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Getting Started with My Leave  
 
MyLeave is an online electronic time keeping system. As an employee you will access the 
MyLeave system via myCUinfo.  You will record the time worked each day in your MyLeave 
system calendar and submit those recorded hours bi‐weekly to your supervisor for approval and 
ultimately payment.   

Follow these instructions to setup and use the system correctly to record hours worked and 
submit timesheets. 

Logging into the CU Resources Page 

1. Navigate to the myCUinfo login page  (myCUinfo.colorado.edu). 
2. Enter your login credentials. 
3. Click Login.  

 

After logging in, the CU Resources Home page opens. 
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4. From the CU Resources Home pulldown, select My Info and Pay to go to that 
page. 

 

The My Info and Pay page is the resource center for all information that relates to your job at 
UCB.  In this section you can record and submit your time through MyLeave, view your pay 
check details, update your address, update your W‐4, update your direct deposit information, 
print a W‐2 at the end of the year.  

 

If you do not have the CU Resources tab, contact Patty Sue at pattysue.femrite@colorado.edu. 

  

4 



 pg. 3 

Getting Started in My Leave 

1. Click on the My Leave tile.  

 
 

2. The calendar screen opens where you can begin to enter your time.   
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Viewing the Calendar  

1. Your name and employee ID should show up in the first box. 

 
 

2. The second box allows you to choose which job you are entering hours for. If you hold 
multiple jobs you will need to create and submit separate timesheets for each job. Be 
careful to select the correct job record from the drop‐down box, before you start 
entering time on the calendar. 

 

3. The preferences button allows you to go to your My Leave Preferences to change your 
default work schedule, start date and email preferences. 

4. There are several tabs that let you to see your Calendar by the Month, Week, Day. 
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Entering Hours Worked on the Calendar 

1. Double click on the day you want to enter hours for.  This will bring up an event 
box.  You can think of the event box as one shift for your job.   

2. Enter the start date (from date) and time and end date (to date) and time. When 
you do this the number of hours listed in the “Amount” box will be the number of 
hours you worked that shift. 

 

  
3. Check the “Includes Lunch” box if you took a 30 minute lunch break. This box is optional. 
4. Choose your supervisor from the “Reporting to” drop‐down menu. If you have only one 

position on campus the box will default to your supervisor.  If you have multiple 
positions on campus you will need to be careful on this step and be sure to pick the right 
supervisor for the hours you are reporting. This step is very important, if you do not 
choose the correct supervisor you may not be paid correctly.  

5. Choose Student Hourly is the “Earnings Code” dropdown. 
6. Choose Marked as Worked in the “Status” dropdown. 
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7. The “Description” box is optional. You can add notes of what those hours were used for, 
for your records. 

8. Leave the “Speedtype” box blank. 
9. Save these entries. 

 
Important notes: 

 You will notice that time is recorded in 15 minute blocks and the system will always 
default to the nearest 15 minute time.   

 You may also notice that the clock in the system runs in Military time (24‐hour clock). If 
you are unfamiliar with military time see the chart below.   

 
 

 After you save your hours you will see the hours recorded on your Calendar.   

 
 You can put as many shifts as you work on any day on your calendar.   
 If you work in multiple positions you will need to create an event for each position.    
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Submitting your Timesheet 

After entering your hours for each day worked in a two‐week pay period, submit your 
timesheet (or timesheets if you have multiple positions) in order to be paid.  Make sure to 
verify all of your hours are correctly entered on your calendar. 

 
1. Navigate to the Timesheet tab at the top of your MyLeave page. 

 

2. Once you are on your timesheet screen you will need to submit a timesheet for each 
position you work on campus.  Select your timesheet(s) using a drop‐down menu at the top 
of your screen.  

 

3. Review your timesheet(s).  
4. If your timesheet(s) is/are correct scroll to the bottom of the timesheet, click the 

certification statement, then select the Submit button.   
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IMPORTANT: TIME SHEETS SUBMITTTED OR APPROVED AFTER THE DUE DATE WILL NOT BE 
PROCESSED automatically in the system.  You will need to fill out a Late Pay form to be paid. 
 

 One you have submitted your timesheet(s) they will be routed to your supervisor for 
approval. You will be notified via email when your supervisor has approved (or denied) 
your timesheet. If you do not receive this notification within 24 hours, please contact 
your supervisor. 

 

 
 Once your timesheet is approved, you have done everything you need to do to get paid. 

The department completes the process to upload your hours into the payroll system. 
 You will repeat this process every two week pay period.   

 
If you have any questions you can work with your supervisor or contact 
pattysue.femrite@colorado.edu.     


