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How to Donate Time to the Sick Bank 

 

First, sign in to MyCCRI with your CCRI ID and Password.  

 

Next, navigate over to the “For Employees” tab and click the green button to enter.

 

 

http://www.ccri.edu/payroll
https://ccri.edu/mobileapps/myccrilogin.html
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Once in the Employee Dashboard, click “Enter Leave Report” under the “My Activities” section. 

 

  

Locate the appropriate Leave Period and select “Start Leave Report.” 

 

http://www.ccri.edu/payroll
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Select the first day of the leave report that you did not work or discharge any time. For most employees 

this will be Sunday. 

 

From the “Earn Code” drop-down menu, choose “Sick Bank Donation.” 

 

 

http://www.ccri.edu/payroll
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Once selected, enter the appropriate number of hours that you are donating in the text field. This will 

be 7 hours for 35 hour a week employees and 8 hours for 40 hour a week employee. 

 

After, press “Save” to add those hours to the leave report. 

 

Then, complete the rest of your Leave Report for any other leave, such as sick or vacation.  

(Please Note: You may get a message stating “Possible insufficient Leave Balance for Sick Bank Donation.” This is 

normal so disregard the message.) 

 

http://www.ccri.edu/payroll
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Once done, press “Preview” to review your Leave Report. 

 

On the final screen, verify that all of the hours entered are correct, click the acknowledgement, and 

then submit your Leave Report.  

 

A notification will then appear in the upper right-hand corner, confirming that the Leave Report has 

been successfully submitted. 

http://www.ccri.edu/payroll

