Create & Approve Absence Reguests
(Time Administrators)

Content

@ Create an Absence Request for an Employee
@ Approve Absence Request for Employee

Create an Absence Request 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.

8 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
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3. HR Links will default to the Report Employee Time tab. From there, choose the employee
for whom you would like to create an absence/OT request.

e Ad tratio e Ad dllo 0
New Window
7) Report Employee Time Report Time
Timesheet Summary
Assign Employee Schedule
9 pioy Employee Selection
Time Administration Analytics Ehanaeiiievs
“View By | Calendar Period A ¥ Show Schedule Information
_ N Date 09/30/2018 [ §
Time Administration Queries [ Previous Period Next Period
Employees For Turner Craig, Time Needing Approval From 09/30/2018 - 10/13/2018
Time Summary Demographics
Last Name First Name EmployeeID  Job Title DChs | EEgis Sehequled Exception Appro\?:dulr)sr Qeaied |
pprove: ours ours bmitted ours
Davenport Isiah 00000764 Supervisory Realty Specialist 0.0 0.0 800 0.0 0.0
Christine 00000802 Supervisory Financial Manageme 0.0 0.0 800 0.0 0.0
Kylie 00000031 Building Manager 0.0 0.0 20.0 0.0 0.0
i 00000761 Transportation Operations Spec 0.0 0.0 20.0 0.0 0.0
Last Name
Downs v 00000808 Program Manager 0.0 00 2800 00 0.0
Doyle Karla 00000117 Program and Procurement Suppor 0.0 0.0 80.0 0.0 0.0
Durham Shamar 00000746 Assisted Acguisition Project M 0.0 0.0 800 0.0 0.0
Ellis Toby 00000835 Operations Manager 0.0 0.0 20.0 0.0 0.0
Espinoza Miriam 00000800 Asset Manager 0.0 0.0 800 0.0 0.0
Finley Ernesto 00000106 General Engineer 00 00 2800 00 00

4. Navigate to the pay period in which you need to create an absence/OT event by selecting
the Previous Period hyperlink or entering the date in the Date field and clicking the green
refresh button.

New Window
() Report Employee Time Timesheet
Employee ID 00000031
Assign Employee Schedule ploy 0000003
Empl Record 0
- Actions~ Earliest Change Date 10/01/2018
nl o
L TR AN S (il AT e e Select Another Timesheet
=view By | Calendar Period v
o 5 5
Time Adminisiration Queres v “Date D9202018 5 '@
Scheduled Hours 80.0 Calendar lé Print Timesheet
From Sunday 09/30/2018 to Saturday 10, September ¥ 018 v
Sun Mon Tue Wed Thu S M TWTF § 3 Wed Thu i Sat Total  Time Reporting Code s e
30 1001 1012 1013 4 ' b w00 10m 102 1013 =
4.0 8.0 8.0 8.0 2 3 4 5 6 7 8 0 8.0 8.0 8.0 76.0 | 001 - 001-Regular Time Hours
40 100111213 1415 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 Absi {) Current Date (»
Reported Time Status Personalize | Find | I@\ IE 1-11 of 11
Date Reported Status Total TRC Description Sehed 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 80001 001-Reqular Time 8.00
10/03/2018  Approved 8.0 001 001-Regular Time 8.00
10/04/2018  Approved 8.0 001 001-Regular Time 800
10/05/2018  Approved 80001 001-Reqular Time 8.00
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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@ Report Employee Time
Assign Employee Schedule
-lll‘ Time Administration Analytics

Time Administration Queries

me Administration

Timesheet

Employee ID 00000031

Empl Record 0
Earliest Change Date 10/28/2018

Actions~
Select Another Timesheet

*View By | Calendar Period v Previous Period  Next Period
“Date 1011412018 |5 &
Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet
From Sunday 10/14/2018 to Saturday 10/27/2018 (7
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code
10M4 1015 10116 107 108 10M9  10/20  10/21 1022 1023 1024 10025 10026 1027
4.0 4.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 72.0 | 001 - 001-Regular Time
40 4.0 8.0 050 - Sick Leave
u Save for Later Submit
Reported Time Status Summary| Absence/OT Exceptions
Reported Time Status Personalize | Find | | IE 1-120i 12
Select  Date Reported Status Absence/OT ‘c Description Sened Comments
10/15/2018  Needs Approval 4.0 001 001-Reqular Time 8.00
Needs Approval 4.0 050 Sick Leave 8.00
MNeeds Approval 4.0 001 001-Regular Time 8.00
Needs Approval 4.0 050 Sick Leave 8.00
101772018  Needs Approval 8.0 001 001-Regular Time 8.00
10/18/2018  Needs Approval 8.0 001 001-Regular Time 8.00
10/19/2018  Needs Approval 8.0 001 001-Regular Time 8.00
10/22/2018  Needs Approval 8.0 001 001-Reqular Time 8.00

Type
¥ | Hours

Hours

Add

6. Select the Add Absence Event button.

Time Administratio

@ Report Employee Time
Assign Employee Schedule

-IIL Time Administration Analytics

Time Administration Queries

javas

Timesheet

Kylie Dom Employee ID 00000031

Building Manager Empl Record 0

Earliest Change Date 10/28/2018
Select Another Timesheet

“View By | Calendar Period v Previous Period  Next Period
“Date [10/142018 |z &
Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet
From Sunday 10/14/2018 to Saturday 10/27/2018 (7
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total  Time Reporting Code
10114 105 106 107 108 1019 1020 1021 1022 1023 1024 10025 10026 10027
4.0 4.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 72.0 | 001 - D01-Regular Time
4.0 4.0 8.0 050 - Sick Leave
m Save for Later Submit
Reported Time Status Summary Absence/OT Exceptions
Absence Events (7
Absence Take
Select Edit  *StartDate EndDate  Absence Name Duraton DO Details Status ) Source
151201 1161201 . ’ : N - Approval Employee
Edit 10/15/2018  10/18/2018  Sick Leave 8.00 Hours Details Needs Approval Moniter Timeshest
Add Absence Eveni %
Fepprovat
Select All Deselect All Approve Deny

Absence Entitlement Balances Personalize | (7]

Entitlement Name Balance as of 05/26/2018™

New Window

Type Add
v | Hours
Hours

Personalize

Cancel
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7. Choose the calendar icon by the Start Date and End Date fields to enter when the
absence/OT request will begin and end.

Time Administratiol

@ Report Employee Time
Assign Employee Schedule

ail, Time Administration Analytics

Time Administration Queries

javascriptDatePrompt_win0END_DT$1''END_DT§

Timesheet

Actions~
Select Another Timesheet

*View By | Calendar Period
“Date 107142013 |[ ¥

Scheduled Hours 80.0

From Sunday 10/14/2018 to Saturday 10/27/2018 (7

Sun Mon Tue Wed Thu Fri
10114 10115 1016 10117 10118 10119
4.0 4.0 8.0 8.0 8.0
40 40
m Save for Later Submit
Reported Time Status Summary Absence/OT
Absence Events
Absence Take
Select Edit *Start Date End Date
10/15/2018 10/16/2018

[1or8201]5) [10/18/201 32

Approval

Select Al Deselect All

Ahcanaa Ex
ompt§1',450' false);

nmmant Ralances

Employee ID 00000031
Empl Record 0

Earliest Change Date 10/28/2018

Previous Period  Next Period
Reported Hours 80.0 Print Timesheet
Sat Sun Mon Tue Wed Thu i Sat Total Time Reporting Code
10i20 1021 10122 10023 10124 10125 10126 10127
8.0 8.0 8.0 8.0 8.0 72.0 | 001 - D01-Regular Time
8.0 050 - Sick Leave
Exceptions
Unit Approval
Absence Name Reason Duration Type Details Status Monitor
" 0 N - Approval
Sick Leave 8.00 Hours Details Needs Approval Moniter
. - » Approval
Select Absence Nan v Details New Monitor
Approve Deny

Personalize | {21

New Window

Type Add
Hours

Hours

Source

Employee
i eet

Manager
Timesheet

8. Choose the appropriate option from the Absence Name drop-down list.

() Report Employee Time

Assign Employee Schedule

il Time Administration Analytics

Time Administration Queries v

40 40
Save for Later Submit
Reported Time Siatus Summary Absence/OT
Absence Events
Absence Take
Select Edit  *Start Date End Date
10/15/2018 1016/2018
Edit | [tor18R201iE [ors201]H
Approval
m Select All Deselect All

Absence Entitlement Balances

Entitlement Name
Sick Leave Balance

Annual Leave Balance

**Disclaimer The current balance does not reflect absg

Manager/Approver
Comments

Exceptions

Absence Name Reason

Sick Leave

Select Absence Nar v

Annual Leave

Annual Leav
Annual Leay
Award Leave

Award Leave | FMLA- Employee
Award Leave / FMLA- Family
Award Leave / Volunteer

COP Workers Comp Used # 1
COP Workers Comp Used # 2
COP Workers Comp Used # 3
Comp Time Eamed

Comp Time Used

Comp Time Used / FMLA- Emp
Comp Time Used / FMLA- Family
Comp Time Used / Volunteer
Court Leave

Credit Hours Eamed

Credit Hours Used

Credit Hours Used / FMLA- Emp

FMLA- Empt e
FMLA- Family

Credit Hours Used / FMLA- Fmly

DateTime Created

Return fo Select Employee

User ID

8.0 050 - Sick Leave

Unit Approval
Duration Type Details Status Monitor
. N o Approval
8.00 Hours Details MNeeds Approval Wonitor
" Approval
Details Mew Monitor
Deny

Personalize | (2]
Balance as of 05/26/2018=
627.00 Hours

276.00 Hours

Hours

Source
Employee
Timesheet

Manager
Timesheet
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Save for Later

Reported Time Status

Absence Events (7

Select Edit

Absence Take

40 8.0 050 - Sick Leave Hours
Submit
Summary || Absence/OT Exceptions
Personalize

*Start Date End Date Absence Name Duration _ll_.lyn;te Details Status ‘I:]Eﬁli-togral Source Cancel Dele

(15,201 (E04 e ’ Lo N Approval Employee
10/15/2018 10/16/2018 Sick Leave 2.00 Hours  Details Meeds Approval Monitor Timesheet

112901 118201 FrT F— . Approval Manager
10M18/2014/]  [10M18/2013[5] &/ i Hours || Detajls New Monitar Timeshest Deld]

10. A dialogue box will appear where you will be able to create the Absence Event Details,

such as

indicating Partial Days for the absence.

11. Select the appropriate option for Partial days.

a.

None: Default value. No partial days (all full day absences). The hours calculated will
be based on the number of hours on the base schedule.

All Days: All partial days. Enter the hours to be applied to all days.

Start Day Only: Start day is the only partial day. The rest are full day absences.
Enter the number of hours for the first day. The rest will be calculated using the
hours in the base schedule.

End Day Only: End (or last) day is the only partial day. The rest are full day
absences. Enter the number of hours for the last day. The rest will be calculated
using the hours in the base schedule.

Start and End Days: Start and end days are partial days. The rest are full day
absences. Enter the number of hours for the first and last day. The rest will be
calculated using the hours in the base schedule.

Absence Detail (7

*Start Date [02/21/2018 [

End Date 05/21/2018 [

Filter by Type | All v
*Absence Name | Sick Leave v
I Partial Days | None
All Days |/\

Duration| Eng Day Only

Calculate Duration Start Day Qnly
‘Start and End Days
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12. Select the Calculate Duration button to determine how many hours the absence will be.

Absence Detail (¢

*Start Date |[10/18/2018 |[5)

End Date 10/18/2018 |[5]

Filter by Type | Al v
*Absence Name | Annual Leave v]
Partial Days | None v
Duration &.00 Hours
Calculate Duration " |

L

13. Select the OK button to return to the timesheet.

55 Create Absence Req X

PR AR e W RS IR A

J Building Manager

Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

Absence Detail (2

*Start Date 10/18/2018 |[5] View Monthly Calendar
End Date 10/18/2018 |§__1:|

Filter by Type | Al v|
*Absence Name| Annual Leave T | Current Balance 276.00 Hours™
Partial Days | None v
Duration 2.00 Hours

; Calculate Duration

Comments

Reporter Comments: @

oK [ | Cancel

* Required Field

**Disclaimer The current balance does not reflect absences that have not been processed.
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14. For the current pay period, select the Apply Schedule button to apply the base schedule to
the employee’s timesheet, if you have not already done so.

a.

T ST Ty

If regular time appears on the timesheet, the Apply Schedule button will not appear.

TreTT

-Ill‘ Time Administration Analytics

Time Administration Queries

Building Manager

Actions ~

Empl Record

Earliest Change Date 10/28/2018
v
Select Another Timesheet
*View By | Calendar Period v Pravious Period  Next Period
v *Date 107142018 |[5) &
Scheduled Hours 80.0 Reported Hours 8.0 Print Timesheet
From Sunday 10/14/2018 to Saturday 10/27/2018 (7
Sun  Mon Tue Wed  Thu ri Sat Sun  Mon  Tue Wed  Thu Fri Sat Total  Time Reporting Code Type Add
1014 10M5  10M6  10M7  10MS  10M9  10/20 1021 10122 10/23  10/24 10125 1028 10127 P
4.0 4.0 8.0 050 - Sick Leave Hours
m Save for Later Submit Apply Schedule %
Reported Time Status || Summary || AbsencelOT || Exceptions
Absence Events (7 Personalize
Absence Take
Select Edit  *StartDste  End Date Absence Name Duration %[‘;‘E Details Status b Source Cancel Delet
115/201 18/201 y " N o Approval Employee
10715/2018 10/16/2018 Sick Leave 8.00 Hours  Details Needs Approval Monitor Timeshest
Edit 18201 18201 " - 5 : - Approval Manager
Edit | 10M18/201{[5] |10/18/201i[] |Annual Leave M 8.00 Hours  Details New Monitor e Delel
Approval
Select All Deselect All Approve Deny

15. The base schedule will appear on the timesheet. Edit the time on the base schedule based on
the absence event you just entered.

a.

Ex: If eight hours of annual leave is submitted for October 18, the eight hours of work
that appeared when you applied the base schedule must be deleted or changed to 0. If

you don’t delete the regular hours, you will receive an exception and the timesheet will
not be processed until it has been corrected.

Timesheet

Employee ID 00000031
Empl Record 0

Actions = Time Source Schedule Earliest Change Date 10/28/20128
Select Another Timesheet
“View By | Calendar Period v Previous Period  Next Period
*Date[10/1412018 |5
Scheduled Hours 30.0 Reported Hours 8.0 Print Timesheet
From Sunday 10/14/2018 to Saturday 10/27/2018 (2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code T
10M4  10M5  10M6 107 | 1018 | 10M9 1020  10/21 1022 1023 10i24 10025 10026 1027 yoe
4.0 4.0 3.0 0.0 3.0 2.0 2.0 2.0 2.0 2.0 001 - 001-Regular Time ¥ | Hours
4.0 4.0 8.0 050 - Sick Leave Hours
n Save for Later Submit
Reported Time Status || Summary || Absence/OT | Exceptions
Absence Events (7 Person
Absence Take
Select Edit *Start Date End Date Absence Name Duration _L[Jyn;te Details Status ‘:.Igﬁ'i?;al Source Cancel
50 (481904 : § ’ p . - Approval Employee
10/15/2018 10/16/2018 Sick Leave 8.00 Hours  Details Meeds Approval Monitor Timesheet
C ot 8901 22901 n " ’ : - Approval Wanager
Edit | |[10M8/201iE [10/18/201iF | Annual Leave v 8.00 Hours  Details New Monitor Timesheet
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16. Once you have made the necessary adjustments, select the Submit button.

< Time Administration

@ Report Employee Time
Assign Employee Schedule
-lll‘ Time Administration Analytics

Time Administration Queries

Time Administration

Timesheet

Actions+ Time Source Schedule
~

Select Another Timesheet

*“View By | Calendar Period v
*Date 10142018 L

Scheduled Hours 80.0 Reported Hours 8.0

From Sunday 10/14/2018 to Monday 11/12/2018 (2
Sun Mon Tue Wed

Employee ID 00000031
Empl Record ()
Earliest Change Date 10/28/2018

Previous Period  Next Period

Print Timesheet

New Window

hu Fri Sat Sun  Mon Tue Wed  Thu Fri Sat Total  Time Reporting Code R -
1044 1045 106 107 40MB 109 1020 021 10022 10023 0i24 4025 10026 1027 i
4 4 8.0 -1 8.0 8.0 8.0 8.0 8.0 8.0 001 - 001-Regular Time v | Hours
40 40 8.0 050 - Sick Leave Hours
u Save for Later Submit *
Reported Time Siatus || Bumman T ADSSRCelOT || Exceptions
Absence Events (7 Personalize
Absence Take
Select Edit  *StartDate  End Date Absence Name Durstion U Details Status bt Source Cancel Delet
it 115201 1161201 » ’ . . Ppproval Employee
Edit 10/15/2018 10/16/2018 Sick Leave 8.00 Hours  Details Needs Approval Monitor Timesheet
it 18201 13201 A " " ™" Approval Manager
Edit | |[10/18/201:[E [10/18201(F | Annual Leave M 8.00 Hours  Details New Monlor Timesheet Delel
Approval
Select All Deselect All Approve Deny

Absence Entitlement Balances

Personalize | (2

17. Review the attestation message, and select the Yes button.

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.

DIT=REquEr TIe

BT

18. You have successfully submitted the absence/OT request (and timesheet).

19. As the time administrator, you can now approve both the absence/OT request(s)
(and timesheet). Read how to approve the absence/OT request in the next section.
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Approve Absence Request for Employee

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 Detail Performance

Employee Self Service

. 1 Workforce Administrator

{l) | Time Administration

Print SF-50 Benefits Library

i

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
for whom you would like to approve an absence/OT request.

£ Time Administration

Time Administration

New Window
() Report Employee Time Report Time
Timesheet Summary
Assign Employee Schedule
9 pioy mployee Selection
L, Time Administration Analytics v Eharoci¥iev
*View By | Calendar Pericd v ¥l Show Schedule Information
_ N Date |09/30/2018 " ; y it y
Time Administration Queries - ¢ Previous Period Mext Period
Employees For Turner Craig, Time Needing Approval From 09/30/2018 - 10/13/2018
Time Summary Demographics
Hours
Last Name First Name Employee D Job Title Hz‘;’;r'nﬂvgg S| BT Exception b’:":s:f:v‘;’d Approved or Doried |
ubmit
Davenport Isiah 00000764 Supervisory Realty Specialist 0.0 0.0 20.0 0.0 0.0
Christine 00000802 Supervisory Financial Manageme 0.0 0.0 20.0 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 20.0 0.0 0.0
Doyle Karla 00000117 Program and Procurement Suppor 0.0 0.0 20.0 0.0 0.0
Durham Shamar 00000746 Assisted Acquisition Project M 0.0 0.0 20.0 0.0 0.0
Ellis Toby 00000835 Operations Manager 0.0 0.0 20.0 0.0 0.0
Espinoza Miriam 00000800 Asset Manager 0.0 0.0 20.0 0.0 0.0
Finley Ernesto 00000106 General Engineer 0.0 0.0 20.0 0.0 0.0

4. The employee’s timesheet will appear. Go to the Absence/OT tab.

() Report Employee Time Timesheet
Kylie Dominguez Employee ID 00000031
Assign Employee Schedule Bulding Manager Empl Record 0
Actions~ Time Source Schedule Earliest Change Date 10/14/2018
Time Administration Analytics v Select Another Timesheet
*View By ; Calendar Period M Previous Period  Next Period
Time Administration Queries v *Date [09/30/ IR
Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet
From Sunday 09/30/2018 to Saturday 10/13/2018 (7
S Gon oz fos e dos s 07 tos  dus o tam w2 mns oo Tyee ac
4.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 76.0 | 001 - 001-Regular Time v | Hours
4.0 4.0 050 - Sick Leave Hours
u Save for Later Submit
Reported Time Status Summary Absence/OTy Exceptions
Reported Time Status Personalize | Find | IE'\ E 1-110f 11
Select  Date Reported Status Total TRC Description Sehed Comments
10/01/2018  Needs Approval 40001 001-Regular Time 800
10/01/2018  Needs Approval 4.0 050 Sick Leave 8.00
10/02/2018  Needs Approval 8.0 001 001-Regular Time 8.00
10/03/2018  Needs Approval 80001 001-Regular Time 800
10/04/2018  Needs Approval 8.0 001 001-Regular Time 8.00
10/05/2018  Needs Approval 8.0 001 001-Regular Time 8.00
10/08/2018  Needs Approval 8.0 001 001-Regular Time 800
10/09/2018  Needs Approval 8.0 001 001-Regular Time 8.00 -
»
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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.

Time Administration

limesheet

Employee ID 00000031
Empl Record 0

Actions
Select Another Timesheet

Earliest Change Date 10/01/2018

*View By | Calendar Period b
“Date [09/3012018_|[3) &

Previous Period  MNext Period

Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet

From Sunday 09/30/2018 to Saturday 10/13/2018 (2

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code Type Ac
8130 101 10/2 10i3 10/4 10i5 10/6 107 10/8 10/% 10M0 10M 1012 10113 L
4.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 76.0 | 001 - 001-Regular Time ¥ | Hours
40 4.0 050 - Sick Leave Hours
m Save for Later Submit
Reported Time Status Summary Absence/OT Exceptions

Absence Events (7

Personalize | (7]
Absence Take

Select Edit *Start Date End Date Absence Name Duration _L[Jyngle Details Status ﬁ%‘;ﬁ’;’?l Source Cancel
— P PR . . Approval Emplc:.-ee
| Ed 10/01/2018  10/01/2018  Sick Leave 4.00 Hours  Details Meeds Approval Monitor Absence
Request
Approval
Select Al Deselect All Approve Deny
Absence Entitlement Balances Fersenalize | (2]
Entitiement Name Balance as of 05/26/2018*
6. Return to the Reported Time Status tab.
Time Administrati w =
Empl Record 0
Ectionss Earliest Change Date 10/01/2018
Select Another Timesheet
*View By | Calendar Period M Previous Period  MNext Period
*Date[09/3012018 |5
Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet
From Sunday 09/30/2018 to Saturday 10/13/2018 (7
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code T A
9130 101 10i2 1003 10/4 105 10i6 10i7 108 10i9 10110 10m 1012 10113 e
4.0 3.0 8.0 3.0 8.0 8.0 8.0 3.0 8.0 8.0 76.0 [ 001 - 001-Regular Time ¥ | Hours
4.0 4.0 050 - Sick Leave Hours
Save for Later Submit
Reported Time Stat Summary || Absence/OT || Exceptions
(]
Absence Events Personalize | (7]
Absence Take
Select Edit *Start Date End Date Absence Name Duration _L(Jyn;te Details Status ‘:‘gpnl;?;’?l Source Cancel
Edit 2011 4 Approval Employee
rd Ed 10/01/2018 107012018  Sick Leave 4.00 Hours  Details Needs Approval Absence
Monitor R "
equest
add
Approval
Select All Deselect Al Approve Deny
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Sun

/0 100 1012
@ Report Employee Time
4.0 8.0
40

Mon Tug

Assign Employee Schedule

Save for Later
-lll‘ Time Administration Analytics ~
Reported Time Status

Reported Time Status

Time Administration Queries ~
Select  Date
_J 10/01/2018
10/01/2018
=] 10/02/2018
7] 10/03/2018
u @| 10042018
=] 10/05/2018
v 10/08/2018
"] 100972018
=] 1011072018
v 101172018
"] 1011272018

Select All

Manager/Approver
Comments

DateTime Created

Return to Select Emolovee

N R A
8.0 8.0 8.0 3.0 3.0 8.0 8.0 8.0 76.0 | 001 - 001-Regular Time v | Hours
4.0 050 - Sick Leave Hours
Submit
Summary Absence/OT Exceptions
Personalize | Find | 2| B 111 of 11
Reported Status Total TRC Description = Comments
Needs Approval 4.0 001 001-Regular Time 8.00
Needs Approval 4.0 050 Sick Leave 8.00
Needs Approval 8.0 001 001-Regular Time 8.00
Meeds Approval 8.0 001 001-Regular Time 800
Needs Approval 8.0 001 001-Regular Time 8.00
Needs Approval 8.0 001 001-Regular Time 8.00
Needs Approval 8.0 001 001-Regular Time 800
Needs Approval 8.0 001 001-Regular Time 8.00
Needs Approval 8.0 001 001-Regular Time 8.00
Needs Approval 8.0 001 001-Regular Time 8.00
Needs Approval 8.0 001 001-Regular Time 8.00
Deselect All Approve Deny
i
User ID

8. Select the Approve button to approve both reported time and absence/OT requests.

Sun Mon Tue
%30 10/ 1072
@ Report Employee Time
4.0 8.0
4.0

Assign Employee Schedule

Save for Later
il, Time Administration Analytics ~
Reported Time Status

Reported Time Status

Time Administration Queries v
Select  Date
v 10/01/2018
10/01/2018
v 10/02/2018
"] 10/03/2018
m @ 10042018
v 10/05/2018
=] 10/08/2018
v 10/09/2018
=] 10/10/2018
"] 10/11/2018
v 10/12/2018
Approval
“Select All
Manager/Approver
Comments

DateTime Created

Return o Select Emplovee

s oA s Hes 8B =& = el Type A
8.0 3.0 8.0 3.0 8.0 8.0 3.0 3.0 76.0 | 001 - 001-Regular Time v | Hours
4.0 050 - Sick Leave Hours
Submit
Summary Absence/OT Exceptions
Personalize | Find | & | B~ 1110111

Reported Status Total TRC Description sched Comments

Needs Approval 4.0 001 001-Regular Time 8.00

Needs Approval 4.0 050 Sick Leave 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Needs Approval 8.0 001 001-Regular Time 8.00

Deselect All Deny
|
User ID
»
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9. An attestation message will appear. Select the Yes button.

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.

Yes No |

T TIT=-REqurar TIme BOU

10. An approve confirmation message will appear. Select the OK button to continue.

Time Administration

Timesheet

Approve Confirmation

“ Selected transactions were successfully approved.

11. After you see that the status of the time and absences is Approved, you can know for
sure that you successfully submitted and approved the absence/OT request(s) and
timesheet. No further action needs to be taken.

< Time Administration Time Administration

() Report Employee Time Kylie Dominguez Employee ID 00000031

Empl Record 0

Actions~ Time Source Schedule Earliest Change Date 10/01/2018

CE S TR SRS Select Another Timesheet

Previous Period  Next Period

-IIL Time Administration Analytics v *Date 097302018 |5 %
Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet
Time Administration Queries v
From Sunday 09/30/2018 to Saturday 10/13/2018 (2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code
9030 101 1012 1003 104 105 106 107 1018 109 1010 10M 1012 10113
4.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 76.0 | 001 - 001-Regular Time
4.0 4.0 050 - Sick Leave
Save for Later Submit

m Reported Time Status Summary Absence/OT Exceptions

Reported Time Status Personalize | Find | IE'I @ 1-11of 11
Date Reported Status Total TRC Description sened Comments
10/01/2018 | Approved 4.0 001 001-Regular Time 8.00

10701/2018 | Approved 4.0 050 Sick Leave 8.00

10/02/2018 | Approved %ﬂ 001 001-Regular Time 8.00

10/03/2018 | Approved 8.0 001 001-Regular Time 8.00

10704/2018 | Approved 8.0 001 001-Regular Time 8.00

10/05/2018 | Approved 8.0 001 001-Regular Time 8.00

10/08/2018 | Approved 8.0 001 001-Regular Time 8.00

10/09/2018 | Approved 8.0 001 001-Regular Time 8.00

10/10/2018 | Approved 8.0 001 001-Regular Time 8.00

101172018 = 8.0 001 001-Reqular Time 2.00

v

Type
Hours

Hours
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