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· Remember to report all holiday usage….both earned and used.  Holidays are identified in the month in which they occur in highlighted yellow rows with dates; use those lines to report your holiday usage.  Holiday leave only be used after it has been earned.

· Leave should be recorded in quarter day increments only; part-time employees can check with SFP for any exception that may apply due to their FTE and scheduled work days.

· As of 1/1/11, providing the account/PTEAO to which your salary is charged is no longer required.

· Your employee number is your Research Foundation number, not the one provided to get your SUNY ID, and can be found on your paystub in self-service.

· If your anniversary resulting in a rate change occurs in the middle of the month, you will need to use a blended rate for that month.  Please follow the instructions on the file instruction tab.  If you have questions, contact SFP.

· Be careful to be on the correct month’s tab when entering usage for the month.  If you delete any previously reported usage it will adversely affect your balances and we will have to contact you to correct the error.

· You have until the close of the following month to submit each month’s report; sending it in as soon as the month closes is best.  Submission prior to the close of the month is not permitted (unless leave is being used through the end of the month).

· Please enter your name on the data tab as Last Name, First Name as we file the reports alphabetically by last name.
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