
Part-Time Employees 
Report Time 

All temporary (part-time hourly) employees are 
responsible for accurately reporting their time 
worked. You must punch in and out for every 
shift, including your lunch break. If you forget to 
punch in/out, notify your supervisor.  

1. Log into HCM using your MEID and password. 

2. Click the Time tile. 

 

 

 

 

 

3. Click Report Time. 

 
 

 

 

 

 Note: Your Job Title field w ill only 
display if you have multiple part-time 
positions with Maricopa. Select the job for 
which you are requesting time off. 

4. Click in Punch Type and select your 
appropriate punch type. 

 

 

 

 

 

5. In the upper-right corner, click Submit. 

6. When finished, sign out. 
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All temporary (part-time hourly) employees earn 1 
hour of sick time for every 30 hours worked per 
Prop 206. Sick Leave is the only absence type that 
temporary employees can elect when submitting 
an absence request. 

1. Log into HCM with your MEID and password. 

2. Click the Time tile. 

3. Optional: To view your absence balances,  
click Absence Balances. 

4. On the left menu, click Request Absence. 

 Note: Your Job Title field w ill only display 
if you have multiple part-time positions with 
Maricopa. Select the job for which you are 
requesting time off. 

5. Click in Absence Name and select Sick Leave. 

6. Click the Calendar icons to select the SAME 
Start/End date for your absence request. 

7. SKIP the Duration field. LEAVE IT AS IT IS! 
(This will auto-correct with your information.) 

8. Click on Partial Days. 

9. Click the Partial Days drop-down menu,  
and select All Days.

 

10. In Duration, enter the number of hours you 
expect to take off for your absence. 

11. Click Done in the upper-right corner. 

12. Notice the correct Duration hours. 

13. Click Check Eligibility to determine if your 
request will be Paid or Unpaid hours.  
Then click OK. 

14. In the upper-right corner, click Submit. 

15. Click Yes to confirm or No to make changes. 

16. To enter a new Absence Request, click the 
Request Absence option on the left menu, and 
repeat the steps. Or sign out. 

Absence Request  
Partial Day 


