tate Accounting Uffice

of fg-‘
T EC ?t’ 2404

Fiscal Leadership for Georgia

Teamworks Absence Management v.9.1

Employee Training— Job Aid



ABSENCE MANAGEMENT

TABLE of CONTENTS

TABLE Of CONTENTS . ...ttt e e e e ettt e e e e e e e e e eeataaaaaeeeeeees 2
View Monthly SChedUIE ... e 3
View ADSENCE BaIANCES ........ooiiiiiiieiie e 4
Viewing Absence ReqUESE HISTOIY.........ouuuuiiiiie e 5
Entering an Absence Request (FUIl DAY).......ccoouuiiiiiiiiiiieeee e 7
Entering an Absence Request (Partial DAy ) .........coooriiiiiiiiiiiiiiie e 12
Entering an Absence Request (Multiple COdeS) .......ccooiiiiiiiiiiiiiiii e 15
Modifying an Existing Absence Request (Rework Functionality) ..........cccccceeeeeieeeeneeeennnnns 15
Cancel an EXisting ADSENCE REQUESL..........covuuiiiiiiie et e e e e e eeeaenne 18



ABSENCE MANAGEMENT

View Monthly Schedule

The TeamWorks Absence Management module allows employees to view their current work schedule.
The standard schedule for employees is Monday through Friday, eight hours each day. However, you
may be working an alternative work schedule (i.e., 4/10, 9/80)) which will be displayed. The default start
time displayed for your monthly schedule will be 8:00 AM, if you are working a regular 8 hour day. All
other work schedules will have a default start time of 7:00 AM. The start times are simply default values
and may not necessarily reflect your actual start time and end times.

Also, the monthly schedules are

designed to only to reflect “working” hours and therefore exclude default one hour lunch.

If you have questions regarding the schedule that is being displayed for you, please contact your

manager.

Navigation: Self Service>Time Reporting>View Time>Monthly Schedule

The following page will appear:

Example: 8 hour reqular Monthly Schedule:

[os-vay  EANENENE

i Approved Training

[ Planned Absence

@@ Holiday

OFF Scheduled OFF Day

Previous Maonth Mext Month
Sunday lMonday Tuesday Wednesday Thursday Friday Saturday
girspay 1 |sHRspay 2 | sHRspay 3 | oFF 4
& Hourz & Hourz 2 Hours
B00AM- 4:00PM | S:00AM- 4:00PM || B:00AN- 4:00PM
OFF 5 | ewrspay 6 |sHRspav 7 | eshmrspavy 8 | swrspay 9 |ewrspav 10| oFr 1
2 Hours & Hourz & Hourz & Hourz 2 Hours
B:00AN- £:00PW || B:00AM- 4:00PM | S:00AM- 4:00PM | S:00AM- 4:00PM || B:00AK- 4:00PM
OFF 12| gyrspav 13| sHrspay 14| srspay 15| srspay 16| svrspay 17 oFF 18
& Hours & Hours & Hours & Hours & Hours
B:00AN- 4:00PW | B:00AM- 4:00PM | 8:00AM- 4:00PM | 8:00AM- 4:00PM | B:00AK- 4:00PM
OFF 19| surspavy 20| sHrspay 21| sHrsoay 22| sHrspay 23| sHRspay 24 oFF 25
& Hours & Hours & Hours & Hours & Hours
B:00AN- 4:00PW | 8:00AM- 4:00PM | B:00AM- 4:00PM | B:00AM- 4:00PM | B:00AK- 4:00PM
rState hoIidaysW
will be
OFF 26| gurspay 27| sHRs DAY displayed with 9| shrspay 30| sHRs DAy 3
& Hours & Hours the suitcase & Hours & Hours
B:00AN- 4:00PH '/«rt\icon. B00AM- 4:00PM | B:00AN- 4:00PM
o
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Example: Alternative Work Schedule (every other Friday off)

Previous Manth | 05 - May Y| 2011 IR Mext Manth
Sunday Monday Tuesday Wednesday Thursday Friclay Saturday
OFF 1 10-FRIOFF 2 [ yo-FRIOFF 3 || 10-rFriOFF 4 || 10-rrIOFF 5 || oFF 6 || oFF 7
10 Hours 10 Hours 10 Hours 10 Hours
7:00AM- S:00PM 7:00AM- S:00PM 7:00AM- S:00PM 7:00AM- 5:00PM
OFF 8 || 10-rRIOFF 9 | 10-FrICFF 10| 10-FrRiOFF 11| 10-rrIOFF 12 oFr 13| orr 14
10 Hours 10 Hours 10 Hours 10 Hours
7:00AM- S:00PM 7:00AM- S:00PM 7:00AM- S:00PM 7:00AM- 5:00PM
Absences that
OFF 15| 10-rFrRIOFF 16| 1o-FRICFF 17| 10-FrIOFF 18| 10-rrRIOFF 19| orr 20 have been
10 Hours 10 Hours 10 Hours 10 Hours entered will be
7:00AM- S:00PM 7:00AM- S:00PM 7:00AM- S:00PM 7:00AM- 5:00PM / displayed with a
OFF 22| yorriorF 23| 1oFriorF 24| 1o-FriorF 25| 1oFrIoFF 26| oFF 27| oFF 28
10 Hours 10 Hours 10 Hours 10 Hours
T00AM- S:00PM T00AM- S:00PM T:00AM- S:00PM T.00AM- S:00PM
OFF 29| 1g-rriorF 30| qo-Friorr 31
10 Hours 10 Hours
T-00AM- S:00PM T-00AM- S:00PM

Fwe Approved Training

[F Planned Absence

@3 Holiday

OFF Scheduled OFF Day

Notes: Absences that have been requested will be displayed on your monthly schedule with a
calendar icon. State holidays will be displayed on your monthly schedule with a suitcase icon. If
you have an absence request that overlaps a state holiday, both icons will be displayed.

The TeamWorks Absence Management module allows employees to view their current absence balance

information through Employee Self Service.

View Absence Balances

Navigation: Self Service>Time Reporting>View Time>Absence Balances.

The following page will appear:
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View Absence Balances

David Lee

View current aksence entittement balances. Current kalances do not reflect abhsence
requests that have not been processed by payroll. For more details please contact
your absence administrator.

Absence Entitltement Balances Customize | [=]
1 Current Balances

Entitlement Hame Balance as of 06/07/2013

Annual Leave Earned 201.00 Hours Yearto Date

Sick Leave Earmed 178.00 Hours Year to Date

Notes: All absence codes that have balances are displayed as of the last absence processing cycle.

Current balances do not reflect absence requests that have processed by the 15" and last day of the
month. The Accrual Period From/To dates for each absence balance will reflect either a fiscal year or
calendar year date, depending on type of leave.

The TeamWorks Absence Management module allows employees the ability to view their absence
requests history through Employee Self-Service. The Absence Request History will reflect any absence
requests enter by the employee through Employee Self Service, enter the employee’s manager through
Manager Self-Service and absence requests entered the agency’s Leave Administrator.

Viewing Absence Request History
Navigation: Self Service>Time Reporting>View Time>Absence Request History

The following page will be displayed:
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= View Time ~ =
nhsoedne | Absence Request History
Jill Johnson
ence Balances PS: Business Analyst (WL)
nded Absence Specify the date range of interest. To retrieve a complete history, leave From and
History Through dates klank and click Refresh.
[ Personal Information
[ Payroll and
Compensation From : 111212012 [ Through: (020812013 &
[ Benefits
I> Stock Activity Absence Request History Customize | Find | ap &) First BNl 1.6 of & Il Last

[» Performance
Management Absence Name Status Duration Requested By Edit

[» Recruiting Activities A L

~ Emplovee Expense Then oM Approved 070012013 07/01/2013 8Hours  Employee E
Reimbursement —

— Manage Delegation . =

Manager Self Service Sick Leave Taken Approved 03/21/2013 03/22/2013 16 Hours Employee E

Agency Security

Waorkforce Administration Sickleave Taken Approved  03/20/2013 03/20/2013 3 Hours Employee E

Benefits

Compensation . o

Time and Labor Sick Leave Taken Approved 04/28/2013 01/28/2013 8 Hours Employee Eiji

Fayroll for Morth America

Glahal Payroll & Absence M Approved  12/26/2012 12/31/2012 32Hours  Employes i

lgmt Taken

Waorlforce Development

T ¢ ;‘Fgﬂ;‘;‘w Approved  12112/2012 12M2/2012 8Hours  Employee i

Development S—

Enterprise Learning
Workforce Monitoring
Change Management

1. The Absence Request History page is displayed with a pre-populated From/To date range.
Absence request data is displayed in descending order. To change order displayed, click the
Column titled From and the absence request will b displayed in ascending order.

2. To view a specific date range click in the From and To dates fields and update the date range
displayed.

3. Click the Refresh button. All absence requests within the date entered will be displayed.

ORACLE’

= View Time ~
— Manthly Schedule

Absence Request History

Jill Johnson
History
— Absence Balances PS: Business Analyst (WL)
— Extended Absence Specify the date range of interest. To retrieve a complete histary, leave From and
History Through dates blank and click Refresh.
[> Personal Infarmation
[> Payrall and
. SUmT_?ﬂSEtiUH From : 023122013 [ Through : 09/08/2012 [ Refresh |
enefits
I Stock Activity Absence Request History Customize | Find | View Al B0 B First [l 13 0r3 B Last

[» Performance
Management Absence Hame Status To Duration Requested By Edit
[> Recruiting Activities
— Emplovee Expense
Reimbursement

— Manage Delegation .
Manager Self Senvice Sick Leave Taken Approved 03/21/2013 03/22/12013 16 Hours Employes

Agency Security
Waorldorce Administration Sick Leave Taken Approved 03/20/2013 03/20/2013 3 Hours Employee
Benefits

Compensation

Time and Lakar

Fayroll for Morth America
Global Payroll & Aksence
Iomt

Annual Leave

= Approved 07/01/2013 07/01/2013 8 Hours Employee
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4. If you would like to view all your absence requests, delete the dates in the “From” and “To” fields
and then click the Refresh button. All absence requests will be displayed.

Entering an Absence Request (Full Day)

The Absence Request Page includes the following fields:

5

%

From

To

Absence Code
Absence Name

5

%

5

%

5

%

< Reason
< Partial/Full Day
<+ Duration

7
0’0

Requestor Comments

Navigation: Self Service>Time Reporting>Report Time>Absence Request.

The following page will appear:

ORACLE' ﬂ
e &

= Report Time
— Report Weekly
Elapsed Time .
— Report Weekly Jill Johnson
Punch Time P33 Business Analyst (WL)
— BExtended Absence
Reguest
[ View Time
[ Personal Information

[ Payrall and

Eonmer oston From: 06/1012013 |[5) Wiew Monthly Schedule
[ Benefits
> Stock Activity Absence Code: [ 21 vl

|3

Request Absence

Absence Detail

[ Performance
Management
[> Recruiting Activities
Reimbursement
— Manage Delegation Requestor Comments : | %
Manager Self Service
Agency Security
Waorlforce Administration GoTo  view Absence Request History  View Absence Balances
Benefits
Compensation * Required Field
Time and Labar
Fayroll for Morth America

Slnhal Pavrnll & Ahsenre

*Absence Name : | Select Absence Name v|
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Taken

o
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Click the From field and enter the start date of your absence request.

Click in the Absence Code field and click the drop-down arrow.

Select Annual Leave from the drop-down list

Click in the Absence Name field and click the drop-down arrow and select Annual Leave

Click in the Reason field and select Annual Leave from the drop down list

6. Inthe To field enter the end date of your absence request
7. Inthe Partial/Full Day field used the default value of “Full Day”. The page should look

similar to this.

ORACLE
Menu &
= Report Time ~

— Report Weekly

Elapsed Time
— Report Weekly

FPunch Time
— Extended Absence
Request
[> View Time
[ Personal Infoermation
[ Payroll and
Compensation
[ Bengfits
[» Stock Activity
[» Performance
IManagement
[ Recruiting Activities
— Employee Expense
Reimbursement
— Manage Delegation
Manager Self Service
Agency Security
Waorlkforce Administration
Benefits
Compensation
Time and Labor
Payroll for Morth America
Glokal Payroll & Absence
Mgmt
Workforce Development
QOrganizational
Development
Enterprise Learning
Warkforce Monitoring
Change Management
Set Up HRMS
Enterprise Components
Worklist =
Tree Manager

Reporting Tools

ﬂ

Request Absence

Jill Johnson

PS: Business Analyst (WL}

The “Calculate

Absence Detail

End Date or
*From: 06/10/2013 |[3] View Monthly Schedule Duration”
Ta: 06M13/2013 [+ button
calculates the
Absence Code: |Annua| Leave v| total number of
*Absence Name : [AnnualLeave Taken | Current Balance: 20100 H( €ave hours
based on your
*Reason : | Select Absence Reason current work
) schedule,
Partial/Full Day: | Full Day including
Duration : alternative work
schedules.
Calculate End Date or Duration |
Requestor Comments : ‘ %
GoTo  yiew Absence RequestHistory  View Absence Balances

Submit

* Required Field

*“Nigclaimer The current balance doss not reflect absences that have not been processed.

8. Click the “Calculate End Date or Duration” button
9. Verify the correct amount of hours have been populated in the “Duration” field.

Note: The calculation results are based on your current work schedule including alternative work
schedules i.e., 9 or 10 hour days. Please see your manager if the hours being calculated are

incorrect, in order to verify if the correct work schedule has been entered for you.

Also, the

amount of hours calculated cannot exceed the hours displayed in the “Current Balance” field.



ORACLE

= Report Time
— Report Weekly
Elapsed Time
— Report Weekly
Punch Time
— Extended Absence
Reqguest
[> View Time
[ Personal Information
[> Payroll and
Compensation
[> Benefits
[» Stock Activity
[ Performance
Management
[ Recruiting Activities
— Employee Expense
Reimbursement
— Manage Delegation
» Manager Self Service
+ Agency Security
+ Worlforce Administration
: Benefits
» Compensation
» Time and Labor
» Payroll for Morth America
+ Global Payroll & Absence
Mgmt
+ Workforce Development
+ Qrganizational
Development
+ Enterprise Learning
+ Waorldforce Monitoring
» Change Management
» SetUp HRMS
» Enterprise Components
 Worklist
+ Tree Manager

o

|>

ABSENCE MANAGEMENT

D L

Request Absence

Jill Johnson

F3: Business Analyst (WL)

The amount of
hours populated
for a full day in
the “Duration”
field will be
based on your
work schedule,

Absence Detail

*From: 06102013 3
To: 06132013 [

View Monthly Schedule

Absence Code: |Annua| Leave v| including
*Absence Name : | Annual Leave Taken w | Current Balance : alternative work
schedules.

*Reason: |Se|e|:1Aszence Reason

Partial/Full Day:

J

32.00

Calculate End Date or Duration |

Duration :

Requestor Comments : ‘ %
GoTo  vyiew Absence Request History  View Absence Balances

Submit

* Required Fisld

**Dizclaimer The current balance dees not reflect absences that have not been procezsed.

10. Click in the Requestor Comments field and enter any comments, if needed. This is an
optional field.
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ORACLE’ ﬂ
Menu &

- Report Time
S Renon Weekly Request Absence
Elapsed Time Jill Johnson
— Report Weekly
Punch Time PS: Business Analyst (WL}
— Extended Absence
Reguest

[> Wiew Time _
[> Personal Information Ahsence Detail
[> Payroll and
Compensation *From: 06/10/2013 [5] View Monthly Schedule
> Benefits
[» Stock Activity Toe 06132013 [H

[» Performance
Management
v Efncrltgtlgs 2;“::1':2 “Absence Name : [ Annual Leave Taken v| absence request
— Employ p . e
Reimbursement T [Select Absence Reasan v | email notification
— Manage Deleaation i | will be sent to your
+ Manager Self Service Partial/Full Day: Full Day w H
e manager. You will
- Workforce Administration Duration : 32.00 Hours also receive an

» Benefits . e .
- Compensation Calculate End Date ar Durationl email notification

> Time and Labor with the details of

> Payroll for Morth America your absence
+ Global P Il & Ab
Mgorn? ayro sence _//A\ request.
_/

= Worlforce Development Requestor Comments : | |

>

Once the “Submit”
button is clicked, an

Absence Code: | Annual Leave w |

= Organizational
Development
- Enterprise Learning GoTo  yiew Absence Ry Sfory  View Absence Balances
* Workforce Monitoring
» Change Management Submit
» Set Up HRMS

» Enterprize Components ) ) )
= Worklist B | Required Field

+ Tree Manager =Digclaimer The current balance does not reflect absences that hawve not been processed.

I

1. Click the Submit button at the bottom of the page and the following page will appear.
Click Ok on the Submit Confirmation page.

= Time Reporting . .
< Report Time Submit Confirmation
— Absence Request
[> View Time .
&> Personal Information “ The Absence Request was successfully submitted.
[> Payroll and Compensation
[ Benefits
[> Learning and
Development
[> Performance Management
— Leave Balance
4 Manager Self Service
; [ Workforce Administration

Mgmt

' [> Organizational Development
4[> Enterprise Learning

d— Change My Password
i My Personalizations
— My Systemn Profile

— Ly Dictionary

10
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12. After you click Ok, the Request Details page will be displayed which provides a
summary of your absence request.

11
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Entering an Absence Request (Partial Day )

When submitting an absence request for less than a full day, the “ Partial Day” option must be selected in
the field titled “Partial/Full Day” .

Navigation: Service>Time Reporting>Report Time>Absence Request.

1. Enter the appropriate data in the following fields on the absence request page:

5

%

From

To

Absence Code
Absence Name

KD
£ X4

5

%

5

%

+ Reason
2. Click in the Partial/Full Day field and select the drop-down arrow
3. Select “Partial Day” from the drop-down list

ORACLE’ ﬂ
Meru &

— Report Time
S enort Moekls Request Absence

Elapsed Time Jill Johnson
— Report Weekly
Punch Time
— Extended Absence
Reqguest
[> View Time
[ Personal Information
[ Payroll and

Compensation 06/10/2013 [5
[ Benefits
[» Stock Activity To 0610/2013 [

[ Performance

|

When entering an
Absence Request
for less than a full
day, the “Partial
Day” option must be
selected.

P& Business Analyst (WL)

Absence Detail

Management Absence Code: |Annua| Leave v|
I» Recruiting Activities *Absence Hame * |Annua| Leave Taken v| Current Balance : 201.00 Hours**
— Emplayee Expense
Reimbursement *Reason : |Annua| Leave
— Manage Delegation 7
+ Manager Self Senvice Partial/Full Day: Partial Day hd
- Agency Security
+Workforce Administration All Days Hours :

: Benefits

» Compensation Duration : Hours

» Time and Labor

+ Payroll for Morth America

+ Global Payroll & Absence
Mgt

: Organizational
Development Requestor Comments : | %

Calculate End Date or Duration |

- Enterprise Learning
+ Workforce Monitoring

» Change Management GoTo  vyigw Absence RequestHistory  View Absence Balances
» Set Up HRMS ]

- Enterprise Compenents w

- Worklist L

» Tree Manager
» Reporting Tools
- PeopleTools -2l =Disclaimer The current balance does not reflect absences that have not been orocessed.

* Required Field

12
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4. Clickin field titled” All Day Hours” and enter the amount of partial hours you are requesting.
ORACLE’ -

Home Worklist |
= Report Time A
~ Report Weekls 2| Request Absence
Elapsed Time Jill Johnson
— Report Weekly
Punch Time PS: Business Analyst (WL)
— Abse Request
— Extended Absence
Reguest
[> View Time _
[ Personal Information COSELERIET
[> Payroll and
Compensation *From: 06/10/2013 B View Monthly Schedule
[> Benefits
> Stack Activity To: 061102013
P Elz:grng?nn;r?t Absence Code; |Annua| Leave v |
I» Recruiting Activities *Absence Name |Annua| Leave Taken v| Current Balance :  201.00 Hours™*
— Employee Expense
Reimbursement *Reason : |Annua| Leave v|
— Manage Delegation
IManager Self Senvice Partial/Full Day: |Partia| Day V|

Agency Security

Workforce Administration All Days Hours : ’74
Benefits
Compensation Duration : Hours

Time and Labor
Fayroll for Morth America
Global Payroll & Absence
Mgmt

COrganizational
Development Requestor Comments : ‘ %
Enterprise Learning

Workforce Monitoring

Calculate End Date or Duration |

Change Management GoTo yigw Absence RequastHistory  View Absence Balances
SetUp HRMS ]

Enterprise Components Submit

Worklist L

5. Next, click the “Calculate End Date or Duration” button. Verify that the amount of hours
populated in the “Duration” field is correct.
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ORACLE’

Hoi | workiist
=~ Report Time -~
 Report Weskly =l Request Absence
Elapsed Time .
— Report Weekly Jill Johnson
Funch Time F3: Business Analyst (WL)
— Absence Request
— Extended Absence
Request
persona i
[» Personal Information GIEEETED PRI
[ Payrall and
Compensation *From: 06/10/2013 |[5] View Monthly Schedule
[ Benefits
> Stock Activity To: 06M0/2012 31
B ;Z::rgrg?nnecﬁt Absence Code: |Annua| Leave v|
[> Recruiting Activities *Absence Name |Annua| Leave Taken v| Current Balance: 201.00 Hours™*
— Employee Expense
Reimbursement *Reason : | Annual Leave [ |
— Manage Delegation
Manager Self Service Partial/Full Day: | Fartial Day v|
Agency Security
Waorkforce Administration All Days Hours : 4.00
Benefits
Compensation Duration : 4.00 Hours
Time and Labar -
Payroll for Morth America | Calculate End Date or Duranonl
Global Payroll & Absence
Mgmt
Organizational
Development Requestor Comments :
Enterprise Learning
Warkforce Manitoring
Change Management GoTo  yigw absence Request History  View Absence Balances
SetUp HRMS .
Enterprise Compaonents Submit |
Worklist L
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6. Enter any comments in the Requestor Comments field, if needed. This field is optional.

= Report Time
S Renort Weekls Request Absence
Elapsed Time f
— Repor Weekly Jill Johnson
Punch Time P2 Business Analyst (WL)
— Absence Request
— Extended Absence
Eequest
personal
[ Personal Information [EEETED PHR
[» Payroll and
Compensation *From: 06M0/2013 = View lonthly Schedule
[ Benefits
> Stock Activity To: 0811012013
[ Performance . .
Management Absence Code: |.Annua| Leave v|
b Recruiting Activities *Absence Name : |Annua| Leave Taken v| Current Balance : 201.00 Hours™
— Emplayee Expense
Reimbursement *Reason: |Annua| L eave v|
— Manage Delegation
Manager Self Senvice PartiallFull Day: | Partial Day |
Agency Security
Worldorce Administration All Days Hours : 4.00
Benefits
Compensation Duration : 4.00 Hours
Time and Lakor -
Payroll for North America Calculate End Date or Duraticn |
Glohal Payroll & Abhsence
Mgmt
COrganizational
Development Requestor Comments:  |VWorking a Half Day
Enterprise Learning
Worldorce Monitoring
Change Management GoTo  vyiew Absence RequestHistory  View Absence Balances
Set Up HRMS -
Enterprise Components Submit
Worklist 3
Tree Manager . -
Reporting Tools Required Field

7. Next click the Submit button at the bottom of page to submit your request. The Submit
Confirmation page will be displayed next. Click Ok.

8. After you click Ok, the Request Details page will be displayed which provides a
summary of your absence request.

Entering an Absence Request (Multiple Codes)

TeamWorks Absence Management allows employees to enter more than one absence code for the same
day. For example, you would like to submit an absence request using four (4) hours of Annual Leave and
(4) hours of Sick Leave for the same day. Use the Partial Day functionality for each absence code you

wish to submit. See — Entering an Absence Request (Partial Day), for instructions on how to

enter partial hours. Each absence request will generate a separate email notification to you and your
manager.

Modifying an Existing Absence Request (Rework Functionality)

In order to modify an existing absence request once it has been submitted for approval, the “Rework”
functionality can be used. For example, you submitted an absence request using Annual Leave when
you should have submitted Sick Leave. Notify your manager that you would like to change/modify an

15
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absence request that was recently submitted. This must be done prior to the manager’s approval of the

absence request. Your manager will initiate the Rework functionality, which will generate an email

notification to you

Navigation: Self Service>Time Reporting>Report Time>Absence Request History.

1. The following page will be displayed:

ﬂ

Absence Request History

ORACLE’

= Wiew Time
— Ilonthly Schedule
— Absence Request
History
— Absence Request
History
— Absence Balances
— Absence Balances
— Extended Absence
History
[ Personal Information
[ Payroll and
Compensation
[ Benefits
[ Performance
Management
— Employee Expense
Reimbursement
— Personal Leave Election
— Manage Delegation
- Manager Self Service
- Agency Security
-Workforce Administration
- Benefits
- Time and Labor
- Payroll for Marth America
- Global Payroll & Absence
Mgt
- Warlkforce Development
- Organizational
Development
- Enterprise Learning
- Warlkforce Monitaring
- 3et Up HRMS
- Enterprise Components
- Worklist
-Reporting Tools
-PecpleTools
- Change My Password
- My Personalizations
- My System Profile

B

<

Jill Johnson

Human Resources Spec (AQC)

Specify the date range of interest. To retrieve a complete history, leave From and
Through dates blank and click Refresh.

101122012 [

Absence Reguest History

From:

Absence Hame Status

Sick Leave Taken Push Back
Annual Leave

= Approved
Annual Leave

= Approved
Annual Leave

Taken Approved
Annual Leave

Taken Approved
Annual Leave a d
Taken HESTENE
Annual Leave

Taken Approved
Annual Leave Anpraved
Taken PR

Sick Leave Taken Approved
Annual Leave

Taken Approved

Through: (09082013 [

Customize | Find | View All | 21| BE

03/04/2012

02/13/2013

02/06/2013

02/05/2013

01/11/2013

01/07/2013

12/28/2012

1212/2012

12/06/2012

Duration

Requested Bv

First B0 110 0t 13 O Last

Any absence
request that
needs to be
“reworked” will
have a status
of “Push
Back”.

03/04/2012

02/15/2013

0211172013

02/05/2013

0111172013

0140712013

1242812012

12M13/2012

12/06/2012

B HOMS ETTITOTEE

Mot Available  Admin

Mot Available  Admin

32 Hours Employee
8 Hours Employee
3 Hours Employee
8 Hours Employee
8 Hours Employee
16 Hours Employee
3 Hours Employee

T

EEEEEBEEEER|:

2. The status for any absence request that has needs to be reworked will change from Submitted to

“Push Back”.

3. Click the Edit button next to the absence request and the following page will appear.

16
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AL —
Home |
— View Time ~
— Monthly Schedule Absence Request History
nce Request
sence Request Request Absence
tory
Absence Balances Jill Johnson
% Hurman Resources Spec (AOC)
Histery Enter Start Date and Absence Mame. Then complete the rest of the required fislds
before submitting or save for later your request
> Personal Information
> Payroll and
Compensation i
I Benefits Absence Detail
> Performance
Management *From: peos2013 |[FH
— Emplovee Expense . ,7
R = CLiiOeE To: 06/06/2013 |[5]
— Bersonal Leave Election Absence Code: [ |
— Manage Delegation
Manager Self Service *Absence Name : | Siclk Leave Taken v| Current Balance : <4400 Hours™*
Agency Security
WWorkforce Administration *Reason : [ sick Leave ~|
Benefits
Time and Labor Partial/Full Day: | Full Day ~|
Fayroll for Marth America .
Global Payroll & Absence Duration : 8.00 Hours
Mgmt
Wgorkforce Development Calculate End Date or Duration |
Crganizational
Development
Enterprise Learning
Workforce Monitoring
Set Up HRIMS Status : Push Back
Enterprise Components
Reparr
Reporting Tools PEULEEAED
P leTool
e S Approver Comments : Please use Annual lsave
Change My Password
My Personalizations
Iy Svstem Profile = .
Hy Sestemn P = Requestor Comments : | l@
|3

4. Enter your chang

= View Time
— Monthly Schedule
— Absence Request

History
— Absence Reguest
History
— Absence Balances
\bsence Balances
— Extended Absence
History
[» Personal Information
[> Payroll and
Compensation
[ Benefits
[» Performance
Management
— Emplovee Expense
Reimbursement
— Personal Leave Election
— Manage Delegation
Manager Self Service
Agency Security
Worlkforce Administration
Benefits
Time and Labor
Payroll for Morth America
Glohal Payroll & Absence
Mgmt
Worlkdforce Development
Qrganizational
Cevelopment
Enterprise Learning
Waorlkdforce Monitoring
Set Up HRMS
Enterprise Components
Worklist
Reporing Tools
FPecopleTools
Change My Password
Iy Personalizations
Iy Systemn Profile

M Nirtinnan:

[

>

=]

es into the absence request page. You may also enter any comments.

Absence Request History

Request Absence

Jill Johnson

Human Resources Spec (40C)
Enter Start Date and Absence Mame. Then complete the rest of the required fields
before submitting or save for later your request.

Absence Detail

*From: IMEQ

To: [osro6rz013 5

Absence Code: |Annua| Leave v|

*Absence Name : |Annua| Leave Taken v| Current Balance: 170.75 Hours™
*Reason: | Annual Leave w |

Partial/Full Day: |Fu|| Day v|

—

Calculate End Date or Duration |

Duration : Hours

Status : Push Back

Comments

Approver Comments : Flease use Annual leave

Requestor Comments : |

*

5. Click the Submit button, in order to send the updated absence request to your manager for

approval.

You will receive an email notification that your absence request has been submitted.
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ABSENCE MANAGEMENT

6. Onthe Submit Confirmation page, click Ok. The Request Details page will display with a
summary of your absence request.

h_tore | .

e 1A
= View Time ~ -
— Maonthly Schedule 0 ReqUESt Details
— Absence Reguest Jill Johnzon
History
— Absence Request Human Resources Spec (A0C)
History iew Request Status and Approval Details

— Absence Balances
— Absence Balances
— Extended Absence

[» Personal Information

[ Payroll and Start Date : 06/06/2013
Compensation
[> Benefits Tae 06/06/2013

[ Performance
Management

— Emplovee Expense
Reimbursement Reason:

— Personal Leave Election

Absence Name : Annual Leave Taken

Annual Leave

— Manage Delegation Partial/Full Day: Full Day
Manager Self Sernvice Duration : .00 Hours

Agency Security

Current Balance :

Histor oetatrs

170.75 Hours**

Waorkforce Administration

Time and Labor

Benets

Change My Password
My Personalizations

Payrall for North America Status : Submitted

Global Payroll & Absence

{ﬂ-‘glll;nlftro rce Development Request History Customize | First
QOrganizational Status

Cevelopment

Enterprise Learning Submitted Jill Johnsaon 06/10/2013

Waorlkforce Monitering o

Set Up HRMS Push Back Stephanie Hines 061072013 Please use Annual leave
,E,‘.?Jfkrl‘fsntse Components Submitted Jill Johnson 061012013

Reporting Tools o -

PeopleTaols *Dizgclaimer The current balance does not reflect absences that have not been processed.

Notes: Once an absence request has been approved by your manager, it_cannot be modified. The Rework
functionality only applies to an absence request that hasn't been approved yet. Any changes to an
absence request after it has been approved must be submitted to the agency’s Leave Administrator.

Cancel an Existing Absence Request

The Rework functionality can also be used cancel an absence request in its entirety. For example, you
submitted an absence request for Annual Leave but there has now been a change in your plans and you
wish to cancel the absence request. Notify your manager that you would to cancel a recently submitted
absence request. This must be done prior to the manager’s approval of the absence request. Your
manager will initiate the Rework functionality, which will generate an email notification to you.

Navigation: Self Service>Time Reporting>Report Time>Absence Request History

1. Click the Edit button on the absence request you wish to cancel
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ABSENCE MANAGEMENT

2. Click the Cancel button on request you wish to cancel.
3. Click Yes, on each cancel confirmation page.
4. The Request Details page will appear.

5. Any absence request that have been cancelled will have a status of Cancelled on your Absence
Request History page.

Notes: Once an absence request has been approved by your manager, it_cannot be cancelled. The
Rework functionality only applies to an absence request that hasn't been approved yet. Any changes
to an absence request after it has been approved must be submitted to the agency’s Leave
Administrator.
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