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Instructions for Logging Duty Hours in MedHub 

 
Click on this link to watch a video tutorial! https://ucdenver.medhub.com/core/demos/dutyhours/dutyhours-demo.html 

1. From MedHub home screen, select “Incomplete Duty Hours” under “Urgent Tasks”: 

 

2. Use your mouse to click on your start time and end time. If your end time is on the next day, still click on that time. If you 

make a mistake, click on the red “X” (see below) and re-enter the correct time.  

 

https://ucdenver.medhub.com/core/demos/dutyhours/dutyhours-demo.html
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3. The default is for logging hours is “Standard Work Period”. IF you are logging “Home Call” or “Work from Home”, then 

click on the box showing the shift, and select what type of work period you are recording. 

 
4. Once you are finished, you click on the button in the bottom left corner that says “Submit Completed Duty Hours” – it’s 

that easy! Note in the bottom right corner your hours for the week will be added for you.  
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IF A VIOLATION IS REPORTED: 

5. Once you hit “Submit Completed Duty Hours” and there is a potential violation, a screen will come up where you must 

provide information before you can continue. Select the reason which applies to you and then hit submit. 

 
6. If there are any other issues, you will need to choose the reason from the drop-down menu, and provide a brief 

explanation. 

 

7. Once you have completed the requested information you will once again be able to “Submit Completed Duty Hours” 

 
8. You will then see a green bar at the top of the screen showing you have successfully submitted your duty hours.  

 

FOR QUESTIONS ABOUT DUTY HOURS LOGGING PLEASE CONTACT TARA WOOD IN THE GME OFFICE – 303-724-5859 OR tara.wood@ucdenver.edu  

mailto:tara.wood@ucdenver.edu

