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· Submit calendar to HR/Payroll that represents the days you’re working.
· Note any non-work days on your Outlook calendar as “Non-Work Day” and show your time as busy from 8 am - 4:30 pm. Do not set as a banner. 
· Sick days count as part of your 215 day calendar. Enter you sick time into Qmlative and make a note on your Outlook calendar that you were sick and that sick leave has been entered.
· Work Week Adjustments (WWA) – should be taken in the same work week. They will not be allowed as a whole day. If you are working on the weekend you need to do a calendar adjustment. 
· Calendar adjustments need to be prior approved.
· All employees will be doing time and effort reporting.  Each AA will complete the time and effort activity report for those whom they support. This will be sent for approvals via E-Sign process. Be sure to review your time and effort activity report before you sign; you are certifying that what is included in that report is accurate.
Helpful Hints:
· You may want to number each day as a banner so you can keep track of how many days you have throughout the year.
· You could also add a banner to the last day of the month and note how many days you worked for the month.



