2023 Leave Bank Enrollment Instructions

1. Log into CONNECT, then click the Navigator button.

a) The navigator button can be found at the top right corner. i
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b) Once you click on the navigator button a toolbar will appear and you can
then click on navigator.




2. Click on HCM Systems
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3. Click on Self Service
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4. Click on Leave Transfer Requests
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5. Click on Enroll into Leave Bank
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6. Next, you will need to choose the program name from the drop down. This
year’s program name is 2023 LB Enrollment

< Employee Self Service Request to Enroll in the Leave Bank

Request to Enroll in the Leave Bank

This form may be used to enroll in the leave bank.

Donation Program

*Program Name ! |Select Program ﬂ!
Category Type
Contribution Type Frequency
Unit Type Ceiling Limit
Minimum Days Maximum Days
Begin Date End Date
Leave Contribution
5 Q 1-1 of 1]
From Entitlement Balance gays £ Recipient Type Name Details Delete
lonate
Select Entitlement v Balance v Q | Details Delete
Add Contribution

Comments

Requester Comments



7. Choose which type of leave you would like to contribute from the
entitlement drop down.
a. You must donate 8 hours of annual, personal, compensatory or sick
leave.
b. Then, read and check off that you have read and understand the
Agreement and Compliance section.
c. Finally, submit your 2023 leave bank enrollment request.

Category Bank Type Voluntary
Contribution Type One-Time
Unit Type Hours Ceiling Limit 2.00
Minimum Hours 1.00 Maximum Hours 9959393 00
Begin Date End Date
Leave Contribution Personalize | Find | | E First ‘4 10of1 ‘b Last
i Hours to o _
From Entitlement Balance Donate Recipient Type Name Details Delete
[Sick Leave Entitlement v [ | 8.00 Details Delete
Comments
Requester Comments Fé

Agreement and Compliance

* | have read and understand the Judiciary Leave Bank Guidelines.
* |l understand this donation is irevocable.
* | certify that the above information is true and correct.

| hereby confirm that | have read and comply with the given statements



