New Travel codes for Extension Personnel.
New codes
7500 CES Travel County Funds — To be used when you travel and the county funds will reimburse

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

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.

If you have 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:

Please log in myUK. Go to Employee Self Service Tab and then click on working time.

Employee Services
- Map | Directory | Index
Employee Search — Performance Management
rF 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

Manage/\View your performance evaluations.

Unit and Supervisor of the employee). Working Time
ErElale Review your leave balance statement, submit leave requests, and enter
Who's Who w orking time.

@@ Benefits and Payment Personal Inform ation

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.




Click on Create Leave Request.

Employee Services Area
| Back

 Service Map

y Leave Request
;L] View Time &ccount Balances

You can display your leave balance and
Create Leave Request

You can request leave and other types ol

Time Recording
ERE Record Working Time
You can record your working time here. |




Click on New. (You can review the status of any other requested travel see area below New to see what
you have requested and if is approved. You can scroll thru the list.)

Create Leave Request

Leave Overview

+ Leave Data Overview
Edit | Cancel | Type of Leave Start Date End Date
# i ] ce New Leave Request | 07/08/2016 07/08/2018
(A i ] VACATION - 12 Mo Facutty 08/10/2015 08/13/2015
# i VAGATION - 12 Mo Facutty 071222015 0773172015
+ Time Accounts Overview
Time Account: [All Types ~| Apply
Time Account Deduction from Deduction to
Vacation-12 Mo Faculty 07i01/2015 06/30/2016

Select the type of leave

Create Leave Request

Leave Request: New

| Send and Back | Sendand Mew | 3¢ Cancel

~ 7 Calendar | TeamCalendar |~ Time Accounts | Leave Requests

Show from: [06/22/2015 Apply
Type of Leave | Start Date | End Date Mext Processor
CES Travel UK Funds 07/08/2016 07/08/2016 Subba R Palii
VACATION - 12 Mo Faculty 08M10/2015 08/13/2015
VACATION - 12 Mo Faculty 072272015 07/31/2015

* Leave Details Check

Type of Leave

Type of Leave: * [VACATION - 12 Mo Faculty |v]
VACATION - 12 Mo Faculty s
VACATION-10/11 Mo Faculty
FUMERAL LEAVE
CES Travel County Funds
CES Travel Mo Expenses
HEEEEEn CES Travel Prof Imp Funds
CES Travel UK Funds

Description:

Start Date: *

JURY DUTY
End Date: * | OFFICIAL PROF LV/TRAVEL
bsence hours: | EMERGENCY CLOSING v

Approver Name: |Subba R Pall
MNew Note:




Then adjust the dates, absence hours, and add any notes. Notes are very helpful when you need to look
back at a date but don’t recall why you submitted leave for that date. You can be as specific as you like
or as required by your district director.

Create Leave Request

Leave Request: CES Travel County Funds, 06/23/2016
| Send and Back | Sendand New | 3¢ Cancel

- “ Calendar | Team Calendar | Time Accounts | Leave Requests

Show from: [06/22/2015 T Apply
Type of Leave ‘ Start Date | End Date Next Processor
CES Travel UK Funds 07/08/2016 07/08/2016 Subba R Pali
VACATION - 12 Mo Faculty 08102015 08132015
VACATION - 12 Mo Faculty 07/2212015 0713112015

~ Leave Details Check

Type of Leave

Type of Leave: * |CES Travel County Funds -
Description: CES Travel County Funds

General Data
Start Date: * |06/23/2016 ]
End Date: * |[06/23/2016 &)}

Absence hours:

8.00/

Approver Name: |Subba R Palii

Mew Mote: | Travel to District Meeting and back in one day.




Select Send and Back if only requesting one leave of absence. If you have additional request to make

you can select send and new.

TTEatE Leave

Leave Request: CES Travel County Funds, 06/23/2016

| Send and Back | Send and New | ¥ Cancel

- k Calendar |~ TeamCalendar |~ Time Accounts | Leave Requests
Shlrl from: | 06/22/2013 i Apply
lpj}w Leave | start Date | End Date Next Processor
CES Travel UK Funds 07/08/2016 07/08/2016 Subba R Pali
VACATION - 12 Mo Faculty 08/10/2015 08/13/2015
VACATION - 12 Mo Faculty 0712272015 07/31/2015

~ Leave Details Check

Type of Leave

Type of Leave: * [CES Travel County Funds

‘General Data

Description: CES Travel County Funds

Start Date: * [06/23/2016

End Date: * [06/23/2016

Absence hours: [

Approver Name: |Subba R Palli

Mew Mote: |Travelto District Meeting and back in one day.

Snapshot of what will show up in the summary table.

Create Leave Request

Leave Overview

Lo request veas sen successiy

| Hstory

Back Forwas

= Leave Data Overview [ Hew
Eon Cancet | Type of Leave | st Date | EnaDare Next Processor Stms Hours | Oucta Uses B
@ i ] ‘CES Travel UK Fungs 0782016 oins201e Suba 7 Pal sent 200
@B @ GES Travel Gounty Funds 06232016 08232016 Subba R Pal sent 200
@ i | VACATION - 12 Mo Facuty 08102015 se31S Approved 3200 32 Howrs
2 B VACATION- 12 Mo Facuty o7ac01s oS ppreies 400 64 Hours |
= Time Accounts Overview
Time dccoumt [ATypes __v) Apply
Time Account Deauction from Oeauction to | Emement Remaning Baance =




Snapshot of new CES Travel codes for Extension related personnel.

* Leave Details

Check

Type of Leave

General Data

Type of Leave: *
Description:

Start Date: *
End Date: *
Absence hours:
Approver Name:
New Mote:

ES Travel County Funds

WVACATION - 12 Mo Faculty
VACATION-10/11 Mo Faculty
FUMERAL LEAVE

CES Travel County Funds
CES Travel Mo Expenses
CES Travel Prof Imp Funds
CES Travel UK Funds

JURY DUTY

OFFICIAL PROF LVTRAVEL
EMERGENCY CLOSING

Subba R Pali




