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Welcome New Employees  

Lisa Jennings ,                                    
Administrative Assistant IV             

with School of Science  

Michael Necaise ,                             
Instructional Associate I                   

with Office of Technology Services 

Steven Tank ,                                     
Public Safety Officer II  

Osman Jaquez                                   
Custodial Worker I    

Sandra Chaidez                                
Custodial Worker I  

Mary Anne Facio ,                             
Executive Assistant to                         

the President                                           

Plans for the New Year  
Implementation of the new WebAdvisor 
Leave Management will start at the beginning 
of the new year.  

HR will be rolling out the new personnel  
transaction and supplemental forms. 

HR Forum will begin January 2010. 

Management and Leadership training         .         
in development. 

Transcription Program in development. 

 

Human Resources 
DECEMBER NEWSLETTER 

Updates in HR 
Implementation of the new WebAdvisor Leave will take place on January 4, 2010.        
As of January 4, 2010 paper leave slips will not be accepted by HR.  
Thank you to all who attended the WebAdvisor training in November. 

FAQs  

Q: I want to request some time off, but the type of leave I want to take is not an 
available option, why? 

A: Leave plans must still be activated by Human Resources prior to use. If you 
do not see the leave plan you are looking for, contact Human Resources, and 
we will activate your account. Requests can be submitted via email at 
HRLEAVE@sanjuancollege.edu 
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hours? 

A: WebAdvisor does not permit negative leave balances. If you would like to 
request time off for hours you have not yet earned, you must ask your     
supervisor. Upon receipt of your request, your supervisor will either approve 
or deny your request for Leave Without Pay. If approved, your request will be 
sent to Human Resources for processing. All requests for LWOP should be sent 
to HRLEAVE@sanjuancollege.edu 

 
Q: I received an email message from my supervisor, stating that my request for 

leave has been approved. I checked my leave balance and it is not reflected 
on my available leave balance yet. Why? 

A: Updates to your automated leave record are made each night. If you  
  received the message today, and it is not reflected in your available leave 

balance, return to your leave plan tomorrow, and the balance should be 
correctly calculated. 

 
Q: Human Resources denied my request for overtime hours I worked. Why? 
A: Human Resources can only approve your request to earn overtime, if you 

have worked more than 40 hours during the week. The San Juan College 
work week begins at 12:00am on Sunday, and ends at 11:59pm on Saturday. 
If you have not worked more than 40 hours, you must coordinate with your 
immediate supervisor a way to use the hours you feel were worked as     
overtime. Straight time is no longer an option for employees.   
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 ACCESSING WEBADVISOR 

 Log on to http://www.sanjuancollege.edu. On the Home Page, hover your     
       mouse over the tab titled QUICK LINKS. A drop down menu will            

           appear, then click on WebAdvisor. On the WebAdvisor login    

               page,  you must click on the tab titled LOG IN and enter your user    

        name  and password . This Information will be the same        
        information used to log into your desk top, and Datatel. After logging in 
            you will be forwarded to the WebAdvisor menu page.  

  ACCESSING WEBADVISOR LEAVE MANAGEMENT  
  HOW TO MANUAL  

             Log on to http://www.sanjuancollege.edu. On the San Juan   
             College Home Page, click on the tab titled                           

                                    Administration . On the menu displayed at the left  

    side of the page, click on Human Resources. On the  
                 menu displayed at the left side of the page, click on    
             Employee Intranet.  Click on HR FORMS. At the bottom   

                of the displayed page, click on the link titled, WebAdvisor 

              Leave Management How to Manual.  

Happy  

Holidays  


