‘ State of Delaware eSTAR JOb Aid

Employee State Time & Attendance Reporting

Job Aid 31: How to enter Educational Leave using LMEX: Leave for Competing in Exams
In order receive Educational Leave you must receive approval from DHSS Training. Without approval you are
not authorized to pay to Educational Leave.

l. Once Educational Leave has been approved and the Manger is notified, the employee must submit a
Time off Request using LVMX on the day they use Educational Leave.

Employee:

Log into eSTAR on your dashboard select My Time OFF.

My TIrmeshest My Calendar
Edit Emplaoyee Time Employee Calendars
Edit Time for Groups by Time Off

Approve Timesheets

DErey
My Contact Preferences
View Reports

MEnage Delegations
kew Analytics Report

Wiaw Analytics

& employees

Malmtain My Emaloyees
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2. Select Create New Request, Time off for Sick, Vacation and Other.
The parameters of leave should be:

Time Off Type LMEX Leave for Competing in Exams
Date(s)
Comments Educational Leave

Create Time Off Request

Time OFf Type: | MEX Leave for competing In Exams | w
Dapes: DB 72020 |8 To 61702020 |8

Comments: Educetionsl Leave.

Request Details

You may need to change the hours of leave used that day.

Request Details

Action Dape Pay Code Value
3 X ‘Wed DS/ T/2020  LYMEX Leave for competl... 7.5 Hours
Comments

Educetionsl Leave.

@ Back £ Submit

Submit the Request.
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Manager
Approve the Time off Request.
Once the Time off Request has bee approved this will write to the timesheet.

T T T T g
| bdsave -  More-  LstView -

[ Tirne Entry H ACT Bialances ]

E M T W T F & 5 M T W T F §
| Jun &, 2020 B Shaw all Wesks

7 B 9 10 11 12 13 2 15 16 17 18 19 20
Date Fay Code Haouwrs Cleschc In Mamne: Clock Ouwt... Ao
wn Please Select
-
0607 +
+ - LWMEX Leave for cormpeting In Exarms 7.50

608 g Pleaseselect
4 = WKSCHELAPSED Work Scneduled 7.50
06T | gl  |Please Select
4 = WKSCHELAPSED Work Scneduled 7.50

0610 g Pleaze Select

£ + - WWE_SCH_ELAPSED Work Scneduled 7.50
o0& v PleasesSelect

4 + - WE_SCH_ELAPSED Work Scneduled 7.5
0612 + - Pleasze Select

5at Please Select

-
0613 +
€

Exceptions « || Resuits || Scnedule || Lesve |

DS Code o | Paycode | Hours | am... | Rate | Caleulated... | Optional P_.. | Additional... | Earnings C._ | Estimated...
160101035 | LVMEX Leav... 750 000| 17022005  17.022005 M REG 127.67
160101035 | REG RegUa.. 6750| 000 17022005 17022005 M REG 1.148.99

Approve the timesheet.
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