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Now you need to select
University Closure from
the drop-down selection.
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Edit Quantity per Day, only if you
were scheduled a different
amount of Hours other than 8.
So, for example, if you were
scheduled for 10 hours, you
would click Edit Quantity per Day
and change your hours to reflect
your scheduled hours. Or if you
are a part-time staff employee
and were scheduled to work,
then you would enter in your
scheduled part-time hours.
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Once your hours are set above and added

the optional comment, you can click on
Submit and you're done.

Note: If you had previously scheduled paid
Time Off during the university closure plan,
you will need remove it and change the
leave type to "University Closure".
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