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Employee’s instruction for Electronic Leave Report.  

Open Internet Explorer and type in: one.medaille.edu or Click on   at the top of Medaille 

IT homepage at it.medaille.edu. You should see:  

 

1. Enter your username  

2. Enter your password 

(your username and your password are your Medaille email username and password) 

3. Click on Login button.  

 

 

You will see the following and need to click on the correct tab at the top  

(360 for Faculty or 360 for Staff).  
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Then select the “Time Reporting and Leave Balances” Tile.  

 

  
  

Next select: 

  

 

 

Then you will see the following page  

 

 

Next Click on radio button and click on the   button.    
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In the “Leave Report Selection Page” you will see your Position and its code, Your Division/Dept name 

and its code, and the active month with its status:  

  

You may need to select the appropriate Leave Report Period by clicking on  down arrow and then  

click on  
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In order to report your Sick, Vacation or Personal Leave 

Hours you need to click on appropriate  

under the Date and Earning.    

, you will see.  

  

You may enter a number between 2 and 8 as a whole number.  Now you have option of saving it and go  

on by clicking on  

 

  

 

 

 

 

 

 

 

  and 
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To copy the same hours to other days by clicking on  , in this case June, 10 and 11.  

  

After clicking on the You should see,  

  

Now by clicking on you should be able to see other weeks in the month.  

   

 

  and  
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By clicking     you should be able to see the entire month.  

  

After you are done, the  tab will take you back to the Form.  

You may complete this form at the end of the Pay Period or during the month for all categories (Earnings; 

Sick, Vacation and Personal Leave). You can submit the completed form only once at the end of any Pay 

Period (month).    

This process will inform your supervisor by an email by clicking on the .    

You must complete and submit this form at the end of any Pay Periods. Your Birth Date and your last 4 

digits of your SSN is required to finish the following form.  

  

  

Other points that you need to know about this form  

  

General information about you and the Pay Period 

that you are working on.  
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You may add a comment to automatic email to your 

supervisor when you submit your electronic leave 

Report.  

  

After you complete your Electronic Salaried Time 

Report you need to submit it to your supervisor   

  

Will take you to next or previous week in a pay 

period.  

  

Will show you the entire entries for the month that 

you are in.  

  

You may restart (reset) the month that you are in 

and restart again before you submit you Electronic 

Salaried Time Report  

  

Will take you back to the Leave Report Section menu  

 

After you submit the form, you will see   

    

or  


