
Faculty Leave 
Reporting 
Instructions



Step 1: Log in to MyJaxState and click Employee Dashboard



Step 2: Click Enter Time 



Step 3: Click Start Timesheet



Step 4: Add Sick Leave – see next slides for details

• Skip to Step 5 if you have no leave to report.



Step 4a: Use arrows to move to different weeks on the calendar 
to select the day(s) you need to report sick leave



Step 4b: Once you are on the correct week of the month for the 
day(s) you have sick leave, click on the day you need to report 
sick leave. It will become highlighted in yellow.



Step 4c: Click in the Select Earn Code drop down box and click 
on Sick Leave Pay



Step 4d: Type in the number of hours of sick leave you need to 
report for the day you have highlighted. 
• If you are absent the entire day, you should report 8 hours of 

sick leave.



Step 4e: Click Save at the bottom right-hand side of your screen 
to save the sick leave you entered.



Step 4f: You will see a green pop-up message that the sick leave 
you entered was saved successfully.



If you have more sick leave you need to enter on other days of 
the month, follow steps 4a – 4f:

• Use the arrows on the calendar to change the week (if 
necessary)

• Click on the day you need to add sick leave (it will become 
highlighted in yellow)

• Click in the Select Earn Code drop down box and click on Sick 
Leave Pay

• Type in the number of hours of sick leave you need to report 
for the day you have highlighted.

• Click Save at the bottom right-hand side of your screen to save 
the sick leave you entered.

• You will see a green pop-up message that the sick leave you 
entered was saved successfully.



Step 4g: After you have entered all sick leave for the month, click 
Preview at the bottom right-hand side of your screen



Step 4h: You will see your Timesheet Detail Summary. Review this to make sure all sick leave you 
entered appears correct. You may also add comments if you like by clicking in the comment box 
(optional step).
Once you are satisfied that your timesheet has all sick leave reported and you’ve typed in any 
comments you would like to add, click Submit at the bottom right-hand side of your screen.



Step 4i: You will see a green pop-up message that your timesheet was 
submitted successfully.



Step 4j: You may now close this window. Your timesheet has been submitted, and 
next it will go to your timesheet approver to be approved for payroll processing.



Step 5: Submitting Your Timesheet When You Have 
No Sick Leave to Report



Step 5a: Click on just any day of the month – it does not matter which day. The 
day you click on will be highlighted yellow.



Step 5b: Click in the Select Earn Code drop down box and click on Sick Leave 
Pay



Step 5c: Type in 0 hours and click Save at the bottom right-hand side of your 
screen



Step 5d: You will see a green pop-up message that the sick leave you entered 
was saved successfully. 



Step 5e: Click Preview at the bottom right-hand side of your screen



Step 5f: You will see your Timesheet Detail Summary – it will show that you have 
no sick leave for the month. You may also add comments if you like by clicking in 
the comment box (optional step).
Once you are satisfied that your timesheet is correct and you’ve typed in any 
comments you would like to add, click Submit at the bottom right-hand side of 
your screen.



Step 5g: You will see a green pop-up message that your timesheet was submitted 
successfully



Step 5h: You may now close this window. Your timesheet has been submitted, 
and next it will go to your timesheet approver to be approved for payroll 
processing.



Tip: How to edit your timesheet after you have already 
submitted it (see the following slides)



Tip: How to edit your timesheet after you have already submitted it

Step 1: Log back in to MyJaxState and click on your Employee Dashboard



Tip: How to edit your timesheet after you have already submitted it

Step 2: Click Enter Time



Tip: How to edit your timesheet after you have already submitted it

Step 3: Click where it says Pending on your timesheet



Tip: How to edit your timesheet after you have already submitted it

Step 4: Click Recall Timesheet at the bottom right-hand side of your screen. This will allow you to re-
do your timesheet.



Thank you!
If you have questions, please email 

Payroll@jsu.edu


