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ON-LINE SICK LEAVE SYSTEM

NB: A Campus Wide Login (CWL) account is required for myUBC access. To obtain a
CWL account, please logon to www.cwl.ubc.ca to register.
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ACCESSING THE ON-LINE SICK LEAVE SYSTEM:

1. Open Internet Explorer and enter the following URL: http:/my.ubc.ca

2. Click on the HR Sick Leave application.

é'my.uﬂ[.ca—r‘ly Place - Windows Internet Explorer provided by UBC IT Services

@A = bt Jwww my.ube.ca)
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File Edit View Favorites Tools  Help

aplace of mind

Vancouver Campus

Syl

The myUBC portal service was refired on February 28, 2013 as it no longer met the technical needs of students, staff and
faculty on campus. This page you are currently on will remain in its place to provide you with links to the applications that
were available through myUBC. As an alternative to the myUBGC web portal, UBC IT is infroducing the m.ubc ca mobile
website and native app. With the increased amount of smariphone and tablet use on campus, the m.ubc.ca website isa
much more streamiined and accessible opfion when accessing content exclusive to UBC.

For your convenience, a list of ditect links to applications that were available in myUBC is provided belaw

% Student and Alumni - SAMail

'03 Management Systems Portal - HRIFMIS

Q3 Connect

Events Calendar

I/} Library - Overdues

% Faculty and Staff - FASmail

(2 Student Email Alias Service + HR Sick Leave

Wisit the myUBC Decomissioning Proiec for more i

ubcit communications@ubc ca

If you have any questions, please contact us at

The Leonard $. Klinck Building

6356 Agricultural Road

Vancouver, B.C., VBT 122, BC Canada
Contact UBC IT

Backtotop A
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THE UNIVERSITY OF BRITISH COLUMBIA
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FROTECT YOUR CWL ACCOUNT

‘Watch out for sites or emails that prefend to be
legitimate and ask for your CWL usemame and
password

Please report any suspicious requests for your CWL
username and password

Leam more about how fo protect your computer

UBC Campuses

Vancouver Campus

3. There are two types of sick leave data captured by our system:

o Sick Leave System
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i. Sick leave statistics for Staff only, by employee group and month.
ii. Click on the “Go” button to the right to enter these statistics. Refer to page

8-9 for step-by-step instructions.

o ILI (Influenza Like lliness) Sick Leave System


http://my.ubc.ca/
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i. Sick leave statistics for Faculty and Staff, for sick leave taken due to

influenza like illness (ILI), by individual employee and month. Note that ILI
illness for Staff should also be tracked above as well.

ii. Click on the “Go” button to the right to enter these statistics. Refer to page
X-X for step-by-step instructions.

é Start Sick Leave System - Windows Internet Explorer provided by UBC IT Services

_[8]x]

@H B Ié‘ https:webapps hr ube.cafhrsicklzavejdepartprocess pj@ B4 X @ Employee-fa.., @ Modify a Per.., M iy UBC a1 @ Welcometa ., Sick Leave System:

Fle Edt Yew Favares Toos Help Refer to page 8-9 fo':
step-by-step instruction.

Sick Leave System

To log out of the system, click here,

To record monthly sick leave stats, click here.

Sick leaves stats are recorded at @ summarized level (staff only) and are reportzd to the Board of Governors, The summaries entered her are to include all types of absences due to ilness, ILI Sick Leave System .

including influgnza. :
Refer to page 17 for

To record specific details regarding influenza like illness (ILT) for faculty and staff, click here. step-by-step instruction.

1T information s recorded for both faculty =nd staff, and is enly made available to the UBC Occupational Health Nursss located in the Heslth, Safety, and Environment offices t UBCY and UBCO.
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SICK LEAVE SYSTEM: ENTERING/SUBMITTING STATISTICS

4.

Please use the pull-down menus to select the Department/Faculty and Union that you wish to
enter sick leave statistics for. Note that the Union pull-down menu will not appear until after the
Department/Faculty has been selected.

Note: You only have access to the Department/Faculty as specified by you and your Manager
in your HRMS Access Request Form.

é Welcome to Sick Leave Application - Windows Internet Explorer provided by UBC IT Services -8 ﬂ

@;'|'l%https1Hwebapps‘hr‘ubc-cthrsickleaveISickImDmveUpdate Pj@ B4 X @Employee-facingr...| 2 Modiy aPerson |Mmy‘UEC.ca-MyP\ace 2 Wekome to5i., X A
File Edt ‘View Favorites Tools Help
R

Please DO NOT use the BACK or FORWARD huttons on your browser.
Doing so will result in 2 portal emor.

Welcome to the Sick Leave Application

Please fill out the form

Use the pull-down menu to
select your
Department/Faculty. The
Union pull-down menu will
appear once your
Department/Faculty has
been selected.

Department ‘ Human Resources-EMPL

Union -
Year mx
# of ful-time equivalents

slck leave taken - hours

Hotavatiatie

’7
’7
’7

ot Incldences of sick leave »= 2 days ’7 Hetavaliabiz =
’7
’7

2 ot Incldences of sick leave < 2 days

2 of hours formeglcal / dental appointments Notavaliable

Notavalabiz

Save & gotothe next Month
Save &gotothe next Degt
Save & gotothe next Union

Reporting MAINMENU

o # of full-time equivalents (detemine the number of employ ees equivalent to full-time statug)

o # of ick leave taken - hours (paid sick leave only; do not inchide time taken for other leave such as compassionate care bereavement; time taken for dependent children, medical dental appontments, etc.)
o # of incidences of sick leave < 2 days (count the mumber of absences less than 2 days)

o # of incidences of sick leave =2 days (count the number of absences meater than or equal to 2 days)

o # of hours used for medical dental appomtments

o # of hours of sick leave taken for dependent chuldren

Deadlines for reporting:
o January - June - July 31
o July - December - Janvary 31
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5. Once you have selected the Department/Faculty and Union, a brown box will appear with
information on the last Year and Month data was entered for. The Year and Month pull-down
menus will automatically populate with the next month.

{6 Welcome to Sick Leave Application - Windows Internet Explorer provided by UBE IT Services =181

@Eﬂ|@https:Hwehapps‘hr.ubc‘caJ'hrswckIeaveiS\cklmproveUpdate pj@ B #|x 2 Enployee-facingr.., | (2 Hodfy aPerson |Mmy‘UBC.ca-MyPlace 2 Weleome ta . K|_| {1} 5.2 &%

Fle Edt Wew Favores Tooks Help

Please DO NOT use the BACK or FORWARD buttons on yaur browser. Tl
Doing so will result in & portal emor,

Welcome tothe Sick Leave Application

Please fill out the form
Department |Human Resources-EMPL j
Unien [anagementéProfessional (AAPIMER ¥

The system will provide
information on when data
was last entered.

2 of fulk-time cquivalents
slek leave taken - hours

2 of Incldences of sick leave < 2 days Motavaliable |
2 of Incidences of sick leave 3= 2 days Hotavatabie

2 of hours for medcal / dental appointments NA Hetavatats ¥
o howrs of sick kave Lsed for dependent chikiren NA Hotavalatie ¥

Szve & gotothe next Month
Save&gatothenext Dent
Save &gatathenedt Unin

Reporing |  MAINHENL

+ # of full-time equivalents (determine the nuraber of enmloy ees equivalent to full-time status)

o # of sick leave taken - hours (paid sick leave oaly; do not include time taken for other leave vuch as compassionate care bereavement; time taken for dependent children, medical dental appointments, ete.)
« # of meidences of sick leave < 7 days (count the mumber of absences less than 1 days)

+ #of meidences of sick leave >= I days (count the number of absences meater than or equal to 1 days)

+ # of howrs used for medical dental appomimments

+ # of howrs of sick leave taken for dependent children

Deadlines for reporting:
o Janmary - Jume - July 31
o July - December - Jannary 31
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Once you have selected the Department/Faculty, Union, Year, and Month please enter the
following:

6.

10.

11.

12.

Enter the number of full-time equivalents (number of employees equivalent to full-time
status). For example, two employees each working at 50% time would be counted as 1 full-
time equivalent.

Enter the number of hours of sick leave taken (paid); do not include those receiving Income
Replacement Plan (Long-Term Disability) benefits or time unpaid time taken for other leave
such as compassionate care/bereavement; time taken for dependent children, medical/dental
appointments, etc. Include sick leave taken for influenza like ilinesses (ILI) here, as well as the
other system that tracks ILI by individual.

Enter the number of incidences of sick leave less than 2 days (count the number of
absences less than 2 days). Tick the “Not Available” box if your Department/Faculty does not
compile this information.

Enter the number of incidences of sick leave 2 days or more (count the number of absences
2 days or more). Tick the “Not Available” box if your Department/Faculty does not compile this
information.

Enter the number of hours for medical/dental appointments; this should be tracked
separately from number of hours of sick leave taken. This data is required for all Staff, with the
exception of Management & Professional, Senior Executives and Service Unit Directors.

Tick the “Not Available” box if your Department/Faculty does not compile this information. For
the above-mentioned groups where this information is not required, the “Not Available” box will
be automatically ticked.

Enter the number of sick leave hours taken to care for dependent children; this should be
tracked separately from number of hours of sick leave taken. This data is required for all Staff,
with the exception of Management & Professional, Senior Executives and Service Unit
Directors.

Tick the “Not Available” box if your Department/Faculty does not compile this information. For
the above-mentioned groups where this information is not required, the “Not Available” box will
be automatically ticked.

Once you have entered information in steps 6 — 12, check one of the following options to
submit your data:

o Save and go to the next Month — choose this option if you wish to enter sick leave
statistics for the same Department and Union, but another Month.

o Save and go to the next Department — choose this option if you wish to enter sick
leave statistics for another Department

o Save and go to the next Union — choose this option if you wish to enter sick leave
statistics for the same Department and Month, but another Union.

Repeat steps 4-12 until you have entered all your data on the Sick Leave System.
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Note Reporting Deadlines:
Sick Leave System (Staff only)
Monthly statistics for:

January — June: due July 31st
July — December: due January 31st
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SICK LEAVE SYSTEM: CHANGING STATISTICS ONCE SUBMITTED

Once submitted, you may need to change your data. You can either delete an entry entirely or edit
your data. You are only able to change data that is 12 months current. Any data that is older than 12
months is archived.

To change data, please follow the steps below:

13. Click on Reporting.

E Welcome to Sick Leave Application - Windows Internet Explorer provided by UBC IT Services -8 ﬂ

| [ . i ; 1 . y
@?: ¥ I@ fttps:ffwebapns. br uhc.cahrsickleaveSickImpravellpdate pj@ B[4 X (=) Employee-facingr... | = Modiy a Persan | TR LB carty Flace | 22 wekcome to 5i.., X {57

File Edt View Favorites Tools  Help

Please DO NOT use the BACK or FORWARD buttons on your browser. 0
Daing so wil result in & portal error,

Welcome to the Sick Leave Application

Please fill out the form
Department Human Resqurces-EMPL =
Union ManagementéProfessional (AAPS]-MEFR | ®
vear a2z
Honth wy 8
= of fulktime equivalents
Ik 122V taken - hours
2 of Inclaences of sick leaue < 2 days Hetavatasie =
2 of Incidences of sick leave »= 2 days Natavatiable =

# of hours for medical / dental appointments NA Hetavatasie
# of hours of sick leave used for dependent children NA Natavatiable =

Saved gotothenad Manth
MAIN MENU

Save & gotothe next Dept
o # of full-time equivalents {determine the mumber of employees equivalent to full-time status)

Save &gotothe next Union
o #of sick leave talen - hours (paid sick leave only; do not include time taken for other leave such as compassionate care bereavement; time taken for dependent children, medical dental appointments, efe)
« #of incidences of sick leave < 2 days (count the mumber of absences less than 2 days)
o # of ncadences of sick leave »= 2 days (count the number of absences greater than or equal to 2 days)
o # of hours used for medical dental appomtments
o #of hours of sick leave taken for dependent children

Deadlines for reporting:
o January - June - July 31
o July - December - January 31 | |

v
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14, Using the pull-down menus, select the Department/Faculty, Union, and Year requiring the
change. Then click on the Detailed Reports button.

,é Start Searching - Windows Internet Explorer provided by UBC IT Services

L8l
2 start searching X |_| ) 7 693

@:' @https:Hwebapps‘hr‘ubc‘caJ'hrsicHeaveJ’jsplcnmp_sickSearch‘jsp?method=getUnicpj@ B 14| % 2 Enployse-facngr... | (2 Modfy aPersm |Mmy‘UBC‘ca-MyPIace

Flle Edt Yew Favontes Tods Help

-
Please DO NOT use the BACK or FORWARD buttons an your brawser,
Doing 5o will resul in 2 portal emar.

SICK LEAVE REPORTING

ENTER YOUR REPORTING SEARCH CRITERIA Select
Department Human Resaurces - EMPL iz Depal’tment/FaCU"y.

Union Union and Year then

click on Detailed
Vear Reports.
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15. You may either “Delete” the entire entry or “Edit” your entry. Choose either Delete or Edit to
the right of the data row that requires changing.

Clicking on “Delete” deletes the data row entirely. A message will appear to let you know that
your record was deleted successfully. To re-enter your statistics, click on the orange “Enter
More Data” button that takes you back to step 8.

Clicking on “Edit” allows you to modify data within the row. For more information on how to
“Edit” data, go to step 4.

é Search Results - Windows Internet Explorer provided by UBC IT Services -8 ﬂ

@A ¥ I:? Pttps:{webapps. b b cajhrsickleavejspfcomp_sickResSearch.jsp L j % B4 % @ Employee-fadngr... | @ Modify a Person | m ity LJBC.ca-My Place @ Search Resuls X @ W ‘:’

File Edit Wiew Favarites Tools  Help

Please DO NOT use the BACK or FORWARD buttons on your browser,
Doing so wil result in a portal emor.

(CHANGE CRITERIA [EXPORT TOEX(EL

Search Results forE\IPLDepmmen( D, M&P Union Code and year 2012
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Select Delete or Edit
beside the row of data
you wish to change.
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16.

11

Editing data allows you to modify data within the row. For example, if we click on “Edit” to
modify data for EMPL, M&P, 2012, month 06, we are taken back to our original data entry.
Make your required changes within the field and click on the Update button.

,é Edit Record - Windows Internet Explorer provided by UBC IT Services _|a ﬂ

@:'l@ https: fwebapps,fr b cafhrsickleavejspcomp_sickEdt jsnrdeptid=EMPLadepa pj@ @ % @Emp\uyee-Faciﬂgr... @Ed\tRe(ord x|_| ﬂLrD ﬂ? ﬁ?
Fie Edt View Favortes Tools Help

@ Madfy a Person | M iy, LBC. ca-Hly Place
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Please DO NOT use the BACK or FORWARD buttons on your browser. Doing so wil result in a portal eror, J
Edit Sick Leave Record
Make your required
Sesamt changes directly in
vaar the box. Once
Hanth completed, click on
the Update button.
# of ful-ime equivaients

Skck Leave Takan - # hours

#arincidances of sk keave < 2days NA Natavatatie ¥
# af Inckdnces of sk Rave »=2days MA Natavalatic ¥
£ of hours formedical / dental appolntments HA Notavalabie ®

# of haurs ¥ skck keave used for dependent children MA Natavatatie ¥
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SICK LEAVE SYSTEM: REPORTING TOOL

The Reporting Tool allows you to view the data you entered on the system. There is also a feature to
export your data to an Excel spreadsheet.

To access the reporting tool, please follow the steps below:
17. Wherever you are in the on-line sick leave reporting system, click on Reporting. You will come

to a page where you can select Department/Faculty, Union and Year. Using the pull-down
menus, select your criteria and click on Detailed Reports.

é Start Searching - Windows Internet Explorer provided by UBCIT Services = ﬂ
@‘—‘ v I':%‘m. {fwebapps. hr b, cafhwsickleave jspcomp _sickSearch.jsp?method-=getlnic pj@ B 4| % (2 Managemen. . | @Mod\fyaPer...l (2 mpUBC.ca., | 2 StartSe.., X | ! Yahoo! Can... | | {0 % i
File Edit View Favorites Tools Help
Please DO NOT use the BACK or FORWARD buttons on your browser.
Doing so will result in & portal emor.
SICK LEAVE REPORTING
ENTER YOUR REPORTING SEARCH CRITERIA.
Department Hurzr Resaurcas -EMPL - Select Department/Faculty,
union Union and Year then click on
ear Detailed Reports.

1:03PM
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18.

The Detailed Report presents the previously entered data based on our reporting criteria.

{652t ch Results - Windows Internet Explorer pravided by UBC IT Services -8
@T\‘:‘f' iy cafbrsickeavejsplcomp_sickResSearch jsp pj@@ X 2 Manegemen.. | (2 Hadfy aPer,, | (2 myUBCaz-, | (2 SearchR,, X|mYahuu!Canm | {Ibﬁﬁ}
Fle Edt Vew Favoites Took Help
4
Please DO NOT use the BACK or FORWARD buttons on your browser,
Doing so wil result n a portal error,
CHANGE CRITERL| [EXPORT TOEXCEL
Search Results for EMPL Department ID , All Undons and year 2012
[ [ [ [ m |.ux
s “““““l_
0 [ e [w [ w Joee
m““““l_
[eeet [su0 wallan [ m [w [ [ m [
[ow[oefoa] w [uw]wo [w [ o | w | v PPN
CHANGE CRITERL| [EXPORT TOEX(EL
(W, 103 PM
Lstart w;]‘ @ l\‘ —E“ A ﬁ 102013
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At the bottom of the page, you will notice three buttons. You can choose to click on “Change
Criteria”, “Enter More Data” or “Export to Excel”.

Change Criteria allows you to change your reporting criteria and will take you back to step 17.
Enter More Data takes you back to step 4.

Export to Excel allows you to export the Detailed Report into an Excel spreadsheet (see next

step).
19. Clicking on “Exporting to Excel’ allows you to export the Detailed Report into an Excel
spreadsheet.
=lajx]
@:.'I'@https:ﬁwek“'" celfoctonh o n'”m‘jhﬂlz A1 (2 Managemen.., | (= HRM3 - Man... | (= my.UBC.car... | = Search R, X | &I Vahoo! Can., | i 5.7 8%
Fle Edi View Favorie Fle Edit View Favorites Tools  Help
=

d r FORWARD buttons on your browser,
or.

[EXPORTTOEX(EL

rtment ID , All Unions and year 2012

: | E——
Windows Internet Explorer

‘What do you want to do with ExcelGenerator.xls?

Size: 6.00KE
Type: Microsoft Excel 2003
From: wiebapps.hr.ubc.ca

< Open
The file won't be saved automatically,

< Save

< Saveas

Cancel
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ILI (INFLUENZA LIKE ILLNESS) SICK LEAVE SYSTEM: ENTERING/SUBMITTING
STATISTICS

20. Please use the pull-down menus to select the following information, specific to the individual
you are reporting for:

o Department/Faculty;

o Employment group (this pull-down menu will appear once the Department/Faculty has
been selected);

o Name (will appear once you have selected Department/Faculty and Employment
Group).

Please enter the following information, specific to the individual you are reporting for:

o Start and end date of the sick leave taken for influenza like iliness (ILI);
o Number of work days missed due to influenza like illness (ILI).

Click on “Save” at the bottom on the page.

Note: You only have access to the Department/Faculty as specified by you and your Manager
in your HRMS Access Request Form.
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E https:/ /webapps.hr.ubc.ca/hrsickleave,fjsp/comp_sickTL Ljsp?cw_sml=%2Fhrsickleave®2Fjsp%z2Fcomp_s - Windows Internet Explorer pro

6@ v |@ itpssfwebiapps b, ube.cafhsickleaveispicomp _sickILL jspeow _sml=4:2Fhrsicke ,Oj@ @‘ |§| E‘ 12 Wanagement st .

@ HRMS - Managen. @ o, LUBC carly Place

ML
@ ube.ca X u ﬂﬁ ﬂ? fé}

Fle Edt ‘ew Favorites Took Help

Please use this page to recard influenza, or influenza like illness (IL1) information for faculty and staff,
Record all influenza absences, whether they are confirmed HIN1 cases o just the regular seasonal flu,
If a faculty or staff member is away more than once, record each absence separately.

Important: do nat use the forward or back browser buttons

1, Start by selecting the department of the faculty or staff El
member

2. Select the employment group of the faculty or staff member

3, Selact the name of tha faculty or staff member

4, Record the start date of ahsence [the first day they were off e
k) EI

Wl

5, Record the end date of absence (the last day they were off
W B

Wl

&, Record the number of work days missed (do not count

weekands, ,_

holidays, or days scheduled for vacation)

MAIN MENU
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21. Once entered, your data will appear in a table on the data entry page. You can Edit/Delete the
information by clicking on either “Edit” or “Delete”.

Repeat Step 1 until you have entered all your data on the ILI Sick Leave System.

Note Reporting Deadlines:

ILI (Influenza Like lliness) Sick Leave System (Faculty and Staff)

Please enter as illnesses occur.



