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Umniversity of North Alabama

Production Systems Access

Flease enter your UNA username and password

leolion@una.edu

By accessing this system, you are agreeing to all
policies governing the University of North Alabama's
(UMNA's) systems. Current policies can be viewed here,
Unauthorized users should disconnect immediately.
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7 My Activities Then select Enter Time.




Employee Dashboard « T

Timesheet
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Timesheet

Pay Period v

Submitted On Status

Click Start Time Sheet.

01/30/2022-02/12/2022  32.00 Hours (i

Step 6

1Progress  Submit By 02/15/2022, 10:00 AM
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Earn Code

Biweekly Pay

ixit Page

(3 Add Earn Code

|

Select the date on which you
would like to report time.

Select the earnings code to
be used and enter the
number of hours used.

Click SAVE (this is easy to
overlook but VERY
necessary).
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Step 8

9/25/2022 - 10/08/2022

SUNDAY

Earn Code

Biweekly Pay

Gy S U LI LVLL ~ IUIVOILVLL  OUY U
Time Entry Detail

Date Earn Code

09/26/2022 BW, Biweekly Pay

y Pay

Time Earned

BW, Biweekly Pay

Summary

80.00 Hours (i L Returned  Submit By 10/11/2022, 10:00 AM
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
26 27 28 29 30 1
8.00 Hours 8.00 H 8.00 Hours 8.00 Hours 8.00 Ht
(® Add Earn Code
Hours*
v
cu  subnnL By U LvEL, .U AM

Shift

Total

Click “Preview”.

Lion Habitat
Supervisor

01/30/2022 - 02/12/2022

30

The Greatest Mascot in all the World, EX4277, Office of the Lion Habitat

Review for accuracy and then
click “Submit”.

”‘L @ Timesheet data successfully saved.

Be sure you receive this
notification to know you

= submitted successfully.

)4-00, U, 3030, Director of Human Resources, Rate: $20.157779

40.00 Hours
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@ Add Earn Code

< Restart Time {0 Leave Balances

s Submit By 02/15/2022, 10:00 AM
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