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Duration

Course Duration S HAWAI ey

This course will take approximately 1.5 hours.

You can complqgé-'iig‘ 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.

This course will take approximately 1.5 hours.
You can complete it all today or by sections.
It’s really up to you.

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

August 2021, Version 3 Page 2



e HAWAIIe e

Course 200 — ESS Absence Management

Preparation

S HAWAIFromser

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 your training session.

You should close all other applications including your email while taking the
course and silence your cell phone.
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Table of Contents

S HAWAIrromses

Absence Management - Employee Self Service

Course Objectives | Need Help? | Key Terminology
Absence Management Overview | Request or Donate Leave | View Absence Balances

THE ABOVE TOPICS ARE
COVERED IN THIS
COURSE.

SELECT ‘NEXT' TO CONTINUE

\

Absence Management — Employee Self-Service

Course Objectives

Need Help?

Key Terminology

Absence Management Overview
Request or Donate Leave

View Absences Balances
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Course Objective

o
i«
| e

Course Objectives

f
|

[

After completing this course, you will understand how to:

*  Find help and additional assistance with HIP Time and Leave features
* Request or Cancel an Absence

*  Submit a Donate Leave Request

*  Receive Donated Leave

*  View Leave Transfer Request History
®*  View Absence Balances

*  Submit an Extended Absence Request

Select ‘Next’ to continue.

After completing this course, you will understand how to

¢ Find help and additional assistance with HIP Time and Leave features
e Request or Cancel an Absence

e Submit a Donate Leave Request

e Receive Donated Leave

e View Leave Transfer Request History

e View Absence Balances

e Submit an Extended Absence Request
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Need Help?

S HAWAI e

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/time-and-leave/

For further assistance with absence requests, contact your local leave keeper. To assist you with
locating your local leave keeper, a listing is provided at: https://ags.hawaii.gov/hip/get-time-
and-leave-help/

For further assistance with extended absence requests, contact your HR resource (HR Admin or
Extended Absence Coordinator).

Consult applicable Collective Bargaining Agreements for detailed rules for union members.
-I
1 : i X
Select ‘Next’ to continue. =T
. e

If you need assistance using the Hawaii Information Portal Time and Leave:

See complete instructions available at: https://ags.hawaii.gov/hip/time-and-leave/

For further assistance with absence requests, contact your local leave keeper.
To assist you with locating your local leave keeper, a listing is a provided at:
https://ags.hawaii.gov/hip/time-and-leave-help/

For further assistance with extended absence requests, contact your HR
resource (HR Admin or Extended Absence Coordinator).

Consult applicable Collective Bargaining Agreements for detailed rules for union
members.
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Key Terminology

QHAWAHW“??NE’ Key Te rminOIOgy

Absence Reason Approved Absence Absence Forecasting

Absence Request Donate Leave Request Push Back Absence

Absence Name Extended Absence Entitlement

The terms above will be explained in this section.

Select ‘Next’ to continue.

The terms above will be explained in this section.
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Sl HAWA e Key Terminology

Absence Reason

Definition:
A specific cause of absence that can be selected during
absence recording.

Note: Providing an absence reason for a regular absence
is optional. HIP will provide you options based on the
Absence Name you choose.

Select ‘Next’ to continue.

Absence Reason —
A specific cause of absence that can be selected during absence recording.

Note: Providing an absence reason for a regular absence is optional. HIP will
provide you options based on the Absence Name you choose.
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g;HAWAHiMM‘rm?E Key Termin0|0gy

Absence Request

Definition:

A request by an employee for time off for sick, vacation,

bereavement (funeral leave) or other time away from work. 4l ;

Select ‘Next’ to continue.

Absence Request —

A request by an employee for time off for sick, vacation, military, bereavement
(funeral leave) or other time away from work.
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AL HAWAFromeser Key Terminology

Absence Name

A grouping of absences based on shared reasons, for

Definition:

example Sick Leave, Vacation, Leave Without Pay, Jury Duty, e -
Parent Teacher Conference, Bereavement (Funeral Leave), 8
Blood Donation, Foster Parent Court Hearing, Medical
Treatment Leave, Admin Leave - Covid19 Vaccination.

Select ‘Next’ to continue.

Absence Name —

A grouping of absences based on shared reasons, for example Sick Leave,
Vacation, Leave Without Pay, Jury Duty, Parent Teacher Conference,
Bereavement (Funeral Leave), Blood Donation, Foster Parent Court Hearing,
Medical Treatment Leave, Admin Leave — Covid19 Vaccination.
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Key Terminology

Approved Absence

Definition:

An absence that has been approved by the Supervisor or
Human Resource/Extended Absence Administrator for the

requested time off.

Select ‘Next’ to continue.

Approved Absence —

An absence that has been approved by the Supervisor or Human
Resource/Extended Absence Administrator for the requested time off.
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AL HAWAFromeser Key Terminology

Donate Leave Request

Definition:

An employee may donate earned vacation leave to a bank.
This bank is used to provide leave to employees who have
exhausted all their leave time for a life changing event.

Select ‘Next’ to continue.

Donate Leave Request —

An employee may donate accrued vacation leave to a bank. This bank is used to
provide leave to employees who have exhausted all their leave time for a life

changing event.
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AL HAWAFromeser Key Terminology

Extended Absence

Definition:

An absence that requires more leave due to extended life
circumstances such as Bone Marrow/Organ Donor, FMLA,
Hawaii Family Leave Law, Military, Workers’ Comp, TDI,
Sabbatical/Professional/Study Leave.

Select ‘Next’ to continue.

Extended Absence —

An absence that requires more leave due to extended life circumstances such as
Bone Marrow/Organ Donor, FMLA, Hawaii Family Leave Law, Military, Workers’
Comp, TDI, Sabbatical/Professional/Study Leave.
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Key Terminology

Absence Forecasting

A feature that allows the system to determine if there will be

Definition:

enough balance based on existing requests and entltlements ‘/ e

Select ‘Next’ to continue.

Absence Forecasting —

A feature that allows the system to determine if there will be enough balance
based on existing requests and entitlements.
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Key Terminology

Push Back Absence

Definition:

An Absence that has been pushed back from the supervisor

to request more information or Absence Request revision.

Select ‘Next’ to continue.

Push Back Absence —

An Absence that has been pushed back from the supervisor to request more
information or Absence Request revision.
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AL HAWAFromeser Key Terminology

Definition:

Leave earned based on eligible hours worked. Also

referred to as leave accrued or leave earned in HIP.

Note: Leave is earned based on eligible hours

according to your CBA.

Select ‘Next’ to continue.

Entitlement —

Leave earned based on eligible hours worked. Also referred to as leave accrued
or leave earned in HIP.

Note: Leave is earned based on eligible hours according to your CBA.
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Absence Mgmt Overview

Information

Absence Management Overview QHAWAH Port:

The Absence management module is used to manage
absences such as vacation, family leave, sick leave,
military, victim leave, union business, bereavement or
other types of leave for the State of Hawaii. This
module is also used to maintain absence records and
reporting to payroll and time and labor for all
employees.

Select ‘Next’ to continue.

Absence Management Overview

The Absence management module is used to manage absences such as
vacation, family leave, sick leave, military, victim leave, union business,
bereavement, or other types of leave for the State of Hawaii. This module is also
used to maintain absence records and reporting to payroll and time and labor for
all employees.
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How are Absences Entered?

Absences Entered Overview:
Employees:

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

Supervisors:

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

Select ‘Next’ to continue.

How are Absences Entered?

Employees:

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

Supervisors:
Supervisors have the authority to enter absences on behalf of their direct reports

in the system. The absence will be auto-approved in the system and then
processed accordingly.
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Absences Approval Process

Steps for Approval:

1. The request is submitted in the HIP Employee
Self Service.

2. The Absence request is routed to the supervisor
or HR Admin/Extended Absence Coordinator
(Approver) based on the type of absence.

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

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

5. Absence hours are sent to the timesheet and

processed as either paid or unpaid hours on the
paycheck.

Select ‘Next’ to continue.

Steps for Approval:

1. The request is submitted in the HIP Employee Self Service.

2. The Absence request is routed to the supervisor or HR Admin/Extended
Absence Coordinator (Approver) based on the type of absence.

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

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

5. Absence hours are sent to the timesheet and processed as either paid or
unpaid hours on the paycheck.
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Roles and Responsibilities @HAWAHI

Employee:

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

* View request details with approval status.

* View request details entered by someone else
on your behalf.

* View absence events entered on timesheets.

* View absence entitlement balances which are
your earned leave.

Select ‘Next’ to continue.

Employee:

¢ Add, edit, forecast, submit, save and cancel absence request.
¢ View request details with approval status.

¢ View request details entered by someone else on your behalf.
¢ View request details entered by someone else on your behalf.
¢ View absence events entered on timesheets.

¢ View absence entitlement balances which are your earned leave.
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Roles and Responsibilities @HAWAH'F}

Approver (Supervisor, HR Admin/Extended

Absence Coordinator):

* Perform all employee self-service absence
tasks on behalf of employees if necessary.
Supervisor may work with the leave keeper or
HR to manage this task.

* View absence requests for employees.

* Approve or push back absence request
submitted by direct reports.

* View a monthly calendar for direct reports.

Select ‘Next’ to continue.

Approvers (such as Supervisors, HR Admins/Extended Absence
Coordinators):

e Perform all employee self-service absence tasks on behalf of employees if
necessary. Supervisor may work with the leave keeper or HR to manage
this task.

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

¢ View a monthly calendar for direct reports.
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How are Absences Corrected? @HAWAHIF}

Absence Correction Process:

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

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

3. Balance Adjustments can be made by your HR
administration.

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

Select ‘Next’ to continue.

Absence Correction Process:

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

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

3. Balance Adjustments can be made by your HR administration.

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

S HAWAIFromser

Requesting Leave

Request an Absence
Cancel an Absence Request

Extended Absence Request

Donate Leave and View History

The above topics are covered in this section.

Select ‘Next’ to continue.

Requesting Leave

Request an Absence
Cancel an Absence Request
Extended Absence Request

Donate Leave and View History
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Request an Absence

Request an Absence &LHAWAH'F 2

Lesson Scenario

In this lesson you will complete an absence request.

Select ‘Next’ to continue.

Lesson Scenatrio:

In this lesson you will complete an absence request.
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;\EJ;'{AWAH formanon v Employee Self-Service

Beneficiary Designation Beneficiary Designation View W-2/W-2¢ Forms

The Hawaii Information Portal home page displays a list of
w-2w-2cq tiles that provide the information to access various areas of
details to perform employee self-service tasks.

The Employee Self-Service page provides access to HR and
payroll related information, time entry and absence
activities.

Select ‘Next’ to continue.

The Hawaii Information Portal home page displays a list of tiles that provide the
information to access various areas of details to perform employee self-service
tasks.

The Employee Self-Service page provides access to HR and payroll related
information, time entry and absence activities.
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¥ Employee Self-Service

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

W-2/W-2¢ Consent

Last Pay Date 05/05/2021

Click the ‘Time’ option.
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< Employee Self-Service

Overtime Requests Enter Time Weekly Time
08/01/21 - 05/16/21 06/08/21 - 06/15/21

@ Reported 2.00 @ Reported 0.00

n

©® Scheduled 80.00 @ Scheduled 40.00

Comp Time Request Absence Cancel Absences

000 1 i |

Balance Hours

View Requests Absence Balances Extended Absence Request

The Time page displays a list of tiles that provide the
information to access various areas of details to perform
time related activities. In this example, you will locate

the Absence information tiles.
Select ‘Next’ to continue.

The Time page displays a list of tiles that provide the information to access
various areas of details to perform time related activities. In this example, you will
locate the Absence information tiles.
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< Employee Self-Service

Overime RealS  The Time home page displays absence tiles that will

allow employees to request an absence, cancel an
absence, view current and past absences, view absence
balances and request an ‘Extended Absence Request’.

Select ‘Next’ to continue.

Request Absence Cancel Absences

m | P

View Requests Absence Balances Extended Absence Request

| L1 | g

The Time home page displays absence tiles that will allow employees to request
an absence, cancel an absence, view current and past absences, view absence
balances and request an ‘Extended Absence Request'.
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< Employee Self-Service

Overtime Requests Enter Time Weekly Time
05/01/21 - 05/16/21 08/08/21 - 05/15/21

@ Reported 2.00 @ Reported 0.00

@ Scheduled 80.00 ® Scheduled 40.00

Request Absence

View Requests Absence Balances Extended Absence Request

| g I8!

Click the ‘Request Absence’ option.
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< Time Request Absence A ®

*Absence Name | Select Absence Name

Click the ‘“Absence Name’
drop-down arrow.

Click the ‘Absence Name’ drop-down arrow.
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< Time Request Absence A ®

*Absence Name | Sgledt Absence Name v
01 - Sick Leave

02 - Vacation

U3 Leave Wihou: Pay

04 - Jury Duty

05 - Parent Teacher Conference
06 - BereavementFuneral

oz Dl Dot

08 - Foster Parenl Crl Heanng I

The Request Absence page displays a list of absences such as
Admin Leave - Covid19 Vaccination, Sick Leave, Vacation, Leave
Without Pay, Jury Duty, Parent Teacher Conference,
Bereavement, Blood Donation, Foster Parent Court Hearing and
Medical Treatment Leave. Admin Leave — Covid19 Vaccination,
Sick, Vacation and Foster Parent Court Hearing requires
forecasting which confirms you have enough balance to cover
the absence.

Note: These types of absences absences will be routed to the
supervisor for approval.

Select ‘Next’ to continue.

The Request Absence page displays a list of absences such as Admin Leave -
Covid19 Vaccination, Sick Leave, Vacation, Leave Without Pay, Jury Duty,
Parent Teacher Conference, Bereavement, Blood Donation, Foster Parent Court
Hearing and Medical Treatment Leave. Admin Leave — Covid19 Vaccination,
Sick, Vacation and Foster Parent Court Hearing requires forecasting which
confirms you have enough balance to cover the absence.

Note: These types of absences will be routed to the supervisor for approval.
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¢ Time Request Absence A 0O

"Absence Name [In{ " sick | cave

2 - Vacabon

- Jury Duty
- Parent Teacher Conference
Bereavement
[ - Blood Donation
- Foster Parent Crt Hearing

9 - Medical Treatment Leave

Note:
Vacation and Sick are separate accruals and the system allows
both Sick and Vacation leave to be requested separately on the
same date.

Select ‘Next’ to continue.

Note:
Vacation and Sick are separate accruals and the system allows both Sick and

Vacation leave to be requested separately on the same date.

Select ‘Vacation’ from the list to initiate the absence request.
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< Time Request Absence A 0

*Absence Name | 02 - Vacation v

Reason | Select Absence Reason v

*Start Date | 05/11/2021 [l
End Date E
Duration |8.00 Hours
'8 '
You will select the following attributes for this absence: >

* Absence Name
* Reason

* Start Date

* End Date
Attachments
The duration will auto-populate according to the number of days
selected. The asterisks indicate any required fields.

Add Attachment
Select ‘Next’ to continue.

You will select the following attributes for this absence:

e Absence Name
eReason

e Start Date

e End Date

The duration will auto-populate according to the number of days selected. The
asterisks indicate any required fields.
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< Time Request Absence A 0

*Absence Name = 02 - Vacation v

Reason | Select Absence ReascE
ACiois MNose OC/14J2094 A

Click the ‘Reason’ drop-down arrow.

Duration 800 Hours
Partial Days None >
Check Eligibility
Comments

Attachments

You have not added any Attachments

Add Attachment
Balance Information

As Of 04/30/2021 515.50 Hours™"

Click the ‘Reason’ drop-down arrow.
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< Time Request Absence

»
@

*Absence Name @ 02 - Vacation v

Reason | Select Absence Reason v

| Military
“Start Date | Other |
End Date | Sick
TDI Denied
Uni igess
Vacation
Victigd eave

Duration

1

Select the ‘Vacation’ reason.

Comments

Attachments
You have not added any Attachments

Add Attachment

Balance Information

As Of 04/30/2021 515.50 Hours™

Select the ‘Vacation’ reason.
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< Time Request Absence A 0@

Click the Check Eligibility button to
check balances while reporting the
absences for Admin Leave — Covid19

*Absence Name @ 02 - Vacation

Reason | Vacation v Vaccination, Sick, Vacation and Foster
Parent leave absences only. The
“Start Date | 05/11/2021 [z Check Eligibility button is not used for
End Date 051192021 R S sl

You can add comments, attachments

Duration |56.00 Hours and view balance information. If you
have any questions about required
Partial Days None attachments, please contact HR.
Check Eligibility Select ‘Next’ to continue.
Comments

Attachments

You have not added any Attachments

Add Attachment
Balance Information

As Of 04/30/2021 51550 Hours™

Click the Check Eligibility button to check balances while reporting the
absences for Admin Leave — Covid 19 Vaccination, Sick, Vacation and
Foster Parent leave absences only. The Check Eligibility button is not used for
other choices.

You can add comments, attachments, and view balance information. If you have
any guestions about attachments required, please contact HR.
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< Time Request Absence A : 0
Submit ]
*Absence Name & 02 - Vacation v
Reason | Vacation v
“Start Date | 05/11/2021 3|
End Date | 05/19/2021 ]
Duration |56.00 Hours
Partial Days None >

The Partial Days options provide: All Days, End Day
Only, None or Start Day only.

Note: The system defaults partial days to none and

Attachments auto populates to your scheduled hours (for example
8 hours). Employees can select fewer hours by
clicking Partial Days.

Add Attachment

Select ‘Next’ to continue.

Balance Information

As Of 04/30/2021 515.50 Hours™

The Partial Days options provide: All Days, End Day Only, None or Start Day
only.

Note: The system defaults partial days to none and auto populates to your
scheduled hours (for example8 hours). Employees can select fewer hours by
clicking Partial Days.
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< Time Request Absence A : 0
Submit
*Absence Name @ 02 - Vacation v
Reason | Vacation v
“Start Date |05/112021 [
End Date |05/19/2021 ]
Duration | 56.00 Hours
Partial Days None >
igibili ] = . TR Ty S
Chack Exgihility Click the ‘Check Eligibility’ button.
Comments
Attachments
You have not added any Attachments
Add Attachment
Balance Information
As Of 04/30/2021 515 .50 Hours™

Click the ‘Check Eligibility’ button.
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Forecast Successtul Enough Balance to cover the Take Requested
WARNING: If this absence request is beyond the current period, and in the event that you do not werk enough hours to eam your accruals this future
request may be subject to Leave Without Pay.
Date Time: May 11 2021 at 1153

Note: The message confirms that there is enough balance to
take the requested vacation time.

Note: The message confirms that there is enough balance to take the requested
vacation time.

Click the ‘OK’ button.
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< Time Request Absence A 0O
ﬁ
“Absence Name | 02 - Vacation v
Reason | Vacation v Click the ‘Submit’ button.
“Start Date | 05/11/2021 =]
End Date |05/19/2021 (=]
Duration | 56.00 Hours
Partial Days None >
Check Eligibility  View Eligibiity Details
Comments
Attachments
You have not added any Attachments
Add Attachment
Balance Information
As Of 04/30/2021 515.50 Hours**

Click the ‘Submit’ button.
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Are you sure you want 1o Submil this Absence
Request?

Click the “‘Yes’ button to confirm that the absence will be submitted.
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¢ Time Request Absence a 0@

Absence Name (2 - Vacation
Reason Vacation
Start Date (05/11/2021

End Date 05/192021

Duration 56 00 Hours

Partial Days None ]

Note: A brief message will display to confirm the

absence was submitted successfully. The absence has
a Submitted status.

Comments
Attachments

You have not added any Attachments. An e-mail notification to the employee will generate
automatically confirming the absence request
submitted. When the request is approved or pushed
back an e-mail notification will also be automatically
generated.

Balance Information

As OF 04/30/2021 51550
Request History

Approval Chain Select ‘Next’ to continue.

Note: A brief message will display to confirm the absence was submitted
successfully. The absence has a Submitted status.

An e-mail notification to the employee will generate automatically confirming the
absence request submitted. When the request is approved or pushed back an e-
mail notification will also be automatically generated.
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

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

Cancel an Absence Request @HAWAHIF

Lesson Scenario

In this lesson you will complete the following:

Cancel an absence request. You recently
remembered that the original absence submitted
has the incorrect dates. This requires you to cancel
the absence request.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete the following:

Cancel an absence request. You recently remembered that the original absence
submitted has the incorrect dates. This requires you to cancel the absence
request.
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|¥ Employee Self-Service

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

The Hawaii Information Portal home page displays a list of
tiles that provide the information to access various areas of
details to perform employee self-service tasks.

The Employee Self-Service page provides access to HR and
payroll related information, time entry and absence
activities.

Select ‘Next’ to continue.

The Hawaii Information Portal home page displays a list of tiles that provide the
information to access various areas of details to perform employee self-service
tasks.

The Employee Self-Service page provides access to HR and payroll related
information, time entry and absence activities.
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|¥ Employee Self-Service
Beneficiary Designation Beneficiary Designation View W-2/W-2¢ Forms

W

W-2/W-2¢ Consent

Last Pay Date 05/05/2021

Click the ‘Time’ option.
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< Employee Self-Service

Overtime Requests Enter Time
08/01/21 - 05/115/21

Weekly Time
05/09/21 - 05/15/21

Request Absence

The Time page displays a list of tiles that provide the
information to access various areas of details to perform
time related activities. In this example, you will locate
the Absence information tiles.

® Reported 32 00

@ Scheduled 40.00

Cancel Absences

The Time page displays a list of tiles that provide the information to access
various areas of details to perform time related activities. In this example, you will

locate the Absence information tiles.

Click the ‘Scroll bar’ to access additional information tiles.
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The Time page displays absence tiles that will allow you
to request an absence, cancel an absence, view current
and past absences, view absence balances and request
an extended absence.

Select ‘Next’ to continue.

Regquest Absence Cancel Absences

View Requests Absence Balances Extended Absence Request

® | W | P

The Time page displays absence tiles that will allow employees to request an
absence, cancel an absence, view current and past absences, view absence
balances and request an extended absence.
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Overtime Requests Enter Time Weekly Time
08/01/21 - 05/15/21 085/09/21 - 05/156i21
Comp Time

E)

Request Absence

View Requests Absence Balances Extended Absence Request

| g I8!

Click the ‘Cancel Absences’ option.
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¢ Time Cancel Absences A 0O

equests 17 rows

ation
: 08202021
Click the Filter icon.
02 - Vacation
Approved 05112021 0511802021
02 - Vacation Requests that fall within a 6 month window — 3 months in the past and 3
Approved months into the future — is the default display. If the request you are looking

for is not displayed, you can use the filter function.

01 - Sick Leave

Approved 05032021 3
02 - Vacation
Approved 2021
n 2 N
02 - Vacation
Approved 04722/2021 . -

Click the Filter icon

Requests that fall within a 6 month window — 3 months in the past and 3 months
into the future — is the default display. If the request you are looking for is not
displayed, you can use the filter function.
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cm| Filters

Begin Date (021102021

End Date | 06/09/2021

Absence Al Types

The Filters option enable you to search by Begin and End dates as well as
Absence type.

Select ‘Next’ to continue.

The Filters option enable you to search by Begin and End dates as well as
Absence type.
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< Time Cancel Absences A : @

View Requests 17 rows

-
N

02 - Vacation

Appraved 05202021 5

02 - Vacation
Appraved

P5112021 - 0SB0
Click the ‘02-Vacation’ row to

continue the cancel request.

02 - Vacation
Appraved

05072021 5

01 - Sick Leave

Approved 05032021 3

02 - Vacation

Approved D270 5

02 - Vacation
Appraoved

M2, .

Click the ‘02-Vacation’ View Requests button to open the request.
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¢ Cancel Absences Cancel Absence :

Return ta Cancel Absences
Cancel Absence
Absence Details
Absence Name 02 - Vacation
Reason Vacation
Start Date 05/20/2021

End Date 05/20/2021

Duration 2.00 Hours

Status App 2)

Comments 914 The Cancel page displays the details of the absence
e request. If the request is in the Submitted status please
Attachments ask your supervisor to Push Back the request. In this
example, you will cancel the previously approved
absence request.

You

Add Attachment
Please refer to full list of cancel absence scenarios for
additional guidance. https://ags.hawaii.gov/hip/time-

*Cancel Reason | S4  and-leave/

Cancel Details

Select ‘Next’ to continue.

Comments

The Cancel page displays the details of the absence request. If the request is in
the Submitted status, please ask your supervisor to Push Back. In this example,
you will cancel the previously approved absence request.

Please refer to full list of cancel absence scenarios for additional guidance.
https://ags.hawaii.gov/hip/time-and-leave/
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¢ Cancel Absences Cancel Absence A 0O

Absence Details
Absence Name (2 - Vacation
Reason Vacation
Start Date 05/20/2021

End Date 05/20/2021

Duration 2.00 Hours
Status Approved

Comments 9:15-1115am -2 hours
1151215 pm - lunch

Attachments

You have nol added any Altachments

Add Attachment

Cancel Details

2 Select the ‘Clncel Reason’ drop-
*Cancel Reason = Select Absence Reascﬂ : TOW '

Comments

Select the ‘Cancel Reason’ drop-down arrow.
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¢ Cancel Absences Cancel Absence A 0O

Absence Details
Absence Name (2 - Vacation
Reason Vacation
Start Date 05/20/2021

End Date 05/20/2021

Duration 200 Hours
Status Approved

Comments 9:15-1115am -2 hours
1151215 pm - lunch

Attachments
You have nol added any Attachments
Add Attachment

Cancel Details

*Cancel Reason | Select Absence Reason v

Select the ‘Not Valid option.

| Select Absence Reason

Comments

Select the ‘Not Valid’ option.
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< Cancel Absences

Cancel Absence

Return o Cancel Absences

Absence Details
Absence Name
Reason
Start Date

End Date

Duration
Status

Comments

Attachments

Add Attachment

Cancel Details

*Cancel Reason

Comments

02 - Vacation
Vacation
05/20/2021
05/20/2021

200 Hours
Approved

9:15-11:152am. - 2 hours
11:15-12:15pm - lunch

You have not added any Attachments

Not Valid v

Cancel Absence )

Enter ‘Please cancel my request’
‘the ‘Tab’ key to continue.

Enter ‘Please cancel my request’ in the comments field. Then click the ‘Tab’

key to continue.
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¢ Cancel Absences Cancel Absence A 0O

Return 1o Cancel Absances

Absence Details

A

Absence Name (2 - Vacation
Reason Vacation CliCk the'&n“lMWbm'

Start Date 05/20/2021

End Date 05/20/2021

Duration 200 Hours
Status Approved

Comments 9:15-1115am -2 hours
1151215 pm - lunch

Attachments
You have nol added any Attachments
Add Attachment

Cancel Details

*Cancel Reason | Not Vaiid v

Comments |** s e

Click the ‘Cancel Absence’ button.
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Avre you sure you want to Cancel this Absence
Request?

L

1

Note: The Supervisor must approve the cancellation
request prior to it being removed from the employee’s
absence requests.

Note: The Supervisor must approve the cancellation request prior to it being
removed from the employee’s absence requests.

Click the “‘Yes’ button to confirm the cancellation.
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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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Extended Absence Request

Extended Absence Request @HAWAH'

Lesson Scenario

In this lesson you will complete submitting an
extended absence request.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete submitting an extended absence request.
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L l 4 ‘:‘\»\:}"“! : ¥ Employee Seif-Service

Beneliciary Designation Tax Withholding View W-2IW-2¢ Forms W-2/W-2¢ Consent
00

L=

Time Pay Statements Porsonal Details Classic Home

(/) The Hawaii Information Portal home page displays a list of
tiles that provide the information to access various areas of
details to perform employee self-service tasks.

Security Setup Reguited | The Employee Self-Service page provides access to HR and ed Questions
payroll related information, time entry and absence
Enter you| activities.

Setupy Select ‘Next’ to continue.

The Hawaii Information Portal home page displays a list of tiles that provide the
information to access various areas of details to perform employee self-service
tasks.

The Employee Self-Service page provides access to HR and payroll related
information, time entry and absence activities.
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¥ Employee Self-Service
Beneliciary Designation Tax Withholding View W-2IW-2¢ Forms
00

L=

Pay Statements Porsonal Details
r-:-siﬂ,‘
EE «

Last Pay Date 05/05/2021

Direct Deposit

il address
Y question

Click the ‘Time’ option.

W-2/W-2¢ Consent

@

Classic Home

‘ﬁ

Frequently Asked Questions

-
@b
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< Employee Self-Service

Overtime Requests Enter Time Weekly lime
05101721 - 05/15121 05/09/21 - 0511521

@ Reported 16 00 @ Reparted 0 00

@ Schaduled 96 00 ® Scheduled 40.00

Comp Time Request Absence Cancel Absences

41.25 1]

Balance Hours

View Requests Absence Balances

The Time page displays a list of tiles that provide the
information to access various areas of details to perform
time related activities. In this example, you will locate
the Absence information tiles.

The Time page displays a list of tiles that provide the information to access
various areas of details to perform time related activities. In this example, you will
locate the Absence information tiles.
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< Employee Self-Service

Overtime Requests Enter Time
05/01/21 - 05/115/21

Weekly Time
05/09/21 - 05115/21

@ Reportad 16 00
® Schaduded 96 00
Comp Time Request Absence

41.25 1

Balance Hours

View Requests Absence Balances

L1

@ Reported 000

@ Scheduled 40.00
Cancel Absences

IR

Extended Absence Request

[ o

The Time page displays absence tiles that will allow employees to request an absence,
cancel an absence, view current and past absences, view absence balances and request an
extended request.

Select ‘Next’ to continue.

The Time page displays absence tiles that will allow employees to request an
absence, cancel an absence, view current and past absences, view absence

balances and request an extended request.
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< Employee Self-Service

Overtime Requests Enter Time Weekly lime
05101721 - 05/15121 05/09/21 - 0511521

eReported 1600 @ Reparted 000
v |
= ® Schaduled 95 00 ® Scheduled 40.00

Comp Time Request Absence Cancel Absences

41.25 1]

Balance Hours

View Requests Absence Balances

| g5 I}

Click the ‘Extended Absence Request’ option.
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< Time Extended Absence Request

Manage Extended Absence

Craate and manage your extended abaences here You can create and submit the extended absence request for approval by entering Start Date, Expectad Ead Date
Absence Take with the rest of the required information.
If you are missing some information, save your request for later to manage your extended absences at a later time

+

The Manage Extended Absence page displays absence tiles that
will allow employees to request an extended absence for the
following options: Bone Marrow/Organ Donor, FMLA, Hawaii
Family Leave Law, Military Leave, Sabbatical (Education),
Workers’ Compensation or TDI (Temporary Disability Insurance).
The extended absence will be submitted in the approval workflow
to the HR administrator or HR Extended Absence Coordinator.
After the required documentation or tasks related to the request
have been submitted, it will be approved according to
departmental policy.

Select ‘Next’ to continue.

The Manage Extended Absence page displays absence tiles that will allow
employees to request an extended absence for the following options: Bone
Marrow/Organ Donor, FMLA, Hawaii Family Leave Law, Military Leave,
Sabbatical (Education), Workers’ Compensation or TDI (Temporary Disability
Insurance). The extended absence will be submitted in the approval workflow to
the HR administrator or HR Extended Absence Coordinator. After the required
documentation or tasks related to the request have been submitted, it will be
approved according to departmental policy.
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Extended Absence Request

< Time

Manage Extended Absence
Craate and manage your extended abaences here You can create and submit the extended absence request for approval by entering Start Date, Expectad Ead Date

Absence Take with the rest of the required information.
If you are missing some information, save your request for later to manage your extended absences at a later time

+

Note: In this example, you will create an extended absence for
FMLA leave that is needed to care for a sick parent.

Select ‘Next’ to continue.

Note: In this example, you will create an extended absence for FMLA leave that
is needed to care for a sick parent.
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Extended Absence Request

< Time

Manage Extended Absence
Craate and manage your extended abaences here You can create and submit the extended absence request for approval by entering Start Date, Expectad Ead Date

Absence Take with the rest of the required information.
If you are missing some information, save your request for later to manage your extended absences at a later time

Click:the';-l'i'v symbol.

Click the ‘4’ symbol.
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< Time Request Extended Absence A I @

Absence Type Al v

“Absence Take = Select Absence Name v

The Request Extended Absence page displays with an
option to select the Absence Type or Absence Take.

Select ‘Next’ to continue.

The Request Extended Absence page displays with an option to select the
Absence Type or Absence Take.
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< Time Request Extended Absence A I @

Absence Typ:

“Absence Takd  Bone Mamrow/Organ Donor
FMLA

Hawvall Family Leave Law
Military | eave
SabbaticalEdudPro/Study Leave
D

Workers Compensalicn Leave

You have the option to select any of the Absence Types: Bone
Marrow/Organ Donor, FMLA, Hawaii Family Leave Law, Military
Leave, Sabbatical (Education), TDI (Temporary Disability
Insurance) or Workers” Compensation Leave.

Select ‘Next’ to continue.

You have the option to select any of the Absence Types: Bone Marrow/Organ
Donor, FMLA, Hawaii Family Leave Law, Military Leave, Sabbatical (Education),
TDI (Temporary Disability Insurance) or Workers’ Compensation Leave.
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< Time Request Extended Absence A I @

Absence Type Al v

“Absonce Take | Select Absence Name v

Bane Marrow Organ Donor EA
FMLA Cantinuous EA

FMLA Intermittent EA
Hawai Family Leave Law EA
Military Leave EA
SabbaticalEdudProfStudy EA
TDIEA

Workers Compensation CA

You have the option to select any of the Absence Takes: Bone
Marrow/Organ Donor EA, FMLA Continuous EA, FMLA Intermittent
EA, Hawaii Family Leave Law EA, Military Leave EA, Sabbatical
(Education) EA, TDI (Temporary Disability Insurance) EA or
Workers Compensation Leave EA.

Note: EA is short for Extended Absence.

Select ‘Next’ to continue.

You have the option to select any of the Absence Takes: Bone Marrow/Organ
Donor EA, FMLA Continuous EA,FMLA Intermittent EA, Hawaii Family Leave
Law EA, Military Leave EA, Sabbatical (Education) EA, TDI (Temporary Disability
Insurance) EA or Workers Compensation Leave EA.

Note: EA is short for Extended Absence
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< Time Request Extended Absence A I @

Absence Type Al

“Absence Take = Select Absence Name -

Click the ‘Absence Type’
drop-down arrow.

Click the ‘Absence Type’ drop-down arrow.
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< Time Request Extended Absence A I @

Absence Type @ Al v

“Absonce Takeg

Militan
Sabbs

i Select the ‘FMLA’ option.

Workd

Select the ‘FMLA’ option.
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™ Request Extended Absence

Absence Type  FMLA -

“Absence Take = Select Absence Nam

Click the ‘Absence Take’ drop-
down arrow.

Click the ‘Absence Take’ drop-down arrow.
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< Time Request Extended Absence A I @

° Leunch j

Absence Type FMLA v

“Absonce Take

FMLA uous A

FMLA Intermittent EA
DU FAUGLINT IR

There are two options for FMLA:

FMLA Continuous EA - FMLA leave that is taken continuously
and not broken up by periods of work, to care for a family member
with a serious illness or to receive treatment for your own serious
illness.

FMLA Intermittent EA - Intermittent leave involves the use of
days or hours, broken down into increments, to care for a family
member with a serious illness or to receive treatment for your
own serious illness.

Select ‘Next’ to continue.

There are two options for FMLA:

FMLA Continuous EA - FMLA leave that is taken continuously and not broken
up by periods of work, to care for a family member with a serious illness or to
receive treatment for your own serious illness.

FMLA Intermittent EA - Intermittent leave involves the use of days or hours,
broken down into increments, to care for a family member with a serious illness
or to receive treatment for your own serious illness.
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< Time Request Extended Absence A I @

Absence Type FMLA v

“Absonce Take

Select the ‘FMLA
Continuous EA’ option.

Select the ‘FMLA Continuous EA’ option.
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< Time

Absence Type

“Absonce Take

Click the ‘Launch’ button.

Request Extended Absence

FMLA v

FMLA Continucus EA v

Click the ‘Launch’ button.
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x Exit Extended Absence Request

Absence
Name
Absence Type

Status New
\ Next >
Absence Information Step 1 of 3: Absence Information
Visited
| Save |

2 Artachments and Notes

Not Staried

Review and Submit
Not Started *Start Date

“Expected Return Date
Actual Return Date

Absence Reason

05/10/2021 R

I3}

Select Absence Reason v

if needed).

The Extended Absence Request page contains three major steps:
Step 1- Enter absence details (start and end dates, absence reasons and comments,

Step 2- Add attachments or notes for the approver.
Step 3-Review the absence details and submitting for approval.

Select ‘Next’ to continue.

The Extended Absence Request page contains three major steps:

Step 1- Enter absence details (start and end dates, absence reasons and

comments, if needed).

Step 2- Add attachments or notes for the approver.
Step 3-Review the absence details and submitting for approval.
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x Exit Extended Absence Request

Absence

Name

Absence Type
Status New

\ Next >

Absence Information Step 1 of 3: Absence Information

- -m

Artachments and Notes

Not Staried

2

3 Review and Submit

Not Started *Start Date |03/152021 ru
Expected Return Date |04/14/2021 :
Actual Return Date \P-
Absence Reason irielecrii-‘\gsen:a Fi;ason v
Comments
r ~\

Step 1: The Dates for the FMLA leave have been entered in this example.
The Actual Return Date is optional and can be a different date from the
expected return date. It may be added at a later time. An employee has
the option to Save the request if the dates will change later.

Select ‘Next’ to continue.

Step 1: The Dates for the FMLA leave have been entered in this example. The
Actual Return Date is an option if there is a different date from the expected
return. It may be added at a later time. An employee has the option to Save the
request if the dates will change later.
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x Exit Extended Absence Request

Absence

Name

Absence Type
Status New

\ Next >

Absence Information Step 1 of 3: Absence Information
Visited

| Save |
Artachments and Notes SP—

Not Staried

2
3 Review and Submit

© | Not Started *Start Date |03/15/2021 ‘“

“Expected Return Date |04/14/2021 |

Actual Return Date Jee:

Absence Reason | Select Absence Heasog

Lomments A

Click the ‘Absence Reason’ drop-down arrow.

Click the ‘Absence Reason’ drop-down arrow.
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x Exit Extended Absence Request :

Absence

Name

Absence Type
Status New

Absence Information Step 1 of 3: Absence Information
Visited

Artachments and Notes

Not Staried

3 Review and Submit
| Not Started “Start Date |03(15/2021 R

“Expected Return Date |04/14/2021

B}

Actual Return Date L

S
Absence Reason | Select Absence Reason v

Child

Comments

Select the ‘Parent’ option.

Select the ‘Parent’ option.
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x Exit Extended Absence Request

Absance

Name

Absence Type
Status New

Absence Information Step 1 of 3: Absence Information
Visited

Attachments and Notes

Not Started

2

3 Review and Submit

Not Started *Start Date |03/15/2021 [
“Expected Return Date | 04/14/2021 :
Actual Return Date i
"Absence Reason | Parent v
Comments
' B

Note: You have the option to add comments about the FMLA
leave for the parent if needed according to departmental
policy. In this example, a comment was not added.

Select ‘Next’ to continue.

Note: You have the option to add comments about the FMLA leave for the
parent if needed according to departmental policy. In this example, a comment
was not added.
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x Exit Extended Absence Request

Absence
Name
Absence Type

Status New
< Previous ]
1 Absence Information Step 2 of 3: Attachments and Notes
Visitad T 7
Click the ‘Next’ button.
L) Artachments and Notes Attachments and Notes
Visitad
Yau have not added any Attachments
Review and Submi
N‘r‘\;:‘ln‘: i Add Attachment
r ~

Step 2: You can add attachments and notes about the FMLA
leave for the parent if needed according to departmental
policy. In this example, an attachment was not added. You
should check with your HR office about what documents may
be required.

Step 2: You can add attachments and notes about the FMLA leave for the
parent if needed according to departmental policy. In this example, an
attachment was not added. You should check with your HR office about what
documents may be required.

Click the ‘Next’ button.
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x Exit Extended Absence Request

Absence

Name

Absence Type
Status New

< Previous, l]_m

1 Absence Information Step 3 of 3: Review and Submit

Visitad

Click the ‘Submit’ button.

2 Attachments and Notes Absence Type FMLA SICK AT '

Visited

Absence lake
Review and Submit Start Date  03/15/2021
Visitad

Expected Return Date 04/14/2021
Actual Return Date
Absence Reason Parent
Comments
Attachments and Notes

You have not added any Altachments

Step 3: You can review the absence request for accuracy. If a
previous step needs to be changed, you will select the
previous button. This request is complete, and you will submit
the request for approval.

Step 3: You can review the absence request for accuracy. If a previous step
needs to be changed, you will select the previous button. This request is
complete, and you will submit the request for approval.

Click the ‘Submit’ button.
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Are you sure you want to Submit this Extended Absence Raquest?

Note: A message displays to confirm that you want to submit
the request.

Note: A message displays to confirm that you want to submit the request.

Click the “‘Yes’ button.
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Extended Absence Submission

MNote: The FMLA Continuous EA has a Submitted status for the

e Sriml_tlshhm‘ld | workflow. The Absence Management is in the pending status as
the request is submitted to the HR Admin or HR Extended Absence

Coordinator for review and approval.
Start Date 03/15/2021

2 L L An e-mail notification will generate automatically confirming the
Actual Retum Ete absence request submitted. When the request is approved or
Absence Resson Parent denied an e-mail notification will also be automatically generated.
it This automatic email routes to both the employee and supervisor.

Extended Absence Mngmi

= Absence Management

st Alad i e Note: If you will be using Vacation or Sick leave to supplement this

S Pending request please work with your HR department.

Muliipls Approvers
Extended Absance Dept Adrnin . . .
Select ‘Next” to continue.

Request History

Actions

Extended Absance Request

Note: The FMLA Continuous EA has a Submitted status for the workflow. The
Absence Management is in the pending status as the request is submitted to
the HR Admin for review and approval.

An e-mail notification will generate automatically confirming the absence request
submitted. When the request is approved or denied an e-mail notification will

also be automatically generated.

Note: If you will be using Vacation or Sick leave to supplement this request
please work with your HR department.

Select ‘Next’ to continue.
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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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Donate Leave

Donate Leave

Submit Donate Leave Request
Submit Receive Donated Leave Request
Review Leave Transfer Request History

The above topics are covered in this section.

Select ‘Next’ to continue.

Submit Donate Leave Request
Submit Receive Donated Leave Request
Review Leave Request History

August 2021, Version 3 Page 89



ELHAVAI2,

Course 200 — ESS Absence Management

Submit a Donate Leave Request

Submit a Donate Leave Request @HAWAH'r

Lesson Scenario

In this lesson you will complete a request for
donating excess leave to a leave bank.

Leave donated to your department can be used by
employees who have a qualified need to take leave,
such as a long-term illness, and may have run out of
their own paid leave.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete a request for donating excess leave to a leave
bank.

Leave donated to your department can be used by employees who have a
gualified need to take leave, such as a long-term illness, and may have run out of
their own paid leave.
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¥ Employee Self-Service

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

The Hawaii Information Portal home page displays a list of
tiles that provide the information to access various areas of
details to perform employee self-service tasks.

The Employee Self-Service page provides access to HR and
payroll related information, time entry and absence
activities.

Select ‘Next’ to continue.

The Hawaii Information Portal home page displays a list of tiles that provide the
information to access various areas of details to perform employee self-service
tasks.

The Employee Self-Service page provides access to HR and payroll related
information, time entry and absence activities.
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¥ Employee Self-Service

Beneficiary Designation Tax Withholding

W-2/W-2¢ Consent

Personal Details Classic Home

Last Pay Date 05/05/2021

@

Click the ‘Navigation’ icon.
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Click the ‘Navigator’ icon.
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NavBar: Navigator

[ Self Service

e Administration >

Time and Labor >

Payroll for North America by

Global Payroll & Absence Mgmt )

Set Up HCM >
Enterprise Components >
Reporting Tools by
People Tools by

Click the ‘Self-Service’ link.
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NavBar: Navigator

2l @ Self Service [}
-
0
Recent Places Time Reporting >
é Personal Information >
s Payroll and Compensation >

Benefits

javascriptPTNavBar CpeninContentivea(io2 Thitps//hiksd2 hip hawangov/pshihe2_newwin/EMPLOYEE/HRMS/C/NUIFRAMEWCRKPTNULMENU_COM? GBLIsa =&FLOR=HC TIME ..

Click the ‘Leave Transfer Requests’ link.
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NavBar: Navigator o

¢ Leave Transfer Requests &

Receive Donated Leave Request
Return Unused Leave Request

Leave Transfer Request History

iavascrioPTNavBar OpeninWindow(%:2 Thitos//hihs92 hip h...

Click the ‘Donate Leave Request’ link.
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Favortes ¥ Man Menu ¥

@,HAWA s

Reauest to Donate Leave

Employes Self-Service

Donate Luave Roquest

#& Home | Sign Out

®

AdaTo v

Donation Program

‘Program Name ‘ Program Name 4
Category Bank Type Volun
Contribution Type One-Time Frequency
Unit Type Hours Ceiling Limit  1000( .
Minimum Hours Maximum Hours
Begin Date 01/01/2018 End Date
The Request to Donate Leave page provides the option
Leave Contribution for employees to donate vacation leave to the
m Q department bank. You can select a Program Name and
then the following data will auto populate: Category,
Contribution Type, Unit Type, Begin Date, Type and
XS CrmSaaSt Ceiling limit.
Select ‘Next’ to continue.
Select Entitiement | ) . -

The Request to Donate Leave page provides the option for employees to

donate vacation leave to the department bank. You can select a Program Name
and then the following data will auto populate: Category, Contribution Type, Unit
Type, Begin Date, Type and Ceiling limit.
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=
“Program Name = Prograni
In the Leave Contribution section, you will select the

Conory: Fmm entitlement and the balance will auto populate and then o
Contribution Type OneTM & ter the number of hours. The recipient type and name
Unit Type  Hours will be grayed out. In this example, you will select the 1000¢
Minimum Hours vacation program name.

Begin Date  01/01/20
Select ‘Next’ to continue.

Leave Contribution

5 Q
Hours to
From Entitlement Balance Donate Reciplent Type Name
Select Entitlerment v Halance
Comments

Requester Comments

In the Leave Contribution section, you will select the entitlement and the
balance will auto populate and then enter the number of hours. The recipient
and name will be grayed out. In this example, you will select the vacation

program name.
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Favoriles ~ Main Menu ~ Empiayee Spif-Service Donate Leave Reguest

S HAWAII

Request to Donate Leave

#& Home

v

Notification NavBar

Sign Out

AddTo ~

This form may be used to Donate leave time to either an eligible employee or to a leave bank

Employess on written warning may not donate accrued leave time. Additionally, employees who have provided notice or have been given notice

of termunation of employment may not donate time

Donation Program

“Program Name | Select Program

Category

Type

Contribution Type
Unit Type

Minimum Days

Click the ‘Program Name’

Frequency

) Ceiling Limit
drop-down arrow. Maximum Days
End Date

Begin Date
Leave Contribution
g5 Q
From Entitlement Balance Days to
Donate
Select Entitlerment v Balance

Add Contribution

Recipient Type

Click the ‘Program Name’ drop-down arrow.
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Favorites Mam Menu ¥ Donate Leave Request & Home | Sign Out

&HA‘!’V’A | = l a fon.x @

NavBiar

“Program Name { Program Name

Category Type Volun

Contribution Type One-Time \ Frequency
Unit Type Hours 20

Minimum Hours : 3 :
: , Select ‘Program Name’ option from
Begin Date 01/01/2019 - 5 |-_ . = :
the list.
Leave Contribution
H Q
The Program Name may default to your default t Type Name

department program. For this example ‘Program Name’
is the only available option.

Comments

Requester Comments

The Program Name may default to your default department program. For this
example ‘Program Name’ is the only available option.

Select the ‘Program Name’ option from the list.
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Man Menu ¥ Donate Leave Requost #& Home | Sign Out
% l AN formate v
S ﬂAV‘V’A l Porta N
‘Program Name = Program Name v
Category Bank Type Volun
Contribution Type One-Time Frequency
Unit Type Hours Ceiling Limit  1000(
Minimum Hours Maximum Hours
Begin Date  01/01/2019 End Date
Leave Contribution
"5 Q
From Entitlement Balance gg:;s“to Reclplent Type Name
Select Entitlerment | v Halance
Comments
Click the ‘From Entitlement’
Re drop-down arrow.

Click the ‘From Entitlement’ drop-down arrow.

August 2021, Version 3 Page 101



Informatio

Porta

&L HAWA

Course 200 — ESS Absence Management

Man Menu ¥ Time Donate Leave Roquost

@,ﬁAWA 5

*Program Name

Program Name

#& Home | Sign Out

AdaTo v

Category Bank Type Volun
Contribution Type One-Time Frequency
Unit Type Hours Ceiling Limit  1000(
Minimum Hours Maximum Hours
Begin Date  01/01/2019 End Date
Leave Contribution
m Q
Hours to
From Entitlement Balance Donate Reciplent Type Name
vEL Balance
Select the ‘Vacation
Comments Entitlement’ option.

Requester C

Select the ‘Vacation Entitlement’ option.
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Favortes ¥ Man Menu ¥ Donate Leave Requost & Home | Sign Out
1 LA formate v
&LT‘*ANA l Porta Add To
‘Program Name | Program Name v
Category Bank Type Volun
Contribution Type One-Time Frequency
Unit Type Hours Ceiling Limit  1000(
Minimum Hours Maximum Hours
Begin Date  01/01/2019 End Date
Leave Contribution
5 Q
Hours to
From Entitlement Balance Donate Reciplent Type Name
{ Vacation Entllement vi 31550 :
. ceessscencastenttstccecncasccovsantsncaaat Enter 'lslin the Hoursto m
field. Then click the ‘Tab’ key to
Comments continue.

Requester Comments

Enter “16’ in the Hours to Donate field. Then click the ‘“Tab’ key to continue.
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Favoriles ~ Main Menu ~

L‘};J,HA\‘)»/A I horta

*Program Name

Category
Contribution Type
Unit Type
Minimum Hours

Begin Date

Leave Contribution

5 Q

From Entitlement

Vacation Entitiement

Comments

Requester Comments

Donate | eave Request

Program Name

Bank
One Time

Hours

01/01/2019

Balance

515.50

A Home |

AddTo ~

Sign Out

®

v
Type Volun
Frequency
Ceiling Limit  1000(
Maximum Hours
End Date
Hours to 1
Donate Recipient Type Name
16
Click the ‘Scroll’ bar to view
additional details.

Click the ‘Scroll’ bar to view additional details.
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Main Meny ~ y 2 5 Donate Leave Request A Home | Sign Out

S HAWAII % e~

Type Voluntary

Erecuency

There is an option to delete the line item details for the
donate leave request.

Note: Line items cannot be deleted if the donation
process has already transferred the balances.

Select ‘Next’ to continue.

Hours to :
Donate Recik, y Delete

16 Details Delete

There is an option to delete the line item details for the donate leave request.

Note: Line items cannot be deleted if the donation process has already
transferred the balances.
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Time Donate Leave Request A& Home | Sign Out

AddTo v @

Vacation Entidement v 515.5¢"

The requestor has the option to add comments to the
o request for the approvers. You will read each agreement
and compliance statement and verify that the statements
have been read.

Requester Comments

Select ‘Next’ to continue.

Agreement and Compliance

Employees who have provided notice or have been given notice of termination of employment may not donate lsave
| acknowledge that o | am donating hours/days o this program or to another employee, | authonze the donation of hows/days and understand 1

I I heredy confirm that | have read and comply with the given statements

Submit Save for Later

* Required Field

The requestor has the option to add comments to the requests for the approvers.

You will read each agreement and compliance statement and verify that the
statements have been read.
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Favorles ¥ Main Menu ~ - Donate | eave Request # Home Sign Out
Q’HA\‘)U'A | ‘ Fort AddTo v @
Navilar
Vacation Enttiement v $15.50 16
@ ~
Comments Note: There are options to submit the request to the

workflow or save for later to make additional changes if

Requester Comments 3 _ i
needed. In this example, you will submit the request.

Select ‘Next’ to continue.

Agreement and Compliance

*  Employees who have provided notice or have been given notice of termination of employment may not donate leave,

*  |acknowledge that o | am donabing hours/days 1o this program or to another employee, | authonze the donabon of hours/days and understand |

g hereby confirm that | have read and comply with the given statements.

Submit i Save for Later

* Required Feld

Note: There are options to submit the request in the workflow or save for later to
make additional changes if needed. In this example, you will submit the request.
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Favoriles ~ Main Menu ~ g Donate | eave Request # Home Sign Out
e HAWAI 7 VAR O)
Q, AWA Port ; NavUar
Vacation Enttiement v $15.50 16
Comments

Requester Comments

Agreement and Compliance

*  Employees who have provided notice of have been given notice of termination of employment may not donate leave,

*  |acknowledge that o | am donabing hours/days 1o this program or to another employee, | authonze the donabon of hours/days and understand |

8 herel

statements.

Click the ‘Submit’ button.

* Required Feld

Click the ‘Submit’ button.
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Man Menu ~ Donate Leave Request A Home | Sign Out

= A\vlle ’ SHf AddTo v @

Request to Donate Leave
Submit Confirmation

“ Are you sure you want to Submat this Request?

Click the ‘Yes’ button for the Submit
Confirmation message.

Click the ‘Yes’ button for the Submit Confirmation message.
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Favoriles Main Menu > > > Donate Leave Request #& Home | Sign Out
\’7_ \ / format -
g:'ELHAv'vA I s ol ®

Request to Donate Leave
Submit Confirmation

/ The Request has been submitted.

Click the ‘OK’ button.

Click the ‘OK’ button.
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Favorites ¥ Main Menu ¥ - Donate Leave Request #A Home Sign Out
|"’ \/ nformatio =
Q; .-A/AH orta Add To
From Entitlement Balance i Recipient Type Name
Donate
Vacation Entitliement 515,50 16.00

Agreement and Compliance

=
Employees who have provided notic
The donated leave request has been submitted to the workflow.
* | acknowledge that if | am donating h i 1l
Note: The HR Admin will be responsible to review and approve
| hereby confirm that | have read any the request.

Select ‘Next’ to continue.

Request History - -
22
Workflow Action Name Action Date Comments
1 Submitted John Aloha 05/11/2021

The donated leave request has been submitted in the workflow.

Note: The HR Admin/Extended Absence Coordinator will be responsible to
review and approve the request.

August 2021, Version 3 Page 111



o HAWAFromzten

Course 200 — ESS Absence Management

Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Submit Receive Donated Leave Request

Receive Donated Leave Request &ELHAWAH'

Lesson Scenario

In this lesson you will learn how to request donated
leave from a leave bank or leave sharing program
for yourself.

Requesting donated leave may be desired if you
have life circumstances that require you to be out
for a period longer than you have paid leave to
cover. Check with your department for policies that
allow you to request donated leave.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to request donated leave from a leave bank or
leave sharing program for yourself.

Requesting donated leave may be desired if you have life circumstances that
require you to be out for a period longer than you have paid leave to cover.
Check with your department for policies that allow you to request donated leave
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¥ Employee Self-Service

Tax Withholding View w-’.'WJn Farme

E

Click the “NavBar” icon.

W-2/W-2¢ Consent

O
v, ES

Last Pay Date 05/05/2021

Personal Details Classic Home

pox

Click the “NavBar” icon.
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Click the “Navigator” icon.
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NavBar: Navigator

Change My Password

My System Profile

Click the ‘Self Service’ button.
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NavBar: Navigator

@ Self Service &

;0
mm-hnes Time Reporting ’
g Personal Information >
Navigator Payroll and Compensation >

Benefits

Click the ‘Leave Transfer Request’ button.
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NavBar: Navigator °

. ¢ Leave Transfer Requests &

Recent Py Donate Leave Request

Click the ‘Receive Donated Leave Request’ button.
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\ ” formatc Adk
& HAWAIIs won- - @

john Aloha The Donation Program section provides information regarding the
Account Clerk IV specific Leave Bank by Program Name.
HER O R De o Select ‘Next’ to continue

Donation Program

“Program Name XX0000 - Department v

Category Bank Type Voluy
Contribution Type One-Time

Unit Type Hours Ceiling Limit 100

Minimum Hours Maximum Hours

Begin Date 01/01/2019 End Date
Leave Time Request
“Recipient Self b4 Recipient Name
“Begin Date ) *End Date ]
View Balances

“Hours Requested

[} This is a Recurring Occurrence
v

The Donation Program section provides information regarding the specific Leave
Bank by Program Name.
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LRI iy

Request to Receiv

John Aloha Next, the Leave Time Request information is entered to request

Account Clerk IV the Recipient, Date and Hours of the request.
This form may be used to

Donation Program

*Program Name XX0000 - Department "
Category Bank Type Volun
Contribution Type One-Time
Unit Type Hours Ceiling Limit 1000
Minimum Hours Maximum Hours
Begin Date 01/01/2019 End Date
Leave Time Request
*Recipient | Self v Recipient Name
*Begin Date l ‘1 I m
Click the ‘Calendar’ icon.
"Hours Requested
[ This is a Recurring Occurrence

Next, the Leave Time Request information is entered to request the Recipient,
Date and Hours of the request.

Click the ‘Calendar’ icon.
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Favorites ~ Main Menu Self Service ¥ Leave Transfer Requests Receive Donated Leave Request #& Home | Sign Out

LA e @

Request to Receive Donated Leave

John Aloha

Account Clerk IV
This form may be used to request donated leave from a leave program for yourself or on behalf of another employee

Donation Program

“Program Name | XX0CO0 - Dapartment v

Category Bank Calendar
Contribution Type One-Timg

Type Volun

May v 2021 v
Unit Type Hours Ceiling Limit  1000(

Minimum Hours S M F Wiy E S Maximum Hours

Begin Date 01/01/201 1 End Date

Leave Time Request S J
16 17 18 19 20 21 22

“Recipient | Self 23 24 25 27128 29 Recipient Name
"Begin Date et “End Date il

“Hours Requested Click “27”. ) View

Click the 727”.

August 2021, Version 3 Page 121



e HAWAIIe e

Course 200 — ESS Absence Management

Favoriles ¥ Main Menu ~ Self Service ¥ Leave Transfer Requests ¥ Receive Donated Leave Request A& Home | Sign Out

W& HAWAIres .

Request to Receive Donated Leave

John Aloha

Account Clerk IV
This form may be used to request donated leave from a leave program for yourself or on behalf of another employee

Donation Program

“Program Name | XX0000 - Department v
Category Bank Type Volun
Contribution Type One-Time
Unit Type Hours Ceiling Limit  1000(
Minimum Hours Maximum Hours
Begin Date 01/01/2019 End Date
Leave Time Request
*Recipient Self 2.4 Recipient Name

*Begin Date |05/27/2021| m *End Date F

“Hours Requested

7 e P 2
[ This is a Recurring Occurrence Click the Calendar’ icon.

Click the ‘Calendar’ icon.
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Favorttes ¥ Main Menu ¥ Self Service ¥ Leave Transfer Requests ¥ Receive Donated Leave Request #& Home | Sign Out
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Request to Receive Donated Leave

John Aloha

Account Clerk IV
This form may be used to request donated leave from a leave program for yourself or on behalf of another employee

Donation Program

*Program Name | XX0000 - Department v
Category Bank Calendar Volun
Contribution Type One-Time May v\ oozt v
Unit Type Hours 1000(¢
Minimum Hours S M T WTF S
Begin Date  01/01/2019 1

2: 8% 4 & 6 T B

9 {10i1 12 13 14 15
Leave Time Request | s |

16 17 18 19 20 21 22
“Recipient | Sef * 23 24 25 26 27 28 29

*Begin Date | 05/27/2021 ‘j

Click “30”.

“Hours Requested

[ This is a Recurring Occurrence

Click the “30’.
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Favoriles = Main Menu = Sedf Service Leave Transter Requests * Receive Donated Leave Reques #& Home | Sign Out

Request to Receive Donated Leave

John Alohe

Account Clerk IV
This form may be used lo request donated leave from a leave program for yourself or on behalf of anather employes.

Donation Program

*Program Name | »X000D - Dapanment v
Category Bank Type Volun
Contribution Type One-Time
Unit Type Hours Ceiling Limit  1000(
Minimum Hours Maximum Hours
Begin Date  01/01/2019 End Date
Leave Time Request
*Recipient | Self v Recipient Name
*Begin Date |05/27/2021 [i] *Epd Date 051312021 [i31]

"Hours Requested : Click in the “*Hours Requested” field.

[ This is a Recun

Click in the ‘Hours Requested’ field.
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Favoriles * Main Menu ™ Sell Service Leave Transfer Re leceive 2 o #& Home | Sign Out
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Request to Receive Donated Leave

John Alohe

Account Clerk IV
This form may be used 1o request donated leave from a leave program for yourself or on behalf of another employee.

Donation Program

*Program Mame | XX0000 - Department v
Category Bank Type Volun
Contribution Type One-Time
Unit Type Hours Ceiling Limit  1000(
Minimum Hours Maximum Hours
Begin Date  01/01/2019 End Date
Leave Time Request
"Recipient Self = Recipient Name
*Begin Date |05/27/2021 i) *Epd Date 0513177021 [i]
"Hours Requested : Type “24”, then press “Tab”
[ This is a Recun

Type ‘24°, then press “Tab”.
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Favorites ¥ Main Menu ~ Self Service Leave Transfer Requests Receive Donaled Leave Request # Home | Sign Out
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Request to Receive Donated Leave

John Aloha

Account Clerk IV
This form may be used to request donated leave from a leave program for yourself or on behalf of another employee

Donation Program

“Program Name | XX0C00 - Department v
Category Bank Type Volun
Contribution Type One-Time
Unit Type Hours Ceiling Limit  1000(
Minimum Hours Maximum Hours
Begin Date 01/01/2019 End Date

Leave Time Request

= Click in the “View Balance” link.
*Recipient | Self

‘Begin Date |05/27/2021 [i#}] “ "End Date 05/31/2021 [tz

“Hours Requested 24.00 View Balances

[ This is a Recurring Occurrence

Click in the ‘View Balance’ link.
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Absence Self Service

View Absence Balances

¥ Instructions

View current sbsence entitlement balznces. Current balances do not reflect absence requests that have nat been
processed by payrod For more details please contact your absence administrator

Absence Entitlement Balances Personaize | ()
Current Balances  [F%)

Balance as of
Entitiement Name 041152021 To Accrual Penod

Sick Eam as you go SickEnt  0.00 Hours 01012021 123172021 Year to Date

Vacation Balance 0.00 Hours 01012021 12/31/2021 Year to Date

Sick Balance 0.00 Hours 01012021 1213112021 Year to Date

IReluH‘ 10 Receive Donated Leave Request |

Click in the ‘Return to Receive Donated Leave Request” link.
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Request to Receive Donated Leave

John Alcha

Account Clerk IV
This form may be used to request donated leave from a leave program for yourself or on behalf of another employee

Donation Program

*Program Name | XX0000 - Department v

Category Bank Type Volun

Contribution Type One-Time
Unit Type Hours Ceiling Limit 1000

Minimum Hours

Begin Date 01/01/2019 Click in the seroll bar.

Leave Time Request
*Recipient | Self v Recipient Name

*Begin Date | 05/27/2021 ‘j *End Date 05/31/2021 Ej

“Hours Requested 2400

[ This is a Recurring Occurrence

Click in the scroll bar.
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Man Menu ¥ Self Service ~ L eave Tranafer Requests ~ Reoeive Donated | eave Reguest & Home | Sign Out

&HA\VA \ of l?,- 's AsdTo v

Leave Time Request

‘Reciplent | Self v Reciplent Name
“Begin Date (052712021 i “End Date 05312021 [
*Hours Requested 24.00 View Balances

[ This is a Recurring Occurrence

Leave Reason

Reason

Description
| am taking a Leave for my own catastrophic illnes or injury.

| am taking a Family Care Leave to care for an immediate family member with a catastrophic iliness or injury

D\

Click in the ‘Reason’ radio button.

Click in the Reason radio button.
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Man Menu ¥ Self Service ~ Leave Transfer Requests ~ Receive Donated | eave Request A& Home | Sign Out
(} ot \) A [[nformate v
QL%A\ML\ \ Porta A To
“Reciplent | Self v Reciplent Name
*Begin Date |05/27/2021 ) “End Date 06/31/2021 [i5]
*Hours Requested 2400 View Balances

[ This is a Recurring Occurrence

Leave Reason

Reason
Description
| am taking a Leave for my own catastrophic illnes of injury. Click in the scroll bar.
i | amtaking a Family Care Leave to care for an immediate family member with a catastroph!
Additional Details
Comments

Click in the scroll bar.
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Sor Sorvice * Loave Tramafer Roquosty ~ Receive Donatod Leave Request #A Home Sign Out

AddTo *

| am taking a Leave for my own catastrophic #ines or injury

. 1 am taking a Family Care Leave 1o care for an immediate family member with a catastrophic lineas or injury

Additlonal Detalls

Comments

Requester Comments

Agreement and Compliance

¢ Employees who have provided natice or have been glven notice of termination of employment may not donate leave

I hareby confirm that | have read and camply with tha given statements

'\

Click the “Agreement and Compliance” checkbox.

Requirs

Click the “Agreement and Compliance” checkbox.
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Sor Sorvice * Loave Tramafer Roquosty ~ Receive Donatod Leave Request #A Home Sign Out

AddTo ~

| am taking a Leave for my own catastrophic #ines or injury

® | am taking a Family Care Leave 1o care for an immediate family member with a catastrophic lineas or injury

Additlonal Detalls

Comments

Requester Comments

Agreement and Compliance

¢ Employees who have provided natice or have been glven notice of termination of employment may not donate leave

Click the ‘Submit’ button. given statements

|4

Submit \ Save for Later

Required Field

Click the ‘Submit’ button
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Sel¥f Service ¥ Leave Tramsfer Roquests ~ Receive Donated Leave Request . Home Sign Out

Add To » @

Request for Donated Leave
Submit Confirmation

/ Are you sure you want to Submit this Request?

No

Click the ‘Yes’ button.

Click the ‘“Yes’ button.
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Sel¥f Service ¥ Leave Tramsfer Roquests ~ Receive Donated Leave Request . Home Sign Out

Add To » @

Request for Donated Leave
Submit Confirmation

/ The Request has been submitied

Click the ‘OK’ button.

Click the “OK” button.
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@ Receive Donated Leave Request X = e - o X

< C # hihsS2 hip.hawaii.gov/psp/hihs32 /EMPLOYEE/HRMS/¢/ROLE EMPLOYEEGP_ABS LVDN REQRCV.GBLZNAVSTACK aQ % » Q §

Se¥ Service Leave Transfer Roquests ~ Receive Donatod Leave Request A tome Sign Out

AddTo = @

Recelve Donated Leave Request

Enter any information you have and click Szarch. Leave fields blank for & list of all values
Find an Exlsting Value Add a New Value

w Search Criteria

Transaction Number v | F6399

Leave Program  begins with v |530000-B Q —

Request Type = v Recsive v
[ 1 Correct History
> Click the scroll bar.
Search Clear | Baslc Search B Save Search Criterds
Search Resul
‘V‘Il“, #
Find an Fxisting Value | Add & New Valu
]

Click the scroll bar.
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Favoriles ~ Main Menu npikyes e »  Receive Donaled Leave Hegquesi & Home |

Sign Out
\ '] .
Ao AL ZA [ [informat .
S HAWAII ™ The request must be approved by a HR Admin. I_m:m Ngzar
fal
The Request History section displays the Workflow Action
indicating the status of the request as well as the approval status.
Agreement and Complia
An e-mail notification will generate automatically confirming the
| have read the Ley ~ @bsence request submitted. When the request is approved or
denied an e-mail notification will also be automatically generated.
¥ | hereby confirm th
Select ‘Next’ to continue.
Request History
=
Workflow Action Name Action Date Comments
1 Submitted 04/22/2020
by Administrator
Absence Management - Leave Donations:Pending
Lty Al LraLor
Pending
o Mulbiple Approvers
Leave Dionaficn Administraior
* Required Field w
< 3

The request must be approved by a HR Admin/Extended Absence Coordinator.

The Request History section displays the Workflow Action indicating the status
of the request as well as the approval status.

An e-mail notification will generate automatically confirming the absence request
submitted. When the request is approved or denied an e-mail notification will
also be automatically generated.
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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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Review Leave Transfer Request History

Review Leave Transfer Request History gELHAWAH'

Lesson Scenario

In this lesson you will complete the following:

Review leave transfer request history. You want to
review all the current and past leave transfer
requests.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete the following:

Review leave transfer request history. You want to review all the current and past
leave transfer requests.
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¥ Employee Sell-Service
Beneliciary Designation Tax Withholding View W-2/W-Zc Forms W-2/W-2¢ Consent

"

Pay Statements Personal Details Classic Home

The Hawaii Information Portal home page displays a list of
tiles that provide the information to access various areas of
details to perform employee self-service tasks.

The Employee Self-Service page provides access to HR and
payroll related information, time entry and absence

Security Setup Required S
0y SR activities.

iked Questions

Select ‘Next’ to continue.

Set up your pg

The Hawaii Information Portal home page displays a list of tiles that provide the
information to access various areas of details to perform employee self-service
tasks.

The Employee Self-Service page provides access to HR and payroll related
information, time entry and absence activities.
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Beneliciary Designation

"

Security Setup Required

¥ Employee Sell-Service

Tax Withholding

Pay Statements

==,
B2y

Last Pay Date 06/06/2021

Personal Details Classic Home

Direct Deposit

Set up your password security question

Click the ‘Navigation’ icon.
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Click the ‘Navigator’ icon.
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Change My Password

My System Profile

Click the ‘Self-Service’ link.

August 2021, Version 3 Page 142



o HAWA e

Course 200 — ESS Absence Management

NavBar: Navigator

@ Self Service +

;)
m!heu Time Reporting >
E Personal Information >
A Payroll and Compensation by

Benefits

Click the ‘Leave Transfer Requests’ link.
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NavBar: Navigator

¢ Leave Transfer Requests &

Y =~
Recent Places Donate Leave Request
E Receive Donated Leave Request
Navigator

Return Unused Leave Request

Click the ‘Leave Transfer Request History’ link.
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Favoriles ¥ Main Menu ¥ Sell Service ¥

Q,H AWAII™

Leave Transfer Requests

John Aloha

Information Speciahst ||

Leave Transfer Requests ¥

are grayed out.

Leave Transfer Request History

The Leave Transfer Requests History page displays a list of all the current
or past leave donation requests. You have the option to search by date. The
leave donation requests that have been approved and have the Edit button

#& Home |

Sign Out

Select ‘Next’ to continue.

Specify the date range of interest. To

Type link to view request details. Select Edit button to modify and delete the request.

Begin Date ) End Date i) Refresh
Request History
5 Q 20f2 v fiew Al
Submit Date Leave Program Name Request Type Approval Status Process Status Edit
05/07/2021 Accounting & General Services Donate Submitted Unprocessed Edit
111252020 Accounting & General Services Donate Approved Processed Edit

The Leave Transfer Requests History page displays a list of all the current or
past leave donation requests. You have the option to search by date. The leave
donation requests that have been approved and have the Edit button are grayed

out.
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Man Menu ¥ Self Service > 1 eave Tranafer Requests ~ 1 eave Transfer Request History & Home | Sign Out

@;HAWA l i AgdTo v @

Leave Transfer Requests History

Specify the date range of interest. To retnieve a complete history. leave From and Through dates blank and select Refresh Select the Request
Type ink to view request detads Select Edit button to modify and delete the request

Begin Date ,...] End Date ....| Refresh

Request History

B Q 2 v View Al
Submit Date Leave Program Name Request Type Approval Status Process Status Edit
050772021 Accounting & General Services Donate Submitted Unprocessed Edit
117252020 Accounting & General Services ( ..l)(:ruhe | Approved Processed Edit

Click the ‘Donate’ link for the

Accounting & General Services

Leave Program to view the request.

Click the ‘Donate’ link for the Accounting & General Services Leave Program to
view the request.
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Favoriles Main Menu ~ Self Service ¥ Leave Transter Requests ¥ Leave Transter Request History Donate Leave ke-:um* Home | Sign Out

@,HAWA ’ i AddTo @

Celling Limit  100C *

Unit Type Hours

Minimum Hours Maximum Hours

Begin Date 010172019 End Date
Leave Contribution
7 Q
Hours to
From Entittement Balance Donate Reciplent Type Name

Vacation Entitiement 152 7¢ 24.00

Note: The donate leave request displays the hours and current
balance. Also, the agreement and compliance check box are
grayed out since the request has already been submitted.

Agreement and Compliance

Employees who have provided notice

Select ‘Next’ to continue.

* |l acknowledge that if | am donating hoy

\

I I hereby confirm that | have read and comply vath the given statements I

Note: The donate leave request displays the hours and current balance. Also,
the agreement and compliance check box are grayed out since the request has

already been submitted.
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Leave Transor Roquosts * Leave Transfor Roquest History Donate Loave Request #A Home Sign Out

AddTo ~

| hereby confirm that | have read and comply with the givd

The remainder of the page displays the Request
History of the actions taken on the leave request. It
also displays any process actions and comments

Request History made by the HR Administrator.

N
Select ‘Next’ to continue.
Workllow Action Name
1 Submitted John Aloha 11252020
Thank you very much for donating your vacation hours to the [
2 thoughtfulness is greally appreciated Your vacation balance
2 Approved HR Administrator 11272020 Leave System Thank you again far your donation!
From
Peraonnel Office

Leave Donations

Absence Management - Leavg Donations:Approved VievdHide Comments
Leave Donations

Approved

Comments

Return to Leave Transfar Requests History

* Required Field

The remainder of the page displays the Request History of the actions taken on
the leave request. It also displays any process actions and comments made by
the HR Administrator.
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Leave [ranser Hequests Leave Transter Request History Donate Leave Request . Home Sign Out

Add lo

I hereby confirm that | have read and comply with the givon statements

Request History

=
Workllow Action Name Action Date Comments
1 Submated John Aloha 17252020
Thank you very much for donating your vacation hours to the D.
thoughtfulness is greally appreciated  Your vacation balance w
2 Approvad HR Administrator 12712020 Leave System. Thank you again for your donation!
From
DAGS Personnel Office
Leave Donations Click the ‘Return to Leave Transfer
Adsence Management ' 2 : :
P Requests History’ link.
Approved

HR
v

-
(Raturn to Leave Transfer Requasts History

*Required Flald

Click the ‘Return to Leave Transfer Requests History’ link.
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# Home Sign Out

Seif Service ¥ Leave Transier Requests Leave Transfer Request History
AddTo ~

Click the ‘Home’ icon.

Leave Transfer Requests History
John Aloha
Information Specialist |11
Specify the date range of interest. To retrieve a complete history, leave From and Through dates blank and select Refresh. Select the Request
Type link to view request details. Select Edit button to modify and delete the request.
~— P~ =
Begin Date cLE End Date ) _____Refresh |
Request History

F Q f2 w View A

Submit Date Leave Program Name Request Type Approval Status Process Status Edit

05/07/2021 Accounting & General Services Donate Submitted Unprocessed Edit

11252020 Accounting & General Services onate Approved Processed Edit

. ‘ y -
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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View Absences Balances

View Absences QH AWA || ferratier

View Absence Balances
View Absence Requests

Select ‘Next’ to continue.

View Absence Balances-
View Absence Requests
View Absence Balances on Pay Statements

August 2021, Version 3 Page 152



ELHAVAI2,

Course 200 — ESS Absence Management

View Absence Balances

View Absence Balances @HAWAH'r

Lesson Scenario

In this lesson you will complete the following:
View absence balances.
Note: Absence balances are not refreshed every pay

period. They are posted monthly for most
employees.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete the following:

View absence balances.

Note: Absence balances are not refreshed every pay period, they are posted
monthly for most employees.
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¥ Employee Sell-Service

Beneliciary Designation Tax Withholding View W-2/W-Z2¢ Forms W-2'W-2¢ Consent

Pay Statements Personal Details Classic Home

tiles that provide the information to access various areas of

The Hawaii Information Portal home page displays a list of E
details to perform employee self-service tasks.

The Employee Self-Service page provides access to HR and
payroll related information, time entry and absence

Security Setup Required S
iy e activities.

iked Questions

Select ‘Next’ to continue.

Set up your pg

The Hawaii Information Portal home page displays a list of tiles that provide the
information to access various areas of details to perform employee self-service
tasks.

The Employee Self-Service page provides access to HR and payroll related
information, time entry and absence activities.
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¥ Employee Sell-Service

Beneficlary Designation Tax Withholding View W.2/W.2¢c Forms W.2'W.2¢ Consent

"

Pay Statements Personal Detalls Classic Home
r_/_ﬂ v.
B «

Last Pay Date 05/05/2021

Direct Deposit Frequently Asked Questions

Click the ‘Time’ option.

August 2021, Version 3 Page 155



o HAWA e

Course 200 — ESS Absence Management

< Employee Self-Service

Overtime Reguests Enter Time
08/01/21 - 05/118/21

@ Reported 0.00

Scheduled 8000

Request Absence

-

The Time page displays a list of tiles that provide the
information to access various areas of details to perform
time related activities. In this example, you will locate
the Absence information tiles.

Weekly Time
08/02/21 - 05/08/21

@ Reported 0.00

® Scheduled 40.00

Cancel Absences

The Time page displays a list of tiles that provide the information to access
various areas of details to perform time related activities. In this example, you will

locate the Absence information tiles.

Click the ‘Scroll bar’ to access additional information tiles.

August 2021, Version 3 Page 156



o HAWA e

Course 200 — ESS Absence Management

The Time page displays absence tiles that will allow
employees to request an absence, cancel an absence,
view current and past absences, view absence balances
and extend an absence request.

Select ‘Next’ to continue.

Request Absence Cancel Absences

P!

View Requests Absence Balances Extended Absence Request

i’ | & | B

The Time page displays absence tiles that will allow employees to request an
absence, cancel an absence, view current and past absences, view absence
balances and extend an absence request.
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< Employee Self-Service
Overtime Reguests Enter Time Weekly Time

08/01/21 - 051821 08/02/21 - 05/08/21
Comp Time

@ Reported 0.00 ® Reported 0.00
® Scheduled 80.00 ® Scheduled 40.00
Request Absence Cancel Absences

10 I

View Requests

Click the ‘Absence Balances’ option.

August 2021, Version 3 Page 158



ELHAVAI2,

Course 200 — ESS Absence Management

< Tme Balances Y RN O)

Sick Earn as you go Sick Ent

As Of 04/15/2021 851 00 Hours

Vacation Balance

As Of 04/15/2021 699 50 Hours
Sick Balance

As Of 04/15/2021 0.00 Hours
“Disclaimer The current balancp-<aesastassfiaatai ekt sl i - -

The Balances page displays the absence totals for
vacation and sick leave that employees are eligible for.

» Forecast Balance

Note: The totals do not reflect absences that have not
been processed in the system. Absence balances are not
refreshed every pay period. They are posted monthly for
most employees. The ‘Sick Earn as you go Sick Ent‘is
specifically for UPW member employees. If you are not a
UPW member, the balance for this should show zero.

Select ‘Next’ to continue.

The Balances page displays the absence totals for vacation and sick leave that
employees are eligible for.

Note: The totals do not reflect absences that have not been processed in the
system. Absence balances are not refreshed every pay period, they are posted
monthly for most employees. The “Sick Earn as you go Sic Ent” is specifically for
UPW member employees. If you are not a UPW member, the balance for this
should show zero.
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< Tme Balances A 0

Sick Eam as you go Sick Ent
As Of 04/15/2021 85100 Hours

Vacation Balance

As Of 04/15/2021 699 50 Hours
Sick Balance
As Of 04/15/2021 0.00 Hours

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

orecast Balance

Click the ‘Forecast Balance’
drop-down arrow.

Click the ‘Forecast Balance’ drop-down arrow.
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Sick Earn as you go Sick Ent

As Of 04/156/2021

Vacation Balance
As Of 04/15/2021

Sick Balance
As Of 04/18/2021

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

v Forecast Balance

As of Date |05/07/2021 )
Filter by Type | All v
*Absence Name | Select Absence Name v

§51.00 Hours

699.50 Hours

0 00 Hours

The Forecast Balance displays an absence balance of
triggered 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 triggered 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 A I ®

Sick Earn as you go Sick Ent
As Of 04/15/2021 §51.00 Hours

Vacation Balance
As Of 04/15/2021 699.50 Hours

Sick Balance
As Of 04/18/2021 0 00 Hours

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

v Forecast Balance

As of Date |05/07/2021 )
Filter by Type | All
“Absence Name | Select Absence Name v

Click the Filter by Type’ drop-
down arrow to view options.

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

Sick Earn as you go Sick Ent BereavementFuneral

As Of 04/16/2021 Blood Donation 851.00 Hours
Bone Marrow/Qrgan Denor

Vacation Balance Cowd - 18
FMLA

As Of 04/15/2021 Foster Parent Program 699.50 Hours
Hawan Family Leave Law

Sick Balance Jury Duty

As Of 04/18/2021 Leave Without Pay 0 00 Hours
Military Leave

Parent Teacher Conference
“Disclamer The current balance does not refle] SanbaticalEdudPro/Study Leave  ped
Sick

v Forecast Balance TDI

Vacation

As of Date | WC Mecical Treatment Leave
Workers Compensation Leave

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

Filter by Type [ AN i

“Absence Name | Select Absence Name v

Admin Leave - Covid19
Vaccination, Sick, Vacation and
Foster Parent Program are types
of absences that may be
forecasted.

Select ‘Next’ to continue.

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

Admin Leave — Covid19 Vaccination, Sick, Vacation and the Foster Parent
Program are types of absences that may be forecasted.
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< Time Balances A I ®

Sick Earn as you go Sick Ent
As Of 04/15/2021 §51.00 Hours

Vacation Balance
As Of 04/15/2021 699.50 Hours

Sick Balance
As Of 04/18/2021 0 00 Hours

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

As of Date | 0560772021

Filter by Type | All v

“Absence Name | Select Absence Name

Click the ‘Absence Name' drop-
down arrow to view options.

Click the ‘Absence Name’ drop-down arrow to view options.
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Balances

Sick Eamn as you go Sick Ent
As Of 04512021 8551.00 Hours

Vacation Balance

As Of 04/15/2021 699.50 Hours
Sick Balance
As Of 04/15/2021 (.00 Hours

+ Forecast Balance

As of D 5/07/2021 = .
s Datey EhOfA & Note: You will have several

Filter by Type | Al o options to choose from of

Absence Name.
“Absence Name | SelectAbsence Name b

T Sich
32 _3:;&3.:@ Select ‘Next’ to continue.
03 - Leave Without Pay

04 - Jury Duty

05 - Parent Teacher Conference
04 - Bereavement/Funeral

07 - Blood Donation

04 - Foster Parent Crt Hearing

08 WC Medical Treatment Leave
Admin Lv-COVID 19 Vaccination
Select Absence Name

Note: You will have several options to choose the Absence Name.
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»
@

< Time Balances

Sick Earn as you go Sick Ent

As Of 04/15/2021 851 00 Hours

Vacation Balance

As Of 04/15/2021 699.50 Hours
Sick Balance
As Of 04/15/2021 0.00 Hours

**Disciaimer The current balance does not reflect absences that have not been processed

w Forecast Balance

As of Date | 05/07/2021 j
Filter by Type | All v
“Absence Name I 02 - Vacation V] Current Balance 69850 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 699.50 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 699.50

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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View Absence Request

View Absence Requests @HAWAH'r

Lesson Scenario

In this lesson you will complete the following:

View absence requests. You can review past or
current absence requests of various statuses.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete the following:

View absence requests. You can review past or current absence requests of
various statuses.
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¥ Employee Self-Service '

Tax Withholding

S

The Hawaii Information Portal home page displays a list of
tiles that provide the information to access various areas of
details to perform employee self-service tasks.

The Employee Self-Service page provides access to HR and
payroll related information, time entry and absence
activities.

Select ‘Next’ to continue.

The Hawaii Information Portal home page displays a list of tiles that provide the
information to access various areas of details to perform employee self-service
tasks.

The Employee Self-Service page provides access to HR and payroll related
information, time entry and absence activities.
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'\\ ."‘i,mv\'y,&“ JOThwRE v Employee Self-Service

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

¥

W-2/W-2¢c Consent

Last Pay Date 05/05/2021

Personal Detalls (C

Click the ‘Time’ option.
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< Employee Seif-Service

QOvertime Reguests Enter Time
06/01/21 - 06/15/21

Request Absence

-

The Time page displays a list of tiles that provide the
information to access various areas of details to perform
time related activities. In this example, you will locate
the Absence information tiles.

Weekly Time
06/09/21 - 056/16/21

@ Reported 0.00

® Schedulad 40 (X

Cancel Absences

The Time page displays a list of tiles that provide the information to access
various areas of details to perform time related activities. In this example, you will

locate the Absence information tiles.

Click the ‘Scroll bar’ to access additional information tiles.
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< Employee Seif-Service

The Time page displays absence tiles that will allow
employees to request an absence, cancel an absence,
view current and past absences, view absence balances
and request an extended absence.

Select ‘Next’ to continue.

Comp Time Request Absence Cancel Absences

0.0 m | R

o

Balance Hours _

View Requests Absence Balances Extended Absence Request

™ | & | g

The Time page displays absence tiles that will allow employees to request an
absence, cancel an absence, view current and past absences, view absence
balances and request an extended absence.
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< Employee Seif-Service

QOvertime Reguests Enter Time Weekly Time
06/01/21 - 06/15/21 06/09/21 - 056/16/21

@ Reported 2.00 @ Reported 0.00

©® Scheduled 80 00 ® Schedulad 40 (X

Request Absence Cancel Absences

Absence Balances

L

Click the ‘View Requests’ option.
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< Tme View Requests A 0

View Requests 15 rows

w
.

02 - Vacation

Approved 05/07/2021

ELIGIBLE

01 - Sick Leave
Approved

ELIGIBLE

0502202
05032021 3

02 - Vacation

Approved 041272021

ELIGIBLE

02 - Vacation The View Requests page displays a list of requests in
Approved several statuses such as submitted or approved to allow
ELIGIBLE you to view its details. This page can be filtered to see
prior requests, the default view is 3 months before and
02 - Vacation after the current date.

Approved

2201

04/16/2021 Y

ELIGIBLE Select ‘Next’ to continue.

02 - Vacation
Approved

0410772021 N .

The View Requests page displays a list of requests in several kinds of statuses
such as submitted or approved to allow you to view its details. This page can be
filtered to see prior requests, the default view is 3 months before and after the
current date.
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< Time View Requests A : 0O
View Requests 15 rows

v

02 - Vacation

Approved 05072021
CLIGIBLE

"‘ 01 - Sick Leave
iAW”m
| ELIGIBLE

05/0v2021 3

Click the ‘01-Sick Leave
Approved’ option.

02 - Vacation
Approved

0a2m2021

ELIGIBLE

02 - Vacation
Approved 0412212021

ELIGIBLE

02 - Vacation

Approved 041162021 3

ELIGIBLE

02 - Vacation
Approved 041072024

Click the ‘01-Sick Leave Approved’ option.
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¢ View Requests ’ Details ﬂ : @
R Feq
Absence Name 02 - Vacation ~ ~
Reason Vacation & . S
— The request displays the following details:
Start Date  05/07/2021
End Data 050772021 * Absence Name
5 * Reason
Duration 1 Hours
* Start Date
Partial Days Start Day Only * End Date
* Duration
Status  Approved . Parﬁal Days
Eligibility Results ELIGIBLE * Status
fiow Eligibility Deta * Eligibility Results
Comments 230-330pm * Comments
Attachments A
Select ‘Next’ to continue.
You have nol added any Altachmaents
\
Balance Information
As Of 043002021 515 50 Hours
Request History >

Appreval Chain

“Disctaimer The current balance doas nat rafact absances that have nat been processed

The request displays the following details:

e Absence Name
eReason

e Start Date

eEnd Date

e Duration

e Partial Days

e Status

e Eligibility Results
e Comments
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Details

Absence Name 02 - Vacation

Reason Vacation o~ ~

StartDate 0507202} The request displays the balance information for the type

End Date 0507202)  of absence, request history and approval chain. Let us
explore the request and approval chain tabs.
Duration 1.00 Hour

Partial Days Start Day Select ‘Next’ to continue.

Status Approved
Eligibility Results ELIGIBLE
fiovr Eliaibslity De
Comments 2.30-3:30p.m

Attachments

o rary FETInY

Balance Information

As Of 04/20/2021 51550 Houra

Request History

Approval Chain

“DiscaIMer THe CuIrent DAIANCR dORT NOT IE%Act ADSANCES tNAT hawe N4t Deen processsd

The request displays the balance information for the type of absence, request
history and approval chain. Let us explore the request and approval chain tabs.
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Absence Name
Reason
Start Date
End Date
Duration
Partial Days
Status
Eligibility Results
Comments

Attachments

You have not added any Allachments

Balance Information

As OF 041302021

Details

02 - Vacation

Vacation
05/07/2021

05/07.2021

1.00 Hours

Start Day Only

Approved
ELIGIBLE
fiovr Eligibalit

230-3%pm

51550 Houra

Request History

Approval Chain

Click the

‘Request History’ option.

“Disciaimer The current Dalance does NOt refiact ADSAnces

that have nat béen proceassad

Click the ‘Request History’ option.
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Request History
Requestor John Aloha
Date 05/06/2021
Comments 230-330pm

Status  Approved Absence Requaest

Approver Jane Plumens
Date 050672021
Comments 2:30-330pm

The Request History displays the status, requestor and
date of any changes to the request. In this example, the
request was approved.

The Request History displays the status, requestor and date of any changes to
the request. In this example, the request was approved.

Click the X’ option to return back to the request.
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< View Requests Details ﬁ : @

Absence Name 02 - Vacation
Reason Vacation
Start Date 05/07/2021

End Date 05/07/2021
Duration 100 Hours
Partlal Days Start Day Only »

Swutus Approved
Eligibility Results  ELIGIBLE
View Cligioiity Detai's
Comments 230-330pm
Attachments
You have not added any Attachments
Balance Information

As OF 04/3072021 515.50 Hours

Requast History

v CIic_ktheﬁ 'APPI"OVII ch.i“r option. ?

“Disclaimer The current balance

Click the ‘Approval Chain’ option.
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Approval Chain

¥ Absence Management

- @ Approved

Jane Plumena
‘ Absance By Poan Supervisor
| 00621 T. M AM

» Comments

Jone Plumena at 05/06/21 - 7:34 AM
2:30-330pm,

The Approval Chain displays the transaction description,
approver, stage, path, step, level, date time and other
details related to the request. In this example, the
request did not have any approval details.

The Approval Chain displays the transaction description, approver, stage, path,
step, level, date time and other details related to the request. In this example, the
request did not have any approval details.

Click the ‘X’ option to return back to the request.
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< View Requests

Details

Fatum ta View Requasts

Click the ‘Rntum to View
Requests’ link.

End Date 05/07/2021
Duration 100 Hours
Partial Days Start Day Only

Status Approved
Eligibility Results ELIGIBLE
View Cligibdty Details

Comments 230-330pm

Attachments
You have not added any Attachments
Balance Information
As Of 04/3012021 515.50 Hours
Request History

Approval Chain

“Disciaimer The current balance does not rafed absences thal have nol been processed

Click the ‘Return to View Requests’ link.
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View Requests

View Requests Click the ‘Home” icon. 19 1ows
Y s oot
02 - Vacation
Approved 05/07/2021 N
ELIGIBLE

01 - Sick Leave
Approved 051032021

ELIGIBLE

02 - Vacation
Approved 041272021

ELIGIBLE

02 - Vacation
Approved 041222024 N

ELIGIBLE

02 - Vacation
Approved 04/16/2021

ELIGIBLE

02 - Vacation

Approved 04/07/2021 N -

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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View Absence Balances on Pay Statement

View Absence Balances on Pay Statements @HAWN ‘ Inforr

Lesson Scenario

In this lesson you will complete the following:

View absence balances on pay statements. You
want to view the current vacation and sick time that
has accrued year to date.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete the following:

View absence balances on pay statements. You want to view the current
vacation and sick time that has accrued year to .date
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v Employee Self-Service

Tax Withholding View W-2/W-2¢c Forms

S

The Hawaii Information Portal home page displays a list of
tiles that provide the information to access various areas of
details to perform employee self-service tasks.

The Employee Self-Service page provides access to HR and
payroll related information, time entry and absence
activities.

Select ‘Next’ to continue.

The Hawaii Information Portal home page displays a list of tiles that provide the
information to access various areas of details to perform employee self-service
tasks.

The Employee Self-Service page provides access to HR and payroll related
information, time entry and absence activities.
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¥ Employee Self-Service

Tax Withholding View W-2/W-2¢ Forms

W-2/W-2¢ Consent

Last Pay Date 05/05/2021

Personal Details

Click the ‘Pay Statements’ option.
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< Employee Self-Service Pay ® ®

Paychecks

If your pay statement doesn't appear, adjust your browser settings 1o tumn off your POP-UP BLOCKERS

] ;

Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number

TR 04/01/2021 $1880
5/05/202 State of Hawa 689.29

054052021 I 04/15/2021 >
State of Havia S $1865.99

V4120020 4 Havi ¢

yZenes —— 03/31/2021 .
- 03012021 $1689.28 )

04/05/2021 1ate of Haw/al 021512021 2 >
State of H b $1960.73

1319202 1ate o g ¢

03192021 e avial —— 9
& e 02/01/2021 66064

03/05/2021 State of Hawa 0215/2021 568.6/ >

01/16/2021
02/1972021 State of Hawiai f ~

The Paychecks page displays a list of paychecks with the
02/05/2021 State of Havial following information: Check Date, Company, Pay Begin >
and End Date, Net Pay and Paycheck Number. In this

lesson, you will review the absence balance on a check.

Select ‘Next’ to continue.

The Paychecks page displays a list of paychecks with the following information:
Check Date, Company, Pay Begin and End Date, Net Pay and Paycheck
Number. In this lesson, you will review the absence balance on a check.
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< Employee Self-Service Pay A @ @

Paychecks

If your pay statement doesn't appear, adjust your browser settings to tum off your PFOF-UP BLOCKERS
] H

04/01/2021

State of Hawai $1689.29
ot < 04152021 S 2
” i 031602021 e
04/20/2021 R tate of Hawal 03112021 $1665.89 >
040t - $1569.28 >
Select the ‘05/05/2021" :
ov1d $1969.73 >
. 02/01/2021
03052021 State of Hawai , $1680.64 >
02/15/2021
01/168,2021
02192021 State of Hawa A $1683.76 3
01/01/2021 .
021052021 State of Hav/al . $1682,17 >
01152021

Select the ‘05/05/2021’ check date.
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The Paycheck PDF for 5/05/2021 displays with
information such as vacation and sick leave.

Note: The Comp time balance will not show on the
paycheck statement. Please reference course 101 ESS
Salaried time for how to view comp time balances.

saE o9 Select ‘Next’ to continue.
YEAR-TO-DATE VACATION LEAVE SICK LEAVE
Start Balance 0.00 0.00 | & <oy
+ Earned 14.00 22.00 | b
- Taken 0.00 0.00 ;‘ e
+ Adjustments 685.50 829.00 (|
End Balance 699.50 851.00 ||

b 2n b - adket sh et AAea AL Tl Mmoo me RS

[Py — - - - - - -

The Paycheck PDF for 5/05/2021 displays with information such as vacation and
sick leave.

Note: The Comp time balances will not show on the paycheck statement. Please
reference course 101 ESS Salaried time for how to view comp time balances.
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SSPOFADV_20210505.pd

YEAR-TO-DATE VACATION LEAVE SICK LEAVE

Start Balance 0.00 0.00

+ Earned 14.00 22.00 |, —_—
- Taken 0.00 0.00 |

t Adjustments 685.50 829.00 |== e
End Balance 699.50 851.00

Click the ‘X’ symbol to close the PDF form.
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< Employee Self-Service Pay ) : ®)
Paychecks 5
If your pay statement doesn't appear, adjust your browser settings to tum off your POP-UP BLOCK

E] Click the ‘Home' icon to

return to the Hawaii
Check Date Company Pay Begin Date / Pay End Date Information Portal page.
04/01/2021
05052021 State of Hawai

04/15/2021

s i) 03/16/2021
4120/ i " |
0412072021 ate of Haviai 03/31/2021 )

p— 03/01/2021
410570 1ate of Hawa
0470572021 v = 03/15/2021 )

02/16:2021

10/9072 State of Hawal :
03/19/2021 v 02/28/2021 ’
S 02/01/2021
Y050 ate of Hawai
03/05/2021 . 02152021 >
T 0111812021
/191202 State of Hawal
02/19/2021 DN 01/31/2021 )
e 01/01/2021
ate of Hawal
0210572021 s 01/15/2021 .

Note: The Paychecks page displays again after an
employee has closed the paycheck PDF file.

Note: The Paychecks page displays again after an employee has closed the
paycheck PDF file.

Click the ‘Home’ icon to return to the Hawaii Portal Information page.

August 2021, Version 3 Page 192



e HAWAIIe e

Course 200 — ESS Absence Management

Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.

END
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