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Duration

Course Duration

This course will take approximately 2 -3 hour.

You can complete it all today or by
sections as needed.

It's really up to you!

You can take the training
how it best fits in your
schedule.

Select ‘Next’ to cantinue.

This course will take approximately 2 -3 hour.
You can complete it all today or by sections.
It's really up to you!

You can take the training how it best fits in your schedule.
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Preparation

"

Avoid
Distractions

It is recommended that you avoid distractions
during training.

You should close all other applications

including your email while taking the
course.

Silence your cell phone.

Select ‘Next’ to continue.

It is recommended that you avoid distractions during your training session. You
should close all other applications including your email while taking the course

and silence your cell phone.
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Help Desk Information

HAWA||™™

Hawaii Information Portal Service Center

If you need assistance using the Hawaii Information Portal
Leave Keeper

= How-To Use the HIP Ticket System:
http://ags.hawaii.gov/hip/files/2019/07/Using-the-HIP-Ticket-Center-042419.pdf

= HIP Ticket System: https://hipservice.hawaii.gov/s/

= HIP Security Access Request Form for Time/Leave & Payroll-Deployed Departments:
https://docs.google.com/forms/d/e/1 FAIpQLSdBNn wvtESRUIDIMaCTIWODaTObLafDLbrSI3i-

TMauon2necw/viewform
Select ‘Next’ to continue. 135
—

¢ How-To Use the HIP Ticket System:
http://ags.hawaii.gov/hip/files/2019/07/Using-the-HIP-Ticket-Center-042419.pdf

¢ HIP Ticket System: https://hipservice.hawaii.gov/s/

¢ HIP Security Access Request Form for Time/Leave & Payroll-Deployed
Departments:
https://docs.google.com/forms/d/e/1FAIpQLSdBn vtESRUIOiMqCTfWODaTObLafDLbr
SI3i-TMgU0On2necw/viewform
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Leave Keeper Activities

Leave Keeper Activities

[Course Objectives] | [Key Terminology
Working with Absence Management_||Monthly Calendar

Help Des

SELECT A TOPIC FROM ABOVE TO LEARN MORE!

SELECT A TOPIC FROM
ABOVE TO LEARN MORE!

AFTER COMPLETING THE SECTIONS ABOVE, SELECT ‘NEXT’ TO COMPLETE THE COURSE.

Course Objective

Key Terminology

Working with Absence Management
Monthly Calendar

Help Desk
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Course Objectives

f m
e
| —

Course Objectives

After completing this course you will understand how to:

* Request an Absence as a Leave Keeper
® (Cancel an Absence Request as a Leave Keeper

*  Work with the Monthly Calendar

Select 'Next’ to continue.

After completing this course you will understand how to:

Request an Absence as a Leave Keeper
Cancel an Absence Request as a Leave Keeper

Work with the Monthly Calendar
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Key Terminology

HAWAI"™™ Key Terminology

Absence Reason Approved Absence Push Back Absence

Absence Request Absence Forecasting

Absence Type Leave Keeper Monthl Cal?nd'a'r
orkforce Availabil

Click on any Term listed
above to learn more!

When finished, select ‘Next’ to complete this section.

e Absence Reason - A specific cause of absence that can be selected
during absence recording. Note: Providing an absence reason for a

regular absence is optional.

e Absence Request - A request by an employee for time off for sick,

vacation, military, bereavement or another life changing event.
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Absence Type - A grouping of absences, such as illness or personal
business that is used for reporting, accrual, and compensation

calculations.

Approval Absence - An absence that has been approved by the
Manager or Human Resource Administrator for the requested time

off.

Absence Forecasting - A feature that allows the system to determine
if there will be enough balance based on existing requests and

entitlements.

Leave Keeper - An individual that manages absences on behalf of

employees to maintain accurate reporting to management.

Push Back Absence - An absence that has been pushed back from

the manager to request more information from the employee.

Monthly Calendar (Workforce Availability) - A feature that allows a
manager or supervisor to monitor reported time and absences

against an employee work schedules.
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Working with Absence Management

Absence Management Overview

Absence Management Overview
How to Request an Absence
How to Cancel an Absence Request

Select any button above to learn more!

Select 'Next’ to continue.

Absence Management Overview
Absence Management Overview
How to Request an Absence

How to Cancel an Absence Request
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Absence Management Overview HAWA||™™

Absence Management Overview

Absence management module is used to manage
absences such as vacation, family leave, sick leave,
military, victim leave, union business or
bereavement for the State of Hawaii.

This module is also used to maintain absence

records and reporting to payroll and time and labor
for all employees.

Select ‘Next’ to continue.

Absence Overview

Absence management module is used to manage absences such as vacation,
family leave, sick leave, military, victim leave, union business or bereavement for
the State of Hawaii.

This module is also used to maintain absence records and reporting to payroll

and time and labor for all employees.
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How are Absences Entered?

Absences Entered Overview:
Employees:

Employee enters an absence using the Employee
Self Service portal. The system will only allow
absences that an employee is eligible to use.
Once the absence is entered in the system, it will
be submitted in the approval workflow.

Manager/Supervisor:

Manager/Supervisor have the authority to enter
absences on behalf of their direct reports in the
system. The absence will be auto-approved and
then processed for paid or unpaid leave
according to the eligibility of the employee.

Select ‘Next’ to continue.
I e —————— e —————— e —— e —
How are Absences Entered?
Absences Entered Overview:
Employees:

Employee enters an absence using the Employee Self Service portal. The
system will only allow absences that an employee is eligible to use. Once the
absence is entered in the system, it will be submitted in the approval workflow.

Managers/Supervisor:

Managers have the authority to enter absences on behalf of their direct reports in
the system. The absence will be auto-approved and then processed for paid or

unpaid leave according to the eligibility of the employee.
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Absences Approval Process =l HAWA e

Steps for Approval:

1. The request is submitted in the HIP ESS.

2. The Absence request is routed to the manager,
supervisor or HR Admin based on the type of
absence.

3. Approvers have options to approve or push back
the transaction.

4. Approved Absence Requests are processed by
the Absence Calculation Process.

5. Absence hours are sent to the timesheet and

processed as either paid or unpaid hours on the
paycheck.

Select ‘Next’ to continue.

Absences Approval Process

Steps for Approval:
1. The request is submitted in the workflow approval process.

2. The Absence request is routed to the manager, supervisor or HR Admin based
on the type of absence.

3. Approvers have options to approve or push back the transaction.

4. Approved Absence Requests are processed by the Absence Calculation
Process.

5. Absence balances are updated to be sent to the time sheet and corresponding

paid and unpaid elements are generated.
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Roles and Responsibilities

HAWAI ™ 5res

This module is used by:

Employee to:

Select ‘Next’ to continue.

Add, edit, forecast, submit, save and

cancel absence request
View request details with approval status

View request details entered by Absence
Admin

View absence events entered in time

sheets
View absence entitlement balances

View monthly calendar schedule for

current and past months

Roles and Responsibilities

This module is used by:

Employee to:

2.Add, edit, forecast, submit, save and cancel absence request

3.View request details with approval status
4 View request details entered by Absence Admin

5.View absence events entered in time sheets

6.View absence entitlement balances

7. View monthly calendar schedule for current and past months

March, 2020 — Version 1
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Roles and Responsibilities HAWAI"™

This module is used by:

Manager/Supervisor to:

*  Perform all employee self-service absence
tasks on behalf of direct reports. May
work with the Timekeeper or Leave

Keeper to manage this task.
*  View absence requests for direct reports

*  Approve or push back absence request

submitted by direct reports

*  View a monthly calendar for direct reports

Select ‘Next’ to continue.

This module is used by:

Manager/Supervisor to:

e Perform all employee self-service absence tasks on behalf of direct

reports
e View absence requests for direct reports
e Approve or push back absence request submitted by direct reports

e View a monthly calendar for direct reports
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Roles and Responsibilities S HAWA| e

This module is used by:

Leave Keeper to:
*  Maintain employee absences
* Manage absence exceptions
*  Run absence reports

*  Add, edit, submit, save and cancel

absence request

*  View Absence balances

Select ‘Next’ to continue.

This module is used by:

Manager to:

e Perform all employee self-service absence tasks on behalf of direct

reports
e View absence requests for direct reports
e Approve or push back absence request submitted by direct reports

e View a monthly calendar for direct reports
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How are Absences Corrected? HAWAI™™

Absence Correction Process:

1. Managers can push back an absence to
request additional information or
suggest an absence request revision.

2. Absence Administrators have options
to adjust employee balances if for any
reason they are incorrect.

3. Balance Adjustments are performed by
adjusting accumulators and absences.

4. Audit details of the transactions are
captured when the adjustment
transactions are completed.

5. Administrators can make adjustments
to prior or current calendars.

Select ‘Next’ to continue.

How are Absences Corrected?

Absence Correction Process:

1.Managers can push back an absence to request additional information or

suggest an absence request revision.

2.Absence Administrators have options to adjust employee balances if for any

reason they are incorrect.
3.Balance Adjustments is performed by adjusting accumulators and absences.

4. Audit details of the transactions are captured when the adjustment transactions

are completed.

5. Administrator can make adjustments to prior or current calendars.
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’'ve successfully completed this lesson.
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Request an Absence

How to Request an Absence

Lesson Scenario

In this lesson you will learn how to request
an absence as a Leave Keeper.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete the following:

How to request an Absence. An employee was recently awarded a vacation gift
in a local community drawing and needed to take time off from work to enjoy the

leave with family and friends.

March, 2020 — Version 1 Page 18



HAWA| Informatiorl Course 120 — Time and Leave
Porta

Leave Keeper Course

';—.Lk HAWA|"rermaseg * Employee Self-Service

Direct Deposit Pay Statements Classic Home
o, Click the ‘NavBar’ button.
Last Fay Date 01/03/2020

W-2'W-2c Consent View W-2IW-2c Forms Tax Withholding

Frequently Asked Questions Security Setup Required

]. Set up your password security question

- ETS.ERP@hawal.gov

Beneficiary Designation Time

Click the ‘NavBar’ button.
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Click the ‘Navigator’ icon.
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MavBar: Navigator

N, Self Service »
L]
e,
Recent Paces Manager Self Service 3
E Workforce Administration 3
Navigator
Time and Labor 3

Payroll for North America

Organizational Development

Administer Training »
Set Up HCM 3
Enterprise Components 3
Worklist 3

Click the ‘Global Payroll & Absence Mgmt’ menu.
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MavBar: Navigator

<2  Global Payroll & Absen__.

ayroll Processing

Click the ‘Payee Data’ button.
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MavBar: Navigator

<2 Payee Data

Click the ‘Maintain Absences’ menu.
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MavBar: Navigator

= Maintain Absences

Click the ‘Create and Maintain Absences’ menu.
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Favoriles ~ Main Mem = KJ > Emglvyes Seit-Senies » Cregle and Maintain ADSences * Homa | Sign Out
LQ:HF\”J& [t adTar N ®
i X MWothicalion  NavBar
Mews Window
Create and Maintain Absence Requests
b Search i i
The Create and Maintain Absence Requests page
displays the options available to enter, cancel and
Absence Requests approve Absence Requests.
B Q
Select ‘Next’ to continue. |
Absence Detail Partial Days Addilion raphi:
1 L. ’
Select *Employee ID Name E::;rd Job Title "Start Date *End Date *Absence Nam
O Q Narme 1] Q 5] ] [v]
Select All Deselect Al
Copy Absence Delete
Comments
b Submission Options
Submit Save for Later Forecast i
€< >

The Create and Maintain Absence Requests page displays the option

available to enter, cancel and approve Absence Requests.
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Favoilizs = Main Merm = » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

Sl HAWAIl =35 R

Haotifscalion MevBar

M Window

Create and Maintain Absence Requests

b Search

Absence Requests

H Q
Absence Detail Partial Days Addilional Infarmeation Overmide Process Farecasl Commenls Dermograph:
Select *Employee ID Name E::;rd Job Title "Start Date *End Date *Absence Nam

| ! Q | Waime L] Q firz] ‘-.| [v]

Sele
Click in the “*Employee ID’ field. "
b Submission Options
Submit Save for Later Forecast i
€< >

Click the “*“Employee ID’ field.
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Favoilizs = Main Merm = » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

Sl HAWAIl =35 R

Haotifscalion MevBar

M Window

Create and Maintain Absence Requests

b Search

Absence Requests

5 Q
Absence Detail Partial Days Addilional Infarmeation Overmide Process Farecasl Commenls Dermograph:
Select *Employee ID Name E::;rd Job Title "Start Date *End Date *Absence Nam
| ||N;J||v.: a Q B ‘-.| [v]
Sele N

Type " 00014949", then press " Tab"

b Submission Options

Submit Save for Later Forecast

Type “00014949”, then press “Tab”
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Favoilizs = Main Mem = EJ

» Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

i Notice the Name, Empl Record, Jeb Title auto-populate Hotficabon  Mautiar
from the employee’s job data. This information appears Law EiOn
Create and Maintain Absen{ after the employee 1D is entered.
b Search Also, the *Start Date defaults to the current date. This
date may be changed as needed.
Absence Requests Select ‘Next’ to continue.
BH Q L )
Absence Detail Partial Days Addilional Infarmeation Overmde Process Farecasl Commenls Dermograph:
Select “Employee ID Name ER“""rd Job Title *Start Date *End Date *Absence Nan
—— Information
O 00014849 | Q|| FirstMemelsstName 0 Q.| Technology 04/08/2020 22 o ~
Band B
Select Al Deselect All
Copy Absence Dalete
Comments
» Submission Options
Submit Save for Later Forecast v
< >

Notice the Name, Empl Record, Job Title auto-populate from the employee’s

job data. This information appears after the employee ID is entered.

Also, the *Start Date defaults to the current date. This date may be changed as

needed.

March, 2020 — Version 1 Page 28



HAWA| Informatio Course 120 — Time and Leave
Porta

Leave Keeper Course

Favoilizs = Main Merm = » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

Sl HAWAIl =35 R

Haotifscalion MevBar

M Window

Create and Maintain Absence Requests

b Search

Absence Requests

B Q
Absence Detail Partial Days Addilional Infarmeation Overmide Process Farecasl Commenls Dermograph:
Select “Employee ID Name ER“""rd Job Title *Start Date *End Date *Absence Nan
— Information
[] 00014943 | Q.| Grace Sarmiento 0 Q| Technology 04/08/2020 [ k= ~
e Band B L
A
Select Al Deselect All
Copy Absence Delste Click the **End Date’ calendar icon.
Comments
» Submission Options
Submit Save for Later Forecast o
€< >

Click the ‘End Date’ calendar icon.
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Favoriles ~ Main Mem = > Employes Sait-Senies

L HAWAII

Create and Maintain Absence Requests

b Search

Absence Requests

H Q
Absence Detail Partial Days Addilional Infarmeation
» Empl
Select Employee ID Name Record
O 00014948 Q| Grace Sarmiento 1]
Select Al Deselect All
Copy Absence Dalete
Comments
» Submission Options
Submit Save for Later

Click 10’

» Create and Maintain ADSences

Orverrnde:

Job Title

Information
Technology
Band B

Q

# Home |
?

Haotifscalion

Sign Out

@

MavBar

Add To =

M Window

Process Farecasl Commenls Dermograph:
“Start Dati Calendar Man
April w| 2020 j
04/08/202 v
E M T W T F 5
1 23 4
5 6 T B |9 .10 f
12 13 14 15 164+
19 b
7% Click ‘10"
' Eurrent Date! ,
Forecast o~
>
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Favorilies ~ Mauin Merm = » Employes Sei-Senioes

L HAWAI

Create and Maintain Absence Requests

b Search

Absence Requests

» Create and Maintain ADSences

# Home |
Add To = ? (‘E)

Haotifscalion MevBar

Sign Out

M Window

H Q
Absence Detail Partial Days Addilional Infarmeation Overmide Process Farecasl Commenls Dermograph:
Select “Employee ID Name ER“""rd Job Title *Start Date *End Date *Absence Nan
Information
| 0oD14848  Q Grace Sarmiento o Q Technology 04/02/2020 |: [‘.t:lr'ID.-'EUZDE hd
Band B
Select Al Deselect All
Copy Absence Dalete
Comments
} Submission Options Click the Serell Bar
Forecast o

Click the scroll bar
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Favoilizs = Main Mem = EJ » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

LQ:HF\”J& i T v ®
i = Wothicalion  NavBar
Mew Window
[a]
5
Next, select the type of Absence request that is being entered. }
Infarmetion Onezrricle Process Farecasl Commenls Demagraphic — [|»
Enmplrd Job Title "Start Date “End Date “Absence Name Reason Duration Attachme
Information —
0 Q| Technology 04092020 | 04/10/2020 2] i~ > ViewiAde
Band B —
Dalete
Click the “*Absence Name'
drop-down arrow.
Later Forecast '
€< >

Next, select the type of Absence request that is being entered.

Click the ““Absence Name’ drop-down arrow.
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Favoriles Main Meru = > Emgloyes Sei-Sendes > Cregie and Maintain Absences # Home | Sign Out

] HAWAIIs e~ ™ MO

Haotifscalion MevBar

MNew Window

Irdaarmizticn Overmide Provess

Enmplrd Job Title *Star} Select the ‘02 Vacation’ option. Duration Attachmer

Information PO TR RO Tt or
0 Q| Technology 04092020 2| 04710/2020[] | | FMLA LWOR AT ViewiAde
Band B FiLA Recened Sick Al
FiLA Recered Wac Al
FIMLA SICK AT
FIMLA VAL AT
HFLL LWOP AT
HFLL SICK AT
Industnal Accdental Inury
Leave with Fay
Medical Treatrment Leave
Military Leave
SABEDIVSTU AT
TEN SICK AT
11 Vacaton Al
W Sick Al
W VA AT

Dalete

Later Forecast '

Select the ’02 Vacation’ option.
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Favoilizs = Main Mem = EJ » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

& HAWAII s a2 1

Haotifscalion MevBar

MNew Window

fal
5
Note: Completing the Reason field is optional.
Infarmetion Onezrricle Process Farecasl Commenls Demagraphic — [|»
Enmplrd Job Title "Start Date “End Date “Absence Name Reason Duratien Attachme
Information —
0 Q| Technology 04092020 | 04/10/2020 2] Ei] 8 Hours ViewiAde
Band B
— Click the Reason drop-down arrow.
Later Forecast '
€<

Note: Completing the Reason field is optional.

Click the Reason drop-down arrow.
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Favorilies ~ Mauin Merm = » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

SELHANAIIr3 v e

Haotifscalion MevBar

MNew Window

fal
5
Infarmetion Onezrricle Process Farecasl Commenls Demagraphic — [|»
Enmplrd Job Title "Start Date “End Date “Absence Name Reason Duratien Attachme
Information
] Q Technology 04/09/2020 |: 04-'10.1'20205 02 - Vacati v| lours ViewlAdc
Band B ilitary
Cither
Delete
Select the ‘Vacation' Reason option.
Later Forecast '
€< >

Select the ‘Vacation’ Reason option.
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Favoriles ~ Main Memu ~ E8 > Employes Sst-Sendos > Cresie and Maintain ADSences * Homa | Sign Out
- [ s Errrrn s - (
@HA‘I‘U&' | orma e h ot @
b ! Motifcation  MavBar
Py WWindow r "5
[a]
The Absence Request page displays the duration of the
absence request in addition to enabling you to enter
attachments as needed.
Select ‘Next’ to continue.
L »,
1-1of 1:
Dermographie 113
*Absence Na R Durati Attachment | Bal Crigma Begin S| tly Stat
Sence e eason uration CRmen 3lance Date Sourcs S
02 - Vacati|v Vacati [w] 8 Hours ViewlAdd Mot Available ) New
EL
W
< >

The Absence Request page displays the duration of the absence request in

addition to enabling you to enter attachments as needed
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Favorilies ~ Mauin Merm = » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

& HAWAII s wree ¥ WY

Haotifscalion MevBar

Mew Window

fal
Cancel Absence Requests
1-10f 1w

Demngraphic 113

Ak Na R D : Attach Bal Original Begin  Entry st

sence Name eason uration ttachment alance Date Shlate atus
02 - Vacati|v Vacati [w] 8 Hours ViewlAdd Mot Available ) New
L1

Click the Scroll Bar.

L
< >

Click the scroll bar
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Favoriles ~ Main Memu ~ E8 > Employes Sst-Sendos > Cresie and Maintain ADSences * Homa | Sign Out
_F.‘_Il:'. Hﬁ'tlll}“'ln'j.' | +foor I- | T ? @
ol ! Wotificaion  NevBar
fal
Absence Requests [ H
= q The Submission Options contain the approval options to be
applied to the Absence Request.
Absence Detail Commenis Demagraphic
Select -Emi * The Override Forecast Eligibility enables you to bypass “End Date ~Absence Nan
the hours the employee has available for absence hours.
| 0oo [)4.'1[).12323[:?? 02 - Vacah v
* The *Submit Option enables you to select the approval
S process to route the absence request to the manager for
aelecy
approval.
Copy Absen
Select ‘Next’ to continue. |
N >,
* Submission Options
b Override Forecast Eligibility *Submit Option | Approve Automalically VJ
Submit Save for Later Forecast
W
< >

The Submission Options contain the approval options to be applied to the

Absence Request.

= The Override Forecast Eligibility enables you to bypass the hours the

employee has available for absence hours.

= The *Submit Option enables you to select the approval process to route
the absence request to the manager for approval.
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Favoilizs = Main Merm = » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

Sl HAWAIl =35 R

Haotifscalion MevBar

fal
Absence Requests
F Q
Absence Detail Fartial Days Additional Information Ovemide Process Farecast Commenis Demagraphic
Select “Employee ID Name E:E:lm Job Title “Start Date “End Date “Absence Nan
Infarmation
| 00014048 QL i i} Q Technology 04/09/2020 r"' [)4.'1[1-232.'.5[??? 02 - Vacali v
Band B
Select Al Deselect Al
Copy Absence Delete
Comments
* Submission Options
b Override Forecast Eligibility *Submit Option | Approve Automalically I
Click the “*Submit Option’ drop-down arrow.
Submit Sawve for Later
W
€< >

Click the ‘Submit Option’ drop-down arrow.
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fal
Absence Requests
F Q
Absence Detail Fartial Days Additional Information Ovemide Process Farecast Commenis Demagraphic
Select “Employee ID Name E:E:lm Job Title “Start Date “End Date “Absence Nan
Infarmation
| 00014048 QL i i} Q Technology 04/09/2020 l"" [)4.'1[1-202.'.5[??? 02 - Vacali v
Band B
Select Al Deselect &
Copy Absence
The Use Absence Name Default routes the absence
comi  request to the manager for approval.
* Submission Options
W O 7
Route To I—‘An Dperalor D
Click the ‘Use Absence Name Default’ option.
Submit Sawve for Later
W
€< >

The Use Absence Name Default routes the absence request to the manager for

approval.

Click the ‘Use Absence Name Default’ option.
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Haotifscalion MevBar

fal
Absence Requests
F Q
Absence Detail Fartial Days Additional Information Ovemide Process Farecast Commenis Demagraphic
Select “Employee ID Name E:E:lm Job Title “Start Date “End Date “Absence Nan
Infarmation
00014048 QL i i} Q Technology 04/09/2020 r"' [)4.'1[1-202.'.5[??? 02 - Vacali v
Band B
Sele
H Jete
Click the ‘Select’ checkbox. A
* Submission Options sd
¥ Override Forecast Eligibility “Submit Option = Use Absence Name Default v|
Submit Sawve for Later Forecast
W
€< >

Click the ‘Select’ checkbox.
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Haotifscalion MevBar

fal
Absence Requests
F Q
Absence Detail Fartial Days Additional Information Ovemide Process Farecast Commenis Demagraphic
Select “Employee ID Name Et?cl::lrrd Job Title “Start Date “End Date “Absence Nan
i Infarmation
] 00014048 QL i i} Q Technology 04/09/2020 lu' [)4.'1[1-2023[??? 02 - Vacali v
Band B
Select Al Deselect Al
Copy Absence Delete
Comments
 Subm o
w ovf  Click the Submit button. *Submit Option | Use Absence Name Default v
_— - e
W

Click the Submit button.
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The submission message is displayed: ‘Selected Absence
Requests were successfully submitted.

Selected Absence Requesis were successtully submitted. (0,0}

The submission message is displayed: ‘Selected Absence Requests were

successfully submitted’

Click ‘OK’
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’'ve successfully completed this lesson.
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Cancel an Absence Request

How to Cancel an Absence

Lesson Scenario

In this lesson you will complete the following:
How to Cancel an Absence Request.

An employee has requested to have an absence
reguest canceled because they are unable to

complete the request through Employee Self-
Service.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete the following:

How to modify/cancel an Absence Request. You recently remembered that the
original absence submitted has the incorrect dates. This requires you to cancel

the absence request.
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';—.Lk HAWA|"rermaseg * Employee Self-Service

Direct Deposit Pay Statements Classic Home
o, Click the ‘NavBar’ button.
Last Fay Date 01/03/2020

W-2'W-2c Consent View W-2IW-2c Forms Tax Withholding

Frequently Asked Questions Security Setup Required

]. Set up your password security question

- ETS.ERP@hawal.gov

Beneficiary Designation Time

Click the ‘NavBar’ button
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Click the ‘Navigator’ icon.
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MavBar: Navigator

N, Self Service »
L]
e,
Recent Paces Manager Self Service 3
E Workforce Administration 3
Navigator
Time and Labor 3

Payroll for North America

Organizational Development

Administer Training »
Set Up HCM 3
Enterprise Components 3
Worklist 3

Click the ‘Global Payroll & Absence Mgmt’ menu.
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MavBar: Navigator

<2  Global Payroll & Absen__.

ayroll Processing

Click the ‘Payee Data’ button.
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MavBar: Navigator

<2 Payee Data

Click the ‘Maintain Absences’ menu.
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MavBar: Navigator

= Maintain Absences

Click the ‘Create and Maintain Absences’ menu.
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Favoilizs = Main Merm = » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

S HAWAIIP -y

MavBar

M Window

Create and Maintain Absence Requests

Absence Re Click the ‘Search’

H Q
Absence Detail Partial Days Addilional Infarmeation Overmide Process Farecasl Commenls Dermograph:
Select *Employee ID Name E::;rd Job Title "Start Date *End Date *Absence Nam
O Q Narme 1] Q 5] | [v]
Select All Deselect Al
Copy Absence Delete
Comments
b Submission Options
Submit Save for Later Forecast i
€< >

Click the ‘Search’
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Haotifscalion MevBar

M Window

r B’

Create and Maintain Absence Requests
The Search page enables you to
{*isearch search for employees by various
search criteria. In this example,

Work Flow Status v you will search for an employee by
Employee ID.
From Date 011062020 [
Employee ID Q Click '"Next’ to continue.
Abzence Name Q \,
P pprover Operator ID Q
Department Q
Pay Group Q
HR Status ~|
From Employes ID
From Last Mame
Action Date
Action From Date Through Date
Submitted = [
W
— —
= >

The Search page enables you to search for employees by various search criteria.

In this example, you will search for an employee by Employee ID.
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Favoriles Main Meru = > Emgloyes Sei-Sendes > Cregie and Maintain Absences

L HAWAI

Create and Maintain Absence Requests

# Home |
Add To = ? (‘E)

Haotifscalion MevBar

Sign Out

M Window

Click in the ‘Employee ID’ field.

i{=iSearch
Work Flow Status ~|
From Date—t-olleliio :
Employee | Q |
Absence Name
Approver Operator ID
Department
Pay Group Q
HR Status |
From Employes ID
From Last Name
Action Date
Action From Date Through Date
Submitted 5]
=
<

Click in the ‘Employee ID’ field.

:
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Haotifscalion MevBar

M Window

Create and Maintain Absence Requests

w Search
Work Flow Status ~
FI’Um DﬂtE- IO AL LT =
Employee ID
sppre]  Type ‘00014949 and then press ‘Tab’.
Pay Group Q
HR Status ~|
From Employes ID
From Last Mame
Action Date
Action From Date Through Date
Submitted = =
W
[l e
< >

Click ‘00014949’ and then press ‘Tab’
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Haotifscalion MevBar

M Window

d)>

Create and Maintain Absence Requests

w Search

Work Flow Status v Click the Seroll Bar

From Date | 011022020

Employee ID | 000145843 Grace Sarmiento

Abszence Name
Approver Operator ID

Department

Pay Group
HR Status |
From Employes ID T

From Last Name

Action Date
Action From Date Through Date

E;

Submitted

k
:

Click the Scroll Bar
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Favoriles Main Memu ~ E8 > Employes Sst-Sendos

L HAWAI

Pay Group
HR Status
From Employee ID

From Last Name

Action Date
Action From Date

Submitted

Approved

Pushed Back

Click the ‘Search’ button. I

Voided

Search Crifemna

Absence Requests
<

Click the ‘Search’ button.

» Create and Maintain ADSences

Clear Search

Through Date

# Home |
v e

Haotifscalion MevBar

Sign Out

AddTo

E (BN E B E

Save Search

March, 2020 — Version 1

Page 57



o HAWA et

Course 120 — Time and Leave

Leave Keeper Course

Favoriles ~ Main Mem = K > Employee Self-Senios

L HAWAI

Pay Group
HR Status
From Employee ID

From Last Name

Action Date
Action From Date

Submitted
Approved
Pushed Back
Denied
Canceled

Voided

Absence Requests

>  Cragte and Maintain AbIences

Clear Search

# Home | Sign Out

AdTo + ? @

Haotifscalion MevBar

Q fal
|
1
Through Date
Click the Seroll bar
Save Search
W

Click the Scroll bar.
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Haotifscalion MevBar

fal
The current Absence Requests for the selected employee is listed.
Absence Reques
HF Q
Absence Detail Fartial Days HAdditional Information Ovemnde Process Farecasi Commenis Demagraphic
Select “Employes ID Name gg}' i Job Title “Start Date “End Date *Absence Nan
Information
| oond494s  Q o Q Technology 04/02/2020 E D-l.ltlgaQUZ:}E 01 - Sick L|w
Band B
Information
1 00014049 Q i ] Q Technology 04022020 |: D-I-1D«'2UZDE 02 - Vacati w
Band B
Seadect Al Deselect All
Copy Absence Delete
Comments
» Submission Options Click the Seroll Bar
Submit " Sauo [ Forecast b
< I >

The current Absence Requests for the selected employee is listed.

Click the Scroll Bar.
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L.II:'_ HAI,'”.H | sfarmati AddTo + = @
AWA Porta Haotbcabon  MevBar
fal
Cancel Absence Requests
[
Click the ‘Cancel Absence Requests' link.
nments Demographic. | [|¥
Date “Absence Name  Reason Duration Attachment Balance Onginal Begin  Entry stz
Date Source
Administra
2020EE] | 04 - Sick L[ ~|  BHours WiewAdd Not Available o40mz020%] | 1 Ca
- —'| | Absence
Evenl
Administra
2020 | 02 - Vacati[v| ~|  BHours ViewiAdd Not Available oamorzozo) | 1 D
% i) = | Absence At
Ewent
i
W
Fd >

Click the ‘Cancel Absence Requests’ link.
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Favoilizs = Main Mem = EJ » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

- [ i .|':_ matic o "
E‘"Q’Hﬁ"lllh' “j\ | I Porta el H.:mElmn NEL:EB.I'

The page displays the Absence Requests eligible for cancellation.
Next, you will select the absence row to cancel.

mments Demog)
- Original Begin Entry )
ate ‘Absence Name  Reason Duration Attachment Date B Status Cancel Re:
Adrmanstra
. g tar e "
J2a 02 - Vacation & Haurs ViewAdd 04/0872020 Absence Approved Select Abs
Ewvent
L
|

Click the Seroll Bar

| V.
<IF | >
The page displays the Absence Requests eligible for cancellation. Next, you

will select the absence row to cancel.

Click the Scroll Bar
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[a]
Absence Requests for Cancelation
H Q
Absence Detail Partial Days Additional Infarmation Ovemde Process Farecast Commenis Demographic
Select  ‘EmployeelD  Hame mmply  JobTitle “Start Date “End Date “Ahsence Name
Information
00014949 Q Technology 040812020 0441002020 02 - Vacafion
Band B
Sels
Click the ‘Select’ checkbox.
* Submission Options
*Submit Option  Approve Automatically hdl
Submit For Cancelation
W
€< >

Click the ‘Select’ checkbox.

March, 2020 — Version 1 Page 62



HAWA| | Informatio Course 120 — Time and Leave
Porta

Leave Keeper Course

Favorilies ~ Main Mem = KJ » Employes Sei-Senioes > Cregla and BMaintain AbSances * Homa | Sign Dt

QHFMF’« s A ®

MavBar

Canceling an absence requires a reason. Next, select a reason for the cancellation. o

Absence Requests for Cancelation

H Q
Absence Detail Partial Days Additional Infarmation Ovemde Process Farecast Commenis Demographic
Select  ‘EmployeelD  Hame mmply  JobTitle “Start Date “End Date “Ahsence Name
Information
' 00014948 Q Technology 040812020 0441002020 02 - Vacafion
Band B
Selact All Deselect Al
Comments
* Submission Options
*Submit Option  Approve Automatically hdl
Click the Seroll Bar

Submit For Cancelation

{[4—" - v

Canceling an absence requires a reason. Next, select a reason for the

cancellation.

Click the Scroll Bar.
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Favoriles ~ Main Mem = KJ > Emglvyes Seit-Senies » Cregle and Maintain ADSences * Homa | Sign Out
t":'— HAWA[rerrpee T v O)
= i = Wothicalion  NavBar
fal
Manage Absence Requests
1-1 of
Original Begin Entry Employes
Duration Attachment Dats Source Status Cancel Reason Authorization
Adrminsta
8 Hours ViewiAdd 04/09/2020 ﬂsem Approved Select Absence Rea . I 7
Event l_ —
kg
Click the ‘Cancel Reason’
drop-down button.
W
€< >

Click the ‘Cancel Reason’ drop-down button.
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Haotifscalion MevBar

fal
Manage Absence Requests
1-1 of
Original Begin Entry Employes
Duration Attachment Dats Source Status Cancel Reason Authorization
Adrminsta |
MNotWahd ]
5 Hours View/dd 0440802020 E;sem& Approved DS FUETILE TEdwJI ~
Event [
mhE Select the ‘Not Valid’ option.
W
€< >

Select the ‘Not Valid’ option.
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Favoriles Main Meru = K8 > Employes Seit-Sendes > Cragie and Mainain ADSEnces #& Homa | Sign Ot
‘-,I': i HAWA][ e AddTo ~ = O)
= i = Wothicalion  NavBar
fal
Manage Absence Requests
Next, you will submit the absence for cancellation. Aot
Original Begin Entry Employes
Duration Attachment Dats Source Status Cancel Reason Authorization
Adrminsta
B Hours ViewlAdd 04/09/2020 ﬂsem Approved ot vaid v <
Event Trmmmmmm—————
kg
Click the Seroll Bar
| Pl v
< 1 >

Next, you will submit the absence for cancellation.

Click the scroll bar.
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CHeale and Misbinf Ao 0 T ﬁ.qn Dt
®
~
Absence Requests for Cancelation
m Q
Absence Detall Partial Days Additional informabon Owvemde Process Ferecast Comments Demoagraphe:
Empl i " .
Select “Employes ID Name Record Job Tide Start Date End Date Absence Name
Informiation
o D00 14848 0 Technology 040872020 Db 1072020 02 - Vacabon
Band B
Commentis
* Submission Options
Submit Option Approve Autormatically m
Click the “*Submit Option’ drop-down arrow.
Submit For Cancelation
W
< >

Click the “*Submit Option’ drop-down arrow.
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e ad Mol Alvende

W Homs Sign Out
 of ®
NNt Mt
~
Absence Requests for Cancelation
m Q
Absence Detail Partal Days Additonal Information Onvemide Process Forecast Commenis Demographic
Empl 5 . -
Select “Employes ID MName Pamsard Job Tite Start Date End Date Absence Name
Information
o 00014945 0 Technology 04062020 04/10:2020 02 - Vacabon
Band B

The Use Absence Name Default routes the absence
request to the manager for approval.

Commen

* Submission Options

Raure To An Operator 1D

Click the ‘Use Absence Name Default’ option.

LEoute Ta A BQls
Use Absence Name Default

The Use Absence Name Default routes the absence request to the manager for
approval.

Click the ‘Use Absence Name Default’ option.
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Credle and Masilien Alsesices

# Homa

i:gil Ot

0)

Maviiar

Mot Stion

el
Absence Requests for Cancelation
= ]
o el
Absence Detail Partial Days Additional informaton Oveimide Process Forecast Comments Demographic
Empl - » .
Select “Employee ID Mame Record Job Tide Start Date End Date Absence Name
Informalion
o OO0 1 4845 a Technalogy 002020 Oat 102020 02 - Vacabon
Band B
Comments
* Subm
Click the Submit for Cancellation button. R [iee Absence Name Defauk =
. Submit For Cancelation |
W

Click the ‘Submit for Cancellation’ button.
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The submission message is displayed: ‘Selected Absence
Cancellation Requests were successfully submitted.

Selecied Absence Cancelation Requests were successiully submtied (0,0)

The submission message is displayed: ‘Selected Absence Cancellation
Requests were successfully submitted’.

Click ‘OK’
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’'ve successfully completed this lesson.
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Monthly Calendar

Monthly Calendar HAWAI™

Lesson Scenario

In this lesson, you will learn to use the Monthly Time
Calendar.

You are a manager with two direct reports. You want
to view their payable time for the current month
(February 2020) and you also want to see if either of
them has any leave or overtime planned for the first
week of March 2020.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to use the Monthly Time Calendar.

You are a manager with two direct reports. You want to view their payable time
for the current month (February 2020) and you also want to see if either of them

has any leave or overtime planned for the first week of March 2020.
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h A War Anme C e
-|-'.'.,|'~.'L|| ERil * Employee Sell-Service

Begin by navigating to the Menthly Time Calendar page
in the Manager Self Service module. Click the NawvBar icon.

Pay Statements View W-2/W-2c Forms

o)

Last Pay Date 12/20/2019

W-2W-2c Consent Security Setup Reguired

Set up your password security question
nareply@chemyroad com

Tax Withholding Beneficiary Designation

Begin by navigating to the Monthly Time Calendar page in the Manager Self

Service module.

Click the NavBar icon.
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Click the Navigator icon.
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NavBar: Navigator

State Of Hawaii >

20

Recent Places Salf Service 5

Administration ;3

Global Payroll & Absence Mgmt

Organizational Development >

Administer Training %
Set Up HCM >
Enterprise Components >

Click Manager Self Service on the list of options.
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NavBar: Navigator

L ! Manager Self Service

Click Time Management on the list of options.
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NavBar: Navigator

I@ ! |

Manage Schedule: E
Receni Places ' i 3 i

L | Time Management x |

E Approve Time and Exceptions 3

viggRor E Report Time 3

Click View Time on the list of options.
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NavBar: Navigator

L ! View Tims Y |

Payable Time Summary
Payable Time Detail
Forecasted Time Summary
Forecasted Time Detall
Compensatory Time
Overtime Balances

Owvertime Ranuasts

Click Monthly Time Calendar on the list of options.
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Favoriles ~ Main Menu = > Employes Sef-Sarvice > Monthiy Time Calendar #& Home Sign Qut
lll‘ HAH'”"" | Add To = w @
= " Hodification HawBar
MNew Window | Help Personalize Page =] =
Monthly Time Calendar
= Employee Selection
Employee Selection Criteria I Get Employees I
Selection Criterion Selection Criterion Value e
Clear Criteria
Time Reporter Group - Q -
Employee ID The Menthly Time Calendar page displays.
Empl Record You can use the selection criteria to find the employees you
e want to view or you can click the Get Employees button to
ast Name g :
view all of your direct reports.
First Name
Select ‘Next’ to continue.
Department L 4
Supervisar 1D Q
Workgraup Q
W
{ >

The Monthly Time Calendar page displays.

You can use the selection criteria to find the employees you want to view or you

can click the Get Employees button to view all of your direct reports.

March, 2020 — Version 1

Page 79



HAWA| | Informatio Course 120 — Time and Leave
Porta

Leave Keeper Course

Favoriles ~ Main Menu = > Employes Sef-Sarvice > Monthiy Time Calendar #& Home Sign Qut
’Il: HA'I,HE,' | iy Add To = w ©)
= i ; Hodification HawBar
MNew Window | Help Personalize Page =] =
Monthly Time Calendar
= Employee Selection
Employee Selaction Criteria 5 = h Get Employees
ploy For this example, click the
Selection Criterion Sel
Get Employees button. ———
Time Reporter Group e
Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Mame Q
Department Q
Supervisar 10 Q
Workgroup Q
W
{ >

For this example, click the Get Employees button.
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Favoriles ~ Main Menu = > Employes Sef-Sarvice > Monthiy Time Calendar #& Home Sign Qut
=t A formatic Aekd To o
L HAWA=2
MNew Window | Help Personalize Page =] =
Monthly Time Calendar
= Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value e
Clear Criteria
Time Reporter Group Q
Save Criteria _r
Employee ID Q
Empl Record Q
Last Name Q
First Name Click below the Eﬂ'ﬂ“ b.l' to
move down the page.
Department
Supervisar 10 Q
Workgroup Q
L=
< >

Click below the scroll bar to move down the page.
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Favoriles ~ Main Menu = > Pending Approvals > ANy Thme Calendar #& Home Sign Qut

S HAWAII7: =

In the View Criteria section, you can select the month and
Workgraup type of hours you would like to view on the calendar. L
This calendar will display reported hours for the month of
Daily Time Calendar February 2020. r
o Select ‘Next’ to continue.
* View Criteria (2}

Month | 02 - February b Previous Month Wext Month

vear | 2020 b

Reported or Payable Hours

I ®! Reported Hours I

5 Ti i
el — _'Payable Hours
End Time |
Display Options (@
Ll Show Schedule LI Show Holidays Ll Show Symbols
[ Show Training Hours I Show Planned Overtime
M Show Absences [ Show Exceptions Refresh View
Monthly Time Calendar (7
Last Name First Name Employee ID Job Tite Total 5:1" b

<

In the View Criteria section, you can select the month and type of hours you

would like to view on the calendar.

This calendar will display reported hours for the month of February 2020.
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Favoriles ~ Main Menu = > Pending Approvals

L HAA

Workgroup

Draily Time Calendar
~ View Criteria (¥
Month | 02 - February

Yaar | 2020

Start Time

End Time

> MmNty Thme Calandar

#& Home
-

Hodification HawvBar

Sign Out

In the Display Optiens section, you can select to hear
view additional items, such as absences and
planned overtime.

b
Select ‘Next’ to continue.
b
\ w
= ®! Reported Hours
— ' Payable Hours

[€

Display Options (@

L1 Shew Schedule
[ Show Training Hours

K Show Absences

LI Show Holidays
W Show Planned Overtime
[ Show Exceptions

Ll Show Symbols

Refresh View
Monthly Time Calendar (7
Last Name First Name Employee ID Job Tite Total 5:1" b
< >

In the Display Options section, you can select to view additional items, such as

absences and planned overtime.
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Workgraup Q ~

In this example, you want to view payable hours

for the month of February.

Daily Time Calendar onthly Time Calendar

~ View Criteria (%)
Month | 02 - February b Previous Month Wt Month

2020
Viaar Y. Reported or Payable Hours

5 Ti i
el — i (! Payable Hours i

End Time ¥ /‘

Display Options | Click the Payable Hours radio button.

Ll Show Sched Ll Show Symbols
[] Show Training Hours M Show Planned Overtime
K Show Absences [ Show Exceptions Refresh View

Monthly Time Calendar (7

Last Name First Name Employee ID Job Tite Total 5:1" b

< >

In this example, you want to view payable hours for the month of February.

Click the Payable Hours radio button.
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'|IHE|" | for ok 'n- @
(L] g Hodfcation NavBar
Workgraup Q ~
Draily Time Calendar Weekly Time Calendar Ionthly Time Calendar

~ View Criteria (%)
Month | 02 - February b Previous Month Wt Month
2020 N4
Viaar . Reported or Payable Hours

(_ Reported Hours

5 Ti G
i e '®iPayable Hours
End Time ||
Display Options (@
Ll Show Schedule LI Show Holidays Ll Show Symbols
[ Show Training Hours M 5
M Show Absences O * f Refrash Vi
Click the Refresh View button. h = I
Monthly Time Calendar (7
Last Name First Name Employee ID Job Tite Total 5:1" b
{ >

Click the Refresh View button.
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(L] g Hodfcation NavBar
Workgraup Q ~
Draily Time Calendar Weekly Time Calendar Ionthly Time Calendar

~ View Criteria (%)
Month | 02 - February b Previous Month Wt Month
2020 N4
Viaar . Reported or Payable Hours

(_ Reported Hours

5 Ti G
i e '®iPayable Hours
End Time ||
Display Options (@
Ll Show Schedule LI Show Holidays Ll Show Symbols
[l Show Training Hours W Show Planned Overtime —gm
M Show Absences [ Show Exceptions Refresh View
Click below the seroll bar to i
move down the page.
Monthly Time Calendar (7
Last Name First Name Employee ID Job Tite Total 5:1" —Lﬂ
{ >

Click below the scroll bar to move down the page.
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The Menthly Time Calendar displays for your direct reports. You may need 5
to scroll to the right to see the payable hours they worked in February.
Monthly Time Calendar (2
Last Name First Name Employee ID Job Title Total "’]"1‘
[oe Liza 80.00
Doe Mark 80.00
Legend
|:| Approved Absence Reguested Absence |:| Approved Owerlirmes
[ ] Default Reported/Payable Time [ i
Notice the legend under the calendar. Payable time —

displays in green and other data on the calendar displays
in different colors based on the type of data.

Links v
Managsr Self Service Select ‘Next’ to continue.

Time Management

The Monthly Time Calendar displays for your direct reports. You may need to

scroll to the right to see the payable hours they worked in February.

Notice the legend under the calendar. Payable time displays in green and other
data on the calendar displays in different colors based on the type of data.
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Monthly Time Calendar (2

Last Name First Name

Loe Liza

Doe Mark
Legend

|:| Approved Absence
[ ] Default Reported/Payable Time

Links:
Manager Self Senvice
Time Management

> Ianthiy Time Calendar

Employee ID Job Title

Reguested Absence

# Home | Sign Out

* e

Hotificaiion Maviar

Sat.
Total o1
80.00
80.00

|:| Approved Owerlirmes

Click to the right of the seroll
bar to move across the page.

~ -

Click to the right of the scroll bar to move across the page.
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Hodification HawvBar

Sun. Mon. Tue. Wed. Thu. Fri. Sat. Sun. |
02 03 04 05 06 o7 08 09
[ 1600 1] 05.09 |1 2600 | | 500 ] | 1500 |
[ 1200 |11 06.00 || 0600 | | 1500 ] | 12.00 |
' i N
[ Requested Overtime The calendar shows that both employees worked 40 hours

the first week of February. Neither one took any leave or
worked any overtime.

You can continue to scroll to the right to see the other
weeks of the month.

Select ‘Next’ to continue.

The calendar shows that both employees worked 40 hours the first week of

February. Neither one took any leave or worked any overtime.

You can continue to scroll to the right to see the other weeks of the month.
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After scrolling back to the View Criteria section, you can
change the criteria for the calendar. ~

For this example, you want to know whether either of

Ly e alendat your employees has vacation or overtime planned for the

w View Criteria (3 first week of March.
Select ‘Next’ to continue.
Month | 02 - February el
L w,
2000 w
¥sar = Reported or Payable Hours
'Reported Hours
Start Ti it .
e ® Payable Hours
End Time ™
Display Options &
[] Show Schedule [ Show Holidays [] Show Symbols
[T Show Training Hours W Show Planned Overtime
W Show Absences [ Show Exceptions Refresh View
Monthly Time Calendar (3
Last Name First Name Employee ID Job Title Total Sna1:.
L
< >

After scrolling back to the View Criteria section, you can change the criteria for

the calendar.

For this example, you want to know whether either of your employees has
vacation or overtime planned for the first week of March.
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A

First, change the month to March, then review the

display options to make sure they show the data ~
you want to view.

Draily Time Calendar Select ‘Next’ to continue endar
= View Criteria @
Month | 02 - February el Previous Month Mext honth
2000 w
¥sar = Reported or Payable Hours
() Reported Hours
Start Ti i :
e - ® Payable Hours
End Time ™
Display Options (@
[] Show Schedule [ Show Holidays [] Show Symbols
[T Show Training Hours W Show Planned Overtime
W Show Absences [ Show Exceptions Refresh View
Monthly Time Calendar (9
Last Name First Name Employee ID Job Title Total Sna“t.
L
< >

First, change the month to March, then review the display options to make sure

they show the data you want to view.
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»  Pending Approvats
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Draily Time Calendar
= View Criteria @
Month | 02 - February

Year | 2020

Start Time
End Time

Display Options (@
[] Show Schedule

[T Show Training Hours
W Show Absences

Monthly Time Calendar (9

Last Mame First Name

> MmNty Thme Calandar

#& Home

Sign Out

@

To change from February to March, you can either use the
drop-down menu, or you can click the Next Month link. ~

Select ‘Next’ to continue.

endar
>,

| Previous Month Mext honth
i
= Reported or Payable Hours
= () Reported Hours

— ® Payable Hours
W

[ Show Holidays [] Show Symbols

W Show Planned Overtime

[ Show Exceptions Refresh View

Employes ID Job Title Total 5;!"-
L
>

To change from February to March, you can either use the drop-down menu, or

you can click the Next Month link.
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Draily Time Calendar Veekly Time Calendar WMonthly Time Calendar
= View Criteria @
Month | 02 - February el Previous Month Mext honth
2000 w
¥sar = Reported or Payable Hours
() Reported Hours
Start Time M . : 5
® Payable Hours Click the Next Menth link.
End Time ™
Display Options (@
[] Show Schedule [ Show Holidays [] Show Symbols
[T Show Training Hours W Show Planned Overtime
W Show Absences [ Show Exceptions Refresh View
Monthly Time Calendar (9
Last Name First Name Employee ID Job Title Total Sna“t.
v
< >

Click the Next Month link.
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S

Supsrasar 1D

Workgroup

Daily Time Calendar
* View Criterla 2
Menth | 03 - March

Year | 2020

Start Time

End Time

> Monthly Thme Calendar #& Home Sign Out
™
Hodification HawBar
Q ~
Q
-
alendar

Review the Display Options and check or uncheck as
necessary based on the data you want to view.

For this example, the correct boxes are checked.

Select ‘Next’ to continue.

Display Options (2

[0 Show Schedule
[ Show Training Hours
B Show Absences

[0 Show Holidays [0 Show Symbaols
M Show Planned Overtime
O Show Exceptions Rafrash View

pa L
Monthly Time Calendar (%)
< >
Review the Display Options and check or uncheck as necessary based on the
data you want to view.
For this example, the correct boxes are checked.
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Supsrasar 1D

Workgroup

Daily Time Calendar

Weekly Time Calendar

* View Criterla 2

#& Home Sign Out
AddTo v ®
Hodification MavBar
Q ~
Q

Monthly Time Calendar

Month | 03 - March Il Previous Month
¥ 2020 [
= — Reported or Payable Hours
- Reported Hours
Start Time | 3
i_i Payable Hours
End Time vy

Display Options (&

[0 Show Schedule
[ Show Training Hours
B Show Absences

[0 Show Holidays
M Show Planned Overtime
[0 Show Exceptions

Monthly Time Calendar (3
{

Click the Refresh View button.

Click the Refresh View button.

—_—

ﬁ Refresh View I
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Supervisar 1D Q ~
Workgroup Q
Daily Time Calendar Weekly Time Calendar Monthly Time Calendar

* View Criterla 2

Menth | 03 - March | Previcus Month

Year | 2020

[€

Reported or Payable Hours

® Reported Hours
Start Time |
_i Payable Hours

End Time v

Display Options (&

[0 Show Schedule [0 Show Holidays [0 Show Symbaols 1
[ Show Training Hours M Show Planned Overtime
b Show Absences [0 Show Exceptions
Click below the seroll bar to
move down the page.
L=

Monthly Time Calendar (3
K >

Click below the scroll bar to move down the page.
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Hodification HawvBar

L Show Training Hours b Show Planned Overtime ~
B Show Absences Refresh View
The Menthly Time Calendar displays. You may need
to scroll to the right to see more of the calendar.
Monthly Time Calendar (7
Last Mame First Name Employee ID Job Tite Tetal S:,‘n'
Doe Lisa
LDoe Mark 2400
Legend
Approved Absencs [ ] Requested Absence [ ] Approved Overtime
Links
TTeE Click to the right of the seroll
Manager Self Service
Time Managemert bar to move across the page.
Nl v
L
< | il>

The Monthly Time Calendar displays. You may need to scroll to the right to see

more of the calendar.

Click to the right of the scroll bar to move across the page.
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The calendar shows you that one employee has an approved absence for
the first three day of the week while the other employee is not taking any

i vacation next week. Neither employee has any planned overtime.
Select ‘Next’ to continue.
Total Sun. Mon. Tue. Wed. Thu. Fri. Sat.
o 02 03 04 05 06 o7

24 00 [TEw [ mw | [ wmm |

[ Approved Overtime [ Requssted Overtime
L

< >

The calendar shows you that one employee has an approved absence for the
first three day of the week while the other employee is not taking any vacation

next week. Neither employee has any planned overtime.
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& WA Navllar
When you finish viewing the N
Refresh View calendar, click the Home icon.
Total Sun. Mon. Tue. Wed. Thu. Fri. Sat.
o1 02 03 04 05 06 o7
2400 [ 100 | [ 05.00 | 5500 |
[ Approved Overtime [ Requssted Overtime
W
{ >

When you finish viewing the calendar, click the Home icon.
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You've successfully completed this lesson.
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End

Congratulations!

You’ve completed
this secﬁon Of training. You must click here to correctly

close/save your progress when

you have finished viewing or
completed your module.

Got it!

To continue close the lesson by selecting
the small black ‘X’ in the right-hand
corner of the course.

Do not close the browser window.

Congratulations!

You’ve completed this section of training.

To continue close the lesson by selecting the small black ‘X’ in the
right-hand corner of the course.

Do not close the browser window.
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