


People & Money

User guides can be found on the website: People and Money user guides | The University of Edinburgh.  How to log on is in ‘General Guidance’; adding time cards is in the ‘Time Recording’ section.  

Submitting Time Cards
Log into MyEd using your Staff UUN.  Go to People and Money.  Click Company Single Sign-On.
From the Home page go to Me tab.  Click on Time and Absences.  You can pick from Current Time Card or Existing Time Card.  
Here are some hints once you are in the Time Card:
· Make sure you input the correct month when creating the Time Card
· Select the appropriate assignment number so the work is charged to the correct School at the correct rate. 
· Time Type is ‘Guaranteed Hours’
· Ignore Fund, Cost Centre, Analysis and Portfolio
· Ignore Alternate Rate  - if you have done marking and have a demonstrator contract, this rate will be added by the line manager before processing
· Course Code – Different courses must be entered separately. Start typing the name of the course and options will appear e.g. ‘The Micro’ will bring up ‘Mathematical Microeconomics 1’ and ‘The Microbial World 2’.
· Work Category – select Demonstrating or Marking or whatever is appropriate.  ‘Meetings’ should be listed as ‘Other Work Types’.  The system tends to offer you the last category you selected and the drop down list somehow gets ‘stuck’ and doesn’t offer any more.  If this happens, start typing the category you are looking for and it should appear e.g. ‘mar’ should mean ‘marking’ will pop up.
· Select dates – pick the correct date.  Please enter all activities separately.
[bookmark: _GoBack]Marking: Marking hours and Marking meeting hours must be submitted separately as marking hours are paid at level 6 and meetings hours will be paid at the level 5 rate.
Submission of Time Cards:
· Do not submit timecards until you fill in all the details!
· Once you submit the timecard and it is approved, please do not modify (add more hours) to the same timecard and resubmit at a later date. You can submit the additional hours in the next months’ timecard.
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