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Duration

Course Duration QHA\)\/A!\"“’?—fi'ﬁﬂ\

This course will take approximately
2-3 hours.

You can compl.e‘.té;.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 continue.

Course Duration

This course will take approximately 2-3 hours.
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.
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Preparation

S HAWAFromser

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.

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.
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ABOVE TO LEARN MORE!
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Course Objectives
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Course Objectives

After completing this course, you will understand how to:

= Review payable time for approval

= Update reported time

= Report time and add a comment for an employee

= Approve overtime requests

= Approve payable time for salaried (elapsed) and hourly
(punch) time reporters

= Approve absence requests

= View absence balances

= Delegate approvals and accept delegations

= Use the custom monthly calendar

You will also understand exceptions and the ‘Reports To’ field.

Select ‘Next’ to continue.

After completing this course, you will understand how to:

= Review payable time for approval

= Update reported time

= Report time and add a comment for an employee
= Approve overtime requests

= Approve payable time for salaried (elapsed) and hourly (punch) time
reporters

= Approve absence requests
= View absence balances
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= Delegate approvals and accept delegations
= Use the custom monthly calendar

You will also understand exceptions and the ‘Reports To’ field.
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Key Terminology

Key Terminology

Salaried Employees
(Elapsed Time Entry) ) Time Reporting Code (TRC) Direct Reports

Hourly Employees 5
(Punch Time Entry} Timesheet Exception Reported Time

Time Administration

Positive Time Reporter Payable Time

. Comp Time

Click on any Term listed
above to learn more!

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

Positive Time Reporter: Positive time reporters report all time worked.

Depending on the setup, this type of reporter can report either punched or
elapsed time.

Punch Time Entry (Hourly Employees): When entering time, employees who
use this method enter specific In and Out times for the workday.

Elapsed Time Entry (Salaried Employees): When entering time, employees
who use this method enter the total number of hours worked for each day.
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Time Reporting Code (TRC): A Time Reporting Code (TRC) is a code that
represents the type of time worked.

Direct Reports: Direct reports are employees who report to you. This is based
on what is set up in HIP.

Reported Time: Time that has been entered into HIP and submitted but not yet
processed through Time Administration.

Payable Time: Time that has been validated by the Time Administration
process and does not have any outstanding exceptions that prevent the time
from being approved by a supervisor. Payable Time is ready to be approved by
the employee’s supervisor. Once approved, Payable Time is ready for payroll
processing on the next available pay cycle.

Timesheet Exception: An exception is a condition that exists regarding time
that requires further review. For example, OT recorded on the timesheet that was
not pre-approved will be marked as an exception.

Time Administration: Time Administration are automated system processes in
HIP that run nightly and apply the system rules for processing the time entered

Comp Time: Compensatory Time aka Comp Time for short refers to time you've
earned working overtime hours that you can apply to take time off at a later time.
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Time and Leave Approval Overview

Time and Leave Approval Overview @HAWAH' ot

Lesson Scenario

In this lesson, you will learn about the approval
process in HIP.

Select ‘Next’ to continue.

Time and Leave Approval Overview

Lesson Scenario

In this lesson, you will learn about the approval process in HIP.
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The Approval Process in HIP

Certain transactions in HIP are required to be approved. For example,
= An employee’s timesheet must be approved in order for the employee to be paid.
= An approval is required when an employee submits a request to work overtime.
= | eave requests must also be approved.

All approvals can be managed in the Manager Self Service (MSS) page.
Key reminders:

= [f there are any supervisor vacancies below you, HIP will route time and leave
requests up to the next available supervisor in the department hierarchy.

Unless an individual in a TA supervisor position is made the “Reports To” in HR, HIP
will not route requests to the TA supervisor.

Select ‘Next’ to continue.

The Approval Process in HIP

Certain transactions in HIP are required to be approved. For example,

= An employee’s timesheet must be approved in order for the employee to
be paid.

= An approval is required when an employee submits a request to work
overtime.

= Leave requests must also be approved.

All approvals can be managed in the Manager Self Service (MSS) page.
Key reminders:
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= |If there are any supervisor vacancies below you, HIP will route time and
leave requests up to the next available supervisor in the department
hierarchy.

= Unless an individual in a TA supervisor position is made the “Reports To”
in HR, HIP will not route requests to the TA supervisor.

S HAWA e

Employee Timesheet Approval and Processing

SN
3 4 oll processes the
Employee submits | ST e NG Supervisor approves 1IP sends approved Payr
umeinHP | W Tt e DavabletmeinHip || limetopaymll |~ > SPproved time for
. - | payment
Yes I
Yes
Y N
Your Supervisor of = Your local
local timekeeper ———_ Resclved _———> tmekeeper contacts
resolves exceptions e ~ No Fiscal Cfice for help
T

Employee Timesheet Approval and Processing
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S HAWAFroser

Absence Request Approval and Processing

. 1P runs the Abaence |
" Calkculation Process

Absences are
~——  lnaded into 1R1
Payable Tlime

TRI Payable Time: s
luaded into Payroll

Absence Request Approval and Processing
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What is the Process for Employees without Computer Access?

Timesheets and Absence Requests
If employees do not have computer access,
= The employees submit the requests on paper (D-55 and G1)
= The supervisors approve the requests on paper (D-55 and G1)

= The timekeepers / leave keepers enter the transactions into HIP

= The timekeepers use Rapid Time to enter the timesheets.

= The leave keepers use Create and Maintain Absence to enter the absence
requests.

Select ‘Next’ to continue.

What is the Process for Employees without Computer Access?

Timesheets and Absence Requests
If employees do not have computer access,
= The employees submit the transactions on paper (D-55 and G1)
= The managers approve the transactions on paper (D-55 and G1)
= The timekeepers / leave keepers enter the transactions into HIP
o The timekeepers use Rapid Time to enter the timesheets.

o The leave keepers use Create and Maintain Absence to enter the
absence requests.
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Who Approves the Time and Leave Transactions?

Time Approvals:

Approvals are required for payable time and for requests to work overtime.

These transactions are routed to employee’s supervisor. This data is stored in the Reports
To/Supervisor field in HIP. Your HR office maintains this data.

Leave Approvals:

Absence approvals (for example vacation and sick) are routed either to the employee’s
Reports To/Supervisor or to the HR Admin based on the type of absence.

Examples of extended absences approved by the HR Admin: military leave, workers’
compensation, and family leave.

Select ‘Next’ to continue.

Who Approves the Time and Leave Transactions?

Time Approvals:
Approvals are required for payable time and for requests to work overtime.

These transactions are routed to employee’s supervisor/time manager. This data
is stored in the Reports To/Supervisor field in HIP. Your HR office maintains
this data.

Leave Approvals:

Absence approvals (for example vacation and sick) are routed either to the
employee’s Reports To/Supervisor or to the HR Admin based on the type of
absence.

Examples of absences approved by the HR Admin: military leave, workers
compensation, and family leave.
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How does the system determine the Supervisor?

When employees submit their timesheets, overtime requests, or absence requests, they
are automatically routed to the Supervisor.

Approval routing in the system is based on the ‘Reports To’ or the ‘Supervisor’ field. This
data is maintained by your HR office and is based on your department hierarchy.

If you have questions about who your direct reports are, consult with your HR office.

Select ‘Next’ to continue.

How does the system determine the Supervisor?

When employees submit their timesheets, overtime requests, or absence
requests, they are automatically routed to the Supervisor.
Approval routing in the system is based on the ‘Reports To’ or the ‘Supervisor’

field. This data is maintained by your HR office and is based on your department
hierarchy.

If you have questions about who your direct reports are, consult with your HR
office.
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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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Understanding Exceptions

Understanding Exceptions QHAWAH' :

Lesson Scenario

In this lesson, you will learn to:

1. Working with Exceptions
2. Allow Exceptions navigating via the Team Tile.

3. Allow Exceptions via email notification link

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to:

=  Working with Exceptions
= Allow Exceptions navigating via the Team Tile.
= Allow Exceptions via email notification link
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oL HAWANI™

Working with Exceptions

Allow Exceptions via Team Tile

Allow Exceptions via Email Notification

Select any button above to learn more!

Select ‘Next’ to continue.

=  Working with Exceptions

= Allow Exceptions via Team Tile
= Allow Exceptions via Email Notification
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Working with Exceptions

Working with Exceptions @HAWAH'F

Lesson Scenario

In this lesson, you will learn to work with
exceptions.

Supervisors are primarily responsible for viewing
exceptions for their direct reports and resolving
them. Timekeepers may also resolve exceptions if
necessary. Identifying and resolving exceptions
will generate payable time and pay employees for
time reported.

Select ‘Next’ to continue.

Lesson Scenario
In this lesson, you will learn to identify and resolve exceptions.

Supervisors are primarily responsible for viewing exceptions for their direct
reports and resolving them. Timekeepers may also resolve exceptions if
necessary. Identifying and resolving exceptions will generate payable time and
pay employees for time reported.
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What are Exceptions?

An exception is an error generated by the system when reported time is incorrect or
when reported time does not comply with a rule.

A process called Time Administration runs every night in HIP. This process applies the
rules for processing time. If the rules are not applied correctly, the system creates an
exception that must be resolved or allowed in order for the time to be approved by
the employee’s supervisor and sent for payroll processing.

It is recommended to login daily to review and clear exceptions.

Select ‘Next’ to continue.

What are Exceptions?

An exception is an error generated by the system when reported time is incorrect
or when reported time does not comply with a rule.

A process called Time Administration runs every night in HIP. This process
applies the rules for processing time. If the rules are not applied correctly, the
system creates an exception that must be resolved or allowed in order for the
time to be approved by the employee’s supervisor and sent for payroll processing.

It is recommended to login daily to review and clear exceptions.
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QH AWAI| Exception Statuses

Each exception has a
Status and a Severity
level.

Select ‘Next’ to continue

Each exception has a Status and a Severity level.
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WL HAWAI™

Exception Statuses Unresolved

Statuses help you work with
exceptions.

Resolved
Possible exception statuses
are Unresolved, Resolved,

and Allowed. Allowed

When an exception is resolved,
it is automatically removed

from the list of exceptions.
Roll your mouse over a

status on this page to
view more information.

When finished, select ‘Next’ to continue.

Statuses help you work with exceptions.
Possible exception statuses are Unresolved, Resolved, and Allowed.

When an exception is resolved, it is automatically removed from the list of
exceptions.
= Unresolved - When an exception is created, the status of the exception is
Unresolved.

= Resolved - When the exception condition no longer exists, the status of
the exception changes to Resolved.

= Allowed - Indicates the timekeeper allowed the exception, which
generates payable time without resolving the exception.
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What does the Severity Level of an Exception mean?

Severity Level What it means

High The exception must be resolved or allowed in order
for the reported time to become payable time.

Medium or Low The exception will become payable time, but it also
remains an exception until it is resolved or allowed.

Select ‘Next’ to continue.
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What are some examples
of exceptions?

Select ‘Next’ to continue

What are some examples of exceptions?

September, 2020 Version 1 Page 24



ELHAVAI2s,

Course 110- MSS - Supervisors

WL HAWAI

Examples of Exceptions

Overtime Exception Employees are required to get overtime pre-
approved. If there is no pre-approval, the system
creates an exception.

Full Absence & Reported Work tie has been reported on the same day

time TRC where a Full Day absence has been reported.

Quantity Exceeds TRC The employee has entered more time than

Limits allowed for a specific TRC. The timekeeper should
talk to the employee and either the employee or
the manager should make an adjustment.

Select ‘Next’ to continue.

Examples of Exceptions

Overtime Exception: Employees are required to get overtime pre-approved. If
there is no pre-approval, the system creates an exception.

Full Absence & Reported time TRC: Work time has been reported on the same
day where a Full Day absence has been reported.

Quantity Exceeds TRC Limits: The employee has entered more time than
allowed for a specific TRC. The timekeeper should talk to the employee and
either the employee or the supervisor should make an adjustment.
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How do exceptions
get resolved?

Wy 0BRSS 250
Select ‘Next’ to continue

How do exceptions get resolved?
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When an exception is generated for reported time, the supervisor
addresses the issue.

Depending on the specific exception, the timekeeper may work with the
employee or the supervisor to make adjustments to the employee’s
timesheet. If you are unable to resolve the issue please work with your
fiscal office.

Once the adjustment or the configuration change is made:
= [f the exception condition no longer exists, the status is Resolved.

= [f the exception condition still exists, the status remains as Unresolved.

The next run of the Time Administration process clears any resolved
exceptions. This process will be run nightly by the system.

Select ‘Next’ to continue.

When an exception is generated for reported time, the timekeeper addresses the
issue.

Depending on the specific exception, the timekeeper may work with the
employee or the manager to make adjustments to the employee’s timesheet. In
some cases, it may be necessary to work with the Central Time and Payroll
Administration Team to make a configuration change in the system.

Once the adjustment or the configuration change is made:
= If the exception condition no longer exists, the status is Resolved.
= |f the exception condition still exists, the status remains as Unresolved.

The next run of the Time Administration process clears any resolved
exceptions. This process will be run nightly by the system.
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What does it mean to
allow an exception?

Select ‘Next’ to continue

What does it mean to allow an exception?
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Supervisors are primarily responsible for resolving exceptions however, a
timekeeper may assist. The timekeeper has the option to use the Allow
Exceptions functionality to allow an exception without having to resolve it.

A common example is an overtime exception.

» |f the employee works overtime that was not pre-approved, the system generates an
exception.

» |f the supervisor wishes to allow the overtime, the supervisor or timekeeper uses the
Allow functionality.

» Allowing the exception will enable the supervisor to approve a timesheet.

Q After the supervisor allows the exception, the next run of the
Time Administration process generates payable time for the
supervisor to approve.

*_ See additional exception management guidance at
https://ags.hawaii.gov/hip/exception-management/ Select ‘Next’ to continue.

Supervisors are primarily responsible for resolving exceptions however, a

timekeeper may assist. The timekeeper has the option to use the Allow
Exceptions functionality to allow an exception without having to resolve it.

A common example is an overtime exception.

= If the employee works overtime that was not pre-approved, the system
generates an exception.

= If the supervisor wishes to allow the overtime, the supervisor or
timekeeper uses the Allow functionality.

= Allowing the exception will enable the supervisor to approve a timesheet.

After the supervisor allows the exception, the next run of the Time
Administration process generates payable time for the supervisor to
approve.

* - See additional exception management guidance at https://ags.hawaii.gov/hip/exception-management/
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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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Allow Exceptions

Allow Exceptions gi,}‘(/ﬁ\\)\/ﬁ\”'r

Lesson Scenario

The system generates an exception when reported
time is incorrect or when reported time does not
comply with a rule.

Exceptions may be generated through a validation
process or through rules applied when the Time
Administration process runs.

in this lesson, you will learn to allow exceptions via
the team tile navigation.

Timekeepers may allow exceptions in support of

supervisors under certain conditions (For example
when supervisor pre-approval is received).

Select ‘Next’ to continue.

Lesson Scenario

The system generates an exception when reported time is incorrect or when
reported time does not comply with a rule.

Exceptions may be generated through a validation process or through rules
applied when the Time Administration process runs.

In this lesson, you will learn to allow exceptions via the team tile navigation.

Timekeepers may allow exceptions in support of supervisors under certain
conditions (For example when supervisor pre-approval is received).
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& HAWAIIPomsey

Click the drop-down arrow. Begin by navigating to the Team Time tile in
: : : N Manager Self Service.
s

If the Manager Self Service home page does not
display by default, click the drop-down arrow to
select it from the list of options.

W-2/W-2¢ Consent

Last Pay Date 10/05/2020

Personal Details Classic Home

& i

Security Setup Required Direct Deposit

* o

Begin by navigating to the Time and Labor WorkCenter in Manager Self
Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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;\;HAW&H formato ¥ Employee Self-Service

Beneficiary Designation iew W-2/W-2¢c Forms

Employee Seff Service

A
1 %
1

Pay Statements
(9]

Last Pay Date 10/05/2020

Personal Details Classic Home

& i

Security Setup Required Direct Deposit

vascriptipSwipeToTabFrom DD{'HRMS,EMPLCYEEHC_HR_MGR_SELF_SERVICE_FLU_GAL]

Click Manager Self Service from the list of options.
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QHAWL‘*H formato * Manager Self Service

Assign Work Schedule Approvals

Click the Team Time tile.

Click the Team Time tile
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< Manager Self Service Team Time
. Timesheet o Enter Time
Enter Time Use filters to change the search criteria or Get Employees to apply the cefault Manager Search Cptions.

Get Employees |,qu |

Time Summary

(o) Report Time
The Team Time page displays and is used for a variety of

T Weekly Time Cntry functions. For this example we will use Manage Exceptions.

[ Weekly Time Summary

@ Payable Time

|§) Leave / Comp Time m

i) Request Absence

! Cancel Absences

B e ot Click Manage Exceptions on the menu.

|Qg Absence Balances

@ Manage Exceplions

._ Warklorce Availabilty

javascriptsubmitAction_winidocument.wind, TL_MSSCH_FL_WRK_GET_EMPLOVEES):

The Team Time page displays and is used for a variety of functions. For this
example we will use Manage Exceptions.

Click Manage Exceptions on the menu.
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< Manager Self Service Team Time /ﬁ\ @
o Timesheet v Manage Ex i
x4 Fix(0) | Alowi) l| 1)
© Report Time =
Exceptions |\
7 Weskly Time Entry
Click the Allow button.
(& Weekly Time Summary
@ Payable Time
|4} Leave ! Comp Time
I} Request Absence
0 ¢
! Cancel Absences Rl
r ~
I View Requests The Manage Exceptions page displays exceptions with a

status of Fix or Allow. If desired, the All option displays

1§) Absence Balances both the Fix and Allow exceptions.

m Excepti
3 Mansgm Cxmepons The page defaults to display the Fix exceptions, if available.

- Workforce Availability \ J

The Manage Exceptions page displays exceptions with a status of Fix or Allow.
If desired, the All option displays both the Fix and Allow exceptions.

The page defaults to display the Fix exceptions, if available.

Click the Allow button.
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< Manager Self Service Team Time
o Timesheet v Manage Exceptions
¥ Fix(0) | Alow(d)  AI{1)
© Report Time
Exceptions Allow
7 Weskly Time Entry ’ {

(& Weekly Time Summary

Jane Doe High
— >
G Payable Time MTLX0001 - Overtime is not pre-approved 0910212020 .
|4} Leave ! Comp Time
I} Request Absence
m The Allow exceptions section displays. This provides an P
I8! Cancel Absences overview of exceptions available to allow. &

I View Requests Select ‘Next’ to continue.

|8} Absence Balances
@ Manage Exceptions

- Workforce Availability

The Allow exceptions section displays. This provides an overview of exceptions
available to allow.
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< Manager Self Service

Team Time

e Timesheet

© Report Time
7 Weekly Time Entry
(& Weekly Time Summary
@ Payable Time
) Leave / Comp Time
) Request Absence
1! Cancel Absences
I View Requests
@) Absence Balances
@ Manage Exceptions

- Workforce Availability

Click the expansion

v Manage Exceptions

~ Fix (0) Allow (1)A All(1)
Exceptions
Jane Doe

MTLX0001 - Overtime is not pre-approved

Allow

High r—
A >
03/02r2020

Click the expansion arrow to
review additional information.

arrow to review additional information.
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< Manager Self Service Team Time
& Timesheet & Jane Doe
Building Maintenance Worker |l
« Report Time Return 10 Manags Excaptions
i Wednesday, Sep 2, 2020
4 Weekly Time Entry

Submitted Time
(3 Weekly Time Summary Click the expansion arrow
+ Elapsed Punch

@ Payable Time

QT - Qvertime Pay 2.00 Hours
|4} Leave ! Comp Time -

Total 2.00 hours

I} Request Absence
Exceptions
! Cancel Absences | MTLX0001 - Overtime is not pre-approved High

I View Requests

Allow

|8} Absence Balances

The Exceptions details is displayed. Next, expand the

@ Manage Exceptions
Submitted Time details to review additional information.

- Workforce Availability

The Exceptions details is displayed. Next, expand the Submitted Time details
to review additional information.

Click the expansion arrow
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< Manager Self Seivice Team Time

Time Report @

Date 091022020
Time Reporting Code  OT - Cverlime Pay .4 QuickFill -
Quantity 200 S Hours

Time Details

Business Unit  STATE Q. State of Hawall
Nrs
combiraton codd  The Time Report page displays helpful details of the exceptions. 5
The details include date, time reporting code, start time, end
times and comments.
< ®
Select ‘Next’ to continue. 2rows =
s Q 1
*Date - *Tine Reporting Code ° Start Time - End Time © BUJ Section - Comment ©
f Overtime
10010212020 & lor Q 04:30:00 PM© 06:30:00 PU ©
10910212020 ) sic Q A e

The Time Report page displays helpful details of the exceptions. The details
include date, time reporting code, start time, end times and comments.
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< Wanages vice Team Time

Click Cancel to continue.

Date 09/02/2020
Timw Reporting Code  OT - Guertime Pay .4
Quantity 200 & Hours

Time Details

Business Unit  STATE Q' State of Hawall
Combination Code Q
*Date - *Tine Reporting Code ° Start Time
091022020 & or Q 04:30:00 PM @
0910212020 0] siC Q e

Time Report

End Time ©

06:30:00 PU O

QuickFil v

>
urs
e
2rows I
s Q| 1
BUJ Section © Comment ©
Overtime

Click Cancel to continue.
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< Manager Self Service Team Time

Jane Doe

w Timesheet
Hurding Marsenance Worker |

Return to Manags Exceplions

© Report Time
Wednesday, Sep 2, 2020
5 Weekly Time Entry
Submitted Time
[ Weekly Tima Summary
+ Elapsed Punch

@ Parable Time

aT - Overtime Pay 2.00 Hours
(B Leave ! Comp Time

lfotal 2.00 hours

(4 R=quest absence ;
Exceptions

I Cancsl Absences I 4 MTLX0001 - Overbme is not pre-zpproved High

1P View Requests

(M) Absence Balances

() Manage Exceptions

Click the Allow button.

%~ Workdorce Availabiity

This returns you to the Manage Exceptions page. For
this example the checkbox on the MTLX0001 row has
been selected for you.

javascriptsubmitAction_windocument.wind, TL_EXCPT_WK_TL_ALLOW_PB"):

This returns you to the Manage Exceptions page. For this example the
checkbox on the MTLX0001 row has been selected for you.

Click the Allow button.
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< Manager Self Service Team Time

Submitied Successully X

Repart Time Return'to Wanaos Exceplions
o RE

Wednesday, Sep 2, 2020
5 Weekly Time Entry
Submitted Time
[ Weekly Tima Summary
+ Elapsed Punch
@ Parable Time
aT - Overtime Pay 2.00 Hours
(B Leave ! Comp Time
lfotal 2.00 hours
(4 R=quest absence

I Cancsl Absences

The Submitted Successfully message displays at the top
If* View Requests n and the exception clears from the Manage Exceptions

age.
(8 Absence Balances pag .
Select ‘Next’ to continue.
() Manage Exceptions

%~ Workdorce Availabiity

javascriptvoid(J);

The Submitted Successfully message displays at the top and the exception
clears from the Manage Exceptions page.
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< Manager Self Service Team Time

E ]
o> Timesheet Manage Exceptions et
v Fix (0) Allow (D)
o Report Time
Exceptions

; :
£ Weekiy Tims Entry Click the Home icon
Ehillaniod There are no exceptions to ®s0lay based on the filters setin Employee selecton.

[ Weekly Tima Summary
@ Parable Time
(B Leave ! Comp Time

(4 R=quest absence

I Cancsl Absences
Approving the exception clears it from the
I View Requests .

n Manage Exceptions page.

(M) Absence Balances

For this example, the are no exceptions for the
All tab has been clicked and the message “There
I Worktorce Avallaiity are no exceptions to display” is shown.

() Manage Exceptions

javascriptsubmitAction_winOdocument.wind, TL_LINK_WRK_Ti_SELECT_TEXT1)

Approving the exception clears it from the Manage Exceptions page.

For this example, the are no exceptions for the All tab has been clicked and the
message “There are no exceptions to display” is shown.

Click the Home icon
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Congratulations!

You’ve successfully completed
this lesson.

* - See additional exception management guidance at
https://ags.hawaii.gov/hip/exception-management/

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.

* - See additional exception management guidance at
https://ags.hawaii.gov/hip/exception-management/
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Allow Exceptions — Email Notification

Allow Exceptions — Email Notification @HAWA’

Lesson Scenario

The system generates an exception when reported
time is incorrect or when reported time does not
comply with a rule.

Exceptions may be generated through a validation
process or through rules applied when the Time

Administration process runs.

in this lesson, you will learn to allow exceptions by
navigating via the automated email notification link.

Select ‘Next’ to continue.

Lesson Scenario

The system generates an exception when reported time is incorrect or when
reported time does not comply with a rule.

Exceptions may be generated through a validation process or through rules
applied when the Time Administration process runs.

In this lesson, you will learn to allow exceptions by navigating via the automated
email notification link.
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[EXTERNAL] ** DO NOT REPLY ** Exception Resolution Pending for Time and Leave

:‘):: : Reply ; Reply All Forward

N noreply@notify.hip.hawaii.gov

o Wed 10/7/2020 4:30 PM

Exception(s) pending your resolution: 5 Click the link in the email
Process: T&L Exception o continde
Check Date: 2020-10-20

Plaase click on the link helow to review the transactionis):

Automated email notifications may be generated for
exceptions, clicking directly on the link provided in the e-mail
will take you to the HIP Login page. After logging in you should
land on the Exceptions page.

Automated email notifications may be generated for exceptions, clicking directly
on the link provided in the e-mail will take you to the HIP Login page. After
logging in you should land on the Exceptions page.

Click the link in the email to continue
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« G 0 @ ﬂ 1tps://hihs9 I hawai.gov,

@ Getting Started [ Smartsheet Platiorm ...

G|
b d
3
6]
i
1

Favoritas v Main Menu « Manager Self Semce Exceptions A& Home Sign Out

L HAWAII e LA L

Netificabon NavBar

ersonalize Page #

EXcRpiang After you login, HIP will route directly to the Exceptions page.

Next, you will enter the Employee ID.
Select ‘Next’ to continue.

Employee Selection Criteri 2t Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor ID Q
< = >

After you login, HIP will route directly to the Exceptions page.
Next, you will enter the Employee ID.
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& c @ O a 5://mihs92 i hawail.gov/psy 92 /EMPLOYEE/HRM S/c/ROLE_MANAG - & 0O n B0 & =

@ Getting Started [ Smartsheet Platiorm ...

Favoritas v Main Menu « Manager Self Semce Exceptions A& Home Sign Out

SELHAAIP= ST

Netificabon NavBar

New Window Help | Personalize Page
Exceptions
i ¥ Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employee ID D
Empl Record A Qo
Last Name Click in the Employee ID field.
First Name Enter ‘00055000’, then press the ‘Tab’ key to continue.
Department =
Supervisor ID Q
< = >

Click in the Employee ID field.

Enter ‘00055000’, then press the ‘Tab’ key to continue.
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« G 0 @ ﬂ 1tps://hihs9 I hawai.gov,

G|
b d
-
6]
i
1

@ Getting Started [ Smartsheet Platiorm ...

Favoritas v Main Menu « Manager Self Semce Exceptions A& Home Sign Out

S HAWAIss e ¥ O

Netificabon NavBar

New Window Help | Personalize Page

Exceptions

Employee Selection Criteria

Selection Criterion Selection Criterion Value
Clear Criteria

Time Reporter Group "

Click the Get Employees button i

Employee ID 00055000
Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor ID Q
‘ = g v

Click the Get Employees button.
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& c @ O a 5://mihs92 i hawail.gov/psy 92 /EMPLOYEE/HRM S/c/ROLE_MANAG - & 0O n B0 & =

@ Getting Started [ Smartsheet Platiorm ...

Favoritas
Sl HAWA(~

Exceptions

Main Menu « Manager Selt Semce Exceptions A& Home Sign Out

A To - V @

Netificabon NavBar

Click the down arrow to minimize the
Employee Selection

New Window Help Personalize Page ~

:' iﬂ\ployee Selection
4
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employee ID 00055000 Q
Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor ID Q
< = >

Click the down arrow to minimize the Employee Selection
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Exceptions

{ MEmployes Selection

5 Hiltoriog Outions Click the Details tab

s 0

| Overview ".wmnc:
Miow  Last Name First Kame Empt ID R:f“m:: Job Title Excwptive 1D Description Date Gusecity
O Doe Jane Q0055000 O Gateng Mustarance Wores Il MILI0T Oueitiont iy ok o W0 Hgh
ap200ved
Allows Ex i
Select All Deswloct A1
Som

The Overview tab displays by default and shows the employee
and exception information. Review the Exception ID and
Description columns.

javascriptsubmitAction_winidocument.winl,'CRITERIA_GROUPBOX):

The Overview tab displays by default and shows the employee and exception
information. Review the Exception ID and Description columns.

Click the Details tab
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# Home $ign Out

Exceptions

» Employee Selection

¥ Filtering Options

Exceptions
Qverew Detaiis Remographics | Ib
Allow Lazt Name First Name Empt 1D Rerc?r: Job Title Excepbon 10 Souroe
Cl Doe Jane 00055000 0 Building Maimtenarcs Worker | MTLX0001 Timeshest
ow Exceptione
Sulwct All O wwluct All
Save

Additional exception details display, click the scroll bar for
additional information.

Click the scroll bar

« I i .

Additional exception details display, click the scroll bar for additional information.

Click the scroll bar
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$ign Out

®

Natar

Exception Data shows a short summary of Action Required. A
longer description is provided via the Explanation link.

Source Last Updated Exoepton Dats Explanabon Cot
Timeshast i Action Kaquirad: Overtime raquest 13 0ot pea-apeeovad In the systam splanenon
D O% 9.09:42PM > 7 o 3 AR # 7 P i BT

Click Explanation

Exception Data shows a short summary of Action Required. A longer description
is provided via the Explanation link.

Click Explanation
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New Window

belp | Pemorshize Page

Exception Explained x
Help
Exception 1D
MTLX0001
Description
Overtime is not pre-approved Srpimna

Overtime request is not pre-approved in the system. All overtime must be pre-

approved in the system Explanstion

Action Required: This needs to be either allowed or edited if not corect. Check your
department policies for pre-approved overtime

The Exception Explained pop up displays with
expanded information on the exception and any action
required.

Select ‘Next’ to continue.

The Exception Explained pop up displays with expanded information on the
exception and any action required.
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# Home $ign Out
®
Exceptions
Vi S Closing the Exception Explained popup returns you to
the Exceptions page. For this example the allow box
¥ Filtering Options has been checked for you in the Allow column.
Exceptions
Qveriew Detaiis Remographics | I
Allow Lazt Name First Name Empt 1D Rerc?r: Job Title Excepbon 10 Souroe
- Dae Jane 00055000 0 Building Mairtanaroe Worker | MTLX0001 Tionstnst
ow Exceptione
Selwct All Dwenluct All
Click the Save button to
allow this exception.

Closing the Exception Explained popup returns you to the Exceptions page. For
this example the allow box has been checked for you in the Allow column.

Click the Save button to allow this exception.
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$ign Out

®
Exceptions p -
; : Click the Home icon
i i i Approving the exception clears the select box
% column for the Exceptions page. For this
iltering Options

example the entry will be available for
Exceptions supervisor to approve after the Time
- A Administration process runs.

Qveriew Detaiis
\ ~
Fmpt
Last lame First Name Emp’ 1D - Job Title Exception ID Source Last Updated
Dy &) Q0055000 0 Buiding Maintanancs Wasesr || ATLHO007 = 100872020
oe ane uriding Maintenance o Timesheet 503 42FM
ow Exceptlione 7
Select All D wwluct All

Approving the exception clears the select box column for the Exceptions page.
For this example the entry will be available for supervisor to approve after the
Time Administration process runs.

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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Working with Timesheets

Working with Timesheets &L HAWAI e

Lesson Scenario

In this lesson, you will learn to work with timesheets.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to work with timesheets.
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WL HAWA

Review Payable Time for Approval
Report Time and Add a Comment for an Employee
Update Employee Work Schedule

Select any button above to learn more!

soo.
S
§,
&
D29
il
€

g

Select ‘Next’ to continue.

Review Payable Time for Approval
Report Time and Add a Comment for an Employee
Update Employee Work Schedule
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Review Payable Time for Approval @HAWAH' =

Lesson Scenario

In this lesson, you will learn to review payable
time for approval.

Payable time is generated when the Time Admin
process is run. The supervisor must review the

payable time for approval.

If you have questions about what you are
approving, you can review payable time.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to review payable time for approval.

Payable time is generated when the Time Admin process is run. The supervisor
must review the payable time for approval.

If you have questions about what you are approving, you can review payable
time.
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'»_Ll HA‘JV,"‘«|| fonce v Employee Self-Service

Beneficiary Designation

S ; - Begin by navigating to the Pending Approvals page
ik the drop-down artow: in Manager Self Service.

S
If the Manager Self Service home page does not
display by default, click the drop-down arrow to
select it from the list of options.

W-2/W-2¢ Consent

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password securty question

Begin by navigating to the Pending Approvals page in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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'.,_" L f'l,[*\v‘l\’b,“‘\‘H foe v Employee Self-Service

Beneficiary Designation Employee Self-Senvice -EVlow W-2/W-2¢c Forms

Click Manager Self Service
from the list of options.

Pay Statements

—
ey

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password securty question

Direct Deposit Frequently Asked Questions

Click Manager Self Service from the list of options.
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N \TA 1OIMAte v - iC
' ;"|AWAH S Manager Self Service .
Monitor Approvals Approvals

1 Exceptions

The number in the bottom right
corner of the Approvals tile indicates
the number of pending approvals.

Select ‘Next’ to continue.

The number in the bottom right corner of the Approvals tile indicates the number
of pending approvals.
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l»_" ; E_IA\V‘)\,'A|| e v Manager Self Service

Monitor Approvals \ Team Time

1 Exceptions

Click the Approvals tile.

Click the Approvals tile.
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{ ¢ Manager seit service | Pending Approvals
View By | Type (] -
@ Al P
All 4 rows
@ Overtime Request 1 Payable Time Quantity for Approval 8.08667 Hours Routed
01/15/2020 - 01/15/2020 01/17/2020
(2 Payable Time 3 Payable Time Quantity for Approval 96 Hours Routed
01/16/2020 - 01/31/2020 D1:21/2020
Overtime Request 01/28/2020 Routed
5 Hours D1/23/2020
Payable Time Quantity for Approval 91 Hours Routed
01/16/2020 - 01/31/2020 01/23/2020
r D
This page displays all pending approvals for this
supervisor.
It includes all types of approvals, such as payable time,
overtime requests, and absence requests.
Select ‘Next’ to continue.
\ o’

This page displays all pending approvals for this supervisor.

It includes all types of approvals, such as payable time, overtime requests, and
absence requests.
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Pending Approvals

Date Routed
=rom

View By || Requester -
@& A 4
All 4 rows
@ Overtime Request 1 Payable Time Quantity for Approval 8.08667 Hours Routed
01/15/2020 - 01/15/2020 01/17/2020
(2 Payable Time 2 Payable Time Quantity for Approval 96 Hours Routed
01/16/2020 - 01/31/2020 D1:21/2020
Overtime Request 01/28/2020 Routed
5 Hours D1/23/2020
Payable Time Quantity for Approval 91 Hours Routed
01/16/2020 - 01/31/2020 01/23/2020
r D
The system defaults to display pending approvals by Type.
Using the View By drop-down arrow, you can select to
view by Date Routed, From, Requester, or Type.
Select ‘Next’ to continue.
\ >

The system defaults to display pending approvals by Type. Using the View By
drop-down arrow, you can select to view by Date Routed, From, Requester, or

Type.
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{ ¢ Manager seit service | Pending Approvals
View By | Type (] -
@5 All 4
All 4 rows
@ Overtime Request 1 Payable Time Quantity for Approval 8.08667 Hours Routed
01/15/2020 - 01/15/2020 01/17/2020
(2 Payable Time 2 Payable Time Quantity for Approval 96 Hours Routed
01/16/2020 - 01/31/2020 01/21/202G
Overtime Request 01/28/2020 Routed
5 Hours 01/23/2020
Payable Time Quantity for Approval 91 Hours Routed
01/16/2020 - 01/31/2020 01/23/2020

The system displays All types of pending approvals. You
can filter by clicking on a specific Type on the left panel.

Select ‘Next’ to continue.

The system displays All types of pending approvals. You can filter by clicking on
a specific Type on the left panel.
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{ ¢ Manager seit service | Pending Approvals
View By | Type v -
@ All 4
All 4 rows
@ Overtime Request 1 Payable Time Quantity for Approval 8.08667 Hours Routed
e 01/15/2020 - 01/15/2020 01/17/2020
Payable Time 3 Payable Time Quantity for Approval 96 Hours Routed
- 01/16/2020 - 01/31/2020 01/21/2020
ertime Request 01/28/2020 Routed
5 Hours 01/23/2020
Click Payable Time on bayable Time Quantity for Approval 91 Hours Routed
the left panel. 01/16/2020 - 01/31/2020 012312020

Click Payable Time on the left panel.
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< Manager Seif Service Pending Approvals A Y I ©®
View By | Type ¥ -
@? All 4
Payable Time 3 rows
@ Overtime Request 1 Payable Time Quantity for Approval 8.08667 Hours Routed
01/15/2020 - 01/15/2020 01/17/2020
(2 Payable Time 2 Payable Time Quantity for Approval 96 Hours Routed
01/16/2020 - 01/31/2020 01/21/202G
Payable Time Quantity for Approval 91 Hours Routed
01/16/2020 - 01/31/2020 01/23/2020

The system only displays Payable Time. You can now select
each row and approve your direct reports’ payable time.

Select ‘Next’ to continue.

The system only displays Payable Time. You can now select each row and
approve your direct reports’ payable time.
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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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Report Time and Add Comments

Report Time and Add Comments @HAWAH'

Lesson Scenario

In this lesson, you will learn to report time for
an employee.

Supervisors can use timesheets to report time

on behalf of employees. They can also add
comments for time the employee entered.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to report time for an employee.

Managers can use timesheets to report time on behalf of employees. They can
also add comments for non-regular time.
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&"I A\v\lf,l:\‘|| ‘,"'“_ v Employee Self-Service

Click the drop-down arrow. Begin by navigating to the Timesheet in
: | Manager Self Service.

If the Manager Self Service home page does not
display by default, click the drop-down arrow to
select it from the list of options.

W-2/W-2¢ Consent

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Setup Complete

noreply@cherryroad com

Begin by navigating to the Timesheet in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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'.,_" L f'l,[*\v‘l\’b,“‘\‘H foe v Employee Self-Service

Beneficiary Designation Employee Self-Service -EVlow W-2/W-2¢c Forms

Click Manager Self Service
from the list of options.

Pay Statements

—
ey

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Setup Complete

noreply@cherryroad com

Direct Deposit Frequently Asked Questions

Click Manager Self Service from the list of options.
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l»_" ; E_IA\V‘)\,'A|| e v Manager Self Service

Monitor Approvals Time and Labor WorkCenter

Click the Team Time tile.

Click the Team Time tile.
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< Manager Self Service
o« Timesheet
Enter Time
Time Summary
 Report Time
5 Weekly Time Entry
[ Weekly Time Summary
@) Payable Time
|4} Leave / Comp Time
()l Request Absence
! Cancel Absences
1P View Requests
1§} Absence Balances
@ Manage Exceptions

=] Attendance Violations

L9 Damaming | Anstinnn

~

Team Time A Y I ©
“  Enter Time
Use hiters to change the search citena or Get Employees to apply the default Manager Search Ophions
' Get Employees Filter |
% B
The Timesheet: Enter Time page displays.
There are two ways to access the timesheets for your
direct reports.
m = You can click the Get Employees button, which will
display a list of all your direct reports.
= Or you can use the Filter button to search by a
specific selection criterion.
Select ‘Next’ to continue.
v

The Timesheet: Enter Time page displays.

There are two ways to access the timesheets for your direct reports.

= You can click the Get Employees button, which will display a list of all
your direct reports.

= Oryou can use the Filter button to search by a specific selection criterion.
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< Manager Seif Service
o« Timesheet
Enter Time
Time Summary
@ Report Time
i | Weekly Time Entry
B Weekly Time Summary
@) Payable Time
|§! Leave / Comp Time
() Request Absence
! Cancel Absences
1P View Requests
18! Absence Balances
@ Manage Exceptions

=] Attendance Violations

L9 Damaming | Anstinnn

~

~

Team Time

Enter Time

L)

Pv

®

Use hiters to change the search citena or Get Employees to apply the default Manager Search Ophions

Click the Filter button.

For this example, you will use the Filter button.

For this example, you will use the Filter button.

Click the Filter button.
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Time Reporter Group l

Employee ID ‘

Empl Record |

LastName |
You can use any of the filters shown here
First Name | to find the employee for whom you will
report time.

Department |
For this example, you will search using the
Supervisor ID ‘ Employee ID.

Reports To mﬂ: Select ‘Next’ to continue.

Workgroup |

You can use any of the filters shown here to find the employee for whom you will
report time.

For this example, you will search using the Employee ID.
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Supervisor ID (

Reports To Position
Number |

Workgroup |

Click in the Employee ID field.
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Time Reporter Group (

Employee ID [

Empl Record |
LastName |

First Name ‘

Department [

Supervisor ID (

Reports To Position
Number |

Workgroup |

Type ‘00011000’ in the Employee ID field and press the ‘Tab’ key.
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Time Reporter Group {

Employee ID | 00011000

Empl Record |

LastName |

First Name ‘

Department [

Supervisor ID (

Reports To Position
Number |

Workgroup |

Click the Done button.

September, 2020 Version 1 Page 81



WL HAWAIIe e

Course 110- MSS - Supervisors

< Manager Self Service Team Time A Y I ©
o Timesheet ~ “  Enter Time
Select Employee
Enter Time - ploy 1 row
P N
Finll ;
Time Summary
Name/Title Exceptions Hours to be Approved
= Report Time
Robert Doe
5 Weekly Time Entry
@ Weekly Time Summary
@ Fayable Time A row displays for each employee
that meets the filters you entered.
|4} Leave / Comp Time m

Select ‘Next’ to continue.
(f) Request Absence

1! Cancel Absences
1P View Requests

1§} Absence Balances
@ Manage Exceptions

=] Attendance Violations

L9 Damaming | Anstinnn

A row displays for each employee that meets the filters you entered.
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< Manager Selt Service Team Time A Y I ©

o« Timesheet ~ ~  Enter Time

Select the row for the employee
Select Employee % g 1 row
whose time you will enter.

Enter Time

5 4 m
| Bl :
Time Summary
Name/Title Exceptions Hours to be Approved
= Report Time
‘Robert Doe

5 Weekly Time Entry

@ Weekly Time Summary

& Payable Time

For this example, click the row
m for ‘Robert Doe’.

|4} Leave / Comp Time

()l Request Absence
! Cancel Absences
1P View Requests

1§} Absence Balances
@ Manage Exceptions

=] Attendance Violations

L9 Damaming | Anstinnn

Select the row for the employee whose time you will enter.

For this example, click the row for ‘Robert Doe’.
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< Manager Self Service Team Time A Y @
<« Timesheet ~ »~  Enter Time
~. Previous Next ..
Enter Time
Retum to Select Employes
Time Summary 4 16 January - 31 January 2020 »
Hawaii Semi Monthly
@ Report Time Scheduled 96.00 | Reported 0.00 | Unapproved Time 0.00
fi | Weekly Time Entry View Legend Save for Later Submit :
! G
[} Weekly Time Summary l « Week20of3 » I
Scheduled 1 ELE napproved Time 000
& Payable Time
Time Reporting  Thursday Friday Saturday Sunday Monday Tuesday Wednesd:
Code/ Time Details: .5 24 25 26 27 28 29
|4} Leave / Comp Time

o .S > 9 N o ,
] duted ¢ { (= { Scheduled ¢ Schedulad {

orted [ Reportec ( Rep ¢ { Rep ( Repon=c (
The Timesheet opens to the current week for the
pay period. + -
In this example, it opens to Week 2. If necessary, ® o ® O o o

you can use the right and left arrows to move to a
different week. Note access is restricted to 30 days
prior, work with your timekeeper for any edits
needed in prior periods.

Select ‘Next’ to continue.

The Timesheet opens to the current week for the pay period.

In this example, it opens to Week 2. If necessary, you can use the right and left
arrows to move to a different week. Note access is restricted to 30 days prior,
work with your timekeeper for any edits needed prior periods.
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< Manager Self Service
o« Timesheet
Enter Time
Time Summary
@ Report Time
i | Weekly Time Entry
B Weekly Time Summary
@) Payable Time
|§! Leave / Comp Time
() Request Absence
! Cancel Absences
1P View Requests
18! Absence Balances
@ Manage Exceptions

=] Attendance Violations

L9 Damaming | Anstinnn

Click the blue tab to close the left panel and provide a larger work area.

AN

Enter Time

Team Time

Retum to Select Employes

4

Qeheauten

Click the blue tab to close the left panel
and provide a larger work area.

16 January - 31 January 2020

Hawaii Semi Monthly

Unapproved Time 0.00

Save for Later

+ Previous

U0 T Unapproved Time 000

Next .,

- Submit

Time Reporting  Thursday Friday Saturday Sunday Monday Tuesday Wednesd:
Code /. Trse Deils: 23 24 25 26 27 28 29
R =
Scheduled U Scheduled ¢ 5 { Scheduled ¢ Schedulad |
P L P P t P PO
v =
Comments O (65 O ) (@) o )
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< Manager Seif Service Team Time A Y I ©®
Enter Time
Previous Next
Return to Select Fmployee
) 16 January - 31 January 2020 »

Hawaii Semi Monthly
Mwwn—
View Legend Select the applicable Time Reporting Code / Time Details ‘ Submit

to report any non-regular time, such as Overtime, Stand
By Pay, Call Back Pay, Night Differential, etc.

Time Reporting Code /| Time  Thur) ~ Note: ‘NIGHT’ will pay per hours reported at established Hay
m R 2 rate. ‘NDIFF’ is paid at 1.5 times each hour reported at
established rate.
ey _—
Scheduil_ A
Reporec 0 Reportec 0 | Reporec 0 Repo 0 Repo a Reporied 0 Reporied 0
= ¥=

'_Nnments (@) ()] )

Click the Time Reporting Code / Time
Details drop-down arrow.

\@)
0
O
0]

Select the applicable Time Reporting Code / Time Details to report any non-
regular time, such as Overtime, Stand By Pay, Call Back Pay, Night Differential,
etc.

Note: “NIGHT” will pay per hours reported at established rate. ‘NDIFF’ is paid at
1.5 times each hour reported at established rate.

Click the Time Reporting Code / Time Details drop-down arrow.
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< Manager Seit Service Team Time A Y I ©®
Enter Time
< Previous Next =
Return to Select Employee
¢ 16 January - 31 January 2020 4

Hawaii Semi Monthly
Scheduled 96.00 | Reported 0.00 | Unapproved Time 0.00

View Legend Save for Later - Submit

4« Week20of3 »
Scheduled 40 00 | Reported 0 00 | Unapproved Time 0 00

Time Reporting Code / Time Thursday Friday Saturday Sunday Monday Tuesday Wednesday
m Details 23 24 25 26 27 28 29
e —————
a Scheduled 4 Scheduled OFF Schedulad OFF Scheduled Scheduled 0 Scheduled
CLBK1 - Call Back Pay $ ported c0. || |:Reporied 18 podest & pared:.C paded 4 paded 0

CLBK2 - Call Dack Consecutive Call(s)
HZD15 - Hazard Pay Severe

HZD25 - Hazard Pay Most Severe + -
MEAL1 - Meal - Breakfasl

MEALZ2 - Meal - Lunch
MEAL3 - Meal - Dinner —~

) . ¢ .

RG1 - Regular - Sent to payroll For this example,»cl‘:ck OT - Overtime .
RNG - Regular - Negative Eamings .v’ om A

SHWUP - Show UP Pay P 4 ff § the IiSt 2l Va'ues .

SPLIT - Spit Shift Differential Note: HZD15, HZD25, RG1 and RNG

STDBY - Stand By Pay Portions y v

WC - Workers Compensation should_ not be used.

WKD13 - Working Condition Differential
ZUNFM - Uniform Pay

For this example, click ‘OT - Overtime Pay’ from the list of values.
Note: HZD15, HZD25, RG1 and RNG should not be used.

September, 2020 Version 1 Page 87



WL HAWAIIe e

Course 110- MSS - Supervisors

< Manager Seit Service Team Time A Y I ©®
Enter Time
%, Previous Next 2
Return to Select Fmployee
) 16 January - 31 January 2020 »

Hawaii Semi Monthly

Enter the elapsed time for each work day when the non- »

e . for Later Submit
View Legend . . |
regular time occurred. For this example, the employee ——
worked overtime only on Tuesday, January 28.
Time Reporﬁng‘ Code/ Time  Thursday Friday Saturday Sunday Monday Tuesday Wednesday
m Oetails 23 24 25 26 27 28 29
Scheduled 8 Scheduled 4 Scheduled OFF Schedulad OFF Scheduled Scheduled 0 Scheduled
ported 0 portec 0 Reported 0 p 0 p 0 p 0 P 0
[CT~ Overime oy MK D T |
- &R ) 7% -~ -~ 4 N ™
Comments (\_) (1 7 b ; [ D,
Click in the field for ‘Tuesday 28'.

Enter the elapsed time for each work day when the non-regular time occurred.
For this example, the employee worked overtime only on Tuesday, January 28.

Click in the field for ‘Tuesday 28’.
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< Manager Seit Service Team Time A Y I ©®
Enter Time
& Previous Next ..
Return to Select Employee
) 16 January - 31 January 2020 »

Hawaii Semi Monthly
Scheduled 96.00 | Reported 0.00 | Unapproved Time 0.00
View Legend Save for Later Submit {

4« Week20of3 »
Scheduled 40 00 | Reported 0 00 | Unapproved Time 0 00

Time Reporting Code / Time  Thursday Friday Saturday Sunday Monday Tuesday Wednesday
m Oetails 23 24 25 26 27 28 29
Scheduled 8 Scheduled 4 Scheduled OFF Schedulad OFF Scheduled Scheduled 0 Scheduled
ported 0 ported 0 Repored 0 P 0 P ] p 0 p 0
OT-Overnime Pay  [v| &% it |l
Comments ®) o O
Type ‘4’ in the Tuesday 28
field and press the ‘Tab’ key.

Type ‘4’ in the Tuesday 28 field and press the ‘Tab’ key.
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< Manager Seit Service Team Time A @ ©®

Enter Time

Note: When you select a Time Reporting Code in order to report non-regular time, such F
Relunlol  as overtime, you must enter comments to justify the entry made on the timesheet.

You can save the entry for later, but you cannot submit the timesheet without entering

comments.
Select ‘Next’ to continue. ‘
View L |
\
4« Week20of3 »
Scheduled 40 00 | Reported 4 00 | Unapproved Time 0 00
Time Reporting Code / Time Thursday Friday Saturday Sunday Monday Tuesday Wednesday
m Oetails 23 24 25 26 27 28 29
Scheduled 8 Scheduled 8 Scheduled OFF Schedulad OFF Scheduled Scheduled Scheduled
Repored 0 pored 0 Reported 0 P 0 Rep a P 4 P 0
OT - Cvertime Pay |V g 4.00 g | -
Comments ®) () O o ® P, o

Note: When you select a Time Reporting Code in order to report non-regular
time, such as overtime, you must enter comments to justify the entry made on
the timesheet.

You can save the entry for later, but you cannot submit the timesheet without
entering comments.
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< Manager Seit Service Team Time A ' ©®
Enter Time
~. Previous Next .
Retuin to Select Fmployee

You can save the entry for later, but you cannot submit
the timesheet without entering comments.

|

View Legend Save for Later Submit

4« Week2of3 »
Scheduled 40 00 | Reported 4 00 | Unapproved Time 0 00

Time Reporting Code / Time  Thursday Friday Saturday Sunday Monday Tuesday Wednesday
m Oetails 23 24 25 26 27 28 29
Scheduled 8 Scheduled 4 Scheduled OFF Schedulad OFF Scheduled Scheduled Scheduled
pored 0 ported 0 Repored 0 P 0 P a P 4 P 0

OT-Ovenime Pay v &%

Comments ) (D) C‘,

\0)
@)

Click the Comments icon.

You can save the entry for later, but you cannot submit the timesheet without
entering comments.

Click the Comments icon.
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Cancel Time Reporting Comments Apply ]DGM|

{ Enter the required information on the Time Reporting Comments page. 1

“Time

“Date Under Reporting Code Start Time End Time © Comment <

Report ©
1 011282020 oT I II + —

Click in the ‘Start Time’ field.

Enter the required information on the Time Reporting Comments page.

Click in the ‘Start Time’ field.
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Cancel Time Reporting Comments Apply | | Done |
1 row
5Q
- *Time
Room:?d" Reportinq Code Start Time © End Time © Comment <
1 012872020 oT I I + =
Type ‘Sp’ in the Start Time

field and press the ‘Tab’ key.

Type ‘5p’ in the Start Time field and press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply ]Dﬂﬂ!|

“Time

“Date Under Reporting Code Start Time © End Time © Comment <

Report ©

1 01282020 oT Sp x I I 4+ -

Click in the ‘End Time’ field.

Click in the ‘End Time’ field.
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Cancel Time Reporting Comments
- *Time
Room:?d" prortinq Code Start Time © End Time ©
1 0112872020 oT 5p I
Type ‘9p’ in the End Time field
and press the ‘Tab’ key.

Comment

Type ‘9p’ in the End Time field and press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply | | Done |
1 row
5Q
“Time
“Date Under . . .
Report © Repomng Code Start Time © End Time © Comment <
1 012872020 oT 5p ap has been approved o | —

Type additional information in the Comment field. For
this example, the comment has been added for you.

Select ‘Next’ to continue.

Type additional information in the Comment field. For this example, the
comment has been added for you.
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Cancel Time Reporting Comments
Click the ‘Apply’ button.
o “Time
RD::: ?d'r Reporting Code Start Time © End Time © Comment <
1 012872020 oT 5p ap ! has been approved | o | =

Click the ‘Apply’ button.
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Cancel Time Reporting Comments Apply ]Dme|
1 row
5Q
“Date Under “Time Reporting A A A
Report © Code & Start Time - End Time < Comment *
1 011282020 OT - Overtime Pay | 5:00PM x| 900PM OT for special projec 4 -

The system formats the Start and End Times.

Select ‘Next’ to continue.

The system formats the Start and End Times.
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Cancel Time Reporting Commentq
Click the ‘Done’ button.
1 row
5Q
“Date Under “Time Reporting A A ,
Report © Code & Start Time - End Time < Comment *
1 011282020 OT - Overtime Pay | 5:00PM x| 900PM OT for special projec 4 -

Click the ‘Done’ button.
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< Manager Seif Service Team Time A @ ©®
Enter Time
If you are ready to submit the timesheet for this pay = Provious | Next &
Return o Select Employee period, click the Submit button. If you are not ready

to submit, click the Save for Later button.

Scheduled 96.00 | Reported 4.00 | Unapproved Time 0.00

View Legend Save for Later Submit

4« Week2of3
Scheduled 40 00 | Reported 40

Time Reporting Code | Time  Thursday _ Friday Satriiy Click the Save for Later button.
m Details 23 24 25
Scheduled 8 Scheduled 4 Scheduled OFF Schedulad OFF Scheduled Scheduled Scheduled
po 0 po 0 Repo: 0 P 0 > ] P 4 P 0
OT - Overtime Pay  |v! g 4.00 + -
Comments ®) o O < C S Q@

If you are ready to submit the timesheet for this pay period, click the Submit
button. If you are not ready to submit, click the Save for Later button.

Click the Save for Later button.
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Select to validate the worked time.

Would you like to valdate worked hime?

Select to validate the worked time.
Click the Yes button.
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{ ¢ Manager seit service | Team Time
<« Timesheet A Enter Time
+ Previous Next .
Enter Time
Retum to §
Time Summary The Saved icon shows that the overtime on
1/28 has been saved.
@ Report Time 00

I Select ‘Next’ to continue. ————
5 | Weekly Time Entry View Le r ~ Submit

ey
[} Weekly Time Summary 4 Week20of3 »

Scheduled 40 00 | Reported 4 00 | Unapp d Time 000

& Payable Time

Time Reporting  Thursday Friday Saturday Sunday Monday Tuesday Wednesd:
m Code/ Troe Deils: 23 24 25 26 27 28 29

N} Leave / Comp Time

R =
(l) Request Absence Scheduled t Scheduled ¢ 5 1| S [ t 4¢ 5 1
{ Rep { Reportes ( Rep ¢ { Rep -ep i
7]
1! Cancel Absences .
OT - Cvertime[ v ?; 400 L
1P View Requests
Comments P (@ S &, (9 P P

I§! Absence Balances
@ Manage Exceptions

& Workforce Availability

The Saved icon shows that the overtime on 1/28 has been saved.
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{ ¢ Manager seit service | Team Time
> Timesheet = Enter Time
+ Previous Next ..
Enter Time
Retun to Select Employes
Time Summary < 16 January - 31 January 2020 »

HI Semi Monthly
Scheduled 96.00 | Reported 4.00 | Unapproved Time 0.00

fi | Weekly Time Entry View Legend Save for Later

@ Weekly Time Summary

@ Report Time

4« Week2of3 »
Scheduled 40 00 | Reported 4

m Time Reporting  Thursday Friday Saturday Click the Submit button.

& Payable Time

Code / Time Details 23 24 25
N} Leave / Comp Time

(l) Request Absence dt S €5 1| S [ t 4¢ 5 1
{ Rep { Reportes ( Rep ¢ { Rep ¢ Repored (
-
! Cancel Absences
OT - Cvertime[ v ?; 400 L
1P View Requests
Comments O (65 O ) (@) P @)

I§! Absence Balances
@ Manage Exceptions

& Workforce Availability

Click the Submit button.
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{ ¢ Manager seit service |

Team Time

o« Timesheet

Enter Time

Time Summary

@ Report Time

i Weekly Time Entry
1B Weekly Time Summary
@) Payable Time
|§! Leave / Comp Time
() Request Absence
! Cancel Absences
1P View Requests
18! Absence Balances
@ Manage Exceptions

& Workforce Availability

A Enter Time

\

s : s : } Previous Next ..
After the employee’s time is submitted, the Time

Administration process runs and converts reported

time to payable time. ’
The payable time must be approved by the pens
supervisor for the employee to be paid. .L.for Later Submit |
Select ‘Next’ to continue.
Jo.00

Time Reporting  Thursday Friday Saturday Sunday Monday Tuesday Wednesd:
m Coac) Nome Uetls: 24 25 26 27 28 29

R =
Scheduled t Scheduled ¢ 5 LI 1 {15 t Scheduled { Schedulad {
R d ¢ (| Repo { Rep: ¢ { Rep Repo [y
OT - Overtime| v g; 400 -+ -
Comments P (@ () P (9 )

After the employee’s time is submitted, the Time Administration process runs and
converts reported time to payable time.

The payable time must be approved by the manager for the employee to be paid.
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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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Update Employee Work Schedule Sl HAWAII™

Lesson Scenario

In this lesson, you will learn how to update an
employee Work Schedule.

Work schedules are important so absences can be
applied correctly. For example if an employee works
M-F but accidentally requests leave for a weekend
HIP will not count your non-scheduled hours in the
leave request.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to update an employee Work Schedule.

Work Schedules are important so absences can be applied correctly. For
example if an employee works M-F but accidentally requests leave for a
weekend HIP will not count your non-scheduled hours in the leave request.
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L" .'. HA’\}‘,’A“ formao v Manager Self Service

Time and Labor WorkCenter

a2

Click the Assign Work Schedule’ tile.

2821 Exceptions

Click the ‘Assign Work Schedule’ tile.
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

QHAWA ™"t v ®

Noticabion NavBar

New Window Help B
Assign Work Schedule

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

¥ Search Criteria

Empl ID  begins with|v/| E|
Click in the Empl ID field.
Empl Record = [v]
: Type ‘00001234’ in the Empl
! ol ID field then press the ‘Tab’
LastName  begins with|v| key to continue.

Business Unit | begins with|v|
Department = begins with v

Organizational Relationship = v v

M Include History [ Correct History []Case Sensitive

I Search Clear | Basic Search ¥ Save Search Criteria

Click in the Empl ID field.

Type ‘00001234’ in the Empl ID field then press the ‘Tab’ key to continue.
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

S HAWAI 5 r

Noticabion NavBar

New Window Help B
Assign Work Schedule

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
¥ Search Criteria
Empl 1D  begnswithv| 00001234 x
Empl Record = b

Name  begins with V|

Last Name  begins with|v|

Business Unit | begins with|v|

Department  begins with|v

Organizational Relationship = v v

M Include History [ Correct History []Case Sensitive

ﬁl Click the ‘Search’ button.

Click the ‘Search’ button.
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

r

Noticabion NavBar

New Window | Help | Personalize Page | &
Assign Work Schedule
Employee ID
Pram Spcit (Mental Health) IV Employment Record 0
Assign Schedules @
B Q
Primary Schedule Alternate Schedule | |y
“Effective Date “Assignment Method Schedule Group Schedule ID Description
06/15/2020 r‘ Select Predefined Schedule v SOH Q MIWTES Q Monday - Fnday 8 hours
» View history of Schedule Assignments, including default changes
Save Return to Search Refresh Update/Display
Click the scroll bar.

¢ E—E%

Click the scroll bar.
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

S HAWAI 5 r

Noticabion NavBar

New Window | Help | Perscnalize Page |

Employee ID

Employment Record 0

1-1 of 1[V] View Al

>

Schedule Group Schedule ID Description Show Schedule

hedule v sOH Q| |MIWIFS Q  Monday - Friday 8 hours Show Schedule %_ -

including defauit changes

Click the ‘Add (+)’ icon.

Update/ listory

Click the ‘Add (+)’ icon.
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

AWz r e

Notcabion NavBar

New Window

Assign Work Schedule

The new row will appear at the top. Change the date to

Prgm Spclt (Mental Health) IV .
when the schedule should be effective.

Actions ~

\ssign Schedules )

§ Q

Select ‘Next’ to continue.

Primary Schedule Alternale Schedule I

“Effective Date *Assignment Method Schedule Group Schedule ID Description
091412020 i3] Select Predefined Schedule v SOH Q MTWIF8 Q  Monday - Frnday 8 hours
06/15/2020 ﬁ Select Predefined Schedule v| SOH Q MTWTT8 Q ' Monday - Friday 8 hours

* View history of Schedule Assignments, including default changes

Save. | Return to Search Refresh Update/Display

The new row will appear at the top. Change the date to when the schedule
should be effective
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

Y

Notcabion NavBar

New Window | Help | Personalize Page |

Assign Work Schedule
Employee ID
Prgm Spclt (Mental Health) IV Employment Record 0
Actions ~
\ssign Schedules )
5 Q
Primary Schedule Alternale Schedule I»
“Effective Date *Assignment Method Schedule Group Schedule ID Description
091472020 53] Select Predefined Schedule v SOH Q | MIWIF8 Monday - Friday 8 hours
152020 [t Select Predefined Schedule v| SOH - nday - Friday 8 hours
Click the Search icon.
* View history of Schedule Assignments, including default changes
Save | Return to Search Refresh Update/Display
< >

Click the Search icon.
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Look Up Schedule ID

Set D STATE
Schedule ID__ begins with ] |

Select the applicable Schedule ID.

Note: If the schedule doesn’t exist, work with your division
Timekeeper to make a ticket to create a new schedule.

View 100 « [1:280f28[V] )

Schedule ID Description

DEFSCHD Default State Schedule

FSSMT3 Friday - Tuesday 8 Hours

MTTHE Mon., Tues, & Thurs. 8 Hours

MTTHFSA -8 MON, TUE, THUR. FRI, SAT-8

Select the applicable Schedule ID.

Note: If the schedule doesn’t exist, work with your division Timekeeper to make a
ticket to create a new schedule.

Click the ‘MTWT10’ button.
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

Y

Notcabion NavBar

New Window | Help | Personalize Page |

Assign Work Schedule
Employee ID

Prgm Spclt (Mental Health) IV Employment Record 0
Actions ~
\ssign Schedules )

5 Q

Primary Schedule Alternale Schedule I»

“Effective Date *Assignment Method Schedule Group Schedule ID Description
0911472020 ] Select Predefined Schedule v| SOH Q MTWT10 x Q| Monday - Thursday 10 hours
06/152020 ‘-.] Seled Predefined Schedule _\:J SOH Q MTWTF8 Q Monday - Fnday 8 hours
» View history of Schedule Assignments, including defauit changes

Save l Return to Search Refresh Update/Display

Click the scroll bar.

< I‘ \* N|

Click the scroll bar.
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

QHAWA ™"t v ®

Noticabion NavBar

New Window | Help | Perscnalize Page |

Review that the correct schedule has been selected. You may click Show
Schedule to see how the new schedule looks within a certain period.

1-2 0f 2[V| View Al
I»
Schedule Group Schedule ID Description Show Schedule
nedule 0 SOH Q MTWT10 Q  Monday - Thursday 10 hours 'Shuw Schedule o+ -—
nedule v SOH Q  MTWIF8 Q  Monday - -

Click the ‘Show Schedule’ link.

including default changes

Update/Display Include History Correct History

Review that the correct schedule has been selected. You may click Show
Schedule to see how the new schedule looks within a certain period.

Click the ‘Show Schedule’ link.
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Schedule Calendar x

Employee ID

= i F- PRV TRR—' S

The detailed Schedule Calendar page enables you to select a date or
navigate to the desired period.

Select ‘Next’ to continue.

- ¥

From Date |091472020 x [1%] Load Calendar Prvious Perad

Schedule Calendar

5 Q
Shift Time | Configurable Totals | [I»
1 pay Date Workday ID Shift ID Sched Hrs
'2"" Monday 091142020 WEEKDAY 10HRDAY 10.00
-J Tuesday 09/15/2020 WEEKDAY 10HRDAY 10.00
Wednesday 091612020 WEFKDAY 10HRDAY 1000
Thursday 09/17/2020 WEEKDAY 10HRDAY 10.00 v
< >

The detailed Schedule Calendar page enables you to select a date or navigate
to the desired period.
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Schedule Calendar x
= - ~
From Date  (09/14/2020 Load Calendar Previous Period
Schedule Calendar
m Q
Shift Time Configurable Totals 13

Day Date Workday ID Shift ID Sched Hrs
[ Monday 09/14/2020 WEEKDAY 10HRDAY 10.00
od Tuesday 08/15/2G20 WEEKDAY 10HRDAY 1000
Sche Wednesday 09/16/2020 WEEKDAY 10HRDAY 10.00
Sch Thursday 09/17/12020 WEEKDAY 10HRDAY 10.00

Friday 09/18/2020 WEEKCFF OFF
5, ing
sh 09/19/2020 WEEKOFF OFF

] 09/20/2020 WEEKCFF OFF

Click ‘OK’.
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Favoriles ~ Main Meny ~ Manages Seif Service Assign Work Schedule # Home | Sign Out

r

Noticabion NavBar

New Window | Help | Personalize Page | &
Assign Work Schedule
Employee ID

Pram Spcit (Mental Health) IV Employment Record 0

Actions ~
Assign Schedules @

H Q
Primary Schedule Alternate Schedule | |y

“Effective Date “Assignment Method Schedule Group Schedule ID Description

00/14/2020 [ Select Predefined Schedule v SOH Q MTWT10 Q  Monday - Thursday 10 hou

081152020 r‘ Select Predefined Schedule v SOH Q MTWTES Q Monday - Friday 8 hours
» View history of Schedule Assignments, including defauit changes

Return to Search Refresh Update/Display
Click the ‘Save’ button.
< >

Click the ‘Save’ button.
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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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Approving Time and Leave

Approving Time and Leave @HAWAH'?IF

Lesson Scenario

In this lesson, you will complete the following:

1. Approve an overtime request.

2. Approve payable time for an elapsed (salaried) time
reporter.

3. Approve payable time for a punch (hourly) reporter.

4. Approve an absence request.

5. Review and approve Negative Offsets entries

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will complete the following:

Approve an overtime request.

Approve payable time for an elapsed (salaried) time reporter.
Approve payable time for a punch (hourly) reporter.
Approve an absence request.

Review and approve Negative Offsets entries

a s~ w NP
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&"I A\v\lf,l:\‘|| ‘,"'“_ v Employee Self-Service

Click the drop-down arrow. Begin by navigating to the Pending Approvals page
: | in Manager Self Service.
s

If the Manager Self Service home page does not
display by default, click the drop-down arrow to
select it from the list of options.

W-2/W-2¢ Consent

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password securty question

Begin by navigating to the Pending Approvals page in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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Beneficiary Designation Employee Self-Service -EVlow W-2/W-2¢c Forms

Click Manager Self Service
from the list of options.

Pay Statements

—
ey

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password securty question

Direct Deposit Frequently Asked Questions

Click Manager Self Service from the list of options.
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N \TA 1OIMAte v - iC
' ;"|AWAH S Manager Self Service .
Monitor Approvals Approvals

1 Exceptions

The number in the bottom right
corner of the Approvals tile indicates
the number of pending approvals.

Select ‘Next’ to continue.

The number in the bottom right corner of the Approvals tile indicates the number
of pending approvals.
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l»_" ; E_IA\V‘)\,'A|| e v Manager Self Service

Approvals Time and Labor WorkCenter Team Time

= Q

3 Exceptions

Click the Approvals tile

Click the Approvals tile.
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< Manager Seif Service

L]

D)

View By  Type

All

Absence Request

Overtime Request

Payable Time

[<

Pending Approvals a

v
All
Payable Time Quantity for Approval 3 Hours
Karen Dee 02/11/2020 - 02/11/2020
Payable Time Quantity for Approval 80 Hours
Rebert Coe 02/03/20:20 - 02/14:2020
Overtime Request 02/17/2020
Susan Dee 2 Hours
Absence Request 06 - Bereavement, 3 Hours
James Doe 02/19/2020

4 rows
Routed
02/09/2020
Routed
02/06/2020
Routed
02/08/2020

Routed
02/06/2020

This page displays all pending approvals for this
supervisor. It includes all types of transactions, such as
payable time, overtime requests, and absence requests.

In the next sections of this lesson, you will learn how to
approve each type of transaction.

Select ‘Next’ to continue.

This page displays all pending approvals for this supervisor. It includes all types
of transactions, such as payable time, overtime requests, and absence requests.

In the next sections of this lesson, you will learn how to approve each type of
transaction.
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Approve an Overtime Request

Approve Payable Time — Elapsed (Salaried) Time Reporte

Approve Payable Time - Punch (Hourly) Time Reporter

Approve an Absence Request

Review and Approve Negative Offset entries

Select any button above to learn more!

Select ‘Next’ to continue.

Approve an Overtime Request

Approve Payable Time - Elapsed (Salaried) Time Reporter
Approve Payable Time - Punch (Hourly) Time Reporter
Approve an Absence Request

Review and Approve Negative Offset entries
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Approve Overtlme '
Requests

The State of Hawaii mandated that all overtime work must
be pre-planned for budgetary purposes. The employee
submits an overtime request for overtime work in the future.
The manager/supervisor is required to approve or push back
the overtime request.

In this section, you will learn to approve an overtime
request.

Note: Overtime must be entered one day at a time. There is
not an option to enter overtime weekly or for a period of
days.

Select ‘Next' to continue.

The State of Hawaii mandated that all overtime work must be pre-planned for
budgetary purposes. The employee submits an overtime request for overtime
work in the future. The manager/supervisor is required to approve or push back
the overtime request.

In this section, you will learn to approve an overtime request.

Note: Overtime must be entered one day at a time. There is not an option to
enter overtime weekly or for a period of days.
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< Manager Selt Service Pending Approvals A Y @
View By | Type 4 -
@ A 4
All 4 rows
|i| Absence Request 1 Payable Time Quantity for Approval 3 Hours Routed
Karen Doe 02/11/2020 - 02/11/2020 02/08/2020
@ Cvertime Hequest 2 Payable Time Quantity for Approval 80 Hours Routed
_ Robert Doe 02/03/2620 - 02/14/2020 02/09/2020
@ Payable Time 2 — — —— p— |
Overtime Request 02/17/2C20 Routed N
| Susan Doe 2 Hours 02/09/202C
Absence Request A 06 - Bereavement, 8 Hours Routed
02/09/2020

Click the row for the transaction
you want to review.

For this example, you will review an Overtime Request for Susan Doe.

Susan is requesting two hours of overtime on February 17, 2020.

For this example, you will review an Overtime Request for Susan Doe.

Susan is requesting two hours of overtime on February 17, 2020.

Click the row for the transaction you want to review.
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< Pending Approvals Overtime Request A Y I ©®

‘ Approve Deny Pushback

Overtime details
Request Date (2/17/20 Submit Date 02/0%/20

Quantity 2 Hours

w Requester Comments

| need extia hime lo work on a project

View Requests

Request Hislory Review the information in the Overtime details and

Requester Comments sections.

Approver Comments

Select ‘Next’ to continue.

Approval Chain Y

Review the information in the Overtime details and Requester Comments
sections.
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< Pending Approvals Overtime Request A Y @

‘ Approve Deny Pushback

Overtime details

Request Date (2/17/20 g
Quantity 2 Hours If you need additional information about the request,
use the Approver Comments section to enter your
~ Requester Comments questions and then click the Pushback button to return

I need extra ime lo work on a project the request to your employee.

View Requests Select ‘Next’ to continue.

Requesl Hislory b

Approver Comments

Approval Chain Y

If you need additional information about the request, use the Approver
Comments section to enter your questions and then click the Pushback button

to return the request to your employee.
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< Pending Approvals Overtime Request A Y I ©®
Deny Pushback
Overtime details
Request Date 02/17/20 if you are satisfied with the request,
Quantity 2 Hours click the Approve button.
w Requester Comments
| nead extia ime lo work on a project
View Requests If there are budgetary concerns in your department,

consult with your fiscal office if OT is allowed.
Requesl Hislory >

Approver Comments

Approval Chain Y

If you are satisfied with the request, click the Approve button.

If there are budgetary concerns in your department, consult with your fiscal office
if OT is allowed.
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Approve

You are about to approve this request.

“Approver Com
Your request for 2 hours of OT on 02/17/20 has been approved| -

,

Enter any comments in the Approver Comments field.
For this example, a comment has been added for you.

Select ‘Next’ to continue.

Enter any comments in the Approver Comments field. For this example, a
comment has been added for you.
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| anen] Approve

You are about to approve this request.

App Com
Your request for 2 hours of OT on 02/17/20 has been appra

Click the Submit button.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type (] -
@3 All 3
All 3 rows
|l) Absence Request 1 Payable Time Quantity for Approval 3 Hours Routed
Karen Dee 02/11/2020 - 02/11/2020 02/09/2020
(D Payable Time : Payable Time Quantity for Approval 80 Hours Routed
Robert Coe 02/03/2020 - 02/14/2020 02/0%9/2020
Absence Request 06 - Bereavement, 8 Hours Routed
James Doe 02/19/2020 02/09/2020

After the overtime request is approved, it will be used to validate
employee reported overtime on the timesheet for the day requested.

After the overtime request is approved, it will be used to validate employee
reported overtime on the timesheet for the day requested.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type (] -
@3 All 3
All 3 rows
|l) Absence Request 1 Payable Time Quantity for Approval 3 Hours Routed
Karen Dee 02/11/2020 - 02/11/2020 02/09/2020
(D Payable Time : Payable Time Quantity for Approval 80 Hours Routed
Robert Coe 02/03/2020 - 02/14/2020 02/0%9/2020
Absence Request 06 - Bereavement, 8 Hours Routed
James Doe 02/19/2020 02/09/2020
r D

Notice that the request you just approved has disappeared
from the Pending Approvals page.

For this example, there are three transactions remaining.

Select ‘Next’ to continue.

Notice that the request you just approved has disappeared from the Pending
Approvals page.

For this example, there are three transactions remaining.
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WL HAWAI

Elapsed (Salaried) Time Reporter

Managers must approve payable time in order to post
the time to Payroll and pay employees.

In this section, you will learn to approve payable time
for an elapsed time reporter.

An elapsed time reporter enters the total number of
hours worked each day.

Select ‘Next' to continue.

Managers must approve payable time in order to post the time to Payroll and pay
employees.

In this section, you will learn to approve payable time for an elapsed time reporter.
An elapsed time reporter enters the total number of hours worked each day.
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< Pending Approvals Pending Approvals A Y I ©®
View By  Type (] -

@3 All 3
All 3

l) Absence Request 1 Payable Time ‘Quaniity for Approval 3 Hours Routed
Karen Doe 02/11/2020 - 02/11/2020 02/08/2020

(2 Payable Time z Payable Time Quantiy for T80 Hours Routed
Rebert Doe Q2020000 L 02/06/2020
Absence Requs 2 s Routed
Jarries Die Click the row for the item 0210912020

you want to review.
's \

For this example, you will review Payable Time for Karen Doe.

Karen is a salaried employee. Salaried employees do not need
to report their regular time worked. They only report
exceptions, such as overtime, call backs, and differentials.

For this example, you will review Payable Time for Karen Doe.

Karen is a salaried employee. Salaried employees do not need to report their
regular time worked. They only report exceptions, such as overtime, call backs,
and differentials.

Click the row for the item you want to review.
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< Pending Approvals

Payable Time a Y @
\ Approve Deny
E] 1 line(s) are pending V}mr approval ( )
RS The Summary section on the Payable Time page
" displays the number of hours requiring approval for the
Quantity for 3 Hours 5 2 s
Approval listed time period.
Time Period 02/11/2020 - 02/11/2020
For this example, Karen worked 3 hours on 02/11/2020.
w Payable Time Details P /11/
Pending  All Select ‘Next’ to continue.
1ow
N o’
a
Select Report Date Time Reporting Code Quantity
L 02/1120 CLBKZ - Call Back Consecutve Call(s) 3 Howrs >

Approver Comments

Approval Chain

The Summary section on the Payable Time page displays the number of hours
requiring approval for the listed time period.

For this example, Karen worked 3 hours on 02/11/2020.
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< Pending Approvals

Payable Time a Y @

Deny
=] 1 fne(s) are pends The Payable Time Details section on the Payable Time page displays a

daily breakdown of the hours worked for each Time Reporting Code.
Summary

Quantity for Select ‘Next’ to continue.
Approval

Time Period 0ZITT2020~C2M72020

w Payable Time Details

Pending All

1row
0

Select Report Date Time Reporting Code Quantity

(| 02/11/20

CLBK2? - Call Back Consecutve Call(s) 3 Howrs >

Approver Comments

Approval Chain

The Payable Time Details section on the Payable Time page displays a daily
breakdown of the hours worked for each Time Reporting Code.
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< Pending Approvals

Payable Time a Y @

' Approve Deny

E] 1 line(s) are pending V_‘f.ur approval
Summary

Quantity for 3 Hours
Approval

Time Period 02/11/2020 - 02/11/2020

w Payable Time Detail

Pending | Al At the bottom of the page, you can enter Approver
Comments or view the Approval Chain. o~
=
St Heor D Select ‘Next’ to continue. iy
O 02111720 CLBK2 - Call Back Consecutve Call(s) 3 Howrs >

Approver Comments

Approval Chain

At the bottom of the page, you can enter Approver Comments or view the
Approval Chain.
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< Pending Approvals Payable Time A Y @

\ Approve Deny

E] 1 line(s) are pending V_‘tm approval

Summary

Quantity for 3 Hours
Approval

Time Period

If you want to approve the time for all Report Dates, you can click the
v Payable Time Detal  checkbox above the header row.

4 ’ :
Pending | Al Select ‘Next’ to continue.

Select Report Date Time Reporting Code Quantity
L 02/1120 CLBKZ - Call Back Consecutve Call(s) 3 Howrs >

Approver Comments

Approval Chain >

If you want to approve the time for all Report Dates, you can click the checkbox
above the header row.
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< Pending Approvals Payable Time A Y @

\ Approve Deny

E] 1 line(s) are pending V_‘tm approval

Summary

Quantity for 3 Hours
Approval

Time Period 02/11/2020 - 02/11/2020

SR Alternately, if you do not want to approve the time for all Report

Dates, you can click the Select checkbox individually for each row
you want to approve.

Select ‘Next’ to continue.

L 02/11/20 CLBKZ - Call Back Consecutve Call(s) 3 Howrs

Approver Comments

Approval Chain >

Alternately, if you do not want to approve the time for all Report Dates, you can
click the Select checkbox individually for each row you want to approve.
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< Pending Approvals Payable Time A Y @

\ Approve Deny

E] 1 line(s) are pending V_‘tm approval
Summary

Quantity for 3 Hours
Approval

Time Period 02/11/2020 - 02/11/2020

w Payable Time Details

Pending All
1row
0
Select Report Date Time Reporting Code Quantity
CLBK2? - Call Back Consecutve Call(s) 3 Howrs >

For this example, click the Select checkbox for
the individual row.

Rt

For this example, click the Select checkbox for the individual row.
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< Pending Approvals Payable Time

Deny
E] 1 line(s) are pending your approval
Summary 4
Click the Approve button.
Quantity for 3 Hours
Approval
Time Period 02/11/2020 - 02/11/2020
w Payable Time Details
Pending All
110w
_]
Select Report Date Time Reporting Code Quantity
i 02/1120 CLBK2? - Call Back Consecutve Call(s) 3 Howrs >

Approver Comments

Approval Chain >

Click the Approve button.
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You can enter comments in the Approver Comments field if
you would like to. For this example, leave the field blank.

Select ‘Next’ to continue.

Approve

You are about to approve this request.

You can enter comments in the Approver Comments field if you would like to.
For this example, leave the field blank.
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cancel| Approve

You are about to approve this request.

Click the Submit button.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type ¥ -
@ All 2
All 2 rows
|i| Absence Request 1 Payable Time Quantity for Approval €0 Hours Routed
Rabert Doe 02/03/2020 - 02/14/2020 02/09/2020
(D Payable Time : Absence Request 06 - Bereavement, 8 Hours Routed
James Doe 02/19/2020 02/06/2020

The employee’s time is approved.

When the Post to Payroll process runs, the system sends
all approved time to Payroll.

The employee’s time is approved.

When the Post to Payroll process runs, the system sends all approved time to
Payroll.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type ¥ -
@ All 2
All 2 rows
|i| Absence Request 1 Payable Time Quantity for Approval €0 Hours Routed
Rabert Doe 02/03/2020 - 02/14/2020 02/09/2020
(D Payable Time : Absence Request 06 - Bereavement, 8 Hours Routed
James Doe 02/19/2020 02/06/2020

Notice that Karen Doe’s Payable Time row no longer displays
on the Pending Approvals page.

Select ‘Next’ to continue.

Notice that Karen Doe’s Payable Time row no longer displays on the Pending
Approvals page.

September, 2020 Version 1 Page 149



ELHAVAI2s,

Course 110- MSS - Supervisors

Approve Payable Time (Hourly) Time Reporter

oL HAWANI™

‘l
Approve Payable Time -
Punch (Hourly) Time Reporter

Supervisors must approve payable time in order to
post the time to Payroll and pay employees.

In this section, you will learn to approve payable time
for a punch time reporter.

A punch time reporter enters specific In and Out times
for each work day.

Select ‘Next’ to continue.

Managers must approve payable time in order to post the time to Payroll and pay
employees.

In this section, you will learn to approve payable time for a punch time reporter.
A punch time reporter enters specific In and Out times for each work day.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type ¥ w

@3 All 2
All 2

|l) Absence Request 1 ‘Payable Time “Quaniity for Approval 80 Hours Routed
Robert Doe 02/03/2020 - 02/14/2020 02/09/202¢

@ fayable Tkne : Absence Request ﬂBereavement, 3 Hours Routed
Ja) = 02/0%9/2020

Click the row for the item
you want to review.

For this example, you will review Payable Time for Robert Doe.

Robert is an hourly employee who reports his time using the
punch time reporter method.

For this example, you will review Payable Time for Robert Doe.

Robert is an hourly employee who reports his time using the punch time reporter
method.

Click the row for the item you want to review.
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| € Pending Approvals Payable Time

I_Angve J NDeny

‘=] 10 line(s) are pending yeur approval The Summary section on the Payable Time page
displays the number of hours worked during the listed
Summary z 3 &
time period.
Quantity for 80 Hours
Approval
Time Period 02/03/2020 - 02/14/2020 For this example, Robert Doe worked 80 hours during

this time period.
v Payable Time Details

Pending Al Select ‘Next’ to continue.
L Jlt)ﬁ'l‘
-
Select Report Date Time Reporting Code Quantity
() 210320 REGO1 - Regular Time & Hours >
02/04/20 REG01 - Regular Time 8 Hours >
] 02/08/20 REGO1 - Regular Time & Hours >
O 02/06/20 REGO01 - Regular Time 8 Hours >
O 02/07/20 REGO01 - Regular Time 8 Hours >
(] 02/10/20 REGO1 - Regular Time 8 Hours >
N 0211720 REGO1 - Regular Time 8 Hours > v

The Summary section on the Payable Time page displays the number of hours
worked during the listed time period.

For this example, Robert Doe worked 80 hours during this time period.
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| < Pending Approvals | Payable Time
- 'J'c Deny
=) 10fine(s) e The Payable Time Details section on the Payable Time page displays a
daily breakdown of the hours worked for each Time Reporting Code.
Summary A
Quantity f Select ‘Next’ to continue.
Appro
Time Period™ 02032020~ 02472020 ’
w Payable Time Details
Pending All
10 rows
-
Select Report Date Time Reporting Code Quantity
() 210320 REGO1 - Regular Time & Hours >
02/04/20 REGO01 - Regular Time 8 Hours >
M 02/08/20 REGO1 - Regular Time & Hours >
O 02/06/20 REGO01 - Regular Time 8 Hours >
O 02/07/20 REGO01 - Regular Time 8 Hours >
(] 02/10/20 REGO1 - Regular Time 8 Hours >
(] 02/11720 REGO1 - Regular Time 8 Hours > v

The Payable Time Details section on the Payable Time page displays a daily
breakdown of the hours worked for each Time Reporting Code.

September, 2020 Version 1 Page 153



ELHAVAI2s,

Course 110- MSS - Supervisors

| € Pending Approvals Payable Time

E] 10 line(s) are pending your approval

Summary

Quantity for 80 Hours
Approval

Time Period 02/03/2020 - 02/14/2020

+ Payable Time Details

10 rows
Quantity
8 Hours >
8 Hours > T
& Hours > i
8 Hours >

Click below the seroll bar to move
down the page.

< l’l'

Pending All

-

Select Report Date Time Reporting Code

L 02/03/20 REGO1 - Regular Time
02/04/20 REGO1 - Regular Time

] 02/08/20 REGO1 - Regular Time

O 02/08/20 REGO01 - Regular Time

O 02/07/20 REGO01 - Regular Time

l 02/10/20 REGO1 - Regular Time

O 0211720 REGO1 - Regular Time

Click below the scroll bar to move down the page.
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< Pending Approvals Payable Time A @ ©®

E] 10 line(s) are pending your approval

0 020420 REGO1 - Regutar Time 8 Hours > A
O 02/05/20 REGO1 - Regular Time 8 Hours >
(] 02/06/20 REGO01 - Regular Time 8 Hours >
O 02/07/20 REGO1 - Regular Time 8 Hours >
] 02/10/20 REGO1 - Regular Time & Hours >
(] 02/11/20
At the bottom of the page, you can enter Approver
0 0212120 Comments or view the Approval Chain. >
0 021320 Select ‘Next’ to continue. 2
] 0214120 Ve “ororss >
Approver Comments
Approval Chain >
v

At the bottom of the page, you can enter Approver Comments or view the
Approval Chain.
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< Pending Approvals Payable Time A @ ©®

E] 10 line(s) are pending your approval

0 020420 REGO1 - Regutar Time 8 Hours > e
O 02/05/20 REGO1 - Regular Time 8 Hours >
(] 02/06/20 REGO01 - Regular Time 8 Hours >
O 02/07/20 REGO1 - Regular Time 8 Hours >
] 02/10/20 REGO1 - Regular Time
Click above the seroll bar to move

] 02/11/20 REGO01 - Reguiar Time to the top of the page.
O 02/12/20 REGO01 - Regular Time oY >
[ 02113120 REGO01 - Regular Time 8 Hours >

02/14120 REGO1 - Regular Time 8 Hours >

Approver Comments

Approval Chain >

Click above the scroll bar to move to the top of the page.
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| € Pending Approvals Payable Time

E] 10 line(s) are pending your approval

Summary A

Quantity for 80 Hours
Approval

Time Period 0
If you want to approve the time for all Report Dates, you can click the

v Payable Time Detal  checkbox above the header row.

Select ‘Next’ to continue.

Pending All
10 rows

Select Report Date Time Reporting Code Quantity

() 210320 REGO1 - Regular Time & Hours >

02/04/20 REGO1 - Regular Time 8 Hours >

] 02/08/20 REGO1 - Regular Time & Hours >

O 02/06/20 REGO01 - Regular Time 8 Hours >

O 02/07/20 REGO01 - Regular Time 8 Hours >

(] 02/10/20 REGO1 - Regular Time 8 Hours >

N 0211720 REGO1 - Regular Time 8 Hours > v

If you want to approve the time for all Report Dates, you can click the checkbox
above the header row.
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| € Pending Approvals Payable Time

' Approve Deny

=] 10 line(s) are pending your ag” D
Alternately, if you do not want to approve the time for all Report Dates, |
: you can click the Select checkbox individually for each row you want to
Quantity for 80 Hours
Approval approve.
Time Period 02/03/202

Summary

For example, if the employee did not work on a specific date but

v Payable Time Details . i .
mistakenly entered punch time you could leave the appropriate

Pending Al checkbox blank and the time would not be processed for that date.
o Select ‘Next’ to continue.
Select Report Date L v
() 210320 REGO1 - Regular Time & Hours >
02/04/20 REGO1 - Regular Time 8 Hours >
] 02/08/20 REGO1 - Regular Time & Hours >
] 02/08/20 REGO1 - Regular Time 8 Hours >
O 02/07/20 REGO1 - Regular Time 8 Hours >
(] 02/10/20 REGO01 - Regular Time 8 Hours >
0211720 REGO1 - Regular Time 8 Hours > v

Alternately, if you do not want to approve the time for all Report Dates, you can
click the Select checkbox individually for each row you want to approve.

For example, if the employee did not work on a specific date but mistakenly
entered punch time you could leave the appropriate checkbox blank and the time
would not be processed for that date.
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| € Pending Approvals Payable Time

E] 10 line(s) are pending your approval

Summary A

Quantity for 80 Hours
Approval

Time Period 02/03/2020 - 02/14/2020

+ Payable Time Details

Pending All
10 rows
For this example, click the Select o
p 2 S uant
All checkbox for Robert Doe.
8 Hours >
02/04/20 REGO01 - Regular Time 8 Hours >
] 02/08/20 REGO1 - Regular Time & Hours >
O 02/06/20 REGO01 - Regular Time 8 Hours >
O 02/07/20 REGO01 - Regular Time 8 Hours >
(] 02/10/20 REGO1 - Regular Time 8 Hours >
N 0211720 REGO1 - Regular Time 8 Hours > v

For this example, click the Select All checkbox for Robert Doe.
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< Pending Approvals Payable Time A @ ©®

| Approve ‘ Deny

E] 10 line{s) are pending your approval e D
S If needed, the supervisor can deny the time by W
) clicking the Deny button. An automated email will

Quantity for 80 Hours
Approval be sent to the employee.
Time Period 02/03/2020 - 02/14/2020
Select ‘Next’ to continue.
+ Payable Time Details
\ >
Pending All
10 rows
Vi
Select Report Date Time Reporting Code Quantity
¥4} 210320 REGO1 - Regular Time & Hours >
% 02/04/20 REGO01 - Regular Time 8 Hours >
v 02/08/20 REGO1 - Regular Time & Hours >
%4} 02/06/20 REGO01 - Regular Time 8 Hours >
%4 02/07/20 REGO01 - Regular Time 8 Hours >
M 02/10/20 REGO1 - Regular Time 8 Hours >
i 02i11720 REGO1 - Regular Time 8 Hours > v

If needed, the supervisor can deny the time by clicking the Deny button. An
automated email will be sent to the employee.
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< Pending Approvals Payable Time

E] 10 line{s) are pending your approval

Summary

Quantity for 80 Hours
Approval

Time Period 02/03/2020 - 02/14/2020

+ Payable Time Details

Pending All

i

Select Report Date Time Reporting Code
i 02/03/20 REGO1 - Regular Time
M 02/04/20 REGO1 - Regular Time
v ] 02/08/20 REGO1 - Regular Time
~ 02/08/20 REGO01 - Regular Time
%4 02/07/20 REGO01 - Regular Time
M 02/10/20 REGO1 - Regular Time
¥ 0211720 REGO1 - Regular Time

For this example, click the Approve button.

Deny
. . A
For this example, click
the Approve button.
10 rows

Quantity

& Hours >

8 Hours >

& Hours >

8 Hours >

8 Hours b

8 Hours >

& Hours » v
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You can enter comments in the Approver Comments field if
you would like to. For this example, leave the field blank.

Select ‘Next’ to continue.

Approve

You are about to approve this request.

You can enter comments in the Approver Comments field if you would like to.
For this example, leave the field blank.
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cancel| Approve

You are about to approve this request.

Click the Submit button.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type v -
@ All 1
All 1row
[} Absence Request 1 Absence Request 06 - Bereavement, 8 Hours Routed
James Doe 02/19/2020 02/0€/2020

The employee’s time is approved.

When the Post to Payroll process runs, the system sends
all approved time to Payroll.

The employee’s time is approved.

When the Post to Payroll process runs, the system sends all approved time to
Payroll.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type ¥ -
@ All 1
All 1row
[} Absence Request 1 Absence Request 06 - Bereavement, 8 Hours Routed
James Doe 02/19/2020 02/0€/2020
r D
Notice that Robert Doe’s Payable Time row no longer displays
on the Pending Approvals page.
For this example, there is just one remaining transaction
pending approval.
Select ‘Next’ to continue.
\, v

Notice that Robert Doe’s Payable Time row no longer displays on the Pending
Approvals page.

For this example, there is just one remaining transaction pending approval.
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Approve Absence Requests

WL HAWAI e

Approve Absence
Requests

=

Employees can request various types of leaves or
absences depending on their eligibility.

Once the request is submitted, it must be approved by
their Supervisor or, in some cases by an HR Admin.

See additional guidance for approving leave requests:
https://ags.hawaii.gov/hi r-supervisors,

In this section, you will learn to approve an absence
request.

Select ‘Next’ to continue.

Employees can request various types of leaves or absences depending on their
eligibility.

Once the request is submitted, it must be approved by either their Supervisor or,
in some cases, by an HR Admin.

See additional guidance for approving leave requests:
https://ags.hawaii.gov/hip/for-supervisors/

In this section, you will learn to approve an absence request.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type (] -
@3 All 1

Il) Absence Request 1

Click the row for the item you want to review.

For this example, you will review an Absence Request for James Doe.

James is requesting eight hours of bereavement leave on February 19, 2020.

For this example, you will review an Absence Request for James Doe.

James is requesting eight hours of bereavement leave on February 19, 2020.

Click the row for the item you want to review.
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i € Pending Approvals Absence Request

Approve Pushback

Absence Details

Absence Name 06 - Bereavement Reason Bereavement
Start Date (21972020 End Date 02/192020
Partial Days None Duration 8 Hours

v Requester Comments

There are no requester comments

Reguest History >

Ay Review the information in the Absence Details and
Requester Comments sections.

Select ‘Next’ to continue.

Approval Chain -

Review the information in the Absence Details and Requester Comments
sections.
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| < Pending Approvals |

Absence Request

Absence Details

Approve | Pushback

Absence Name 06 - Bereavement
Start Date (21972020

Partial Days None

v Requester Comments

There are no requester comments

Reguest History

If you need to Pushback the request, use the Approver
Comments section to enter your explanation. The
employee will receive an email notification. Email
notifications include a link that may be used to navigate
directly to the absence request.

Select ‘Next’ to continue.

Approver Comments

Approval Chain

If you need to Pushback the request, us the Approver Comments section to
enter your explanation. The employee will receive an email notification. Email
notifications include a link that may be used to navigate directly to the absence

request.
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| < Pending Approvals | Absence Request

A

' If you are satisfied with the request,
Start Date (21972020 clickthe APP butt_on-

Partial Days None

Absence Details

Absence Name 06 - Bereavement

v Requester Comments

There are no requester comments

Reguest History >

Approver Comments

Approval Chain >

If you are satisfied with the request, click the Approve button.
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You can enter comments in the Approver Comments field if
you would like to. For this example, leave the field blank.

Select ‘Next’ to continue.

Cancel | Approve

You are about to approve this request.

You can enter comments in the Approver Comments field if you would like to.
For this example, leave the field blank.
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| anes] Approve

You are about to approve this request.

Click the Submit button.
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< Pending Approvals Pending Approvals A Y I ©®
View By | Type v You have no pending approvals at this time.
@& A 0

The employee’s absence request is approved.

Notice that the Pending Approvals page has been updated to
remove the absence request you approved.

For this example, there are no remaining pending transactions.

Select ‘Next’ to continue.

The employee’s absence request is approved.

Notice that the Pending Approvals page has been updated to remove the
absence request you approved.

For this example, there are no remaining pending transactions.
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Review and Approve Negative Offsets

Lesson Scenario

In this lesson, you will learn to review and approve
system generated offsets to payable time entries.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to review and approve system generated offsets to
payable time entries.
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‘\;;HQ‘}\/L\H formaton ¥ Employee Self-Service

Beneficiary Designation Tax Withholding
s 00 .I

W-2/W-2¢c Consent Pay Statements

Start by navigating to the Payable Time Detail page using
the Navigator icon.

Select ‘Next’ to continue.

im

Security Setup Required Direct Deposit

* o

Start by navigating to the Payable Time Detail page using the Navigator icon.
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¥ Employee Self-Service

Beneficiary Designation Tax Withholding View W-2/W-2¢c Forms

W-2/W-2¢ Consent Pay Statements
(-0

Last Pay Date 10/05/2020

Personal Details Classic Home

Security Setup Required Direct Deposit
O C

Click the NavBar
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JjavascriptsubmitAction_wind{document.wins, PTNUL_N3_HDRWRX_PTNUI_NE_ACTION'):

Click the Navigator
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NavBar: Navigator

iy Self Service

1Y)

Payroll for North America

Global Payroll & Absence Mgmt

Set Up HCM >
Enterprise Components >
Reporting Tools >
PeopleTools >
Change My Password

javascript PTNavBar.OpeninContentArea(’ httpsy/#hihs92 hip hawaii.gov/psc/hibs%2_ne... L DR=CO_MANAGER_SELF_SERVICE&ICDoModal= 1&ICGrouplet=1', 'CO_MANAGER_SELF_SERVICE); v

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

& Manager Self Service

Review Transactions

javascript PTNavBar.CpeninContentArea(’htpsy/#hihs32 hip hawaii.gov/pse/hihsd2_. 81 ?5a= &FLDR=HC_TME_MANAGEMENT&/ CDoModal=18/CGrouplet=1, 'HC_TIME_MANAGEMENT'):

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

& Time Management

Manage Schedules

javascript PTNavBar.CpeninContentArea(’hitpsy//hihs32 hip hawaii.gov/psc/hibsd2_ne... OMP.GBL ?sa= &FL DR=HC_VIEW_TIME_MGR&ICDoModal= 1&ICGrouplet=1, 'HC_VIEW _TIME_MGR'):

Click Approve Time and Exceptions from the list of options.
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NavBar: Navigator

. & View Time E

Meonthly Time Calendar

é Weekly Time Calendar

Daily Time Calendar
Time and Labor Launch Pad

Payable Time Summary

Compensatory Time
Overtime Balances

javascript PTNavBar.OpeninWindow( hitps//hihs92 hip.hawaii.gov/psp/hihs92_newwin...LE_MANAGER.TL_MNG_PAY_VIEW_DT.GBLINAVSTACK=Clear, HC_TL_MNG_PAY_VIEW DT_GBL1Y;, v

Click Payable Time Detail from the list of options.
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Favorites v Main Menw: Employsa Selt-8 EL & Home Sign Out

el HAWAI=s R

NavBar

|Payab|e Time Detail |

i Y:Employee Selection

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employee (13 Q
Cmpl Record Q
Lasl Narme : < 2 - <
The Payable Time Detail page displays. For this example, you will
FrstName | review the payable time before approving.
Department Select ‘Next’ to continue.
Supervisor ID 1o} '
Workgroup Q
avascriptsubmitAction_winidocument.wind, 'CRITER'A_GRCUPBOX): >

The Payable Time Detail page displays. For this example, you will review the
payable time before approving.
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Favortes v Main Menw v Senice yable Time Deta & Home Sign Out

Sl HAWAII

Payable Time Detail
Select Employee

¥ Employee Selection

Employee Selection Criteria [ Get Employees ]l

Selection Criterion Selection Criterion Value T
A

Time Reporter Group Click ‘Get Employees * ; o
Employee 1D 00055000 -

Cmpl Record Q

Last Name Q

First Name Q

Department Q

Supervisor ID For this example, the Employee ID has been entered for you.

Workgroup A ¢

For this example, the Employee ID has been entered for you.

Click ‘Get Employees
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Favortes v Main Menw v - e Deta & Home Sign Out

<L HAWAI™ e~ (O

NavBar

Payable Time Detail
Select Employee

¥ Employee Selection

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employee 13 00055000 Q
Cmpl Record Q
Last Name Q
First Name Q
Department Q
Supervisor ID Q .
Click the scroll bar
Workgroup Q

Click the scroll bar
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Favortes v Main Menu v Employss 8 yabi & Home Sign Out

L HAA - '@

NavBar

Last Name Q
Fust Name Q
Department Q
Supervisor ID Q

Workgroup Q

Employees

5 Q

Time Reporters Demographics | |I»

Last Name First Name Employee ID Employment Record

Doe

— | Click the row for the employee
Doe you want to review. 0t

Manager Self Service

Time Management

avascriptsubmitAction_winidocument.wind, LAST_NAMESO); >

Click the row for the employee you want to review
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Favortes v Main Menw v Senice yable lime Deta & Home Sign Out
+- ViA fo
SELHAWAII
Payable Time Detail s y
Jane Doe The Payable Time Detail shows the transactions for the time
*General Professional period specified. For this example, the dates are set to a single
day. The transactions that offset each other display on the
StartDate (09/29/2020 [%:] Overview tab.

EndDate 091202020 [z
Note: This page is useful for research and audit as additional

) detail is available compared to Payable Time shown via the Team
» Payable Status Filter

Time tile.
N Select ‘Next’ to continue.
Payable Time (O
\ v
Overview Time Reporting Elements || Task Reporting Elements || Costand Approval | |l
Date Status Reason Code ;I:'Ion:’eeReponlng Quantity TRC Type
0472972020 Needs Approval NIGHT 300 Hours
09/28/2020 Approved NIGHT 3.00 Hours
09/26/2020 Needs Approval NIGHT 300 Hours
097242020 Clased Mot Sent to Payroll REGOO 800 Hours
ABOMOI0 Ol Mok € ancak s Ohanssnanll feTaratatal Q001 ~:

The Payable Time Detail shows the transactions for the time period specified.
For this example, the dates are set to a single day. The transactions that offset
each other display on the Overview tab.

Note: This page is useful for research and audit as additional detail is available
compared to Payable Time shown via the Team Time tile.
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Sign Out

Payable Time Detall

The Task Reporting Elements tab provides additional detail so the

changes may be reviewed. For this example, note the

X Combination Code appears to be updated for the NIGHT TRC and
Start Dato | 02128/2020  [ix) generated the negative entry offsetting the original NIGHT entry

previously approved. Once review is complete, proceed to

approving the entries.

Jane Doe

*General Professional

End Date |09/292020 [

[l ) s
» Payable Status Filter Select ‘Next’ to continue.

N\ o’
Payable Time (2
Qveriewr 1ime Reporting Elemants lask Reporting Elements Cost and Approval L3
Date Status Reason Code 1:ime Reporting Quantity Taskgroup B“.s'"u""s Combination Code
Code Unit

03/29/2020 Meeds Approval NIGHT -3.00 PSNONTASK STAIC

09r29/2020 Approved NIGHT 3.00 PSNOMTASK STAIE

09/29/2020 Needs Appreval NIGHT 3.00 PSNOMTASK SIAIE 000505048

09/29/2020 Closed g:‘yiﬁ“‘ 1 REGO0 800 PSNONTASK STATE

BMININ Not Sent to . o | DRNONTAS NTATE

U9r29/2020 Closed Payroll REGO0 -8.00 PSNONTASK SIAIE

Return to Select Employea
< >

The Task Reporting Elements tab provides additional detail so the changes
may be reviewed.For this example, note the Combination Code appears to be
updated for the NIGHT TRC and generated the negative entry offsetting the
original NIGHT entry previously approved. Once review is complete, proceed to
approving the entries.
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Emplayes Sai-Servic Payable Time Detat

Payable Time Detall
Jane Doe tmployes 0 00059 Click Home
G

Actions =

1al Professional Employment Record 0

Start Dute | 09/292020 [t

End Date |00/292020 [ Nex: Employes

» Payable Status Filter

Payable Time (2

Overiewr 1ime Reporling Elemants lask Reporting Elements Cost and Approval "
Date Status Reason Code ‘:""0 Reporting Quantity Taskgroup Bu.smuss Combination Code
Code Unit

03/29/2020 Meseds Approval NIGHT -3.00 PSNONTASK STAIC

U9/29/2020 Approved NIGHT 3.00 PSNONTASK SIAIE

09/29/2020 Needs Approval NIGHT 3.00 PSNOMTASK SIAIE 000505048
09/29/2020 Closed ok Seokito REGO0 800 PSNONTASK STATE

Payrell

09292020 Not Sent to P o | PRNONTAS TATE

U9r29/2020 Closed Payroll REGO0 -8.00 PSNONTASK SIAIE

Rety £
< >

Click Home
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L HAWAII%:

Beneflclary Designation Tax Withholding

Click the drop-down arrow

Pay Statements Personal Details
r_—s-*h

Last PayDate 10/05/2020

Security Setup Required

Set up your password security question

noreply@chermryroad.com

Click the drop-down arrow

W-2/W-2¢ Consent

Classic Home

Frequently Asked Questions

September, 2020 Version 1

Page 189



WL HAWAIIe e

Course 110— MSS - Supervisors

)- AVL/A 101 Mato - o o e,
8 l '1H‘.'vIH | et v Employee Self-Service

Beneflclary Designation Tax Withholding D W-2/W-2¢ Consent

Click Manager Self Service
from the list of options.

Personal Details Classic Home

Last PayDate 10/05/2020

Security Setup Required Frequently Asked Questions

Set up your password security question

noreply@chermryroad.com

JavascriptipSwipeToTabFrom DD{'HRMS,EMPLGYEEHC_HR_MGR_SELF_SERVICE_FLU_GBL;

Click Manager Self Service from the list of options.
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¥ Manager Self Service

Assign Work Schedule Approva Team Time Manage Delegation

=] Q ‘&

Click the Approvals tile.

JavascriptsubmitAction_win{document.winl), FTNUI_LAND_WRK_GROUPBOX147;

Click the Approvals tile.
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7(7l.|:nnger Self sarvice Pending Approvals
View By  Type v -
& A 1 "
@ Payable Time 1 | Payable Time Quantity for Appmv:vl?’ Hours Routed
N
Click the row for the

employee you want to review.

Click the row for the employee you want to review.
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< Pending Approvais Payable Time ® @

Jane Doe ‘ ]
*General Professional

The Payable Time Details section on the Payable Time page

=2 line(s) ace pending your approval .
displays a breakdown of the hours worked.

Summary

RQuangtyfor Approvel <0 Haue For this example you will approve for all Report Dates.
Time Period 0912972020 - 09129

w Payable Time Details

Click the Select All checkbox.

2rows
Select Report Date lime Reporting Code Quantity
O 08/23/20 NIGHT - Schaduled Night Shift 3 Hours
J 09/23/20 NIGHT - Scheduled Night Shift -3 Hours >
Approver Comments
Approval Chain

javascriptDoBack( win0)

The Payable Time Details section on the Payable Time page displays a
breakdown of the hours worked.

For this example you will approve for all Report Dates.

Click the Select checkbox
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< Pending Approvais Payable Time

Jane Doe
*General Professional

=2 line(s) are pending your approval

Summary ez .
Click the Approval button.
Quantity for Approval 0 Hours
Time Period 0912872020 - 132942020
w Payable Time Detalls
Pending | Al Review that all boxes desired are checked and selected for
approval. 2w
Selgct Report Date lime Reporting Code Quantity
0929720 NIGHT - Scheduled Night Shift 3 Hours >
09/23/20 NIGHT - Scheduled Night Shift -3 Hours >

Approver Comments

Approval Chain

Review that all boxes desired are checked and selected. for approval.
Click the Approval button.
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You can enter comments in the Approver Comments field, as
needed. For this example, “Approved” is entered for you.

You are about to approve this request

Approver Comments

Approned

You can enter comments in the Approver Comments field if you would like to.
For this example, “Approved” is entered for you.

Click the Submit button.
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< Pending Approvals

Pending Approvals

You have approved the request.

The approval confirmation message displays at the top of the
screen.

Select ‘Next’ to continue.

The approval confirmation message displays at the top of the screen.
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< Pending Approvais Pending Approvals

View By  Type You have no pending approvals at this time. =

& A 0 Click the NavBar

The entries are approved. HIP sends all approved time to Payroll
when the process runs. There are no pending approvals
remaining.

You can confirm the approved transactions by navigating back to
the Payable Time Detail page using the Navigator icon

The entries are approved. HIP sends all approved time to Payroll when the
process runs. There are no pending approvals remaining.

You can confirm the approved transactions by navigating back to the Payable
Time Detail page using the Navigator icon

Click the NavBar
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Click the Navigator
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Global Payroll & Absence Mgmt

Set Up HCM >
Fnterprise Components >
Reporting Tools >
PeopleTools >

Change My Password
My System Profile

|javascript PTNavBar.OpeninContentArea( htms:/7hihs32 hip.hawsii.gov/psc/hihs92_ne... DR=CO_MANAGER_SELF_SERVICE&ICDoModal=1&ICGrouplet=1, 'CO_MANAGER SELF_SERVICEY), |

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

P [ Manager Self Service

|javascriptPTNavBar.OpeninContentAreal htmps:/7hihsd2 hip.hawaii.gov/psc/hihs32... 8L 2sa= RFLDR=HC_TIME_MANAGEMENTE/CDoModsl=18/Corouplet=1, 'HC_TIME_MANAGEMENT): |

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

- | Time Management

Recont S Manage Schedules

Navigator

| javascript PTNavBar.OpeninContentAreal hms:/# hihs92 hip.hawaii.gov/ pse/hihsd2_ne... OMP.GBL 7sa= 8:FL DR=HC_VIEW_TIME_MGR&ICDoModal= 1&ICGrouplet=1,, 'HC_VIEW_TIME_LMGRY): |

Click Approve Time and Exceptions from the list of options.
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NavBar: Navigator

Q-'Vicw'lime T
. &

- = Monthly Time Calendar
Weekly Time Calendar
Dally Time Calendar

Nawvigator
& Time and Labor Launch Pad
Time

Payable Time Summary

R e — L T —— k1=

Overtime Balances

Overtime Requests

vascript P TavBar.OpeninWindow( heps:/hihs92 hip hawsii gov/psp/hins2_newawin...E MANAGER.TL MNG_PAY_VIEW_OT G3LINAVSTACK= Clear, HC_TL NG PAY.VIEW_DT_GBUIT v |

Click Payable Time Detail from the list of options
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Favortes v Main Menw v Senice yable Time Deta & Home Sign Out

Sl HAWAII

Payable Time Detail
Select Employee

¥ Employee Selection

Employee Selection Criteria [ Get Employees ]l

Selection Criterion Selection Criterion Value T
A

Time Reporter Group Click ‘Get Employees * ; o
Employee 1D 00055000 -

Cmpl Record Q

Last Name Q

First Name Q

Department Q

Supervisor ID For this example, the Employee ID has been entered for you.

Workgroup A ¢

For this example, the Employee ID has been entered for you.

Click ‘Get Employees’
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Favaritas v Main Menw: v Employzs Self-& yabi & Home Sign Out
SELHAWAss v~ @
Last Name Q i
Fust Name Q
Department Q
Supervisor ID Q
Workgroup Q
Employees
B Q
Time Reporters Demographics | |I»
Last Name First Name Employee ID Employment Record

Doe 043
A— T Click the row for the employee
Doe you want to review. 0t
Manager Self Service
Time Management
avascriptsubmitAction_winidocument.wind, LAST_NAMESO); >

Click the row for the employee you want to review.
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Fayanie Tme Detad # Home Sign Out

Payable Time Detall

Jane Doe The Payable Time Detail shows the transactions for the time
*General Profassional

e RS period specified. For this example, the dates are set to a single

Start Dato 09202020 [xf] day and we confirm that all are now Approved.

End Di 19 oo s ;
nd Date  09/29/2020 [t¥3] - ’ :
Select ‘Next’ to continue.

» Payable Status Filter N y
Payable Time (2
Overview lime Reporting Elements lask Reporting Elemsants Cost and Approval I
Date Status Reason Code 1’;:: Reporting Quantity TRC Type Esti
08/29/2020 Approved NIGHT -3.00 Hours
0912912020 Approved NIGHT 3.00 Hours
09/29/2020 Approved NICHI 3.00 Hours
0912912020 Closed ok o by REGOD 800 Hours
Payroll
0912942020 Closed Ff:f,‘rfﬁ“’ o REGOD 800 Hours
Retum to Select E yee
< >

The Payable Time Detail shows the transactions for the time period specified.
For this example, the dates are set to a single day and we confirm that all are
now Approved.
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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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Working with Absences

Working with Absences QHAWAH' o

Lesson Scenario

In this lesson, you will learn to work with employee
absences.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to work with employee absences.

September, 2020 Version 1 Page 207



e HAWAI"=r e,

Course 110- MSS - Supervisors

oL HAWANI™

Request Absences on behalf of Employee

View Absence Balances

Select any button above to learn more!

Select ‘Next’ to continue.

Request Absences on behalf of Employee
View Absence Balances
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How to Request an Absence

How to Request an Absence @HAWAH'

Lesson Scenario

In this lesson you will learn how to request
an absence on behalf of an employee.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to request an absence on behalf of an employee.
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&"I A\v\lf,l:\‘|| ‘,"'“_ v Employee Self-Service

Click the drop-down arrow. Begin by navigating to the Request Absence in
: | Manager Self Service.

If the Manager Self Service home page does not
display by default, click the drop-down arrow to
select it from the list of options.

W-2/W-2¢ Consent

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Setup Complete

noreply@cherryroad com

Begin by navigating to the Timesheet in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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'.,_" L f'l,[*\v‘l\’b,“‘\‘H foe v Employee Self-Service

Beneficiary Designation Employee Self-Service -EVlow W-2/W-2¢c Forms

Click Manager Self Service
from the list of options.

Pay Statements

—
ey

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Setup Complete

noreply@cherryroad com

Direct Deposit Frequently Asked Questions

Click Manager Self Service from the list of options.
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l»_" ; E_IA\V‘)\,'A|| e v Manager Self Service

Monitor Approvals Time and Labor WorkCenter

Click the Team Time tile.

Click the Team Time tile.
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< Manager Seif Service Team Time A Y I ©
o Timesheet ~ ~  Enter Time
Enter Time Use hiters to change the search citena or Get Employees to apply the default Manager Search Ophions

Time Summary Get |on b (SR
 Report Time

5 Weekly Time Entry

@ Weekly Time Summary

& Payable Time

The Timesheet: Enter Time page displays.

|4} Leave / Comp Time

Click Request Absence on the menu

1! Cancel Absences
1P View Requests

1§} Absence Balances
@ Manage Exceptions

=] Attendance Violations

L9 Damaming | Anstinnn

The Timesheet: Enter Time page displays.

Click Request Absence on the menu
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< Back Team Time ) O]
e Timesheet N Request Absence
Select the row for the employee
» Search Options < <
© Report Time o whose time you will enter.
7 Weskly Time Entry Select Employee 1 row

(& Weekly Time Summary
Status / Department/

Name / Title / ID - Record Directs / Total i

@ Payable Time pe Location
Robe¢ Doe AGSIETS

|4 Leave / Comp Time Information Technology Band B /ClientSvesBr

00055000 ; Dovintown

I§l) Request Absence

I} Cancel Absences

For this example, click the row
I View Requests for ‘Robert Doe’.

1§ Absence Balances h

A row displays for each employee

(@ Manage Exceptions that meets the filters you entered.

- Workforce Availability
Click on the row for Jane Doe

Select the row for the employee whose time you will enter.

A row display for each employee that meets the filters you entered.
Click on the row for Robert Doe.

For this example, click the row for ‘Robert Doe’.
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< Back Team Time ® ! 0O
< Timesheet v Request Absence
RobertDoe ,©
© Report Time Information Technology Band 8
Return to Select Employes
4 Weekly Tme Entry I =
"(’: Weekly Time Summary “Absence Name | Select Absence Name
@ Payable Time
|4} Leave / Comp Time Click the Abse
Name drop-down

Request Absence
) Req arrow.
! Cancel Absences m

I View Requests

|8} Absence Balances
@ Manage Exceplions

- Workforce Availability

Click the Absence Name drop-down arrow.
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< Back Team Time ® ! 0O
o) Timesheet v Request Absence
RobertDoe ,©
© Report Time Information Technology Band 8
Return to Select Employe:
Weekly Time Entry | - ‘
P, “Absence Name | Select Absence Name

[ Weekly Tme Summary
01 - Sick Leave

02 - Yacation —]
04 - Jury Duty
05 - Parent Teacher Conference

@ Payable Time

|§) Leave / Cof
For this example, click ‘02 - Vacation’

Ill) Request A from the list of values. 06 - Bereaverment

07 - Blood Donation
08 - Foster Parent Crt Hearing
- | 08 - Medical Treatment Leave

s vew Rt

|8} Absence Balances

! Cancel Ab

@ Manage Exceptions

- Workforce Availability

For this example, click ’02-Vacation’ from the list of values.
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< Back Team Time A 0
o) Timesheet v Request Absence
RobertDoe ,©
© Report Time Information Technology Band 8
Return to Select Employes
Weekly Time Entry | - ‘
e “Absence Name | 02 - Vacation

[ Weekly Tme Summary

Reason = Select Absence Reasol l
@ Payable Time
“Start Date | 09/26/2020 P
|4} Leave / Comp Time

<.

End Date

ifl) Request Absence Click the Reason drop-
m Duration 800 %+ Hourg down arrow.
! Cancel Absences
Partial Days None 5
I View Requests
Check Eligibility
|8} Absence Balances
(P Manage Exceplions Comments
- Workforce Availability Attachments
You have not added any Attachments
Add Attachment
Workflow
Sllour Ranect By Fmnlavea and Mananer v

Click the Reason drop-down arrow.

September, 2020 Version 1 Page 217



WL HAWAIIe e

Course 110- MSS - Supervisors

< Back

Team Time
o) Timesheet v Request Absence
RobertDoe ,©
© Report Time Information Technology Band 8
Return to Select Employes
7 Weekly Time Entry
e “Absence Name | 02 - Vacation

[ Weekly Tme Summary
@ Payable Time

|4} Leave / Comp Time

Reason | Select Absence Reason
Mibitary

Other

R Sclect Absence Reason

Sick

“Start Date

I§l) Request Absence

I} Cancel Absences

I View Red
|8 Absence

(P Manage

Diiraion Union Business
m Vacation |

Pani i

For this example, click ‘Vacation’ from
the list of values.

Check Eligibility

- Workforce Availability Attachments

You have not added any Attachments

Add Attachment
Workflow

Sllour Ranect By Fmnlavea and Mananer

For this example, click ‘Vacation’ from the list of values.

ey
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< Back

Team Time A : 0@
o) Timesheet v Request Absence
RobertDoe ,©
© Report Time Information Technology Band 8
Return to Select Employe:
¥ Weekly Time Entry | - ‘
"?: Weekly Time Summary “Absence Name | 02 - Vacation
Reason | Vacation
@ Payable Time B __
“Start Date ]09/26/2020 [
|4} Leave / Comp Time :
End Date I:
I§l) Request Absence
Duration 8.00 % Hours

I} Cancel Absences

1™ View R

displayed.
|8 Absence

(P Manage Exee

The ‘Start Date’ defaults to the current date.

In this example we will accept it as

Select ‘Next’ to continue.

- Workforce Availability Attachments

Add Attachment
Workflow

Allovwr Ranuect Ru

You have not added any Attachments

FEmnlaves and Mananer s 2

The ‘Start Date’ defaults to the current date. In this example we will accept it as

displayed.
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< Back Team Time A 0
o) Timesheet v Request Absence
RobertDoe ,©
© Report Time Information Technology Band 8
Return to Select Employes
¥ Weekly Time Entry | - ‘
"?: Weekly Time Summary “Absence Name | 02 - Vacation

Reason | Vacation
@ Payable Time

“Start Date | 09/28/2020 [
|4} Leave / Comp Time
End Date I:
I§l) Request Absence 2
m Duration §8.00 ¢ |Hours
! Cancel Absences : -

I view R The ‘Duration’ defaults to 8 hours based on the ‘Start Date’. In this example we will

accept it as displayed.
I Absence Select ‘Next’ to continue.

@ Manage Exee T
- Workforce Availability Attachments
You have not added any Attachments
Add Attachment .
Workflow
Ao Paniect By Fmnlaves and Mananer v

The ‘Duration’ defaults to 8 hours based on the ‘Start Date’. In this example we
will accept it as displayed.
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< Back Team Time A 0
o) Timesheet v Request Absence
RobertDoe ,©
© Report Time Information Technology Band 8
Return to Select Employe:
Weekly Time Entry | - ‘
e “Absence Name | 02 - Vacation

[ Weekly Tme Summary

Reason | Vacation

<.

@ Payable Time

“Start Date | 09/28/2020 [
|4} Leave / Comp Time
End Date I:
I§l) Request Absence
m Duration '8.00 % Hours
! Cancel Absences e
i Partial Days None >

I View Requests

|8} Absence Balances

(P Manage Exceplions Comments
Click the Check Eligibility
- Workforce Availability Attachments button.
”
Add Attachment
Workflow
Sllour Ranect By Fmnlavea and Mananer 3

Click the Check Eligibility button.
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The Forecast Successful message appears indicating that there is enough balance to
cover the absence requested.

7
Forecast Successful. Cnough Balance to cover the Take Requested. |

WARNING If this absence request is beyond the cument period, and in the event that you do not work enough hours to eam your accruals this future request |
may be subject to Leave Without Fay. [

Date Time: September 28,2020 at 22:05

pvascriptvoidi0;

The Forecast Successful message appears indicating that there is enough
balance to cover the absence requested.

Click ‘OK".
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< Back Team Time A 0
<0 Timesheset v End Date =
© Report Time Duration 800 3 Hows
Weekly Time Entry Partial Days None >
(& Weekly Time Summary

Check Eligibility View Eligibility Details

<.

@ Payable Time

Comments
|4} Leave / Comp Time
Attachments
I§l) Request Absence
m You have nol added any Altachments
! Cancel Absences T
Workflow

I View Requests
Allow Request By Employee and Manager
Absence Balances
8 Request As | Employ

@ Manage Exceplions Balance Information

— As Of 06/30/2020 124.50 Hou
2| Workforce Availability Click the 'anucst As’

View Balances drop down. 5

View Requests

Disclaimer The currant balance does not reflect abssnces that hava not besn processad.

Click the ‘Request As’ drop down.
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< Back Team Time .} ®
& Taneshect S End Date | 00/28/2020 [

G = =

© Report Time The Workflow Section contains the request options to be

applied to the Absence Request.
7 Weskly Time Entry
* The Request As enables you to submit the request as the

(& Weekly Time Summary : R
employee and the request will route to the supervisor for

@ Payable Time approval. Or submit as the ‘Manager’ and the request r
will route to the next level above the supervisor for

) Leave / Comp Time approval.

) Request Absence For this example accept the Request As Employee.

! Cancel Absences m

Select ‘Next’ to continue.

I View Requests \ J
Allow Request By Employee and Manager

Absence Balances :
l.! Request As

@ Manage Exceplions Balance Information

p— ) As Of 06/30/2020
2~ Workforce Availability

View Balances >

View Requests

Disclaimer The current balance does not reflect abssnces that hava not besn processad

The Workflow Section contains the request options to be applied to the
Absence Request.

The Request As enables you to submit the request as the employee and the
request will route to the supervisor for approval. Or submit as the ‘Manager’ and
the request will route to the next level above the supervisor for approval.

For this example accept the Request As employee.
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< Back Team Time ® ! 0O
<o Timesheet v End Date C e
© Report Time Duration (800 $ Hou
T Weekly Time Entry Partial Days None Click the scroll bar. {
5 Weskly Time Summa g
2} y ime S ry Check Eligibility  View Chaibility Detals
i
@ Payable Time
Comments
|4} Leave / Comp Time
Attachments
I§l) Request Absence
m You have nol added any Altachments
! Cancel Absences T
Workflow

I View Requests
Allow Request By Employee and Manager

Absence Balances
L Request As | Employee

@ Manage Exceplions Balance Information

p— . As Of 06/30/2020 124.50 Hours**
2~ Workforce Availability

View Balances >

View Requests

Disclaimer The currant balance does not reflect abssnces that hava not besn processad.

Click the scroll bar
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BFEEAEK Team Time " ®

+ Timesheet v Request Absence
Robert Doe ,©
© Report Time Information Technology Band B
' Return to Select Emplayes 4
M , Click the ‘Submit’ button.

T Weskly Time Entry
iy “Absence Name | 02 - Vacation

5 Weekly Time Summary

=

@ Payable Time
The submission message will display: ‘Absence Requests
1§} Leave / Comp Time successfully submitted’.

I At S Note: The supervisor will need to approve the absence request.

! Cancel Absences m:
Partial Days None 5
I View Requests e A A S G S A I e |

Check Eligibility
|8} Absence Balances

(3 Manage Exceplions Comments

% Workforce Availability Attachments

You have not added any Attachments

Add Attachment
Workflow

Allow Renusst Av. Fmnlovee and Mananer

Click the ‘Submit’ button.

The submission message will display: ‘Absence Requests successfully
submitted’.

Note: The supervisor will need to approve the absence request.
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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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View Absence Balances

View Absence Balances QHAWAH'F i_":r

Lesson Scenario

In this lesson, you will learn to view Absence
Balances for your direct reports.

In this example, the manager’s direct report is

planning a trip in the near future and the manager
wants to check her vacation balance.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to view Absence Balances for your direct reports.

In this example, the manager’s direct report is planning a trip in the near future
and the manager wants to check her vacation balance.
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'»"L ;_IAWL‘*H e v Employee Self-Service
S B, J ot

Sy A : Begin by navigating to the Absence Balances page
tlick the drop-slown areow. in Manager Self Service.

If the Manager Self Service home page does not
display by default, click the drop-down arrow to
select it from the list of options.

Begin by navigating to the Absence Balances page in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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Q-{AWAH foren v Employee Self-Service

Click Manager Self Service
from the list of options.

Click Manager Self Service from the list of options.
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l»_" ; E_IA\V‘)\,'A|| e v Manager Self Service

Approvals Time and Labor WorkCenter

Click the Team Time tile.

Click the Team Time tile.
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< Manager Seit Service Team Time ‘ﬁ @
> Timesheet A Enter Time
Enter Time Use hiters to change the search citena or Get Employees to apply the default Manager Search Ophions
Time Summary GetEmpon b i
@ Report Time
5 Weekly Time Entry

[ Weekly Time Summary
& Payable Time

|4} Leave / Comp Time m

M) Request Absence The menu on the left panel of the Team Time page

allows you to request an absence, cancel an absence,
view requests, and view absence balances for your
b View Requests direct reports.

1! Cancel Absences

I§! Absence Balances Select ‘Next’ to continue.

@ Manage Exceptions

& Workforce Availability

The menu on the left panel of the Team Time page allows you to request an

absence, cancel an absence, view requests, and view absence balances for your
direct reports.
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< Manager Seit Service Team Time A ' ©®
« Timesheet o Enter Time
Enter Time Use hiters to change the search citena or Get Employees to apply the default Manager Search Ophions

Time Summary Get 'onees —
@ Report Time

5 Weekly Time Entry

[ Weekly Time Summary

& Payable Time
m For this example, you will view the absence balances

I§} Leave / Comp Time for a direct report.

(l) Request Absence
1! Cancel Absences

1P View Requests

Iin Absence Balances ' ﬁ‘ Click the Absence Balances button.

@ Manage Exceptions

& Workforce Availability

For this example, you will view the absence balances for a direct report.

Click the Absence Balances button.
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Team Time

« Timesheet v Absence Balances

. Report Time » Search Options
o

| Weekly Time Entry Select Employee 110w

[ Weekly Time Summary

Name / Title / ID - Record Directs / Total Status / Type  Position
Payable T
@ a2 fme John Doe
Active
I§ Leave / Comp Time Employee 2
\lll Request Absence Jane Doe
m Aclive
>
! Cancel Absences Employee
1™ View Requests = =
|§! Absence Balances Select the row for the employee whose absence balances

you want to view.
(3 Manage Exceptions

Alternately, you can use the Search Options at the top of
the page to search for a specific employee.

- Workforce Availabiity

Select ‘Next’ to continue.

Select the row for the employee whose absence balances you want to view.

Alternately, you can use the Search Options at the top of the page to search for
a specific employee.
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Team Time

« Timesheet v Absence Balances

» Search Options
¢ Report Time L

| Weekly Time Entry Select Employee 110w
)
[ Weekly Time Summary
Name / Title / ID - Record Directs / Total Status / Type  Position
Payable Time
@ 2 John Doe
Active
I§ Leave / Comp Time Employee 2
\lll Request Absence arie Dog
m Aclive
>
1! Cancel Absences Employee

P View Requests k

|4! Absence Balances

Click the row for ‘Jane Doe’.

(3 Manage Exceptions

- Workforce Availabiity

Click the row for ‘Jane Doe’.
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< Back

« Timesheet v

¢ Report Time
i Weekly Time Eniry
[ Weekly Time Summary
& Payable Time
I§ Leave / Comp Time
\lll Request Absence
I Cancel Absences
1™ View Requests

|4! Absence Balances

(3 Manage Exceptions

- Workforce Availabiity

Team Time ‘ﬁ @
Absence Balances
Hetwirn 1o Saled Fmployed
Sick Balance
As Of 11/30/2019 0.00 Howrs

“Disclaimer The current balance does not reflect absences that have not been processed

» Forecast Balance

The Absence Balances page displays the absence totals

for vacation and sick leave that the employee is eligible
for at the State of Hawaii.

Note: The totals do not reflect absences that have not
been processed in the system.

Select ‘Next’ to continue.

The Absence Balances page displays the absence totals for vacation and sick
leave that the employee is eligible for at the State of Hawaii.

Note: The totals do not reflect absences that have not been processed in the

system.
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< Back Team Time A : ©®
&> Timesheet v Absence Balances
®

¢ Report Time

Hetum to Seled le;)lnvm:
i Weekly lime Entry
T) Weekly Tune Summary Slck Balance

As Of 11/30/2018 0.00 Hours

@ Payable Time
“Disclaimer The current balance does not reflect absences that have not been processed

1§} Leave / Comp Time G St Balance

|\l Request Absence

! Cancel Absences cli ck the‘ armwtothe 'e&

I View Requests of Forecast Balance.

|§! Absence Balances
(@ Manage Exceptions

- Worklorce Availability

Click the arrow to the left of Forecast Balance.
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< Time Balances

»
@

Vacation Balance

As Of 09/30/2019 114 00 Hours
Sick Balance

As Of 09/30/12019 114.00 Hours

*Disclaimer The current balance does not reflect absences that have not been precessed

w Forecast Balance

As of Date | 01/14/2020
Filter by Type @ All v

*Absence Name = Select Absence Name v

The Forecast Balance displays an absence balance of
absence events in a specific time period. You will select
an Absence Name to forecast the balance according to
the specific calendar date.

Select ‘Next’ to continue.

The Forecast Balance displays an absence balance of absebce events in a
specific time period. You will select an Absence Name to forecast the balance
according to the specific calendar date.
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< Time Balances

»
@

Vacation Balance
As Of 09/30/2019 114 00 Hours

Sick Balance
As Of 09/30/12019 114.00 Hours

*Disclaimer The current balance does not reflect absences that have not been precessed
w Forecast Balance
As of Date | 01/14/2020

Filter by Type @ All

“Absence Name | 02 - Vacation

Forecast Balance dick the ’F“”f by W drop-
down arrow to view options.

Click the ‘Filter by Type’ drop-down arrow to view options.
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< Time Balances

Vacation Balance
As Of 09/30/2019

Sick Balance
As Of 09/30/2019

“Disclaimer The current balance does not reflect absences that have not been processed

w« Forecast Balance

As of Date 01/14/2020 =)

Filter by Type | All v %

"Absence Name | Bereavement v
Blood Donation
Foster Parent Program
Jury Duty
Leave Without Pay
Parent Teacher Conference
Sick

Vacation \

114 00 Howrs

114 00 Houwrs

Note: You will have several
options to choose the Filter
by Type absences.

Select ‘Next’ to continue.

Note: You will have several options to choose the Filter by Type absences.
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< Time Balances A @ ©

Vacation Balance

As Of 09/30/2019 114 00 Hours

Sick Balance

As Of 09/30/2019 114.00 Hours

*Disclaimer The current balance does not reflect absences that have not been precessed
w Forecast Balance

As of Date | 01/14/2020
Filter by Type @ All v
“Absence Name | 02 - Vacation : Current Balance 114.00 Hours™*
Forecast Balance
Click the ‘Absence Name’ drop-

down arrow to view options.

Click the ‘Absence Name’ drop-down arrow to view options.
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< Time Balances A @ ©
Vacation Balance
As Of 09/30/2019 114 00 Hours
Sick Balance
As Of 09/30/12019 114.00 Hours
“Disclaimer The current balance does not reflect absences that have not been precessed
w Forecast Balance
As of Date | 01/14/2020
Filter by Type @ All v 4 )
“Absence Name | Select Absence Name v Note: You will have several
01 - Sick Leave ‘ options to choose the Absence
02 - Vacation Name.
03 - Leave Without Pay
04 - Jury Duty
05 - Parent Teacher Conference Select ‘Next’ to continue.
08 - Bereavement
07 - Blood Donation \ v

08 - Foster Parent Crt Hearing

Select Absence Name

Note: You will have several options to choose the Absence Name.
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< Time Balances

»
@

Vacation Balance
As Of 09/30/2019 114 00 Hours

Sick Balance
As Of 09/30/12019 114.00 Hours

“Disclaimer The current balance does not reflect absences that have not been precessed
w Forecast Balance
As of Date | 01/14/2020

Filter by Type @ All v

“Absence Name | 02 - Vacation v Current Balance 114.00 Hours**

Forecast Balance

In this example, you selected to run the forecast balance
process for the vacation absence type. The current
balance available for the vacation absence is 114 hours.

Select ‘Next’ to continue.

In this example, you selected to run the forecast balance process for the vacation
absence type. The current balance available for the vacation absence is 114
hours.
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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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Working with Delegations

Working with Delegations @HAWAH' o

Lesson Scenario

In this lesson, you will learn how to:

1. Delegate Approvals
2. Accept Delegations

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to:

1. Delegate Approvals
2. Accept a Delegation
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oL HAWANI™

Delegate Approvals

Accept Delegations

Select any button above to learn more!

Select ‘Next’ to continue.

Delegate Approvals

Accept Delegations

Delegate Approvals
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Delegate Approvals

Delegate Approvals @HAWAH'F

Lesson Scenario

In this lesson, you will learn to delegate approvals.

Approvers can delegate the approval of time, overtime
requests, and absence approval requests to a proxy.

The delegation must be done in advance of the days you need
the proxy to act on your behalf. Delegations are not meant to
circumvent the hierarchy in your organization.

Note: Please review the delegation scenario guide posted in
the Resource section of the LMS or also available on HIP
support portal.
https://ags.hawaii.gov/hip/files/2020/09/Delegation-Guide.pdf
as well the SOPP for delegation information.

Select ‘Next’ to continue.

Approvers can delegate the approval of time, overtime requests, and absence
approval requests to a proxy.

The delegation must be done in advance of the days you need the proxy to act
on your behalf. Delegations are not meant to circumvent the hierarchy in your
organization.

Note: Please review the delegation scenario guide posted in Resource section
of the LMS or also available on HIP support portal.
https://ags.hawaii.gov/hip/files/2020/09/Delegation-Guide.pdf as well the SOPP
for delegation information.
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';‘7— HAWAI|™ R ¥ Employee Self-Service
W-2/W-2¢ Consent
Begin by navigating to the Manage Delegation page in
the Self Service module. Click the NavBar icon.
—u— v
View W-2/W-2¢ Forms Time Pay Statements

oRACLE » ———

Last Pay Date 10/04/2019

Personal Details Classic Home Security Setup Required

= ORACLE
w‘ ﬁ PEOPLESOFT

Direct Deposit

Begin by navigating to the Manage Delegation page in the Self Service module.

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

State Of Hawaii

Fusion Integration

Benefits >
Compensation >
Stock >
Time and Labor >
| Payroll for North America >

Global Payroll & Absence Mgmt 5

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

: @ ‘ Self Service * ‘
-
= @I | Benefits >
Recent Places
Stock Activity >
Navigator Leave Transfer Requests >
Leaming and Development >

Performance Management

Workflow User Preferences

Click Manage Delegation on the list of options.
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Manage Delegation

The Manage Delegation page displays. To delegate a proxy to
act on your behalf, click the link at the bottom of the page.

Joe Doe

Some of your self-service Iransactions can be delegated so that others may acl on your behalf lo iniliate and/or
approve transactions for you and/or your employeas. In addition, others may have delegated responsiblity for
their transactions to you.

@i Leam More about Delegaticn
Select Create Delegation Request to choose transactions to delegaie and proxi i 2 if.
Create Delegation Request I

Click the Create Delegation Request link.

The Manage Delegation page displays. To delegate a proxy to act on your
behalf, click the link at the bottom of the page.

Click the Create Delegation Request link.
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SELHAWAII

Create Delegation Request - ~

Enter the dates for your delegation request.
Enter Dates i
= = Enter a From Date that is today or later.
B Note: The From Date defaults to today’s date.

Enter the dates for your delegation request. Enter a From Date that is to = Enter a To Date that is the same as or
same as or later than your From Date. For open-ended delegation reque
later than the From Date.

Note: For open-ended delegation requests,
Delegation Dates leave the To Date blank.

From Date |01/1472020

To Date

Next Cancel
- = For this example, leave the From Date and

enter 01/31/2020 as the To Date.

Click the To Date calendar icon.

Enter the dates for your delegation request.
= Enter a From Date that is today or later.
Note: The From Date defaults to today’s date.

= Enter a To Date that is the same as or later than the From Date.
Note: For open-ended delegation requests, leave the To Date blank.

For this example, leave the From Date and enter 01/31/2020 as the To Date.

Click the To Date calendar icon.
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Manage Delegation & Home

Create Delegation Request

Enter Dates

Joe Doe

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that is the
same as or later than your From Date. For open-ended delegation requests, leave the To Date blank

Delegation Dates

From Date |01/142020 [*=
s Calendar
To Date January v 2020 v
s M T W T F S
Next Cancel ¥ 2 i3 4
5 6 7 g8 95 10 11

Sign Out

12 13114 |15 18 17 18 .
] Click ‘31’ on the calendar to select
19 20 21 22 23 _24 25

- the date of January 31, 2020.
26 27 28 29 1041

Click ‘31’ on the calendar to select the date of January 31, 2020.
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Sign Out

Create Delegation Request

Enter Dates

Joe Doe

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that is the
same as or later than your From Date. For open-ended delegation requests, leave the To Date blank

Delegation Dates
From Date 01/14/2020

To Date |01/31/2020{

[ Next Cancel

Click the Next button.

Click the Next button.
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SELHAWAII % L

New V Helg Personahize Page

Create Delegation Request

Select Transactions

Joe Doe

Select the transactions that you want to delegate to a proxy. You can select one or many transactions

Delegate Transactions

Transaction
You can choose to select one or more

Absence Cancelation transactions to delegate to a proxy.

Employee Absence Balance

Click the checkbox next to
Employee Absence Request.

Employse Absence History Fluid

mployee Absence Request

You can choose to select one or more transactions to delegate to a proxy.

Click the checkbox next to Employee Absence Request.
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Sl HAWAI e

Create Delegation Request

New Window Helg Personahize Page

Select Transactions

Joe Doe

Select the transactions that you want to delegate to a proxy. You can select one or many transactions

Delegate Transactions

Transaction

Absence Cancelation

Employee Absence Balance

Empleyee Absence Balance Fluid

Employee Absence Cancel Fluid

Click below the scroll bar to

Employee Absence History move down the page.

Employse Absence History Fluid

i Employee Absence Request

J

Click below the scroll bar to move down the page.
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Employee Absen ancel Flud

Employee Absence History

Employee Absence History Fluid

i#i  Employee Absence Request

Employee Absence Reques! Flud

Manage Approve Overiime

Manage Approve Payable Time

Manage Approve Reported Time

Manage Overlime Request

Manage Report Time Fluid

Manage Reported Time

Manager Abs Cancelation Fluid Click the Next button.

w
1)
1]

ct All Deselect Al

Previous I Next I Cancel

Click the Next button.
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SELHAWAII s ®

New Window Help Personalize Page

Create Delegation Request

Select Proxy by Hierarchy This page displays persons within your

e hierarchy that you can select as proxies.

Note: Please ensure delegations are to

i within v G A ca | 9 . . . .
This page displays persons within your hierarchy that you can select as proxies. 3 people hlgher up in your organization so

the name tc select that person as a proxy. You can also select the Search by Nani

ProXias ojitsie your: hierafchy. subordinates are not able to approve
S2arch 0Y Nae . their own time and leave transactions as
Choose Delegate your proxy. (Not lateral or below you)
Organizational
o D R;?’ﬁ“s“i" Use the radio button next to the name of P
o D Eolive the person to select that person as a
proxy.
Cindy Doe Employee
You can also select the Search by Name
Click the radio button next to ‘Joan Doe’ | hyperlink to search for proxies outside
to select her as your proxy. ' your hierarchy.

This page displays persons within your hierarchy that you can select as proxies.

Note: Please ensure delegations are to people higher up in your organization so
subordinates are not able to approve their own time and leave transactions as
your proxy. (Not lateral or below you).

Use the radio button next to the name of the person to select that person as a
proxy.

You can also select the Search by Name hyperlink to search for proxies outside
your hierarchy.
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Create Delegation Request

New Window Helg Personahize Page

Select Proxy by Hierarchy

Joe Doe

This page displays persons within your hierarchy that you can select as proxies. Select the radio button next to
the name tc select that person as a proxy. You can also select the Search by Name hyperlink to search for
proxies outside your hierarchy.

Search by Name

Choose Delegate

Organizational
Name Empl ID Relationship Job Title Department Sup
Joan Doe Employee
Cindy Doe Employee
Previous Next Cancel
Click the Next button.

Click the Next button.
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Empiayee Seif-Service Manage [ Ragation

& Home Sign Out

Create Delegation Request

Delegation Detail

Joe Doe

Proxy JoanDce
From Date  (01/14/2020
To Date (01/31/2020

Transactions

Employee Absence Request

Previous Cancel

Click the Submit button.

Click the Submit button.
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S MAWAI s

Create Delegation Request

Joe Doe

You have successfully submitted z delegation request. Refer to the My Proxies page to view the status of the
request

[ O J

Click the OK button.

Click the OK button.
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Manage Delegation

Joe Doe
Some of your self-service Iransactions can be delegated so that others may acl on your behalf lo iniliate and/or

approve transactions for you and/or your employeas. In addition, others may have delegated responsiblity for
their transactions to you.

@i Leam More about Delegation
Select Create Delegation Request to choose transactions tc delegate and proxies to act on your behaif.
Create Delegation Request

Select Review My Proxies to review the list of ransactions that you have delegated and the proxy for each
transaction

Review My Proxies

The proxy must accept the delegation request to conclude the delegation process.

Note: The person designated as proxy will receive an email notification.

Select ‘Next’ to continue.

The proxy must accept the delegation request to conclude the delegation
process.

Note: The person designated as proxy will receive an email notification.
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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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Accept Delegations @HAWAH'F g

Lesson Scenario

In this lesson, you will learn to accept delegations.

When a supervisor creates a delegation request, the
proxy must accept it.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to accept delegations.

When an supervisor creates a delegation request, the proxy must accept it.

September, 2020 Version 1 Page 265



o HAWA|rome:

Course 110- MSS - Supervisors

';‘7— HAWAI|™ R ¥ Employee Self-Service
W-2/W-2¢ Consent
Begin by navigating to the Manage Delegation page in
the Self Service module. Click the NavBar icon.
—u— v
View W-2/W-2¢ Forms Time Pay Statements

oRACLE » ———

Last Pay Date 10/04/2019

Personal Details Classic Home Security Setup Required

= ORACLE
w‘ ﬁ PEOPLESOFT

Direct Deposit

Begin by navigating to the Manage Delegation page in the Self Service module.

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

State Of Hawaii

Fusion Integration

Benefits >
Compensation >
Stock >
Time and Labor >
| Payroll for North America >

Global Payroll & Absence Mgmt 5

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

: @ ‘ Self Service * ‘
-
= @I | Benefits >
Recent Places
Stock Activity >
Navigator Leave Transfer Requests >
Leaming and Development >

Performance Management

Workflow User Preferences

Click Manage Delegation on the list of options.

September, 2020 Version 1 Page 269



ELHAVAI2s,

Course 110- MSS - Supervisors

Favoriles ~ Main Menu ~ Emplayee Sgf : Manage Delegation & Home Sign Out

S HAWAI%:

Manage Delegation

New Window Hely Personalize Page

Joan Doe

Some of your self-service Iransactions can be delegated so that others may acl on your behalf lo iniliate and/or
approve transactions for you and/or your employeas. In addition, others may have delegated responsiblity for
their transactions to you.

@i Leam More about Delegation

Select Create Delegation Request to choose transactions tc delegate and proxies to act on your behaif.

2qation Request

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by others,
and to accept or rejed pending delegation requests

lRewew My Delegated Authonties

N

Click the Review My Delegated
Authorities link.

Click the Review My Delegated Authorities link.
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- \ format
SELHAWAII w55 @
A oW Help Personalize Page
7 Select the delegation request to accept
My Delegated Authorities . :
or reject. If applicable, you can select
more than one request.
Joan Doe
This page allows you lo view your delegated authonties Select a particular status and select Refresh 1o show the
matching requests. Select the information icon for request details.
; . __Refresh |
For this example, click the checkbox
-| for ‘Employee Absence Request’.
Name Job Title From Date To Date Request Status 's):al‘e:
| Fmployee Absence Request Joe Doe 01/14/2020 01/31/2020 Submitted Inacti
Select A desatect All Accept Reject
Return to Manage Delegaticn

Select the delegation request to accept or reject. If applicable, you can select
more than one request.

For this example, click the checkbox for ‘Employee Absence Request’.
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My Delegated Authorities

Joan Doe

This page allows you lo view your delegated authonties Select a particular status and select Refresh 1o show the
matching requests. Select the information icon for request details.

Show Requests by Status | Submitted v Refresh

Choose Delegate

Transaction Name Job Title From Date To Date Request Status ls)fal‘e:
¥ Employee Absence Request Joe Doe 01/14/2020 01/31/2020  Submitted Inacti
Select A desatect Al ! Accept Reject
Return to Manage Delegaticn I\
Click the Accept button.

Click the Accept button.
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Accept Delegation Request

Joan Doe

You have successfully accepted a delegation request. Refer to the My Delegated Authonties page to view
accepted delegation requests.

Click the OK button.

Click the OK button.

September, 2020 Version 1 Page 273



ELHAVAI2s,

Course 110- MSS - Supervisors

Favoriles ~ Main Menu ~ Empiayee Spit-Service Manage Delegation

& Home Sign Out

S HAWAIIoee ®

ersanahlize Fage

Manage Delegation

Joan Doe

Some of your self-service Iransactions can be delegated so that others may acl on your behalf lo iniliate and/or

approve transactions for you and/or your employeas. In addition, others may have delegated responsiblity for
their transactions to you.

@i Leam More about Delegation
Select Create Delegation Request to choose transactions tc delegate and proxies to act on your behaif.
Create Delegation Request

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by others,
and to accept or rejed pending delegation requests

Review My Delegated Authorities
r D
The delegation transaction is complete.
All approval/manage requests will be routed to you for the delegation period.
After the delegation period, the proxy forfeits the delegation authority.
Select ‘Next’ to continue.
\ v
] chio F

The delegation transaction is complete.

All approval/manage requests will be routed to you for the delegation period.

After the delegation period, the proxy forfeits the delegation authority.
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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 @HAWAH'

Lesson Scenario

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

You are a supervisor with two direct reports. You
want to view their payable time for the selected
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 supervisor 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.

September, 2020 Version 1 Page 276



ELHAVAI2s,

Course 110— MSS - Supervisors

'.,_" L §.|A\v‘l\,‘lz‘1w|| foee v Employee Self-Service

Begin by navigating to the Monthly Time Calendar page - »_
in the Manager Self Service module. Click the NavBar icon.

Pay Statements View W-2/W-2¢ Forms

W-2/W-2¢c Consent Security Setup Required

Set up your password security question
noreply@cherryroad com

Tax Withholding Beneficiary Designation

Last Pay Date 12/20/2019

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 >

Self Service

prce Administration

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

¢ { Manager Self Service

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

—_— ¢ | Time Management T
= —— ¢ |
Q| ! ;
Rocont Places | Manage Schedules > ‘
E Approve Time and Exceptions >

Hinvigulos Report Time >

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

4= View Time

S

©

me and Labor Launch Pad
Payable Time Summary
Payable Time Detail
Forecasted Time Summary
Forecasted Time Detail
Compensatory Time
Overtime Balances

Oveartime Raauests

Click Monthly Time Calendar on the list of options.
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Notification NavBar
New Window | Help | Personalize Page | &l

Monthly Time Calendar

“¥Employee Selection

Employee Selection Criteria [ Get Employees ]
Selection Criterion Selection Criterion Value Clear Criteria
Time Reporter Group = Q <
Employee ID The Monthly Time Calendar page displays. L
Empl Record

You can use the selection criteria to find the employees you
want to view or you can click the Get Employees button to

Last Name g -
view all of your direct reports.
First Name
Select ‘Next’ to continue.
Department L }
Suparvisor ID Q
Workgroup Q
v
< >

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.
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\QJ,HA\‘M orta Notification Ng?al

New Window Help Pers:

Monthly Time Calendar

¥ Employee Selection

Employee Selection Criteria ; : " Get Employees
poy For this example, click the
Selection Criterion Sel t
Get Employees button. T
Time Reporter Group A>3
Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor 1D Q
Workgroup Q
v
< >

For this example, click the Get Employees button.
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S HAWAII e L .

Notifcation NavBar

New Window Help Persona

Monthly Time Calendar

¥ Employee Selection

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value T
Clear Criteria
Time Reporter Group Q
Save Criteria
'
Employee ID Q
Empl Record Q
Last Name Q
First Name Click below the seroll bar to
move down the page.
Department
Supervisor 1D Q
Workgroup Q
—
< >

Click below the scroll bar to move down the page.
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S HAWAII e

In the View Criteria section, you can select the month and
Workgroup type of hours you would like to view on the calendar. e
This calendar will display reported hours for the month of
Daily Time Calendar February 2020. -
: Select ‘Next’ to continue.
w View Criteria (2
\, Y o
Month | 02 - February v Previous Month Next Month
2020
Year Reported or Payable Hours
@ Reported Hours
Start Time B | [ ~ . I
'Payable Hours
End Time M
Display Options @

Ll Show Schedule L Show Holidays L! Show Symbols

[ Show Training Hours ¥ Show Planned Overtime

M Show Absences [” Show Exceptions Refresh View

Monthly Time Calendar (@
Last Name First Name Employee ID Job Title Total Soa"t. v
< >

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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Q,HA\')V'A fivorrmation v ®

Notifcation NavBar

Workgroup Q ~

Daily Time Calendar In the Display Options section, you can select to hdar
view additional items, such as absences and

I G- i planned overtime.

Month | 02 - February v
Select ‘Next’ to continue.
Year | 2020 b
\ >

@ Reported Hours

Start Time vl
(Payable Hours

End Time M

Display Options (2

Ll Show Schedule L Show Holidays L! Show Symbols
[ Show Training Hours ¥ Show Planned Overtime

M Show Absences [” Show Exceptions Refresh View

Monthly Time Calendar (

Last Name First Name Employee ID Job Title Total Soa"t. v

< >

In the Display Options section, you can select to view additional items, such as
absences and planned overtime.
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Q,HA\')V'A fivorrmation v ®

Notifcation NavBar

Workgroup Q ~

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

Daily Time Calendar lonthly Time Calendar

w View Criteria (2
Month | 02 - February hd Previous Month Next Month

2020 v
Year o Reported or Payable Hours

li & Payabio Hours i

End Time hd A

Display Options | Click the Payable Hours radio button.

Start Time

[<

LI Show Sched LI Show Symbols
-
[ Show Training Hours M Show Planned Overtime
M Show Absences [” Show Exceptions Refresh View

Monthly Time Calendar (

Last Name First Name Employee ID Job Title Total 01
< >

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

Click the Payable Hours radio button.
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Q’HAWA i AddTo ~ » ®

Notifcation NavBar

Workgroup Q ~

Daily Time Calendar Weekly Time Calendar Monthly Time Calendar
w View Criteria (&
Month | 02 - February hd Previous Month Next Month
2020 v
Year = Reported or Payable Hours

(_ Reported Hours

Start T 34
a me — ‘®:Payable Hours
End Time b4
Display Options @
Ll Show Schedule L Show Holidays L! Show Symbols
[ Show Training Hours ¥ 3
M Show Absences [ % I‘Ir
Click the Refresh View button. Retresh View _ |
Monthly Time Calendar (@
Last Name First Name Employee ID Job Title Total Soa"t. v
< >

Click the Refresh View button.
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Q’HAWA i AddTo ~ » ®

Notifcation NavBar

Workgroup Q ~

Daily Time Calendar Weekly Time Calendar Monthly Time Calendar
w View Criteria (&
Month | 02 - February hd Previous Month Next Month
2020 v
Year = Reported or Payable Hours

(_ Reported Hours

Start Ti 3.4
a me — ‘®:Payable Hours
End Time hd
Display Options @
Ll Show Schedule L Show Holidays L! Show Symbols
[ Show Training Hours & Show Planned Overtime —
M Show Absences [” Show Exceptions Refresh View
Click below the seroll bar to ¢
move down the page.
Monthly Time Calendar (@
Last Name First Name Employee ID Job Title Total Soa"t. e
< >

Click below the scroll bar to move down the page.
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The Monthly Time Calendar displays for your direct reports. You may need X
to scroll to the right to see the payable hours they worked in February.
Monthly Time Calendar &)
Last Name First Name Employee ID Job Title Total so"’:-
Doe Lisa 80.00
Doe Mark 80.00
Legend
[:] Approved Absence Requested Absence Approved Overlime
r B
[ ] Default Reported/Payable Time
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
Manager Self Service Select ‘Next’ to continue.
Time Management L J
v
< >

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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S HAWAII e e

Notificalion NavBar

Monthly Time Calendar &

Last Name First Name Employee ID Job Title Total 5;:-

Doe Lisa 80.00

Doe Mark 80.00
Legend

[:] Approved Absence Requested Absence Approved Overlime

[ ] Default ReportediPayable Time

Links v
Miaiiager Se Service Click to the right of the scroll
Time Management bar to move across the page.

C e L.

Click to the right of the scroll bar to move across the page.
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Notifcation NavBar

Sun. | Mon. Tue. Wed. Thu. Fri. 7 Sat. Sun. "
02 03 04 05 06 07 08 09
[ wo J[ ww [ ww [[ wsw ][ se ] , ' [
Cwe T|[wme [Tew [ sw ][ we | |
r D
[T 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. N

For this example, you want to know whether either of

Delyuns Cance your employees has vacation or overtime planned for the

~ View Criteria @ first week of March.
Select ‘Next’ to continue.
Month | 02 - February v
\ »
2020 v
Year — Reported or Payable Hours
(’Reported Hours
Start Time i o
@® Payable Hours
End Time v
Display Options 2
[ Show Schedule [T Show Holidays [ Show Symbols
1 Show Training Hours M Show Planned Overtime
M Show Absences [ Show Exceptions Refresh View
Monthly Time Calendar &
Last Name First Name Employee ID Job Title Total S(;L
v
< >

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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& Home Sign Out

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

~
you want to view.
Daily Time Calendar Select ‘Next’ to continue. endar
~ View Criteria (@
Month | 02 - February v Previous Month Next Month
2020 v
Year — Reported or Payable Hours
( Reported Hours
Start Time 2 P
@® Payable Hours
End Time v
Display Options 2
[ Show Schedule [T Show Holidays [ Show Symbols
7 Show Training Hours M Show Planned Overtime
M Show Absences [ Show Exceptions Refresh View
Monthly Time Calendar &
Last Name First Name Employee ID Job Title Total S(;L
v

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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To change from February to March, you can either use the

drop-down menu, or you can click the Next Month link. A
Select ‘Next’ to continue.
Daily Time Calendar endar
o’
~ View Criteria @
Month | 02 - February v Previous Month Next Month
2020 v
Year — Reported or Payable Hours
T ( Reported Hours
Start Time 2 P
@® Payable Hours
End Time v
Display Options 2

[ Show Schedule [T Show Holidays [ Show Symbols

7 Show Training Hours M Show Planned Overtime

M Show Absences [ Show Exceptions Refresh View

Monthly Time Calendar &
Last Name First Name Employee ID Job Title Total S‘;L
v
< >

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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Q’HAWA i AddTo ~ » ®

Notifcation NavBar
~
Daily Time Calendar Weekiy Time Calendar Monthily Time Calendar
~ View Criteria @
Month | 02 - February v Previous Month Next Maonth
2020 v .
Year — Reported or Payable Hours
(Reported Hours
Start Time i 4 i
®Payable Hours Click the Next Month link.
End Time v
Display Options 2
[ Show Schedule [T Show Holidays [ Show Symbols
7 Show Training Hours M Show Planned Overtime
M Show Absences [ Show Exceptions Refresh View
Monthly Time Calendar &
Last Name First Name Employee ID Job Title Total S(;L
v
<

Click the Next Month link.
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Notifcation NavBar

Supervisor 1D Q A
Workgroup Q
r \
Daily Time Calendar talendar

Review the Display Options and check or uncheck as

~ View Criteria @ .
necessary based on the data you want to view.

Month | 03 - March

g 2020 For this example, the correct boxes are checked.
ear
e —— Select ‘Next’ to continue.
\, o’
End Time v

Display Options )

[C] Show Schedule [C Show Holidays [0 Show Symbols
[ Show Training Hours M Show Planned Overtime |
¥ Show Absences [ Show Exceptions Refresh View

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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Notifcation NavBar

Supervisor 1D Q A
Workgroup Q
Daily Time Calendar Weekily Time Calendar Monthly Time Calendar

v View Criteria @

Month | 03 - March v Previous Month iNext Wonthi
2020 v
Year = Reported or Payable Hours
@ Reported Hours
Start Time b X
CJ Payable Hours
End Time v
_ - Click the Refresh View button.
Display Options .
[] Show Schedule [C Show Holidays
[ Show Training Hours M Show Planned Overtime
M Show Absences [C Show Exceptions

Monthly Time Calendar (2
<

Click the Refresh View button.
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Notifcation NavBar

Supervisor 1D Q A
Workgroup Q
Daily Time Calendar Weekily Time Calendar Monthly Time Calendar

v View Criteria @

Month | 03 - March (vl Previous Month iNext Month;
2020 v
Year = Reported or Payable Hours
@ Reported Hours
Start Time b X
CJ Payable Hours
End Time v
Display Options ) -
[] Show Schedule [C Show Holidays [0 Show Symbols
[ Show Training Hours M Show Planned Overtime
M Show Absences [C Show Exceptions
Click below the seroll bar to
move down the page.
= —
Monthly Time Calendar (»
< >

Click below the scroll bar to move down the page.
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Notifcation NavBar

L! Show Training Hours ¥ Show Planned Overtime A
i Show Absences Refresh View

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

Monthly Time Calendar (@

Last Name First Name Employee ID Job Title Total 53‘1"
Doe Lisa
Doe Mark 2400
Legend
Approved Absence [ Requested Absence [ Approved Overtme
Links

N = Click to the right of the seroll
Manager Self Service ; )
Tiins Mageimant bar to move across the page.

!

v

1l>

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 days of the week while the other employee is not taking any

Re vacation next week. Neither employee has any planned overtime.
Select ‘Next’ to continue.
Total Sun. Mon. Tue. Wed. Thu. Fri. Sat.
o1 02 03 04 05 06 07

2400 0§ % [ e

[ Approved Overtime [ 1 Requested Overtime
v

< >

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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When you finish viewing the e
Refresh View calendar, click the Home icon.
Total Sun. Mon. Tue. Wed. Thu. Fri. Sat.
01 02 03 04 05 06 07
2400 [Ty 0800 | [ mw
[ Approved Overtime [ 1 Requested Ovettime
v
< >

When you finish viewing the calendar, click the Home icon.
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Monitor Approvals Approvals Time and Labor WorkCenter

You can now complete any additional
supervisor tasks, or you can sign out of the
system.

Select ‘Next’ to continue.

You can now complete any additional manager tasks, or you can sign out of the
system.
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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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Hawaii Information Portal Service Center

If you need assistance using the Hawaii Information Portal for Time
and Leave:

See complete instructions available at: https://ags.hawaii.gov/hip/for-supervisors/

For further assistance, contact your local timekeeper. To assist you with locating your local
timekeeper, a listing is provided at: https://ags.hawaii.gov/hip/get-time-and-leave-help/

Consult applicable Collective Bargaining Agreements for detailed rules for union members.

Select ‘Next’ to continue.

ash
6
R

See complete instructions available at: https://ags.hawaii.gov/hip/for-supervisors/

For further assistance, contact your local timekeeper. To assist you with locating
your local timekeeper, a listing is provided at: https://ags.hawaii.gov/hip/get-time-
and-leave-help/

Consult applicable Collective Bargaining Agreements for detailed rules for union
members.
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End
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Congratulations!
You’ve completed
this Section 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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