Travel UK Funds 07082016 07/08/2016
WVACATION - 12 Mo Faculty 08102015 082015
VACATION - 12 Mo Faculty 07222015 0713172015
* Leave Details Check
Type of Leave
Type of Leave: * [VAGATION - 12 Mo Facully
o - VACATION - 12 Mo Faculty -
" | VACATION-10/11 Mo Faculty
FUNERAL LEAVE
CES Travel County Funds
CES Travel Mo Expenses
enea e CES Travel Prof Imp Funds
« | CES Travel UK Funds
Starl Date: JURY DUTY
End Date: * | OFFICIAL PROF LWTRAVEL
Absence hours: | EMERGENCY CLOSING -
Approver Name: | ]
Hew Note:

Create Leave Request

- /w l/m

| Tedccouns | Leave Requests |

Show from: [06:222015 T Apply
Tirpe of Leave | Start Date | End Date | Mext Processor
CES Travel UK Funds OT/RZ2016 07082016
VACATHOM - 12 Mo Faculy ' 0BMD2015 | 08132015 I
VACATION - 12 Mo Facuty :'ﬁms 07312015 |

Type of Leave
Type of Leave; * [CES Travel County Funds -
Description:  CES Travel County Funds
General Data
StanDate: * (062372018 o
End Date: * (06232016 [ia]]
Absence hours: | 8.00
Approver Name

Mew Note: Tru-u;omﬁ'mmu.c:nmu&.
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Select ‘send and back’ if only requesting one day of leave; if additional requests are necessary, you
can select ‘send and new’.

ES Travel LK Funds

VACATION - 12 Mo Faculty BEID2015 DaM32015
VACATION - 12 Ma Faculty TR 07312015

Typs of Leave: * |CES Travel Counly Funds -l
Descripon. CES Travel County Funds

General Data
Start Date: * 06232016 1]
End Daie- * (0622302016 4]
Absence howrs: [ 8.00)
Approver Hame: |
Hew Note: ’Ymdwnammmﬂmtmm. J

This is a snapshot of what you will see in the leave overview.

Create Leawe Request | wmlery ,  fR

2 9|
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