Submitting Office Hours

NOTE: Part-time faculty must also use their Division’s process for getting approval for hours to get paid
for the hours at the end of the term.

1. Goto self-service
2. Click on the three lines in the upper left-hand corner to expand the menu.
3. Click on Daily Work and then Office Hours
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4. Enter start and end date
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5. Enter the time. If you have office hours at the same time multiple days of the week in the same
location, they can all be captured in one submission. We'll explain that farther down.
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5. Type in the building name, not the acronym (i.e., Math not MBA). If you are holding virtual office

hours, choose ONLINE as the building.
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6. Select your room number. If you are holding virtual office hours, choose ONLINE as the room.
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7. If you meet at that time on multiple days, select the days.
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8. Select your frequency.
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9. Save

10. Repeat for hours not at the same time.

Students will be able to see the Hours in Schedule by clicking on the Faculty’s name:
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