Time Off Request - Employee

EE N N

Submit — sends the Request via an email and Cancels the Request
system alert to the immediate Manager.

Draft — saves your request for a future
submission, but does not send to the
immediate Manager.

Request Time Off

Type Time Off Request [ ]

| start date | End date | Pay code  Duration
|x|af2732017 i@ 3/27/2007 | T -compTmeTaken =] Hours

+ Add another time-off period

Accruals on 3/27/2017 |G

Accrual Balance
Annual - VAC 302.68 Hour
Comp - CTT 0.0 Hour

Military - MIL 0.0 Hour
Sick - SCK 256.25 Hour




Time Off Request — Employee

DRAFT

Draft — saves
your request
for a future

submission,
but does not
send to the
immediate
Manager.

Delete

Request Time Off

Shows Details Submit - sends the Deletes the

of Time Off Request via an email Request Type Time Off Request E]

Request and system alert to the o
immediate | start date | End date | Pay code | uration
Manager/Supervisor. |x | /272017 |l | 3/27/2017 [l CTT-CompTme Taken | ] Hours

+ Add another time-off period

13 Accruals on 3/27/2017 il

[#] Time Off Request [=] Time Off Re Accrual Balance
Annual - VAC 302.68 Hour

Details Comp -CTT 0.0 Hour

Military - MIL 0.0 Hour
Submit Sick - 50K 256.25 Hour

Delete I}




Time Off Request — Employee

SUBMIT

2l N

Submit — sends the
Request via an email
and system alert to the
immediate Manager.

Request Time Off

Type Time Off Request E]

Start date End date Pay code Duration

X | 3/27/2017 |@ @ 3/27/2017 | CTT - Comp Time Taken E] Hours REtraCtlng prlor to the manager
+ Add another time-off period appro‘”ng or rerSIng the
request terminates the request.

Accruals on 3/27/2017 [

Accrual Balance
Annual - VAC 302.68 Hour
Comp -CTT 0.0 Hour
Military - MIL 0.0 Hour
Sick - SCK. 256,25 Hour

Current Pay Period E] =

Sun 3/26 Mon 3/27 T
[ Time Off Request St ot Request
Details r

Sun 3/26 Mon 3/27

[2] Time Off Request TimeD'FfRequest

Submitted 7:45AM - 8:45AM l 8:00AM $ }

JAM

YAC - Vacation [1.0h] Retracts a imeoff request

Q:N0AM



Time Off Request — Employee
CANCEL

Type Time Off Request E]

 startdate | End date Pay code

‘x\sjmzon |l 32772017 |Gl T -CompTimeTaken [ Hours

+ Add another time-off period

Accruals on 3f27/2017  |[d

Accrual Balance

Annual - VAC 302.68 Hour
Comp - CTT 0.0 Hour
Military - MIL 0.0 Hour
Sick - SCK 256,25 Hour

Cancels the
Request Time Off
Screen



Time Off Request - Manager

AT G TN GCE G DT CERT

Shows Details of Edits a Time Off Approves a Time Refuses a Time Sets the Request Retracts the Requests a New
Time Off Request Off Request Off Request into a Pending Time Off Time Off Request
Request Hours State Request for Employees not

automatically Self

added to

schedule and

timecard.

A Manage My Department Requests | x
Requests
2/26/2017 - 8/24/2017, Selects (=) |  AlEmployees [+ | Time-Off =] |Multiple =
Details Edit Approve Refuse Pending Retract Request Time Off
Modified By Subject Submit Date Status Submitted By Start Date Employes

Duck, Donald Tirme Off Request 32712017 3:11PM Submitted Duck, Donald 3/20/2017 Duck, Donald 3f27/20:



Time Off Request — Manager

DETAILS

Shows Details

of Time Off
Request
A Manage My Department Requests a|x
Requests
2/26(2017 - §/24/2017, Selects [=|[FE|  AlEmployees [+ | Time-Off [=] [Muttiple =]
dit Approve Refuse Pending Retract Reguest Time Off

Modified By Subject Submit Date Status Submitted By Start Date Employee

Duck, Donald Time Off Request 3/27/2017 3:11PM Submitted Duck, Donald 3/20/2017 Duck, Donald 3/27/20:

Time-Off Request Details

=» Submitted 3/27/2017-3:11:48PM
Modified by Donald
Employee Duck, Donald

Requested

Type Tirme Off Request

Pay code VAC - Vacation

Start Date  3/20/2017 End Date 3/27/2017
Duration Hours

Start Time  7:45AM Length 1.0h




Time Off Request — Manager

EDIT

Edits the
status of the
Time Off
Request*
M Manage My Department Requests W x
Requests
2/26/2017 - 8/24(2017. Select: [~  AlEmployees [+ | Time-Off [=] Mutiple =
Detdl pprove Refuse Pending Retract Request Time Off
Maodified By Subject Submit Date Status Submitted By Start Date Employee
Duck, Donald Time Off Request 3/27/2017 3:11PM Submitted Duck, Donald 3/20/2017 Duck, Donald 3/27/20:

Edit Time Off Request %]
Emplovee | puck, Donsl - Status | Refused ||
Submitted
Refused
Pending
Approved
Retracted
Accruals on 3/20/2017 |[H
Accrual Balance
Annual - VAC 100.0 Hour
Comp -CTT 0.0 Hour
Military - MIL 0.0 Hour
Sick - SCK. 100.0 Hour
Comments -

loEaie || cancel *Note: Not Recommended




Time Off Request — Manager
APPROVE

Request Time Off

Approves a Time Off Request
Hours automatically added to
schedule and timecard*

A Manage My Department Requests W|x
Requests
2/26/2017 - 8/24/2017, Select: [ = &) Al Employees (=] | Time-off [=] [Muttiple =]
Details Edi Refuse Pending Retract Reguest Time Off
Modified By Subject Submit Date Status Submitted By Start Date Employee

Duck, Donald Time Off Reguest 3/27/2017 3:11PM Submitted Duck, Donald 3/20/2017 Duck, Donald 3/27/20:
Approve Time-Off Request E

< Submitted 3/27/2017-3:11:48PM

Modified by Donald
Employee Duck, Donald
| Details
Requested

Type Time Off Request

Pay code VAC - Vacation -

Start Date  3/20/2017 End Date  3/27/2017

Duration Hours

Start Time  7:45AM Length 1.0h

Edit

Comments E]

Approved
d
e e *Note: For Future Requests, approved
napproved
requests will appear on timecard upon
Apprtve Cancel

today’s date within the Current Pay Period



Time Off Request — Manager

REFUSE

Refuses a Time Off
Request. Request is not
populated onto timecard.*

M Manage My Department Requests X
Requests

2/26/2017 - 8/24/2017, Selects (=] |  AlEmployees [+ | Time-Off [=] Muttiple =]
Details Edit Approve Pynding Retract Regquest Time Off

Madified By Subject Submit Date Status Submitted By Start Date Employee
Duck, Donald Time Off Request 3/27/2017 3:11PM Submitted Duck, Donald 3/20/2017 Duck, Donald 3/27/20!

Refuse Time-Off Request

= Submitted 3/27/2017-3:11:48PM
Modified by Donald

Employee Duck, Donald

Requested
Type Time Off Request
Pay code VAC - Vacation
Start Date  3/20/2017 End Date 3/27f2017
Duration Hours
Start Time  7:454M Length 1.0h

Comments @

Approved

Leave Uzed

Unapproved
[ : ] *Note: Refusing Leave if the employee
made a mistake on the request.




Time Off Request — Manager

PENDING

Sets the Request into a

Pending State*
M Manage My Department Requests X
Requests
2/26/2017 - 8/24/2017, Selects (=] FE | Al Employees <] | Time-Off [=] Muttiple =]
Details Edit Approve Re Pending Retract Regquest Time Off
Madified By Subject Submit Date Status Submitted By Start Date Employee
Duck, Donald Time Off Request 3/27/2017 3:11PM Submitted Duck, Donald 3/20/2017 Duck, Donald 3/27/20!

Pending Time-0ff Request

=» Submitted 3/27/2017-3:11:48PM
Maodified by Donald
Employee Duck, Donald
Requested

Type Time Off Request

Pay code VAC - Vacation

Start Date  3/20/2017 End Date 3/27/2017
Duration Hours

Start Time  7:45AM Length 1.0h

Comments

*Note: Not Recommended



Time Off Request — Manager

RETRACT

IS G TN GUTE T

Changes the status of the Time off Request to
“Retracted”; HOWEVER HOURS MUST BE
MANUALLY REMOVED FROM THE SCHEDULE*

A Manage My Department Requests Bl x
Requests
2/26/2017 - 8/24/2017, Selects (=] FE| | AlEmployess  [=]  Time-Off [=] Muttiple =]
Details Edit Approve Refuse Pending Retract Regquest Time Off
Madified By Subject Submit Date Status Submitted By Start Date Employee
Duck, Donald Time Off Request 3/27/2017 3:11PM Submitted Duck, Donald 3/20/2017 Duck, Donald 3/27/20!

Retract Time-Off Request

=¥ Submitted 3/27/2017-3:11:48PM
Modified by Donald
Employee Duck, Donald
Requested
Type Time Off Request
Pay code VAC - Vacation
Start Date  3/20/2017 End Date 3/27/2017

Duration Hours
Start Time  7:45AM Length 1.0h

Comments

*Note: Not Recommended



Time Off Request — Manager

REQUEST TIME OFF

Requests a New

Time Off Request
for Employees
not Self.

# Manage My Department Requests WX
mmts e——
2/26/2017 - 8/242017, Select: [~ [ | Al Employees [=] | Tmeoff Multiple =]
Details Edit Approve Refuse Pending Retract Reguest Time Off
Modified By Subject Submit Date Status Submitted By Start Date Employee
Duck, Donald Time Off Request 3/27/2017 3:11FPM Submitted Duck, Donald 3/20/2017 Duck, Donald 3/27/20:

Request Time Off

Duck, Donald
Duck, Danald

Duration

ime Taken E] Hours

+ Add anoth Potr
Swi

Accruals on 3/27/2017 |

Accrual Balance
Annual - VAC 100.0 Hour
Comp -CTT 0.0 Hour

Military - MIL 0.0 Hour

Sick - SCK. 100.0 Hour

Comments




Request has been submitted, but not

Option 1

approved and the Employee wants to
edit/delete the request

 Employee logs in -> My Calendar -> Retract

?\ = A My Information

My Calendar
Curren t Pay Period E] |E\ =3 @&
Sun 3/19 Mon 3/20 Tue3/i
# | Time Off Request -+| Time Off Request =/ Time Off Requ
Details
‘ B:00AM m{} |
Retr:

Option 2

* Manager logs in -> Requests -> Refuse

‘Ij Req“T:;s I

Current Schedule Period =] IEI all Employees (=]  Tme-off (=) |Submitted ==
Details Edit Approve Refuse Pending Retract Reguest Time Off
Status Submitted B Refuses a timeoff request Employee

Submitted Duck, Donald ] k|l i Duck, Donald



Option 1

Request has been APPROVED, but

Employee wants to edit/delete the
request

* Employee logs in -> My Calendar -> Cancel -> Submit

?.m
] My Calendar

Cancel Time-Off Reguest ]

& Approved 4/20/2017-8:32:26AM

Current Pay Period E] |§|

Modified by MILLEMS

Requested Approved
| Sunday Monday Tuesday Type Time Off Request
e Pay code VAC - Vacation -
Start Date  4/24/2017 End Date 4/24/2017
| Time Off Reguest v | Time Off Request Duration Hours
Detals Start Time  7:00AM Length 8.0h -
<1 :

£ Fl

Cancels & timeoff request |

Submit J Cancel

* Manager logs in -> Requests -> Cancel Approved -> Approve

A Manage My Department

Schedules

Requests W@|x | @ Alerts and Notifications Widget

Approve Time-Off Cancellation Request

=» Cancel Submitted 3/27/2017-3:11:48PM
Modified by Donald
Employee Duck, Donald
Requested Approved

Current Schedule Period =) |§| All Employees (] | Time-off [=] (Al status =2
Details Edit Cancel bg(oved Cancel Refused Request Time Off
Status Subr  APproves a canceled timeoff request i Employee
Cancel Submitted Duck, Donald 3/20/2017 Duck, Donald

Type

Pay code
Start Date
Duration
Start Time

Time Off Request

VAC - Vacation
3/20/2017 End Date
Hours

7:458M Length

3/27/2017

1.0h

Comments

)

327/



Request has been APPROVED, but

Employee wants to edit/delete the
request

Option 2
* Manager logs in -> Requests -> Cancel -> Submit

Cancel Time-Off Request

& Approved 3/28/2017-8:32:51AM
Modified by Donald

I ‘A Manage My Department | Requests 2| x Employee Duck, Donald
1 Requested Approved
— Type Time Off Request
3/28/2017, Selected Date [ /(@ | All Employees =] [Approved =]
Pay code VAC - Vacation
Details Edit Retrgft ejuest Time Off
Start Date  3/28/2017 End Date  3/28/2017
Durati Hi
Modified By Subject Submit Date Status Submitted By Cancels a timeoff request Employee uration ourE
Start Time  7:45AM Length
Duck, Donald Time Off Request 3/28/2017 8:32AM Approved Duck, Donald 3/28/2017 Duck, Donald

* View All Statuses in Requests-> Cancel Approved -> Approve

Appi Time-0ff Canc

=» Cancel Submitted 3/28/2017-8:32:51AM
Modified by Donald
Employee Duck, Donald

Comments E]

Requested Approved o
T T ———

Type Time Off Request Req
Pay code VAC - Vacation —
SRS DEARET FLRTE AT 3/28/2017, Selected Date | = [T Emplayez (=]  Time-Off [~ [Alstatus v
Duration Hours i i k
e Al it 00l Details Edit Cancel Approved Cancel Refused Request T

E] y Subject Submit Date Status Submitted By Start Date Employee

Time Off Request 3/28/2017 8:32AM Cancel Submitted Duck, Donald 3/28/2017 Duck, Donald

Approve




Only 1 Option

* Manager logs in -> Selects Employee -> Go To -> Schedules
o > ex

Refreen Share GaTe

l 1 Selected
{ Current Pay Period ‘
~ Go to widget

Exceptions o

Timecards
Schedules
Requests %

Reports

Request was Retracted by the Manager

or Employee; but the hours are still on
the timecard

Audits
People Editor

+ Go to workspace

* Find Leave (change time frame if needed)

Loaded: 7:50AM  Current Schedule Period | = [
Previous Schedule Period

‘= - © - Eg = /,_ Current Schedule Period ¢

Next Scne&e Period
View Vigibility Select sll Gantt View Tools
Filter

Weekto D4 Current Schedule
Last Week

By Employee ® 3/26-4/01 Vesterday

N - | Sun 3/26 Mon 3/27 Tue 3/@ Wed 3/29 Thu 3/30

e
i

Today

Duck Doneld | Iv'A"c-Vnuﬁun 1) | VesterdayTodayTomorraw |-
oo Yesterday plus 6 days

Last 30 days

* Quick Actions -> Delete -> Click on Leave (to be deleted) -> Save

W £ e @& B x a Tue 3/D)

Qu_i':": Snift Inzert enift  Comment Pey Code  Copy / Paate Delete Lock / Quick
AGEB Tranafar templats % Unlock Actiong AE™ Vr?tiﬂn

Select an entity

schedule ©




Request was submitted and approved,
however the University closed due to an

Scenario IV

unexpected weather event. Leave for the
Weather Day needs to be removed.

Option 1
* Manager logs in -> Selects Employee -> Go To -> Schedules

n L 1 Selected

Current Pay Period

= Go to widget
~ Exceptions -
- Schedules
| Requests D}
Reports
| Audits
- People Editor

- Rule Analysis

- ¢ Go to workspace

* Find Leave (change time frame if needed)

- =

% =2 [ o @ X ag
Shift Ingertenift  Comment Pey Code  Copy f Paste Delete Lock / Quick
‘ranafer template I} Unlock Actionz

By Employee @ 4/02-4/08

Name N s02 M 03 To4 W05

uck, Donald | IVAC -Vacation m I

* Quick Actions -> Delete -> Click on Leave (to be deleted) -> Save



Time Off Request - Manager

Approve Pending Retract Request Time Off
Shows Details of Edits a Time Off Approves a Refuses a Time Off Sets the Request into Retracts Requests a
Time Off Request Request Time Off Request a Pending State the New Time
Request Time off
Hours off Request
automatically Request for
added to Employees
schedule and not Self
timecard
Hours must be
manually removed
from timecard
Cancel the Shows Details
Time Off of Time Off Submit — sends the
Request Request

Request via an email
and system alert to the
immediate Manager.

Cancel Approved Cancel Refused Request Time Off
Shows Details of Edits a Time Off Approves a Refuses a Canceled Requests a
Time Off Request Request Canceled Time Off Request New Time Off
Time Off Request for
Request Employees

not Self

Hours automatically

removed from
timecard

Submit — sends the
Request via an email
and system alert to
the immediate
Manager



