Why Havn't | Been Paid??

Yes- Have you
completed New Hire
Paperwork with
student Services?

Are you a
New
Employee?

No- Did you submit
your MylLeave
timecard on time?

Yes- Contact your
student director

No- Complete
paperwork with
student services in
Cragmor Hall Room
104

Yes- Are your
preferences settings in
MyLeave Correct?

No- Submit time card
and contact student

director. It may take
2-3 weeks to be paid.

Yes- Contact your
student director

No-correct preferences
settings and contact
student dirctor if your
time card is late




Setting your Preferences:

Log into your student portal and click on the “CU Resources” tab. Click on the image of a calendar labeled “MyLeave.” This is where you
will enter any hours worked. This screenshot shows you what your preferences should look like. MyLeave will prompt you to your
references the first time you open the program.
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