[bookmark: _GoBack]Cyclic Leave of Absence for Classified or Exempt

Putting on Leave of Absence: Add + a row, add Effective Date (for the person below, their last contract day was 6/15), Action (Leave of Absence), Reason (Cyclic Leave), Save.
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Taking Off Leave of Absence: Add + a row, Effective Date, Action (Return from Leave), Reason (Return from Leave) – (I’ve requested a Return from Cyclic Leave Reason be added), Save.
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For classified staff, ctcLink will automatically prorate the salary based on the return from leave effective date. For Compensation for Exempt, see Compensation for Exempt on Cyclic Contracts documentation.
That’s it! 
image1.png
Work Location H Job Information H Job Labor H Payroll

Employee

Work Location Details @

“Effective Date I

Effective Sequence

HR Status

Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company
Business Unit

Department

Empl ID
Empl Record 0

Q
06/16/2021
0 “Action | Leave of Absence
Active Reason || Cyclic Leave
Leave of Absence “Job Indicator | Primary Job
7 Q ATHLETIC TRAINER
Override Position Data
06/16/2021
Position Management Record
UsA United States
150 Wenatchee Valley College
HR150 Wenatchee Valley College
99340 ATHLETICS

History

H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

4 [ 4of5 v~

Go To Row





image2.png
Work Location H Job Information H Job Labor

Employee

Work Location Details @

“Effective Date

Effective Sequence
HR Status

Payroll Status

Position Number

Position Entry Date

H Payroll H Salary Plan H Compensation H CTC Job Data H CTC Eamings Distribution

Empl ID
Empl Record 0

08/01/2021
0 *Action ‘ Return from Leave
Adtive Reason | Retum From Leave
Adtive “Job Indicator | Primary Job
. Q ATHLETIC TRAINER
Override Position Data
08/01/2021

Position Management Record

History

Go To Row

>




