REVIEWING LEAVE ACCRUALS ON-LINE IN MY CAT
You are now able to review your leave accruals and balances on-line through MY CAT.

Please click on the My Cat link on the Western Carolina University web page at www.wcu.edu
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To log in to system, you must use a valid username (WCU/Banner ID number that starts with 92) along with the associated six-digit password (also referred to as your PIN).    The default for the My Cat password/PIN is MMDDYY of your birth date unless you already have a different password set for My Cat.
For log in issues that require a password reset, please visit the IT Services Help Desk (with your WCU ID card) located in Hunter 66. They cannot reset your password over the phone. Employees located off campus should contact the IT Services Help Desk by phone for assistance.
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Secure Access Login Welcome to My Cat.
User Name: ||

This secure site provides students, faculty and administrative staff with world-class Intranet and
Internet services. This is where you can check e-mail, register for courses, and explore the Intemet.

Password:

Login | [ Cancel
Having problems logging in? Click here, | What's Inside?

B4 E-mail: Send and receive e-mail, and create your own personal address book.
Calendar: Access and manage your personal, course and school calendars.

&%, Groups: Create, manage and join group homepages for clubs, affiiations and interests.

and much more...
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When you access My Cat you will see several tabs.  Employees should click on the Personal Services tab.
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The Personal Services tab will show Personal Information such as campus address, employee address, email address and emergency contact information.  You may also update your emergency contact information, marital status and change your My Cat password/PIN from your initial password.  We recommend that after initial log in with your My Cat password/PIN that you immediately change your PIN.  You may also see a message telling you that the My Cat password (PIN) is expired and that you need to change it.
[image: image4.png]Western Carolina University - Windows Internet Explorer

B [S noasmonsescotos sizrgrorsizs nirerasseosui e seomonss oo 9] ) X |-

Fle Edt View Favortes Took Help

Google[8~ search & @+ b | B~ 2 ooknaris~ | [ ind - check + ] Aol - & - @sonin -

% & [ § wester Corlna riversty ] - &+ [ page - G Took -

[0 Personal Services YRS My World Map & Search _Catamount Mail February 17,2008

All Student Services oE=

CCETORIITIET Student  Faculty and Advisor  Employee

Search =] RETURN TO MENU  SITE MAP  HELP

Personal Information

View Address(es) and Phone(s)

Update Address(es) and Phone(s)

View E-mail Address(es)

View Emergency Contacts

Update Emergency Contacts

Update Marital Status

Social Security Number Change Information (Students Only)
Change your PIN

owmred by
RELEASE: 8.1 'SUNGARD' HIGHER EDUCATION

/ Trusted sies





Click on the Employee tab and then click on the ‘Time Off Current Balances and History’ link to view your current leave balances.
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The screen will then show your leave balances.  Please read the NOTE to understand how to correctly read your balances.
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View Leave Balances

QP To view the pay period breakdown for a partcular type of leave, olick on the underlined type of leave.

NOTE

« Available beginning balances represent the balance cartied forward after the end of year ROLL OVER

« "Eamed as of and "Taken as of' date wil always be represented by the balance as of the last payroll (not the “as of date showing in
the column). The payroll accrual process is run by the 23rd of each month

« For example, if you check your balance before the 23rd of March the balance siill reflects your accrual and time taken for the month of

January. If you check your balance afer the 23rd of March, then the balance reflects your accrual and time taken for the morth of
February.

List of Leave Types

TYPE of Leave Hoursor  Available Beginning
Days Balance
Bonus Leave Hours

Earned as of Feb 17, Taken as of Feb 17, Available Balance as of Feb 17,

0

Time O Current Balances and Hitary.
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You may then click on any of the links to see details of each leave type.  The ‘Leave/Timesheet submitted’ link is used by HR/Payroll to track whether a leave or timesheet has been submitted and entered into Banner for that month.  Each employee has been given an ‘Available Beginning Balance’ of 12.
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NOTE

« Auailable beginning balances represent the balance caried forward after the end of year ROLL OVER

« "Eamed as of and "Taken as of' date wil always be represented by the balance as of the last payroll (not the “as of date showing in
the column). The payroll accrual process is run by the 23rd of each month

« For example, if you check your balance before the 23rd of March the balance stil reflects your accrual and time taken for the morth of

January. If you check your balance afer the 23rd of March, then the balance reflects your accrual and time taken for the morth of
February.

List of Leave Types

TYPE of Leave Hoursor  Available Beginning  Earned as of Feb 17, Taken as of Feb 17, Available Balance as of Feb 17,
Days Balance 2009 2009 2009

Bonus Leave Hours ] ] ]

Community Senvice Leave Hours 0 24.00

Leave/Timesheet Hours 0
Submitied

Sick Leave Hours 96.00
Vacation Lea. Hours
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When you have completed your review of balances, please scroll to the top of the page and exit My Cat.  If you have any questions about your accruals, please contact Chris Williams at ext. 2359 or via email at clwilliams@wcu.edu
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