
 

 

     
     

  

      
    

Time Off 

Type 

Start date 

X ~ 27/ 201 ~ 

End date 

3/ 27/ 201 ~ 

+ Add anot her t ime-off period 

Accruals on 

Accrual 

Annual - VAC 

Comp -CTT 

Military - MIL 

Sick - SCI< 

3/ 27/ 2017 I 

Duration 

Hours 

Balance 

302.68 Hour 

0 .0 Hour 

0 .0 Hour 

256. 25 Hour 

Start time 

El 

Length 

Time Off Request - Employee 

Submit Draft Cancel 

Submit – sends the Request via an email and Draft – saves your request for a future Cancels the Request 
system alert to the immediate Manager. submission, but does not send to the 

immediate Manager. 



Time Off Request – Employee 
DRAFT 

Submit Draft 
Draft – saves 
your request 
for a future 

Cancel 

submission, 
but does not 
send to the 
immediate 
Manager. 

   
 

 
 

 
   

 
  

  
 

   

   
  

    
 

 

   
 

 
 

9 

0 Time Off R:eq111est ..t➔1.D me Off Re 

Details 

Submit 

Delete t:s, 

Request Time Ott 

Start date 

X ~ 7/201:.J 

End date 

3/ 27/20 1:.J 

+ Add another time•off period 

Accruals on 

Accrual 

Annual - \/AC 

Comp -CTT 

Military -MIL 

Sid.-SCK 

3/ 27/201:.Jlil!I 

Duration 

Hours 

Balance 

302.68 Hour 

0 .0 Hour 

a.a Hour 

256 .25 Hour 

Starttime Length 

Details Submit Delete 

Shows Details Submit – sends the Deletes the 
of Time Off 
Request 

Request via an email 
and system alert to the 
immediate 

Request 

Manager/Supervisor. 



Time Off Request – Employee 
SUBMIT 

Submit Draft 

   
 

 

  
 

  
  

 

    
    

  

Request Time Off 

Start date End date 

X 3/ 27/201~ 3/ 27/2017 

+ Add another time-off period 

Accruals on 

Accrua l 

Amual - VAC 

Comp - CIT 

Milit.w-y-MIL 

Sick-SCK 

~ 7/201~ 

5un 3/ 26 

E] lime Off Request 

)AM 

Pay code Duration 

Balance 

302.68 Hour 

0.0 Hour 

0.0Hour 

256. 25 Hour 

Mon 3/27 

➔ Ti me Off Request 

Start time 

Submitted 7:45AM - 8:45AM 
VAC - Vacation [1.0 h] 

Length 

IV' '-'<l'lell a-r----------------------------

8:00AM 

Ourrent Pay Period 

5un 3/ 26 

8 Time Off Req l!lest 
Details 

Mon 3/ 27 

- -- Request 

Retracts a timeoff reqUJest 

T 

Cancel 

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

Retract 

Retracting prior to the manager 
approving or refusing the 
request terminates the request. 



  
 

 

  
  

 

Start date 

X 3/ 27/ 2017 1 

Time Off Request 

End date 

3/ 27/ 2017 

+ Add another time-off period 

Accruals on 

Accrual 

Annual -\JAC 

Comp - CIT 

Military-MIL 

Sick -SCK 

~ 27/ 201 ~ 

Duration 

Hours 

Balance 

302.68 Hour 

0.0 Hour 

0.0 HOU" 

256.25 Hour 

Start time Length 

Time Off Request – Employee 
CANCEL 

Submit Draft Cancel 

Cancels the 
Request Time Off 
Screen 



  

       

 
  

 

   
 

  
 

 
 

  
  
 

  
 

  
 

 

  
  

 

  
 

 

Manage My Department Requests 

Requests 

Modified By 

Duck, Donald 

Subject 

Time Off Req uest 

Submit Date 

3/ 27/ 2017 3:11PM 

Details Edit 

Status 

Submitted 

Submitted By 

Duck, Donald 

Start Date 

3/ 20/ 2017 

Mll ltiple 

Request 1ime Off 

Employee 

Duck, Donald 3/ 27/ 20· 

Time Off Request - Manager 

Edit Details Approve Refuse Pending Retract Request Time Off 

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. 



  
 

       

   
 

1t Manage My Department Requests 

Requests 

Modified By 

Duck, Donald 

Subject 

Time Off Request 

Time-Off Request Details 

-+ 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 

Duration Hours 

Start Time 7:45AM Length 

Submit Date 

3/ 27/ 2017 3:11PM 

1.0h 

Status 

Submitte d 

All Employees 

Refuse 

Submitted By 

Duck, Donald 

Start Date 

3/ 20/2017 

Multiple 

Request Time Off 

Employee 

Duck, Donald 3/ 27/ 20 " 

Details 

Time Off Request – Manager 
DETAILS 

Edit Approve Refuse Pending Retract Request Time Off 

Shows Details 
of Time Off 
Request 



  
 

       

  
  

  
 

  

Modified By 

Duck, Donald 

Edit Time Off Req uest 

Employee Duck, Donald 

Subject 

Time Off Request 

Start date 

3/20/2017 

End date 

3/27/2017 

Pay code 

VAC - Vacabon 

+ Add another time-off penod 

Accruals on 

Accrua l 

Annual ·VAC 

Comp-CIT 

Military -MIL 

Sick - SCK 

Hotes (Optional} 

3/ 20/ 2017 I 

+ Add More Com'Tlents/Notes 

Submit Date 

3/ 27/ 2017 3:11PM 

Status 

He Pending 

Approved~ 

Retracted 

Balance 

100.0 Hour 

0.0 Hour 

0.0 Hour 

100.0 Hour 

7:45AM 

Edit 

Status 

Submitted 

length 

1.0 

All Employees 

Refuse 

Submitted By 

Duck, Donald 

Start Date 

3/ 20/ 2017 

Employee 

Duck, Donald 3/ 27/ 20 : 

Details 

Time Off Request – Manager 
EDIT 

Edit Approve Refuse Pending Retract Request Time Off 

Edits the 
status of the 
Time Off 
Request* 

*Note: Not Recommended 



  
 

       

    
  

   

    
      

     

1t Manage My Department Req uests 

Requests 

Modified By 

Duck, Donald 

Subject 

Time Off Requ est 

Approve Time-Off Request 

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

Mod ified by Donald 

Requested 

Type nme Off Request 

Pay code VAC - Vacation 

Start Date 3/ 20/ 2017 

Duration Hours 

Start Time 7:45AM 

Comments 

Hotes (Opt10nal) 
~----- Approved 

Leave Used 

-1 Unapproved 

End Date 

Length 

3/ 27/ 2017 

1.0 h 

Submit Date 

3/ 27/ 2017 3 :11PM 

Status 

Submitted 

Submitted By 

Duck, Donald 

Start Date 

3/ 20/ 2017 

Employee 

Duck, Donald 3/ 27/ 20 

Details 

Time Off Request – Manager 
APPROVE 

Edit Approve Refuse Pending Retract Request Time Off 

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

*Note: For Future Requests, approved 
requests will appear on timecard upon 
today’s date within the Current Pay Period 



  
 

       

   
   

  

      
      

Modified By 

Duck, Donald 

Subject 

Time Off Requ est 

Refuse Time-Off Request 

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

Modified by Dona ld 

Employee Duck, Donald 

Requested 

Type Time Off Request 

Pay code VAC - Vacation 

Start Date 3/ 20/ 2017 

Duration Hours 

Start Tlme 7:45AM 

Comments 

llotes (Optional) 
..------~ Approved 

leave Used 

i Unapproved 

End Date 

Length 

Refuse 

Submit Date 

3/ 27/ 2017 3:11PM 

3/ 27/ 2017 
I 

1.0h 

Details Edit 

Status 

Submitted 

Submitted By 

Duck, Donald 

Start Date 

3/ 20/ 2017 

Employee 

Duck, Donald 3/ 27/ 20 

Details 

Time Off Request – Manager 
REFUSE 

Edit Approve Refuse Pending Retract Request Time Off 

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

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



  
 

       

   
  

  

Modified By 

Duck, Donald 

Subject 

Time Off Requ est 

Pending Time-Off Request 

➔ Submitted 3/ 27/ 2017-3:11:48PM 

Modified by Donald 

Employee Du ck, Dona ld 

Requested 

Type Time Off Request 

Pay code VAC - Vacation 

Start Date 3/ 20/ 2017 End Date 

Duration Hours 

Start Time 7:45AM Length 

llotes (Optional} 

3/ 27/2017 

1.0 h 

Submit Date 

3/ 27/ 2017 3:11PM 

I 

Details Edit 

Status 

Submitted 

Submitted By 

Duck, Donald 

Start Date 

3/ 20/ 2017 

Employee 

Duck, Donald 3/ 27/ 20 

Details 

Time Off Request – Manager 
PENDING 

Edit Approve Refuse Pending Retract Request Time Off 

Sets the Request into a 
Pending State* 

*Note: Not Recommended 



  
 

       

     
   

  

 
  

 

  

ified By 

Duck, Donald 

Retract Time-Off Request 

Subject 

Time Off Requ est 

➔ Submitted 3/ 27/ 2017-3:11:48PM 

Modified by Dona ld 

Employee Duck, Dona ld 

Requested 

Type Time Off Request 

Pay code VAC - Vacation 

Start Date 3/ 20/ 2017 

Duration Hours 

Start Time 7:45AM 

Comments 

llotes (Optional) 

End Date 3/ 27/ 2017 

Length 

Submit 

Submit Date 

3/ 27/ 2017 3:11PM 

Status 

Submitted 

All Employees 

Refuse 

Submitted By 

Duck, Donald 

Start Date 

3/ 20/ 2017 

Employee 

Duck, Donald 3/ 27/ 20 

Details 

Time Off Request – Manager 
RETRACT 

Edit Approve Refuse Pending Retract Request Time Off 

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

Hours must be 
manually removed 

from schedule 

*Note: Not Recommended 



  
 

       

   
  

 
  

Manage My Department Requests 

Requests 

Modified By 

Duck, Don~ld 

Request Time Off 

Employee Duck, Donald 

Duc:k, Donald 

T::ndate ~>um 
X 3/ 27/ 21 

+Add anotti s 

Accrua l 

Amual-VAC 

C001' -CIT 

Military-MIL 

Sick-SCK 

Hotes (OptiOnal) 

3/ 27/ 2017 I 

Subject 

Time Off Requ est 

Submit Date 

3/ 27/2017 3 :11PM 

Status 

Submitted 

Submitted By 

Duck, Don~ld 

Start Date 

3/ 20/2017 

Employee 

Duck, Don~ld 3/ 27/20. 

Details 

Time Off Request – Manager 
REQUEST TIME OFF 

Edit Approve Refuse Pending Retract Request Time Off 

Requests a New 
Time Off Request 
for Employees 
not Self. 



 

 
 

  

 

 

 

4Jl · 1t My Information •• 

Current Pay Period ------S @J ~ ~ 

Sun 3/19 Mon 3/ 20 Tue 3/ ; 

0 Time Off Request 8 TTme Off Request 

8:00AM 

~[LJ_Re,q-------i'<-u:ests_~j I 
~ 

Current Schedt1le P,eriod 

Details Edit 

All Employees 

Refuse 

Retr, 

Time-Off 

Retract 

Status 

Submitted 

Submitted B Refuses a timeoff reqt1est ' 

Duck, Donald 

] ~ Submitted ~ 

Request Time Off 

Employee 

Duck, Donald 

Request has been submitted, but not 
approved and the Employee wants to 

edit/delete the request 
Option 1 

Scenario I 

• Employee logs in -> My Calendar -> Retract 

Option 2 

• Manager logs in -> Requests -> Refuse 



 

 
 

  

  

 

1t My Information 

My calendar 

Sunday 

,. 
Current Pay Period 

Monday 

Marc:h 26 27 

VM: - - 7:45AM (l.O .. !VM: - - 7:45AM(l.O .. ) 

0 Time Off Request 0 Time Off Req uest 

Tuesday 

28 

Details 

' 

Cancel Time-Off Request 

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

Modified by MILLEMS 

Requested Approved 

Tme Off Request 

Pay code VAC - Vacation 

Start Date 4/ 24/ 2017 End Date 4/ 24/ 2017 

Duration Hours 

Start Time 7:00AM Lengt h 8.0 h 

,--~ 4 

1t' Manage My Department Schedules 

Approve Time-Off Cancellat ion Request 

➔ cancel Submitted 3/ 27/2017-3:11:48PM 

Modified by Donald 

Employee Duck, Donald 

Requested Approved 

Time Off Request 

Pay code VAC - Vacation 

Start Date 3/20/ 201 7 

Duration Hours 

Start Time 7:45AM 

Comments 

llotes (Optional) 

Cancels a timeoff request I 

Requests 1~ I x @ Alerts and Notifications Widget 

cance l Submitted Duck, Donald 3/20/2017 Duck, Donald 3/27/: 

Request has been APPROVED, but 
Employee wants to edit/delete the 

request 
Option 1 

Scenario II 

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

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



 

 
 

   

 

I 1t Manage My Department 

Requests 

I Requests 

Modified By 

Duck, Donald 

Subject 

Time Off Request 

Approve Time-Off Cancellation Request 

➔ cancel Submtted 3/ 28/ 2017-S:32:SlAM 

Modified by Donald 

Employee Duck, Donald 

Requested Approved 

Type Time Off Request 

Pay code VAC . Vacation 

Start Date 3/28/ 2017 

Duration Hours 

Start llme 7:45AM 

Comments 

Hotes (Optional) 

End Date 

Submit Date 

3/ 28/ 2017 8:32AM 

Status 

Approved 

Department Requests 

3/ 28/ 2017 

Subj ect 

Time Off Request 

Duck, Donald 

Submit Date 

3/ 28/ 2017 8:32AM 

Status 

Cance l Submitted 

Cancel Time-Off Request 

Duck, Donald 

Submitted By 

Duck, Donald 

Approved 3/ 28/ 2017-S:32:SlAM 

Modified by Donald 

Approved 

Time Off Request 

VAC • Vacation 

3/ 28/ 2017 

Hours 

7:45AM 

Star t Date 

3/ 28/ 2017 

End Date 

Length 

3/ 28/ 2017 

Employee 

Duck, Donald 

Request has been APPROVED, but 
Employee wants to edit/delete the 

request 
Option 2 

• Manager logs in -> Requests -> Cancel -> Submit 

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

Scenario II 



 
  

 
 

  

 

 

  

l 

0 
RefreBh 

J. 1 Selected 

Current Pay Period 

• Go to widget 

Except ions 

Ti mecerds 

Schedules 

Requests t:,. 
Reports 

Audit s 

People Ed itor 

► Go to workspace 

D 
Quick -
By Employee 

Nam< 

12+ · ~ . 
Stl11re Go To 

~ 

t •. 
V"i.i,ility S@lect all Gantt View 

Filtft" 

Sun 3/26 

,_ 

Mon 3/ 27 Tue 3/ @1) 

• 3/26-4/01 
Wed 3/ 29 

Loade<I : 7 :50AM 

Thu 3/ 30 

Cu rrent Schedule Period 

Next Sche~ Period 

Week to D Current Schedule I 

Last Week 

Yesterday 

Tod8y 

.~--===~------===~----------1 Yesterd11y,Today,Tomorrow I Duck.Donald f iAt·:·veCtiti'o·ii···tcOJ Yesterday plus 6 days 
- I----------------------''---------------------------~ 

Last 30 days 

D :❖ ~ - wi X aa a Tue 3/G) 
Quiel< Shift lnaertallift Comment PayCO<fe Copy/ Paote Oele~e loci:/ Quick Act• Transfer template 

~ 
Unlod< Actiona 

_I VAC --V~ation Jl .O] 

Select an entity 

schedu le c, 

Request was Retracted by the Manager 
or Employee; but the hours are still on 

the timecard 
Only 1 Option 

Scenario III 

• Manager logs in -> Selects Employee -> Go To -> Schedules 

• Find Leave (change time frame if needed) 

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



  
  

 
  

 

  

 

 

  

rn .L l Selected 

Current Pay Period 

~ 6o to widge,t 

ExceptiOllS 

Schedules 

Req111es s 

Reporils 

Audits, 

Reo,ple 16ditor 

R111le .An aLysis 

► 6o to workspace 

""" Iii IJJJ. 
St1ift klsert snift Comment PayCooe Copy / Pote 

·rarmer template 

By Employee 

Name S02 

uck, Donald 

A 

~ 
... 

X a,a 
Delete l..od< / 

~ 
Unlocl, 

I Delete I 

a 
Quick 

Actions 

M03 T 04 

• 4/02-4/08 
W05 

VAC · Vacation JS.OJ 

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

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

Scenario IV 

Option 1 

• Manager logs in -> Selects Employee -> Go To -> Schedules 

• Find Leave (change time frame if needed) 

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



Details 

Time Off Request - Manager 

Edit Approve Refuse Pending Retract 

  

  

  

     

 
   

  
   

 

 
 
  
 

  
 

  
  

 

 

 

 
 

 

  
  

 

     

 
   

  
 

  
 

  
     

  

 

 

 

   
 

   
  

    
  

    
  

   
 

 

 
  

 

 
  

 

Request Time Off 

Shows Details of Edits a Time Off 
Time Off Request Request 

Cancel 

Cancel the 
Time Off 
Request 

Details Edit 

Edits a Time Off Approves a Shows Details of 
Time Off Request Request Canceled 

Time Off 
Request 

Cancel Approved 

Hours automatically 
removed from 

timecard 

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

Details 

Shows Details 
of Time Off 
Request 

Cancel Refused 

Refuses a Canceled 
Time Off Request 

Sets the Request into 
a Pending State 

Request Time Off 

Requests a 
New Time Off 
Request for 
Employees 
not Self 

Submit 

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

Retracts Requests a 
the New Time 
Time Off 
Off Request 
Request for 

Employees 
not Self 

Hours must be 
manually removed 

from timecard 

Submit 

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


