
My Leave Initial Set Up 
1. Portal> UCDAccess

2. My Leave block:

3. Navigate to PREFERENCES



4. Set Preferences

Holiday Schedule: SELECT YOUR CAMPUS

Overtime/CompTime Eligible: COMPTIME

MyLeave Start Date: ENTER at least ONE MONTH PRIOR TO HIRE DATE

Default Work Days and Hours 

Weekly Schedule: STANDARD WEEK (FULL/PART TIME) 

Week Begin Day: SUNDAY 

Set your work hours as appropriate (M-F; etc.)

Set Email Preferences 



My Leave Time Entry 

1. Portal> UCDAccess

2. My Info and Pay TAB> My Leave

3. Enter Leave Request
a. Double Click on Date in Calendar that you would like to enter hours for
b. Add Event:
c. *Date/Time
d. *Earnings Code
e. *Status: SUBMIT A REQUEST
f. Description if necessary
g. SAVE



4. Submit Timesheet at the end of each month

5. Verify Hours taken for the month
6. Check “I Agree” box and Submit
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