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Military Leave in HR Links (Supervisor )

Employees called to active duty, active duty training, and inactive duty training must
furnish their Supervisor with a copy of their military orders or a statement from their
commanding officer verifying their attendance at military duty. Once military orders are
provided to the supervisor, the supervisor is required to initiate the first military leave
request on behalf of the employee.

Submit and Approve Military Leave Request in HR Links

1. From the Manager Self Service homepage, go to Manager Time tile.
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< Manager Self Service

() Report Employee Time Report Time

Timesheet Summary

=, Approve Employee Time
PP ploys Employee Selection

Assign Employee Schedule Change)iaw
“View By | Calendar Period v ¥ Show Schedule Information
\ll) Request Employee Absence/OT Date 01/19/2020 5 % Previous Period Next Period
Employees For Kristina Ellingson, Totals From 01/19/2020 - 02/01/2020 Personalize | Find [ @] 1-30f3

=, Approve Employee Absence/OT Time Summary || Demographics | [F)

Employee Name Employee ID  Job Title Rt Mooy SM%iued  Excoption ey powrs  Denied Hours
|§! Employee Absence Balances
Management and ,
Employee Program Analyst 0.0 00 800 0.0 0.0
IE Employee Absence/OT History
Management and
m Program Analyst 0o o 8o oo oo
IT Specialist (APPSW) 0.0 00 80.0 0.0 00

Approve Reported Time
Approve Absence
Manager Self Service

Time Management

New Window

2. Go to Request Employee Absence/OT and Select Employee to enter military leave request
for and click Select.

< Manager Self Service

[2) Report Employee Time

Employee Selection Criteria
=, Approve Employee Time

j] Assign Employee Schedule As Of Date|01/28/2020 |[5{ Refresh Employees
Find Employee
Supervisor's 7 = R
|81 Request Employee Absence/oT per employees (7 Personalize | (2] First 4 1-30f3 b Last
Select Name Empl ID Empl Status Full/Part Time HR Status Job Title Department
Managementand  HR Innovation and
) Approve Employee Absence/OT Select Employee Active Full-Time Active Program Anlyet Inearalion
: e Active FulTime Active Managementand  HR Innovation and
Program Analyst Integration
IT Specialist HR Innovation and
) Employee Absence Balances v & v
! Employ Select Active Full-Time Active (APpSI) Intearation

E Employee Absence/OT History

3. Select Start Date for Military Leave and Select Filter by Type as Regular Military
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< Manager Self Sei

[7) Report Employee Time
|-, Approve Employee Time

Assign Employee Schedule

Manager
Request Absence

Management and Program Analyst

Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request

h| Request Employee Absence/OT

Absence Detail

|-, Approve Employee Absence/OT
) Employee Absence Balances

'Y Employee Absence/OT History

“Start Date 01/15/2020 |[5

Filter by Type [All iz
Credit Hours Used -
DC National Guard Miltary

Disabled Veteran Leave

Donated Leave Used

Emergency Duty - Military

Home Leave

Lwop

LWOP Workers Comp Used

Wiltary Reserve Technicians

“Absence Name

Comments

Requestor Comments

GoTo View Absence Request| Other Paid Absences alances.
Overtime Reguest
Regular Military ] Return to Direct Reports
TGI0US COmp
* Required Field Restored Leave #1

Restored Leave #2
Restored Leave #3

Sick Leave

Travel Comp Time Used
Union Official Time
Weather and Safety Leave

In the Absence Name field, select Regular Military leave hours, then click Submit.

< Manager Self Service
[2) Report Employee Time

|- Approve Employee Time

Assign Employee Schedule

Request Absence

Management and Program Analyst

Instructions

Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request

) Request Employee Absence/OT

Absence Detail (7

. Approve Employee Absence/OT
) Employee Absence Balances

[*) Employee Absence/OT History

“Start Date 01/15/2020 |[3j

End Date 01/17/2020 |3

Filter by Type| Regular Miltary v

“Absence Name | Regular Military v

Partial Days | None v
Duration 18.00 Hours

Calculate Duration

Workflow

Allow Request By Employee and Manager

Request As Employee v
Comments

Requestor Comments Military Leave statement submitted for 1/15 start date

Go To

View Absence Request History View Absence Balances

Save for Later Return to Direct Reports.

* Required Field

5. Select Yes on the Submit Confirmation page.
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£ Manager Self Service Manager Time /ﬁ\
} Report Employee Time Request Absence
Submit Confirmation
~, Approve Employee Time
/ Are you sure you want to Submit this Absence Request?
j Assign Employee Schedule
Yes No
M) Request Employee Absence/OT
~, Approve Employee Absence/OT
) Employee Absence Balances
Employee Absence/OT History m
6. A Request Absence Approve Confirmation page will display. Click OK.
< Manager Self Service Manager Time a
8 Report Employee Time Request Absence

Approve Confirmation
=, Approve Employee Time

V The Absence Request was successfully approved.

Assign Employee Schedule

oK
i) Request Employee Absence/OT

= Approve Employee Absence/OT
i! Employee Absence Balances

E Employee Absence/OT History

7. An Absence Approval Page will display.
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< Manager Self Servi

Manager Time A of
Request Details
[2) Report Employee Time a
Employee
= Approve Employee Time Management and Program Analyst
. Instructions
|: 3] Assign Employee Schedule View Request Status and Approval Details
+| Request Employee Absence/OT | Details (7
. Start Date 01/15/2020
==, Approve Employee Absence/OT
End Date 01/17/2020
@) Employee Absence Balances Absence Name Regular Military
Partial Days None
E Employee Absence/OT History Duration 18.00 Hours
m Status Approved
Workflow
Allow Request By Employee and Manager
RequestAs Employee
Request History Personalize] | (2] First 4
Approval Process  Status Name Date Comments
Absence Request Submitted Employee 01/28/2020 Military Leave statement submitted for 1/15 start date
Absence Request  Approved Supervisor 01/28/2020
Absence Approval
Absence Management:Approved
Absence Approver
Approved

Submit and Approve Timesheet with Military leave request in HR Links

Note: If Employee is not already out on military leave they may enter their own timesheet for
approval after the initial military leave request is input by their supervisor.

1. Go back to the Employee Report Time tab and select the Employee’s name on the
Timesheet Summary page.

New Window
Report Employee Time Report Time

Timesheet Summary
= Approve Employee Time .
Employee Selection

Assign Employee Schedule ChangejView)
“View By| Calendar Period M ¥ Show Schedule Information
Date[01/19/2020 5 P Period Next Period
I} Request Employee Absence/OT ? revious Perio exteno
Employees For Kristina Ellingson, Totals From 01/19/2020 - 02/01/2020 Personalize | Find [ @] 1-30f3
=, Approve Employee Absence/OT Time Summary || Demographics | [
Employee Name Employee D Job Title Reported H‘;“p’;r‘;’v:‘j Scbeuted) Exception Report>d App’r‘:‘:‘;‘j Denied Hours
|§! Employee Absence Balances
Management and ,
) | Employee Program Analyst 0.0 00 800 0.0 0.0
IE Employee Absence/OT History
Management and , , , , ,
m Program Analyst 0o o 8o oo oo
IT Specialist (APPSW) 0.0 00 80.0 0.0 0.0

Approve Reported Time
Approve Absence
Manager Self Service

Time Management

2. Select Apply Schedule on the Employee’s Timesheet.
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< Manager Self Sei

D) Report Employee Time
. Approve Employee Time
Assign Employee Schedule
) Request Employee Absence/OT
.. Approve Employee Absence/OT

Employee Absence Balances

Employee Absence/OT History

Timesheet

Employee
Management and Program Analyst

Actions ¥
Select Another Timesheet
“View By  Calendar Period v
“Date 011052020 |5 ¥

Scheduled Hours 80.0 Reported Hours 27.0

From Sunday 01/05/2020 to Saturday 01/18/2020

Sun  Mon Tue  Wed
15 16 1 18

Thu Fri Sat Sun  Mon
19 7o am m2 s

90
Save for Later Submit
Reported Time Status || Summary || Absence/OT | Exceptions

Reported Time Status
Date Reported Status Total TRC
01/09/2020  Approved 9.0 054
01/15/2020  Approved 9.0 051
01/16/2020  Approved 9.0 051
Manager/Approver

ments

DateTime Created UserID

Employee ID
Empl Record 0
Earliest Change Date 01/15/2020

Previous Period  Next Period

Print Timesheet

Tue  Wed  Thu Fri Sat Total  Time Reporting Code
Ma M5 M6 T 118
9.0 Award Leave Used
90 90 18.0 Regular Military

Personalize | Find | 20| [l§ ~ 1-30f3

Description Sched Comments
Award Leave Used 9.00
Regular Miltary 9.00
Regular Miltary 9.00

P

New Window

Type Additional TRC  Labo

Hours

Hours

3. Adjust timesheet hours to account for leave (in this example award leave and military
leave) and Submit timesheet.

< Manager Self Service

) Report Employee Time
Approve Employee Time

j Assign Employee Schedule

) Request Employee Absence/OT
Approve Employee Absence/OT

) Employee Absence Balances

" Employee Absence/OT History

Timesheet

Employee
Management and Program Analyst
Actions ~ Time Source Schedule
Select Another Timesheet
“View By| Calendar Period v
“Date 01052020 |[5j &

Scheduled Hours 80.0 Reported Hours 27.0

From Sunday 01/05/2020 to Saturday 01/18/2020

Sun  Mon Tue  Wed  Thu Fri sat Sun  Mon
115 6 n 18 0 10 1m m2 3
9.0 9.0 9.0 0) 8.0 9.0
90

Save for Later

Reported Time Status | Summary || Absence/OT || Exceptions
Reported Time Status

Date Reported Status Total TRC
01/09/2020  Approved 9.0 054
01152020 Approved 9.0 051
01/16/2020  Approved 9.0 051
Manager/Approver

mments

Employee ID
Empl Record 0
Earliest Change Date 01/15/2020

Previous Period  Next Period

Print Timesheet

Tue  Wed  Thu Fri Sat Total  Time Reporting Code
114 M5 16 AT 118

001-Regular Time

9.0 054 - Award Leave Used

18.0 051 - Regular Military

Personalize | Find | 2] [§ ~ 130f3

Description Sched Comments
Award Leave Used 9.00
Regular Military 9.00
Regular Miltary 9.00

A v

New Window

Type Labe

«

Hours 093 Q
Hours

Hours

4. Select Yes on the warning message for timesheet approval. The timesheet will be

approved.
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Once Approved the status cannot be reverted back. (20020,20)

By clicking Yes, you are certifying that all reported time was worked and approved according to law and regulation.

Select Yes to confirm and complete the status change, No to return to the page without updating the status.

< Manager Time Manager Time
90 90 18.0 Regular Military Hours
() Report Employee Time
| saveforlater || Submit J
= Approve Employee Time
| Reported Time status | Summary || Absence/OT || Exceptions
. Reported Time Status Personalize | Find | 21 | [ 1-120f 12
Assign Employee Schedule B I Find | &A1}
Date Reported Status. Total TRC Description S Comments Exception
() Request Employee Absence/OT 0110612020 Approved 9.0 001 001-Regular Time 9.00
010712020 Approved 9.0 001 001-Regular Time 9.00
tsé Approve Employee Absence/OT
011082020 Approved 9.0 001 001-Regular Time 9.00
(L]) Absence 011092020 Approved 0.0 001 001-Regular Time 9.00
_ 01/09/2020  Approved 9.0 054 Award Leave Used 9.00
Employee Absence/OT History
M(n/w/zuzo Approved 80 001 001-Regular Time 8.00
01132020 Approved 9.0 001 001-Regular Time 9.00
01/1412020  Approved 9.0 001 001-Regular Time 9.00
011512020 Approved 0.0 001 001-Regular Time 9.00
011512020 Approved 9.0 051 Regular Miltary 9.00
01/16/2020  Approved 0.0 001 001-Regular Time 9.00
011612020 Approved 9.0 051 Regular Miltary 9.00
Manager/Approver
Comments
4
DateTime Created User ID
Return to Select Employee

Military Leave Balance in HR Links

Once the timesheet pay period has ended and payroll has processed the timesheets, the
employee can view their Military Leave balance within their HR Links leave balance. The
employee can also now request Military leave on their timesheet until the 120 hour maximum
per fiscal year is exhausted.

1. From the Employee Self Service homepage, go to Employee Time tile.
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View My HR Information

2. Go to the Absence Balances tab within Employee Time. The employee’s Military Leave
Balance can be viewed. In our example the employee took 18 hours of military leave so the
Military leave Balance of 102 hours is reflecting 120 total hours (fiscal year total per policy)

minus 18 hours taken.
< Employee Self Service Employee Time N N C)
& Report Time View Absence Balances

Request Base Schedule

Instructions
View current absence entitlement balances. Current balances do not reflect absence requests that have not been

(H} Absence Balances
processed by payroll. For more details please contact your absence administrator.

(l) Request Absence/OT Absence Entitiement Balances Personalize | (7]

Current Balances | [5)
Balance as of 02/29/2020

I Absence/OT History Entitlement Name
Use or Lose 83.00 Hours
Regular Miltary Balance 102.00 Hours
m Sick Leave Balance 94.50 Hours
Comp Time Balance 7.50 Hours
187.00 Hours

Annual Leave Balance
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