Create & Approve Absence/OT
Amendments (Time Administrators)
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@ Create an Absence/OT Amendment for an Employee
@ Approve an Absence/OT Amendment

Create an Absence/OT Amendment for an Employee (as Time Administrator)

1. From the Employee Self Service home page, select the drop-down at the top of the screen,
and choose Time Administration.
a. Follow these instructions to add the Time Administration page/tile to your homepage.

HR Shared Service ~ Employee Self Service

Employee Time

ifs Employee Self Service

Workforce Administrator

Time Administration

2. Select the Time Administration tile.

v Time Administration

Time Administration

a. It might take a moment for the Time Administration page to load.
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3. HR Links will default to the Report Employee Time tab. From there, choose the employee
whose absence/OT event(s) you want to amend.

New Window
7) Report Employee Time Report Time
Timesheet Summary
Assign Employee Schedule
9 oy Employee Selection
Time Administration Analytics v Srnuciiew
*View By | Calendar Period M ¥ show Schedule Information
A ) Date [09/30/2013 " Brevious Period Next Period
Time Administration Queries v B revious Fene e
Employees For Turner Craig, Time Needing Approval From 09/30/2018 - 10/13/2018
Time Summary Demographics
Last Name First Name Employee ID  Job Title Riour=iosbajlig s ortacl s chedulai Exception Apsencato  po i) el iy
ploy Approved Hours Hours Bt be Approved "spubmm‘j Hours
Davenport Isiah 00000764 Supervisory Realty Specialist 0.0 0.0 80.0 0.0 0.0
Christine 00000802 Supervisory Financial Manageme 0.0 0.0 80.0 0.0 0.0
Kylie 00000031 Building Manager 0.0 0.0 20.0 0.0 0.0
00000761 Transportation Operations Spec 0.0 0.0 80.0 0.0 0.0
Last Name
Downs Y 00000808 Program Manager 0.0 0.0 80.0 0.0 0.0
Doyle Karla 00000117 Program and Procurement Suppor 0.0 0.0 80.0 0.0 0.0
Durham Shamar 00000746 Assisted Acquisition Project M 0.0 0.0 80.0 0.0 0.0
Eliis Toby 00000835 Operations Manager 0.0 0.0 80.0 0.0 0.0
Espinoza Miriam 00000800 Asset Manager 0.0 0.0 80.0 0.0 0.0
Finley Ernesto 00000106 General Engineer 0.0 0.0 80.0 0.0 0.0

4. Navigate to the pay period in which you need to make an amendment by selecting the
Previous Period hyperlink or entering the date in the Date field and clicking the green
refresh button.

a. Ifthe amendment is before May 27, 2018, you will need to create a new base schedule
for the amended pay period in HR Links. Read more here.

< Time Administration

New Window
@ Report Employee Time Timesheet
Empl 1D 00000031
Assign Employee Schedule mployee 1D 0000003
Empl Record 0
B . Actions~ Earliest Change Date 10/01/2018
il .
1) I AR T B Em AT {75 e Select Another Timesheet
*View By | Calendar Period v
Time Administration Queries v *Date 091302018 &) &
Scheduled Hours 0.0 alendar % Print Timeshest
From Sunday 09/30/2018 to Saturday 10, September v (12018 T
Sun Mon Tue Wed Thu § M TWT F § 3 Wed Thu i Sa Total  Time Reporting Code P Add
9130 1011 1012 103 104 : b 1m0 10M1 M2 1043 ype
40 2.0 8.0 8.0 2 3 4 5 6 7 & .0) 8.0 2.0 8.0 76.0 | 001 - 001-Regular Time v | Hours
40 9 10 M 1213 4 s 40 050 - Sick Leave Hours
16 17 18 19 20 21 22
23 24 25 26 27 28 29
Save for Later Submit
30
Reported Time Status Summary Abs ¢ Current Date (2
Reported Time Status Personalize | Find | @\ E 1-11 of 11
Date Reported Status Total TRC Description 5"’;5‘: Comments
10/01/2018  Approved 4.0 001 001-Regular Time £.00
10/01/2018  Approved 4.0 050 Sick Leave 800
10/02/2018  Approved 8.0 001 001-Regular Time 800
10/03/2018  Approved 8.0 001 001-Regular Time £.00
10/04/2018  Approved 8.0 001 001-Regular Time 800
10/05/2018  Approved 8.0 001 001-Regular Time 800
10/08/2018  Approved 8.0 001 001-Regular Time 8.00
10/09/2018  Approved 8.0 001 001-Regular Time 800 -
»
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5. Once you navigate to the appropriate pay period timesheet, select the Absence/OT tab to
change the absence/OT event.

From Sunday 07/22/2018 to Saturday 08/04/2018 (2

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting
T2z 123 7124 7125 7126 K(re 728 7129 7130 3 81 812 813 a4
8.0 8.0 16.0 | 001-Regular
&.0 8.0 8.0 8.0 8.0 &.0 48.0 | 001-Regular
I 8.0 8.0 16.0 Annual Leave

Save for Later

Reported Time Status || Summary Exceptions
Ly
Absence Events (7
Absence Take
- . - Unit - Approval
Select Edit Start Date End Date Absence Name Duration Type Details Status Monitor
Edit | 07/23/2018 07/24/2013 Annual Leave 16.00 Hours  Details Approved Approval
Monitor
T o Approval
71271 7127! A v I .
Edit 07/27/2018 07/27/2018 Annual Leave 8.00 Hours  Details Denied Monitor

6. Select the Edit button for the line item you want to change.

Save for Later Submit

Reported Time Status Summary

Absence/OT xceptions

Absence Events (7
Absence Take | [F=5H

Select Edit * Start Date End Date Absence Name Dwration
Edit 07/23/2018 07/24/2018 Annual Leave 16.00
1A%
Edit 0712712018 07/27/2018 Annual Leave 5.00

Add Absence Event

7. Edit the event appropriately. Remember that making changes to the event might require
changes to the timesheet.

8. Choose the Submit button. This will submit both the amended absence/OT event and the
timesheet for approval.

From Sunday 07/22/2018 to Saturday 08/04/2018 (2

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
7/22 7123 7/24 7/25 7126 727 7128 T/129 7130 13 an 812 813
8.0 8.0
3.0 3.0 3.0 3.0 3.0 8.0
u 8.0 8.0
Save for Later Submit h
Reported Time Status Summary Absence/OT Exceptions

Absence Events (7
Absence Take

Unit

Select Edit *Start Date End Date Absence Name Duration Type Details
Edit | |07/23/201i[] |07/24/201i[5] | Sick Leave v 16.00 Hours
Edit 072712018 0712712018 Annual Leave 8.00 Hours  Details
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9. An attestation message will appear. Select Yes.

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, Mo to return to the page without updating the status.

No |

10. You have successfully submitted the absence amendment. As the time administrator,
you can now approve the amendment. Read how to approve an amended absence in the
next section.

Create & Approve Absence Amendments (Time Administrators) | 4



Approve an Absence/OT Amendment (as Time Administrator)

1. From the Employee Self Service home page, select the drop-down at the top of the screen,
and choose Time Administration.
a. Follow these instructions to add the Time Administration page/tile to your homepage.

HR Shared Service » Employee Self Service

Employee Time Personal Details Performance

Employee Self Service

1 Workforce Administrator

Time Administration

2. Select the Time Administration tile.

v Time Administration

Time Administration

a. It might take a moment for the Time Administration page to load.
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3. HR Links will default to the Report Employee Time tab. From there, choose the employee
whose amended absence/overtime event you want to approve.

< Time Ad

Time Administration

»
e
i
®

New Window

@ Report Employee Time Report Time

Timesheet Summary

Assign Employee Schedule ‘Employee Selection

-IIL Time Administration Analytics v ELIER LD
*View By | Calendar Period v ¥ Show Schedule Information
Date 09/30/2018 B Previous Period Next Period

Time Administration Queries v

Employees For Turner Craig, Time Needing Approval From 09/3012018 - 10/13/2018
Time Summary || Demographics

Hours

Last Name First Name Employee ID  Job Titie H‘:';;r'ﬂﬂvgg Re";’ﬂ’ﬁ: Scheduilcd Exception b";’fs:fn‘v‘; Aps;:vme‘?t:dr D:Q‘ifr: I
Davenport Isiah 00000764 Supervisory Realty Specialist 00 00 800 0.0 00
Christine 00000802 Supervisory Financial Manageme 0.0 0.0 20.0 0.0 0.0
Kylie 00000031 Building Manager 00 00 800 0.0 00
00000761 Transportation Operations Spec 0o 00 200 00 00
Downs 00000808 Program Manager 0.0 0.0 80.0 0.0 0.0
Doyle Karla 00000117 Program and Procurement Suppor 00 00 800 00 00
Durham Shamar 00000746 Assisted Acquisition Project M 0.0 0.0 80.0 0.0 0.0
Ellis Toby 00000835 Operations Manager 00 00 800 00 00
Espinoza Miriam 00000800 Asset Manager 0o 0.0 200 00 00
Finley Emesto 00000106 General Engineer 0o 00 200 00 00

4. Navigate to the pay period in which you need to approve the amendment by selecting the
Previous Period hyperlink or entering the date in the Date field and clicking the green
refresh button.

< Time Ad Time Administration
New Window
@ Report Employee Time Timesheet
Employee ID 00000031
Assign Employee Schedule mployes 1D 0000003
Empl Record 0
. Actions ~ Earliest Change Date 10/01/2018
i, .
s, Time Administration Analytics v Select Another Timeshest
“View By| Calendar Period v
Time Administration Queries ~ “Date 0 ER]
Scheduled Hours 800 alendar % Print Timesheet
From Sunday 09/30/2018 to Saturday 10f | Seplember vis201s v
Sun  Mon Tue Wed Thu S MTWTF S Wed  Thu Fri Sat Total  Time Reporting Code Type Add
930 1M 402 103 104 4 b 10M0 01 f0M2  10M3 P
4.0 8.0 8.0 8.0 2 3 4 5 6 7 8 9 8.0 8.0 8.0 76.0 001 - 001-Regular Time v Hours
40 o 1011 1213 1415 4.0 050 - Sick Leave Hours
16 17 18 19 20 21 22
23 24 25 26 27 28 29
Save for Later Submit
30
Reported Time Status || Summary || Absi D CurrentDate @
Reported Time Status Personalize | Find | 2| [ 1110111
Date Reported Status Total TRC Description Scﬁ‘; Comments
10/01/2018  Approved 4.0 001 001-Regular Time 8.00
10/01/2018  Approved 4.0 050 Sick Leave 800
10/02/2018  Approved 8.0 001 001-Regular Time 8.00
10/032018  Approved 8.0 001 001-Regular Time 8.00
10/042018  Approved 8.0 001 001-Regular Time 2.00
10/052018  Approved 8.0 001 001-Regular Time 300
10/08/2018  Approved 8.0 001 001-Regular Time 2.00
10/09/2018  Approved 8.0 001 001-Regular Time 3.00 -
»
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5. From the Absence/OT tab, choose the Select All button. A check mark will appear at the
beginning of each row.
a. Make sure all items are in Needs Approval status.
i. Ifsomething is in Saved status, verify that it is a valid absence/OT request. If it

is, select the Edit button, and choose Submit to move the item into Needs
Approval status. If the item in Saved status is overtime, comp time earned or
credit hours earned, manually add it to the timesheet. Then, go through the
process of approving the absence. If it is not a valid absence/OT request, cancel
the request.

Item in Saved Status - needs to be moved to “Needs Approval” status

Reported Time Status || Summary || Absence/OT | Exceptions
Absence Events
Absence Take | [F=°W
Select Edit “StartDate EndDate  Absence Name Duration #Lte Details Status a'gﬂrif:ra'
Edit .| [8/20/2018 08/20/2018 Sick Leave 8.00Hours  Details Saved Approval
[} Monitor
O Edit | 08/21/2018 08/21/2018 Sick Leave 4.00 Hours  Details Needs Approval ':n%%ri?;ral
Edit | 08/24/2018 08/24/2018 Sick Leave 3.00 Hours  Details Approved m’;’ig”"
I Add Absence Event
Item has been moved to “Needs Approval” status - now choose Select All
Absence Events
Absence Take
Select Edit  “StartDate EndDate  Absence Name Duration g:::e Details Status mm’:f'
Edit | 08/20/2018 08/20/2018 Sick Leave 8.00 Hours  Details Needs Approval id%%ri?:ral
Edit | 08/21/2018 08/21/2018 Sick Leave 4.00Hours  Details Needs Approval ﬁn‘(’)‘r’]’if(‘)’ra'
Edit | 08/24/2018 08/24/2018 Sick Leave 3.00Hours  Details Approved ﬁ%‘:ﬁfgf’
ence Event
Approval
e SSlEGt AL Deselect Al Approve Deny
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6. Go to the Reported Time Status tab.
a. Make sure that everything is in Needs Approval status. If anything is in Saved status,
you will need to click the Submit button.

7. On the Reported Time Status tab, choose the Select All button.

Reported Time Status Summary Absence/OT Exceptions
Reported Time Status
Select Date Reported Status Total TRC Description
07/23/2018  Approved 8.0 050 Sick Leave
07/24/2018  Approved 8.0 050 Sick Leave
07/25/2018  Approved 8.0 001 001-Regular Time
07/26/2018  Approved 8.0 001 001-Regular Time
r 07/27/12018  MNeeds Approval 4.0 001 001-Regular Time
07/2712018  MNeeds Approval 4.0 041 Comp Time Used
r 07/30/2018  Meeds Approval 0.0 001 001-Regular Time
I 07/30/2018  Needs Approval 8.0 040 Annual Leave
07/31/2018  Approved 8.0 001 001-Regular Time
08/01/2018  Approved 8.0 001 001-Regular Time
08/02/2018  Approved 8.0 001 001-Regular Time
08/03/2018  Approved 8.0 001 001-Regular Time
Approva_l
ﬁ} Deselect Al Approve Deny

8. Select the Approve button, which will approve items on both the Reported Time Status
tab and the Absence/OT tab.

Reported Time Status Summary Absence/OT Exceptions
Reported Time Status
Select Date Reported Status Total TRC Description
07/23/2018  Approved 8.0 050 Sick Leave
07/24/2018  Approved 8.0 050 Sick Leave
07/25/2018  Approved 8.0 001 001-Regular Time
07/26/2018  Approved 8.0 001 001-Regular Time
i 07/27/2018  MNeeds Approval 4.0 001 001-Regular Time
07/27/2018  MNeeds Approval 4.0 041 Comp Time Used
i 07/3002018  Needs Approval 0.0 001 001-Regular Time
I 07/30V2018  Needs Approval 8.0 040 Annual Leave
07/31/2018  Approved 8.0 001 001-Regular Time
08/01/2018  Approved 8.0 001 001-Regular Time
08/02/2018  Approved 8.0 001 001-Regular Time
08/03/2018  Approved 8.0 001 001-Regular Time
Approval
Select All Deselect All Approve Deny
[
Manager/Approver |
Comments
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9. An attestation message will appear. Select Yes.

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

By clicking Yes, you are certifying that all reporied 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.

10. You will receive the Approval Confirmation message. Select the OK button.

Timesheet

Approve Confirmation

v

ansactions were successfully approved.

11. The amended absence/OT request will now show in Approved status. You have
successfully approved the amended absence/OT request.

Save for Later Submit
Reported Time Status Summary Absence/OT Exceptions
Reported Time Status Personal
Date Reported Status Total TRC Description Seted  Comn
07/23/2018 | Approved 8.0 050 Sick Leave 3.00
07/24/2018 | Approved 8.0 050 Sick Leave 8.00
07/25/2018 | Approved 8.0 001 001-Regular Time 5.00
07/26/2018 | Approved 8.0 001 001-Regular Time 5.00
07/27/2018 | Approved 4.0 001 001-Regular Time &.00
072772018 | Approved 4.0 041 Comp Time Used 8.00
07/3072018 | Approved % 0.0 001 001-Regular Time &.00
07/30/2018 | Approved 8.0 040 Annual Leave 8.00
07/31/2018 | Approved 8.0 001 001-Regular Time &.00
08/01/2018 | Approved 8.0 001 001-Regular Time 8.00
08/02/2018 | Approved 8.0 001 001-Regular Time 8.00
08/03/2018 | Approved 8.0 001 001-Regular Time 3.00
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