
 

Time sheet 

 

https://mz.unic.ac.cy/timesheets/ 

Time sheet submission is optional, but if you will submit it, this should be done before the 26th of each 
month. Complete your shift hours based on your schedules, this includes both TV studio and Digital Lab 
hours. Indicate if there is a shift change/absence in the notes section. (see Shift Change Form). Once you 
submit your timesheet, Admin receives timesheet information via email, and you should receive a 
confirmation email. 

If you do not submit a timesheet for our records and comparison, then the calculation will be done 
based on your weekly hours based on approved semester schedule. Not submitting a timesheet 
means we will not make changes to minor errors / differences if they do arise, after funds enter your 
account. 

Payment Method 

The payment should be shown in the statement of account on intranet on the 10th day of the next 
month. (ex. 10th of October). It is a good practice to check the intranet account thus in case there is a 
problem to be able to solve it promptly.  
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