How to Enter Other Paid Leave - Exempt Scribe”

UNM provides a range of Other Paid Leave (OPL) and should be accurately classified
within the LoboTime. This includes but is not limited to bereavement leave, University
closure/delayed start, jury duty, and voting time. See UAP 3415: Leave with Pay for
additional guidance.

1 To enter other paid leave (OPL) for an employee, login to LoboTime. Navigate to
all employee timecards by clicking on the arrow in the 'Manage Timecards' tile. For
instructions on logging into LoboTime, refer to the Supervisor Job Aid: General
Access & Dashboard.
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@ Welcome back, testmgr

HR and Payroll Updates : My Notifications o : Manage Timecards

HR and Payroll encourage you to review the Previous Pay Period v All Timecards

information on our website. Tasks 0 >
time.unm.edu .
Clean Timecards
Payroll deadlines are available here. My Requests 0 > 2 Timecards with no >
payroll.unm.edu/mypay/pay-schedule.html exceptions
Here are job aids to help you with LoboTime. Employee Requests 2 P

time.unm.edu/resources/job-aids_ukg_v1.pdf

Current actual leave balances are maintained in Notices 0 >
UNM's Employee Dashboard, not in LoboTime.
Please go to the link to see your current balances.

pp.unm.edu/EmployeeSelfService/ Timekeeping Requests 0 >
System Messages 0 D
Timekeeping 0 >
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2  Click the down arrow of the dropdown menu to select the appropriate employee.
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3 Once the correct employee is selected, click on the small calendar icon to select
the correct pay period.
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4  Within the exempt timecard click on the day, then select Add New.
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5 Within the side panel that opens up after selecting Add new, use the Paycode
cell dropdown to select "Other Paid Leave" and then use the transfer right arrow
to proceed to Add Labor Category.
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Click on Add Labor Category to select the Add Category then select leave from
dropdown.

Note: Employees may use the appropriate paid leave option applicable to their
situation, in accordance with company policy. Jury Duty is used as an example in
this step and does not limit the use of other qualifying paid leave types.
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7  Click Ok.
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9 Then click into the cell under the appropriate date(s) the leave should be apply to
and enter the hours.
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10 Click Save.
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11  The timecard updates to Other Paid Leave.
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