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Duration

Course Duration S HAWAI ey

It will take approximately 3 - 4 hours to
complete this course.

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

It’s really up to you!

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

Select ‘Next’ to continue.

This course will take approximately 3-4 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.
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Preparation

S HAWAIFromser

‘l
Avoid
Distractions

It is recommended that you avoid distractions
during training.

You should close all other applications

including your email while taking the
course.

Silence your cell phone.

Select ‘Next' to continue.

It is recommended that you avoid distractions during your training session. You
should close all other applications including your email while taking the course
and silence your cell phone.
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HR Administrator Activities — Part 1

Course Objective | Need Help? |Key Terminology
Time and Leave Key Points | Create and Maintain Absences
Initiate Donation Requests | Adjust Leave Bank Balances
View Transaction History | Query Viewer

The above topics will be covered in this course

SELECT ‘NEXT’ TO CONTINUE.

HR Administrator Activities - Part 1

Course Objective | Need Help? | Key Terminology
Time and Leave Key Points | Create and Maintain Absences
Initiate Donation Requests | Adjust Leave Bank Balances
View Transaction History | Query Viewer
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COURSE OBJECTIVES

Yo
0
v

Course Objectives

/
|

After completing this course you will understand how to:

* Find additional help and assistance
= Create and Maintain Absences

= |nitiate Donation Leave Requests

= Adjust Leave Bank Balances

= View Transaction History

= Use Query Viewer

Select ‘Next’ to continue.

After completing this course you will understand how to

» Find additional help and assistance
» Create and Maintain Absences

» |nitiate Donation Leave Requests

= Adjust Leave Bank Balances

= View Transaction History

= Use Query Viewer
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NEED HELP?

NEED HELP? S HAWA e

Hawaii Information Portal Service Center

Assistance using the Hawaii Information Portal for Time and Leave is
available by submitting a HIP Ticket:

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

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

HIP Security Access Request Form for Time/Leave & Payroll-Deployed Departments:
ETS-304 Security Request Form

Select ‘Next’ to continue.
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Hawaii Information Portal Service Center

Assistance using the Hawaii Information Portal for Time and Leave is available by submitting a
HIP Ticket:

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

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

HIP Security Access Request Form for Time/Leave & Payroll-Deployed Departments (ETS-
304 Security Request Form):

https://docs.google.com/forms/d/e/1FAIpOLSdBn viESRUIOMgCTfWODaTObLafDLbrSI3i-

TMgUOn2necw/viewform
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KEY TERMINOLOGY

S HAWA| Moo 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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Key Terminology

Absence Calculation Process

Definition:

This nightly process updates entitlements for
employees and makes entitlements available.

Select ‘Next’ to continue.

Absence Calculation Process

This nightly process updates entitlements for employees and makes entitlements
available.

August 13, 2021 Version 2 Page 8



Informatio
Porta o
Course 210 - HR Administrator — Part 1

Q;ELH AWA||rorrzmer Key Terminology

Definition:

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

earned in HIP.

Note: Leave accruals are 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 accruals are earned based on eligible hours according to your CBA
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Key Terminology

Absence Request

Definition:

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

military, bereavement or other time away from work.

Select ‘Next’ to continue.

Absence Request

A request by an employee for time off for sick, vacation, military, bereavement or
other time away from work.

August 13, 2021 Version 2 Page 10



ELHAVAI2,

Course 210 - HR Administrator — Part 1

Key Terminology

Approved Absence

Definition:

An absence that has been approved by the Supervisor or

Human Resource Administrator for the requested time off.

Select ‘Next’ to continue.

Approved Absence

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

Extended Absence

Definition:

An absence that requires more leave due to extended life
circumstances such as FMLA, HFLL, Military, Workers’ Comp, S -

TDI, Sabbatical/Professional/Study Leave.

Select ‘Next’ to continue.

Extended Absence

An absence that requires more leave due to extended life circumstances such as
FMLA, HFLL, Military, Workers Comp, TDI, Sabbatical/Professional/Study Leave.
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Q;ELH AWA||rorrzmer Key Terminology

A grouping of absences based on shared reasons, such as

Definition:

illness or personal business that is used for reporting,

accrual, and compensation calculations.

Select ‘Next’ to continue.

Absence Type

A grouping of absences, such as illness or personal business that is used for
reporting, accrual, and compensation calculations.
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Q;ELH AWA||rorrzmer Key Terminology

Donate Leave Request

Definition:

An employee may donate accrued leave such as vacation
time to bank. This bank is used to receive employee
donations that will go to those who have exhausted all of

their leave due to a life changing event.

Select ‘Next’ to continue.

Donate Leave Request

An employee may donate accrued leave such as vacation time to bank. This
bank is used to receive employee donations that will go to those who have
exhausted all their leave due to a life changing event.
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Key Terminology

Forecasted Absence

Definition:

The result of forecasting an absence, to display whether the

employee is eligible to take the absence.

Select ‘Next’ to continue.

Forecasted Absence

The result of forecasting an absence, to display whether the employee is eligible
to take the absence.
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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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KEY POINTS

Wl HAWArermecer

Time and Leave Key Points

Absence Management Overview

Time and Leave Approval Overview

The above topics are covered in this section

Select ‘Next’ to continue.

Time and Leave Key Points

= Absence Management Overview
= Time and Leave Approval Overview
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ABSENCE MANAGEMENT OVERVIEW

Absence Management Overview el HAWAII™ 77

Absence Management Overview

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

This module is also used to maintain absence

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

Select ‘Next’ to continue.

Absence Management Overview

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

This module is also used to maintain absence records and reporting to payroll
and time and labor for all employees.
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How are Absences Entered? @HAWAH'?

Absences Entered Overview:
Employees:

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

Manager/Supervisor:

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

Select ‘Next’ to continue.

How are Absences Entered?

Employees:

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

Manager/Supervisor:

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

Steps for Approval:

:

2;

Select ‘Next’ to continue.

The request is submitted in the HIP ESS.

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

Approvers have options to approve or push back
the transaction.

Approved Absence Requests are processed by
the Absence Calculation Process.

Absence hours are sent to the timesheet and

processed as either paid or unpaid hours on the
paycheck.

Absences Approval Process

Steps for Approval:

1.
2.

the type of absence.

W HAWA ez

The request is submitted in the HIP ESS.

The Absence request is routed to the supervisor or HR Admin based on

Approvers have options to approve or push back the transaction.

Approved Absence Requests are processed by the Absence Calculation
Process.

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 @HAWAH'?

Employees are responsible to:

* Add, edit, forecast, submit, save and

cancel absence request
* View request details with approval status

* View request details entered by Absence
Admin

* View absence events entered in time
sheets

* View absence entitlement balances

* View monthly calendar schedule for

current and past months

Select ‘Next’ to continue.

Role and Responsibilities

Employees are responsible to:
»= Add, edit, forecast, submit, save and cancel absence request
= View request details with approval status
= View request details entered by Absence Admin
* View absence events entered in time sheets
= View absence entitlement balances

= View monthly calendar schedule for current and past months
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Roles and Responsibilities @HAWAH'?

Supervisors are responsible to:

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

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

* Approve or push back absence request
submitted by direct reports

*  View a monthly calendar for direct reports

Select ‘Next’ to continue.

Roles and Responsibilities

Supervisors are responsible to:

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

reports; May work with the Timekeeper or Leave Keeper to manage this
task

= View absence requests for direct reports

= Approve or push back absence request submitted by direct reports

*= View a monthly calendar for direct reports

August 13, 2021 Version 2 Page 22



ELHAVAI2,

Course 210 — HR Administrator — Part 1

Roles and Responsibilities @HAWAH'W

Leave Keepers are responsible to:

* Maintain employee absences
* Manage absence exceptions
* Run absence reports

*  Add, edit, submit, save and cancel

absence request

* View Absence balances

Select ‘Next’ to continue.

Roles and Responsibilities

Leave Keepers are responsible to:
= Maintain employee absences
= Manage absence exceptions
* Run absence reports
= Add, edit, submit, save and cancel absence request
= View Absence balances
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Roles and Responsibilities @HAWAH'W

HR Administrators are responsible to:

* Manage extended leave requests
* Manage and approve request
* Manage absence exceptions

*  Add, edit, submit, save and cancel

absence request

* View Absence balances

Select ‘Next’ to continue.

Roles and Responsibilities

HR Administrators are responsible to:
= Manage extended leave requests
*» Manage and approve request
* Manage absence exceptions
= Add, edit, submit, save and cancel absence request
= View Absence balances
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How are Absences Corrected? @HAWAH'

Absence Correction Process:

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

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

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

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

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

Select ‘Next’ to continue.

How are Absences Corrected?

Absence Correction Process:

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

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

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

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

5. Administrators can make adjustments to prior or current calendars.
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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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TIME AND LEAVE APPROVAL OVERVIEW

Time and Leave Approval Overview @HAWAH' ot

Lesson Scenario

In this lesson, you will learn about the approval
process in Time as well as Absence Management.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn about the approval process in Time and Labor as
well as Absence Management.

August 13, 2021 Version 2 Page 27



o HAWA e

Course 210 — HR Administrator — Part 1

S HAWA s

The Approval Process in HIP

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

= | eave requests must also be approved.

Select ‘Next’ to continue.

The Approval Process in HIP

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

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

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

= Leave requests must also be approved.
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oL HAWAII™

Employee Timesheet Approval and Processing Flow

Your local
————> timekeeper contacts
| resolves exceptions No Fiscal Office for help

Please review the process diagram above.

When finished, select ‘Next’ to continue.

Employee Timesheet Approval and Processing Flow
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1P rues the Abserice
* Cakulation Process

Please review the process diagram above.

When finished, select ‘Next’ to continue.

Absence Request Approval and Processing Flow
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L HAWAII™

What is the Process for Employees without Computer Access?

Timesheets and Absence Requests
If employees do not have computer access,
= The employees submit the transactions on paper
= The supervisors approve the transactions on paper
= The timekeepers / leave keepers enter the transactions into HIP

= The timekeepers use Rapid Time to enter the timesheets.

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

Select ‘Next’ to continue.

What is the Process for Employees without Computer Access?

Timesheets and Absence Requests
If employees do not have computer access,
» The employees submit the transactions on paper
= The supervisors approve the transactions on paper
= The timekeepers / leave keepers enter the transactions into HIP
» The timekeepers use Rapid Time to enter the timesheets.

= The leave keepers use the Create and Maintain absences page to
enter the absence requests

August 13, 2021 Version 2 Page 31
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L HAWAII™

Who Approves the Time and Leave Transactions?

For Time and Labor Approvals:

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

These transactions are routed to the employee’s supervisor. Supervisor designations are
stored in the Reports To field in HIP.

For Leave Approvals:

Absence approvals are routed either to the employee’s Reports To or to the HR Admin
based on the type of absence.

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

Select ‘Next’ to continue.

Who Approves the Time and Leave Transactions?

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

These transactions are routed to the employee’s supervisor. Supervisor
designations are stored in the Reports To field in HIP.

For Leave Approvals:

Absence approvals are routed either to the employee’s Reports To or to the HR
Admin based on the type of absence.

Examples of absences approved by the HR Admin: military leave, workers’
compensation, and FMLA.
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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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CREATE AND MAINTAIN ABSENCES

Sl HAWAII= 521

Create and Maintain Absences

How to View an Absence Request
How to Request an Absence

How to Request a Partial Absence

How to Cancel an Absence Request

Select ‘Next’ to continue.

Create and Maintain Absences

= How to View an Absence Request

= How to Request an Absence

= How to Request a Partial Absence

= How to Cancel an Absence Request
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HOW TO VIEW AN ABSENCE REQUEST

How to View an Absence Request QH AWAI|™™

Lesson Scenario

In this lesson you will learn how to search for
an employee and view their existing absence
request as a HR Admin.

Also this lesson covers a few helpful tips
about working with existing absences and
adding absences for multiple employees in
the Create and Maintain Absence Request
screen.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to search for an employee and view their existing
absence request as a HR Admin.

Also this lesson covers a few helpful tips about working with existing absences
and adding absences for multiple employees in the Create and Maintain Absence
Request screen.
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&HA\}\':&.H formatin ¥ Manager Self Service

Team Time Manage Delegation

Click the ‘NavBar’ icon.

Begin by navigating to the Create and Maintain Absence
Requests page in the Global Payroll & Absence

Management module.

Begin by navigating to the Create and Maintain Absence Requests page in the
Global Payroll & Absence Management module.

Click the ‘NavBar’ button.
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(@)

NavBar °

0

Recent Places

Click the ‘Navigator’ icon.
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NavBar: Navigator

L) Self Service )
10
Recent Places Manager Self Service >
é Workforce Administration >
Navigator

Time and Labor

Global Payroll & Absence Mgmt

Organizational Development

Administer Training >
Set Up HCM S
Enterprise Components >
Worklist >
Reporting Tools 5

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

' Global Payroll & Absen...

Absence and Payroll Processing >

Click the ‘Payee Data’ menu.
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NavBar: Navigator

o " Payee Data

Maintain Absences

Navigator

Click the ‘Maintain Absences’ menu.
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NavBar: Navigator

n o & Maintain Absences *
Create and Maintain Absences

Review Absence Balances

|

Click the ‘Create and Maintain Absences’ menu.
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Favorites * Main Menu Create and Maintain Absences #& Home | SignO

Sl HAWAIse >

New Window

Create and Maintain Absence Requests

r ~
Iy = 5
{jSameh The Create and Maintain Absence Requests page
displays the options available to enter or cancel Absence
Requests. Begin by searching for the employee whose
Absence Requests existing absences you wish to review.
F Q
Select ‘Next’ to continue. |
Absence Detail Pa L Jl Comments [
Select “Employee ID Name Empl Job Title "Start Date “End Date
ploy Record
O Q| Name 0 Q : E
Select All Deselect All
Copy Absence Delete
Comments
» Submission Options v
< >

The Create and Maintain Absence Requests page displays the options
available to enter or cancel Absence Requests. Begin by searching for the
employee whose existing absences you wish to review.
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Favorites * Main Menu Create and Maintain Absences #& Home | SignO

Sl HAWAIse >

New Window

Create and Maintain Absence Requests

Click the triangle next to
¢ ’
Absend ~ ‘Search’.
F &
Absence Detail Partial Days Additional Information Override Process Forecast Comments [
Select “Employee ID Name Empl Job Title *Start Date “End Date 2
v Record ]
O Q | | Name 0 Q : E
Select All Deselect Al
Copy Absence Delete
Comments
» Submission Options v
< >

Click the triangle next to ‘Search’.
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Create and Maintain Absence Requests

v Search

03292021 092172021 &=
Q o Q
Q
Q
Q
Q
r ~
Action Froem Date
Sobetied = The available Search Criteria options display. For this
o - example we will use the Employee ID and Employee
= Record criteria to review an existing absence.
Pushed Back 3
= { ’ s
Select ‘Next’ to continue.
Canceled =
N »
Vorded = o)
Search Clear Search Save Search

The available Search Criteria options display. For this example, we will use the
Employee ID and Employee Record criteria to review an existing absence.
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Create and Maintain Absence Requests

¥ Search
v
From Date | 02252021 = Through Date | 0921/2021 =
mployee 10 Q mployee Record 0 Q
Absence Hame 1
0 b ‘ ’
covar a Click the ‘magnifying glass’ icon
S L
ve a in the ‘Employee ID'.
v Q
v
m Employec 10 Through Emp 10
¥ ro m sgh Last tam
Action Date
Action From Dabe Theough Date
Submitted = Tl
Approved = )
Puzhed Back = el
Deniwd = £
Canceled = e
Pos -
Voided En
Swarch Clwar Swarch Save Swarch
v
< >

Click the ‘magnifying glass’ icon in the ‘Employee ID’.
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Look Up Employee ID x
y  Emp D V| bagrswih
L2
Se Anemat a
EmpiD ST Name el | i k:f?,m ﬂn.:’:c:r Micdle Name  Dezcription Joo Title {Dr eS| 0 o | Compam
Number
00006000 {blar
787 (bl
45 (bl
{biark)
{blank’
lan
[0
(blamk!
(blark,
=
The employees you have access to are displayed. For this
example, employee details have been blurred. We will
scroll down and select employee ‘00107572".
NOTE: It is important to also note the values shown in
the Empl Record column.
. v
(biark; 00020311 SOH
(ank C0C2e70R SCH
— i L}
‘

The employees you have access to are displayed. For this example, employee
details have been blurred. We will scroll down and select employee ‘00107572’.

NOTE: It is important to also note the values shown in the Empl Record column.
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Look Up Employee ID x
g (b 00028311 SO
(Biark: 2002708 SOW
(Blark: 20004322 SCH
(biank 20029811 SO
(bt 20029811 SOH
(blark 0024768 SOH
folark: CC0Z4TER SOH
Biank: COQ20E11 SO
(biank 00026031 SOH
(bl 00023811 SCH
(blark; 00024770 SCH
(biank 002eTeR SCH
(Biark: 00024708 SCOH
(tank 20026770 SO
(i 20026760 SOH
(Bl
(blark;
biank:
(béark
{blank
p z o . (blari
note the Empl Record column e
shows a value of ‘1’. B
fllank) 00001508 SOH
(i 00024770 SOH
(blark! 0024762 SOH
(Biark, 20024708 SOH
ik 2001701 SCOH
»
B

Click Empl ID ‘00107572’ and note the Empl Record column shows a value of ‘1’.
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Erpiopme Sat-Saraze Creats wd Marmn Abewncse

Create and Maintain Absence Req
Whork Flow $tak v
From [ S0 1 en hrough G ¢ =
| [ 72 Q I Frplayes Q
A Q
'y o I Q s "
Ppaine < The Employee ID field is populated and the Employee
& 2 name is displayed at the right, next to the Employee ID
AR et value. Next we will look at the Employee Record as the
T correct record must be selected in order for the desired
A data to be retrieved.
Action Date
Action From Date “ v
Sutmitbedd = &
Approved = =
Pushed Bace = =
Derued = 5
Canceled = &
Veided o an
Sesch Choar Swmrch Swwm Search
Absence Requests -

The Employee ID field is populated and the Employee name is displayed at the
right, next to the Employee ID value. Next we will look at the Employee Record
as the correct record must be selected in order for the desired data to be
retrieved.
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search

B
L o o L P

Click the ‘magnifying glass’ icon
next to ‘Employee Record’.

Action From Date Through Dats

Sutimitted

Approved

Pushed Back

Deneed

Canctied

Veided

Search Clear Jearch Swvw Search

Click the ‘magnifying glass’ icon next to ‘Employee Record’.
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The Employee Records associated to this employee are
shown. For this example the employee has only one
record. When there are several Empl records it is
important to select the correct one.

The Employee Records associated to this employee are shown. For this
example the employee has only one record. When there are several Empl
records it is important to select the correct one.

Click Empl record ‘1.
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Erpiopme Sat-Saraze Creats wd Marmn Abewncse

Create and Maintain Absence Req
F [ P00 1 ;| ) b % ¢ =
I 572 Q F doyes |
A Q
) ! = The selected Employee ID and Employee Record now
Doty Q
‘ i show in the appropriate fields and additional information
associated to the Employee Record is displayed to the
HR v
_— right.
Fro
Action Date
Action From Date Through Cate
Sutamittedt = =)
Approved = =
Click the 'Search’ button. ]" =
V Veided ) i)
| Semch 4 “ ] Cloar Smarch Suew Swarch
Absence Requests -

The selected Employee ID and Employee Record now show in the appropriate
fields and additional information associated to the Employee Record is displayed
to the right.

Click the ’Search’ button.
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Create and Maintain Absence Req

The Search criteria can now be collapsed to allow
additional workspace for the search results.

Wiork Flow Status v

Frplayes Record 1 Q| Frofesscnal Tralnee

Click the triangle next to ‘Search’.

From Last Name

Acticn  From Date Through Cate

Semrch Chear Swarch Swvw Search

Absence Requests 3

The Search criteria can now be collapsed to allow additional workspace for the
search results.

Click the triangle next to ‘Search’.
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Create and Maintain Absence Req Note that there is one existing absence for this
— employee. You are able to click on the tabs or scroll to
the right to review additional information about this
— existing absence.
m Q
Abiersce Detail Pactal Days Ad oator Overrce cons | | Forecast Somvrart oazm
Select  ‘EmployeelD Mame o Job Tithe *Start Date *End Date Absence Neme | Resson Dwation Atschment  Balenice
otz Q 1 Q f“:"‘ cooszo21 §r  |comezo2i i | 07.Sekl v Sk v 5.3 Hours Vi Add £2.02 Hours
Copy Aisence Dvlets
v Suybmission Options
Override Forocast ENigibility +Subemit Opion | Use Abzance Name Defat v
Submit Forocast
Click the scroll bar.
%

Note that there is one existing absence for this employee. You are able to click
on the tabs or scroll to the right to review additional information about this
existing absence.

Click the scroll bar.
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Crwats wd Marsain Abeancee

Some absence requests require attachments. You can
check for an attachment by clicking the ‘View/Add’ link.

yption  Usa Absance Name Datautt v

Foreoast

Click the ‘View/Add’ link.

Some absence requests require attachments. You can check for an attachment

by clicking the ‘View/Add’ link.

Click the ‘View/Add’ link.
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For this example there was not an existing attachment
available to review. You are able to add the attachment
on behalf of the employee when needed. Close the

Maintain Attachments box to continue.

il v ’ Vew &1

Maintain Attachments

Existing Document Definitions
> v Instructions

Livied hure arw fhe attachmenss. moiws and Lo Sl hare bean mecorded. New sttachmenis, notes aod urls con be sdded. s axsising dick the «!xl 2

anachments, notes and uris can LS viewsd andior wodatad

= ¥ Selection Critena

wnl ALt el

Q| spzence Reaez

Option | Use Abeance Nama Defaut |

For this example there was not an existing attachment available to review. You
are able to add the attachment on behalf of the employee when needed. Close
the Maintain Attachments box to continue.

Click the X'
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TTeiopme Set-Sarace Crwats wd Marsain Abeancee

You are returned to the Create and Maintain Absence
screen. Now that we are aware of existing absences, we i Click the ‘+’ button.
can work on adding any new absences on this screen.
The new absences added can be for either this same
employee or a different employee.

NOTE: The row displayed shows editable fields for Start
Date, End Date, Absence Name and Reason. Do not edit
these values. You must add a row to record a different
absence so that it does not wipe out the previous entry.

You are returned to the Create and Maintain Absence screen. Now that we are
aware of existing absences, we can work on adding any new absences on this
screen. The new absences added can be for either this same employee or a
different employee.

NOTE: The row displayed shows editable fields for Start Date, End Date,
Absence Name and Reason. Do not edit these values. You must add a row to
record a different absence so that it does not wipe out the previous entry.

Click the ‘+’ button.
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hihs92 hip.hawaii.gov says

Enter number of rows to add

Type ‘3, then press Tab key.

Tatle *Samet Date

Status Vel

A prompt for the number of rows to be added is
fesioe ceTez ) displayed. For this example we will add 3 rows to the
Create and Maintain Absence page.

ohon | Use Absence Name Dafau v

Forseast

A prompt for the number of rows to be added is displayed. For this example we
will add 3 rows to the Create and Maintain Absence page.

Type ‘3’, then press Tab key.
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hihs92 hip.hawaii.gov says

Enter number of rows to adc

- Procms - Comemeed Devagraph I
5 . . . ‘ Original Bogin  Entry - 2
e Stact Dabe “End Nute Absence Nume  Ren Click the ‘OK button. - g S Status Vel
& = == o | Evelopis 1
‘:r 2 0BTeI2021 05082021 3t 01 Skxl v =d oz 080S2021) | | Azcence fpoeoned ; ®'s
Reguest 1 | | J
ption | Use Absenca Name Dafauk v
Foraeast
4 3

Click the ‘OK button.
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Create and Maintain Absence Req

Abannos Requesta
B qQ
| Atsorsce Dotait Pckial Dy Addoral i~lorreaior Dverride Srecens Forecmt S — Dermageapric

Empl

Selmct Employes I0 Name Reoord Job Tithe Start Date *Frd Date A weciom Nams Reason Durat: Attachment Fualan:
wiwoTsT: Q 1 Q :“;"“ ososz021 fi  [comszoZifEl| | 0Y.Sekl v Sk v = Hours Y Add £2.00 Hours
Q o] @ a = v v )
Q 2 Q e ) ~ - Uk Add
r ~
Q v Q AL
Several rows are added below the existing absence
- i - record we reviewed. The additional rows may be used for
opy Aliseice wletv

the same employee shown in the first row or for other
employees.

T Submizsion Options Note: The magnifying glasses within the rows can also be
wwetd used to search for the Employee ID and the correct Empl
Record.

Override Forecast Eligibility

Subymit

Select ‘Next’ to continue.

Several rows are added below the existing absence record we reviewed. The
additional rows may be used for the same employee shown in the first row or for
other employees.

Note: The magnifying glasses within the rows can also be used to search for the
Employee ID and the correct Empl Record.
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Create and Maintaln Absence Requests

* Search
Absence Requests
" Q
Abmwrcs Dedail Partial Duyn Addbticeal I Ovwerices Process Fomecast Comments Dwmographic | b
Select  ‘Employse®  Name Eoply JobTille *Start Dinde “Endl Date *Rivsewce Nenw | Reeson Durstion Attachmant Batance
go1omr2 Q 1 Q onoe2021 &Y ceoszo21 ) 01.5ek' v Skk v 1.5 =eurs WA €200 =cus
vlomrz Q 1. Q] {Eroiesond ozazazt B oezazoar @ |l o2-vems v Vecator v B Hours ewihod 200 Heurs
00020350 Q o Q i”"'_“l_ = onza2o21 B | |lce=3ze1fi | O01-Sek v ik W 2 Hours wiAsd 418226 Ho
T Q Q f‘“‘f_w : o014 =} 47021 Fr) v mcator W Ha - 3 00 Hew
r ~
Saies) LA The example has been updated to reflect sample entries
Copy Alverce Dulete .
for several employees. Leave keepers can use this page
i to make multiple entries for multiple employees.
> Sbmission Options In the next lesson we will walk through completing a
cCpiale weeed  sample absence request on behalf of an employee.
oo Select ‘Next’ to continue.
\ o’

The example has been updated to reflect sample entries for several employees.
Leave keepers can use this page to make multiple entries for multiple employees.

In the next lesson we will walk through completing a sample absence request on
behalf of an employee.
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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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HOW TO REQUEST AN ABSENCE

How to Request an Absence @HAWAH'?’F

Lesson Scenario

In this lesson you will learn how to request
an absence as a HR Admin.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to request an absence as a HR Admin
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Manage Delegation

Click the ‘NavBar’ icon.

—

Begin by navigating to the Create and Maintain Absence
Requests page in the Global Payroll & Absence

Management module.

Begin by navigating to the Create and Maintain Absence Requests page in the
Global Payroll & Absence Management module.

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

B ® Self Service >
s
O
Racent Places Manager Self Service >
é Workforce Administration >
Navigator
Time and Labor >

Payroll for North America

Organizational Development

Administer Training >
Set Up HCM >
Enterprise Components >
Worklist >
Reporting Tools >

Click the ‘Global Payroll & Absence Mgmt’ menu.
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o)

Team Time NavBar: Navigator o ]
[}

P ¢»  Global Payroll & Absen...
Recent Places

k yroll Processing >

Click the ‘Payee Data’ menu.
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NavBar: Navigator

P ¢ Payee Data )
O

Recent Places

f— m

Leave Donations

Click the ‘Maintain Absences’ menu.
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NavBar: Navigator

P ¢1  Maintain Absences 'y
-
O

Recent Places Absence Event

é Create and Maintain Absences ‘

Click the ‘Create and Maintain Absences’ menu.

Review Absence Balances

Click the ‘Create and Maintain Absences’ menu.
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Favoriles Mzin Menu ~ Manager Self Service

Coeale and MainLsin Abseoces

A Home Sign Out
S HAWAIeoase

v
fificabon Navitlae

o - The Create and Maintain Absence Requests page
reate and Maintain Absence Re . > .
9 displays the options available to enter, cancel and

pEssn approve Absence Requests.
Select ‘Next’ to continue.
Absence Requests
B Q
Absence Detail Partial Days Additional Information Override Process Forecast Comments Demographic | |i»
Select “Fmployee ID Name s’:&tm Job Title “Start Date “End Date “Absence Name Reason
Q Name 0 Q ) : v
Select All Dessls tAll
Copy Absence Delete
Comments

¥ Submission Options

Override Forecast Eligibility *Submit Option | Use Absenca Name Default v

Submit

Forecast

The Create and Maintain Absence Requests page displays the options
available to enter, cancel and approve Absence Requests.
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Manager Self Service Coeale and MainLsin Abseoces

SELHAWA|

Create and Maintain Absence Requests

» Search

Absence Requests

B Q
Absence Detail Partial Days Additional Information Override
Select me Empl Job Title
Record
M 0 Q

Click in the “*Employee ID’ field.

¥ Submission Options

Override Forecast Eligibility

Submit

Click in the ““Employee ID’ field.

Process

*Submit Option

A Home
v

Nofificabon Navitlae

Sign Out

Forecast Comments Demographic | I

“Start Date “End Date “Absence Name Reason
— [l
|15 v
Use Absenca Name Default v
Forecast

August 13, 2021 Version 2

Page 70



INnformatio

Porta

&L HAWA

Course 210 — HR Administrator — Part 1

Manager Self Service

Create and Maintain Absence Requests

» Search

Absence Requests

Create and Maintain Abseoces

Submit

B Q

Absence Detail Partial Days Additional Information Override Process Forecast Comments

Select *Employee ID Name Empl Job Title “Start Date *End Date

Record
| fame 0 Q = [
) N
Type ‘00000415’, then press Tab'"."

v Submission Options

J Ovarride Forecast Eligibility *Submit Option ~ Use Absence Name Default

Forecast

#A Home Sign Out
Nofificaton  Mawflar
New Window
Demagraphic | I

“Absence Name

Reason

Type ‘00000415, then press ‘Tab’.
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Mamager Sell Service Creale and Manlain Absences #A Home Sign Out

Aol

Notice the Name, Empl Record, Job Title auto-populate -
from the employee’s job data. This information appears .
Create and Maintain Absencé  after the employee ID is entered.

» Search
- Also, the *Start Date defaults to the current date. This

date may be changed as needed.

Absence Requests

5 Q Select ‘Next’ to continue.
Absence Detail Partial Days N ar ™0 T PTOCESS™ T T T OreCIsr™ "¢ werrDeographic | b
Select “Employee ID Name s’;::',olrd Job Title “Srart Date “Fnd Date “Absence Name Reasor
00415 " “General 2412021 [
00000415 Q| JohnAloha 0 Q [ ot 052412021 i) =) v

Select All Pityralony i Nl

Copy Absence Delete

Comments

¥ Submission Options

Override Forecast Eligibility *Submit Option | Use Absenca Name Default v

Submit Forecast

Notice the Name, Empl Record, Job Title auto-populate from the employee’s
job data. This information appears after the employee ID is entered.

Also, the *Start Date defaults to the current date. This date may be changed as
needed.
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Mamager Selfl Sevice Cragle and Manlain Absences

Create and Maintain Absence Requests

» Search

Absence Requests

Process

A Home
v

Sign Out

Navitlae

Forecast Comments Demographic | I

“Srart Date “Fnd Da “Absence Name Reasor

05242021 i)

B Q

Absence Detail Partial Days Additional Information Override
o Empl .

Select Fmployee ID Name Record Job Title

0415 : o *General
00000415 Q John Aloha 0 Q Professlonal
Select Al Dessls tAll
Copy Absence Delete

Comments

Click the “*End Date’ calendar icon.

¥ Submission Options

Override Forecast Eligibility *Submit Option

Submit

Click the “*End Date’ calendar icon.

Use Absenca Name Default v

Forecast
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Manager Self Service Creale and Mantain Absences

Sign Out

®

Navflar

Create and Maintain Absence Requests

» Search

Absence Requests

B Q
Absence Detail Partial Days Additional Information Override Process Forecast Comments Demographic | I
Select “Employee ID Name E'::':)’rd Job Title “Start Date “End Date *Absence Name Reasor
a0 hn Alot “General R4s
00000415 Q| John Aloha 0 Q| iprokssional 0524/2021 [33] [ v
Calendar
Select A sct All May v 2021 v
Copy Absence Delete
S M T W T F S
Comments 1
e ¥ & D & T '8
9 10 11 12 13 W4 15
~ Submission Options 16 17 18 19 20 21 22
Oviricaorecast ERpo Ry “Submit Option | Use Absence Name Default | 23 24 25 6 27 |28 | 29
Submit

Click ‘25°.
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Favorites ~ Main Menu ~

} LIMY/A
;‘gi n .L‘.\V\I‘ A

Create and Maintain Absence Requests

» Search

Absence Requests

Comments

~ Submission Options

Override Forecast Eligibility

Submit

Manager Sell Servce

Cresle and Mantain Absences

B Q
Absence Detail Partial Days Additional Information Override
Empl -
Select “Employee 1D Name Record Job Title
0 ALnF "General
00000415 Q John Aloha 0 Q Professional
elect Al Des
Copy Absence Delete

*Submit Option

A Home Sign Out

Process Forecast Commaents Demagraphic 1

“Start Date “End Date “Absence Name Reasor
052412021 [t53) 755.25-'2021 r';; v
Use Absence Name Defg
Click the scroll bar.

F

vV

-— -

Click the scroll bar.
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Mamager Selfl Sevice Cragle and Manlain Absences A Home Sign Qut

v

Nofificabon NaviBlae

Cancel Absence Requests
Next, select the type of Absence request that is being entered. ]
Override Process Forecaat | comments | oemograpae v
Joh Title “Start Date “End Date *Absence Name Reason Duration Attachment Balance g;“g‘m
e 05242021 [ | 0502672021 ) ' v View/Add
Click the “**Absence Name' e
drop-down arrow.
“Submit Option  Use Absence Name Default v
Forecast
1 »

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

Click the “*Absence Name’ drop-down arrow.
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Mamager Selfl Sevice Creale and Mamnlain Absences A Home Sign Out

Ao -

Nofificabon NaviBlae

3 LAV
- Jury Duty

5 - Parent Teacher Confers

06 - BereavemantFunaral

07 - Glood Donation

08 - Foster Parent Crt Hearil

05- WC Medical Treatmant L2

Admin Lv-COVID 19 Vaccination

Bone Marrow/Organ Donor AT

FMLA LWOP AT

FMLA SICK AT

FMLA VAC AT

Override Process Forecast Comments HFLL IWOP AT

HFLL SICK AT

4 . HFLL VAC AT : = g Orlaing
Job Title Start Date End Date Hawaii Family Leave Law D A B D:!ge
| Industrial Accidentalinjury AT .
G i NEM AN EIN H 1 )
e 05242021 [ [0s262021[E | vi V. Yiewiiad
(2 3
Use Absence Name Default v

“Submit Option

Forecast

Select the ‘02 Vacation’ option.
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v

Nofificabon NaviBlae

Note: Completing the Reason field is optional. ~ [= "%
Cverride Process Foracast Comments Demographic 13
Job Title “Start Date *End Date *Absence Name Reason Duration Attachment Balance Bara'l?;im
——mn
*General p £’ — Jreresy SN
Profossions 058/2412021 m 05/2572021 r'“ 02 - Vacath v 16 Hours Visw!/Add 581 75 Hours
Click the Reason drop-down arrow.
2R
*Submit Option | Use Absence Name Default v
Forecast

‘ »

Note: Completing the Reason field is optional.

Click the Reason drop-down arrow.
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Favoriles Mzin Menu ~ Mamager Sell Seivice Cragle and Manlain Absences A Home Sign Qut

|\' LIAVUA v @
g&LT"“‘W’- fal ort Nofificaicon  Manflar
Newe Window .

Cancsl Absence Requests
Cverride Process Foracast Comments Demographic 13
Job Title “Start Date *End Date *Absence Name Reason Duration Attachment Balance Bara'l?;im
*General gy e - Y B ene ) i SN
Profossions 08/2472021 m 05/25/2021 [z2:] 02 - Vacath v i vi 16 Hours Visw/Add 581 75 Hours
Military
Other
Sick
2R
Select the ‘Vacation’ Reason option.
*Submit Option | Use Absence Name Default v
Forecast
‘ »

Select the ‘Vacation’ Reason option.
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Mamager Selfl Sevice Cragle and Manlain Absences A Home Sign Qut

v

Nofificabon NaviBlae

Ne¢

The Absence Request page displays the duration of the
absence request in addition to enabling you to enter
attachments as needed.

Select ‘Next’ to continue.

. o’
Cverride Process Foracast Comments Demaogrephic v

Job Title “Start Date *End Date *Absence Name Reason Duration Attachment Bhlance 8:98""
*General S adr £10E N 19 - Yaes \ fisw!Add

Profossions 0512412021 [i32] 05/2572021 [sz] 02 - Vacath v Vacation v 16 Hours Visw!/Add S5§1.75 Hours

2R
*Submit Option | Use Absence Name Default v
Forecast

The Absence Request page displays the duration of the absence request in
addition to enabling you to enter attachments as needed.
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Favoriles ~ Main Menu ~ Manager Self Service Create and Maintain Absences #& Home | Sign Out

S HAWAIoss v* @

Cancel Absence Requests
View All
: Original Begin  Entry .
Reason Duration Attachment Balance Date Soiirce Status Void
Vacation v 16 Hours View/Add 581.75 Hours E New 4
17
Click the scroll bar.
i | ’

Click the scroll bar.
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Favoriles Mzin Menu ~ Mamager Selfl Sevice Cragle and Manlain Absences #A Home Sign Qut

ne3

The Submission Options contain the approval options to be
Create and Mai -
applied to the Absence Request.
» Search
* The Override Forecast Eligibility enables you to bypass
forecasting the hours the employee has available for
Absence Requests absence hours. This box defaults to unchecked. If this
m Q option is used an there is not enough balance HIP will
| Absence Detail convert the time to LWOP. Bils Demographic | |I»
Select  “Em{ o The *Submit Option enables you to select the approval “Absence Name: | Reason
o process. If you are responsible for e'nterlng an absence B (02 vocais et
that was pre-approved by a supervisor, please choose the
Sciaciis od *Submit Option ‘Approve Automatically’.
Copy Absen|
Select ‘Next’ to continue.
ok L o’
v Submission Options
U Override Forecast Lligibility *Submit Option | Use Absence Name Default v
Submit Forecast

The Submission Options contain the approval options to be applied to the
Absence Request.

= The Override Forecast Eligibility enables you to bypass forecasting the
hours the employee has available for absence hours. This box defaults to
unchecked. If this option is used an there is not enough balance HIP will
convert the time to LWOP.

= The *Submit Option enables you to select the approval process. If you
are responsible for entering an absence that was pre-approved by a
supervisor, please choose the *Submit Option ‘Approve Automatically’.
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Mamager Selfl Sevice Cragle and Manlain Absences A Home Sign Qut

v

Nofificabon NaviBlae

Create and Maintain Absence Requests

» Search

Absence Requests

" Q
Absence Detail Partial Days Additional Informalion Qverride Process Forecasl Commenls Demographic II»
Select *Employee ID Name s'e'::':rd Job Title “Start Date “End Date “Absence Name Reason
00000415 Q. |  John Aloha 0 oo 052472021 )| 05262021 5| | 02 - Vacati v Vacatior
Select All Desalect All
Copy Absence Delete

Comments

Click the “*Submit Option’ drop-down arrow.

v Submission Options

-

O Override Forecast tligibility “Submit Option | Use Absence Name Default

Submit Forecast

Click the “*Submit Option’ drop-down arrow.
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Create and Maintain Absence Requests

» Search

Absence Requests

n Q
| Absence Detail Partial Days Additional Informalion Qverride Process Forecasl Commenls Demographic II»
Select *Employee ID Name s'e'::':rd Job Title “Start Date “End Date “Absence Name Reason
00000415 Q. |  John Aloha 0 Q[Jonener 052472021 | 05262021 5| | 02 - Vacati v Vacatior
Samctil St The Use Absence Name Default routes the absence
Copy Absence

request to the manager for approval.

Comments

Click the ‘Use Absence Name Default’ option.

Use Absence Name Defaoll

Submit Forecast

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

Click the ‘Use Absence Name Default’ option.
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Mamager Selfl Sevice Cragle and Manlain Absences A Home Sign Qut

v

Nofificabon NaviBlae

Create and Maintain Absence Requests

» Search

Absence Requests

" Q
Absence Detail Partial Days Additional Informalion Qverride Process Forecasl Commenls Demographic II»
Si *Employee ID Name s'e'::':rd Job Title “Start Dare “End Date “Absence Name Reason
i 00000415 Q. |  John Aloha 0 Q[Jpconener 052472021 )| 05262021 5| | 02 - Vacati v Vacatior

Salect A I \ Racalactal

Click the ‘Select’ checkbox. [

v Submission Options

O Override Forecast tligibility *Submit Option | Use Absence Name Default v

Submit Forecast

Click the ‘Select’ checkbox.
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] HAWAII e .

Nofificabon NaviBlae

Create and Maintain Absence Requests

» Search

Absence Requests

" Q
| Absence Detsit Partial Days Additional Information Querride Process Forecast Comments Demographic I»
Select *Employee ID Nai r;'e'::':rd Job Title “Start Date “End Date “Absence Name Reason
00000415 Q. |  John Aloha 0 Q[Jpconener 052472021 )| 05262021 5| | 02 - Vacati v Vacatior

Select All Desalect All

Copy Absence Delete

Comments
v Sub o g
Click the Submit button.
(R *Submit Option | Use Absence Name Default v

l I Snbmll ! I Forecast

Click the Submit button.
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The message ‘In order to provide accurate Forecast Results, the
system will save the all Absence Requests. Would you like to
continue?’ is displayed.

In order to provide accurate Forecast Results, the system will savs the all Absence
Requests. Would you like to continue?

The message ‘In order to provide accurate Forecast Results, the system will
save the all Absence Requests. Would you like to continue?’ is displayed.

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

Selected Absence Requests were successfully submitted. (0,0)

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

Click ‘OK’.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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HOW TO REQUEST A PARTIAL DAY ABSENCE

How to Request a Partial Day Absence giH AW/ || nrorasto

Lesson Scenario

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

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to request a partial day absence on behalf of an
employee.
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¥ Manager Self Service

Approvals Manage Delegation

Click the ‘NavBar’ icon.

Begin by navigating to the Create and Maintain Absence
Requests page in the Global Payroll & Absence
Management module.

Begin by navigating to the Create and Maintain Absence Requests page in the
Global Payroll & Absence Management module.

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

NavBar @
)

Recent Places

Navigator
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NavBar: Navigator

B ® Self Service >
s
O
Racent Places Manager Self Service >
é Workforce Administration >
Navigator
Time and Labor >

Payroll for North America

Giobal Payroll & Absence Mgmt

Organizational Development >
Administer Training >
Set Up HCM >
Enterprise Components >
Worklist >
Reporting Tools >

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

Global Payroll & Absen...

Click the ‘Payee Data’ menu.
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NavBar: Navigator

P ¢ Payee Data )
s Leave Donations >

Maintain Absences

Adjust Balances

Click the ‘Maintain Absences’ menu.
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NavBar: Navigator

P <1 Maintain Absences 'y

Recent Places

Absence Event

Create and Maintain Absences

Request Extended Absence

Administer Extended Absence

Review Absence Balances

Click the ‘Create and Maintain Absences’ menu.
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Manager Seif Service Cowsaes and MainLsin Abserces #A Home Sign Out
Notificabon
Create and Maintain Absence Requests|  The Create and Maintain Absence Requests page
" displays the options available to enter, cancel and
» Searc
approve Absence Requests.
il ’ :
i At Select ‘Next’ to continue.
i3 Q ~ o
Absence Detail Partial Days Additional Information Override Process Forecast Comments Demographic | |i»
Select “Fmployee ID Name s’:&lm Job Title “Start Date “End Date “Absence Name Reason
Q Name 0 Q \?:T : v
elect Al Deselect All
Copy Absence Delete
Comments
¥ Submission Options
Override Forecast Eligibility *Submit Option | Use Absenca Name Default v
Submit Forecast

The Create and Maintain Absence Requests page displays the options
available to enter, cancel and approve Absence Requests.
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Manager Self Service Coeale and MainLsin Abseoces

Create and Maintain Absence Requests

» Search

Absence Requests

A Home
v

Sign Out

Nofificabon Navitlae

B Q
Absence Detail Partial Days Additional Information Override Process Forecast Comments Demographic | |i»
Select ‘Fmployee ID Name s’:&tm Job Title *Start Date “End Date “Absence Name Reason
— [l
|15 v
Click in the “*Employee ID’ field.
Copy Absence Delete |
Comments
¥ Submission Options
Override Forecast Eligibility *Submit Option | Use Absenca Name Default v
Submit Forecast

Click in the “*“Employee ID’ field
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Favoriles ~ Main Menu * Manager Self Service Create and Maintain Abseoces #A Home Sign Out

S HAWA o i

Notificaton Navtlar

New Window
Create and Maintain Absence Requests
» Search
Absence Requests
® Q
Absence Detail Partial Days Additional Information Override Process Forecast Comments Demagraphic | I
Select “Employee 1D Name s’e'::‘:: d Job Title *Start Date “End Date “Absence Name Reason
Type ‘00000415’, then press Tab key.
Select Al Deselect All
T
Copy Absence Delete
Comments
v Submission Options
J Ovarride Forecast Eligibility *Submit Option ~ Use Absence Name Default v
Submit Forecast
»

Type ‘00000415, then press Tab key.
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Mamager Selfl Sevice Cragle and Manlain Absences A Home Sign Qut

v

a1

Create and Maintain Absence Requests

» Search
&
Next, you will enter the *Start Date and *End Date. The
Absence Requests *Start Date defaults to the current date. In this example,
s Q the Start Date will remain the current date.
Absence Detail Partial Duyampy T T ToUeTe—TT T vl Demographic | I
Select “Employee ID Name ;’"'" Job Title “Srart Date “Fnd Dat “Absence Name Reasor
ecord
00000415 Q| JohnAloha 0 Q p“r’:,gzjr'm. 052412021 i) v
Select Al Desslect All
Sopyiilssnce Detate Click the End Date calendar icon.

Comments

¥ Submission Options

Override Forecast Eligibility *Submit Option | Use Absenca Name Default v

Submit Forecast

Next, you will enter the *Start Date and *End Date. The *Start Date defaults to
the current date. In this example, the Start Date will remain the current date.

Click the End Date calendar icon.
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Manager Self Service Creale and Mamtain Absences

Sign Out

New Wind.
Create and Maintain Absence Requests

» Search

Absence Requests

m Q
Absence Detail Partial Days Additional Information Override Process Forecast Commants Demagraphic | I
Select “Employee ID Name lE'\‘g::':::rd Job Title “Start Date “End Date “Absence Name Reasor
hr (s *General 4
00000415 Q John Aloha 0 Q Diotisaione 05/2412021 [ v
Calendar
May v||2021 v
Copy Absence Delete
S MT W TF E S
Comments 1
2 3 4- 5 6 7 8
9 10 11 12 13 14 15
v Submission Options % 17 18 19 20 21 22
Ovisisios Forstast ERguly *Submit Option | Use Absence Name Default | 24 24 s 26 27 |28 | 28
LFE
Submit Click ‘24’

Click 24’
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Favoriles Mzin Menu ~ Mamager Sell Seivice Cragle and Manlain Absences A Home Sign Qut

L HAWA I v W

Nofificabon Navitlae

Create and Maintain Absence Requests

pEs Next, you will enter the partial day hours.
Click the Partial Days tab
Absence = -
- a 4
Absence Detail ’ Partial Days i Additional Information Override Process Forecast Comments Demographic | I
Select “Fmployee ID Name ;’;::',olrd Job Title “Start Date “Fnd Date “Absence Name  Reasor
00000415 Q.| JohnAloha Y 062472021 [ |05/24r2021 i) v
Select All Desels All
Copy Absence Delete
Comments

¥ Submission Options

Override Forecast Eligibility *Submit Option | Use Absenca Name Default v

Submit Forecast

Next, you will enter the partial day hours.

Click Partial Days tab
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Favoriles ~ Main Menu ~ Manager Sell Service Creale and Mantain Absences #A Home Sign Out
Naflar
Ne ndov
Create and Maintain Absence Requests
» Search
Absence Requests
m Q
Absence Detail Partial Days Additional Information Qverride Process Forecast Comments Demographic i
Select “Employee ID Name E:‘C'::' d Job Title “Start Date “End Date *Absence Name Duratic
0 ' 5 o *General 1947 A cman021
@ 00000415 Q| John Aloha 0 Q Professional 05/24/2021 [:z] | 0572472021 i v
| » lact All
Copy Absence Delete
Comments
v Submission Options
J Oveiride Forecast Eligibility Sub v
Click the scroll bar.
Submit ‘“ Forecast

Click the scroll bar.
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Mamager Selfl Sevice Cragle and Manlain Absences

A Home Sign Out

v

New Window
Override Process Forecast Comments Demographic b
Job Title *Start Date *End Date “Absence Name Duration All Days
*General 15 e
Pt and 05/2412021 [i]|  05°24/2021 [ v
Click the *Absence Name
drop-down arrow.
jubmit Option = Use Absence Neme Default v

Forecast

Click the *Absence Name drop-down arrow.

Nofificabon NaviBlae

Start Day

(e Start Half Day
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Mamager Selfl Sevice Creale and Mamnlain Absences A Home Sign Out

Ao -

Nofificabon NaviBlae

Select the ‘01 Sick Leave’ list item.

T ————r
09- WC Medical Treatment Leave Cancsi Absence Requests
Admin Lv-COVID 18 Vaccination
Bone MarrowiOrgan Denor AT

FMLALWOP AT
FMLASICK AT
FUMLAVAC AT
Override Process Forecast Comments HFLL LWOP AT
{ HFLL SICK AT
R % HFLL VAC AT Start Day
Job Title Start Date End Date Hawail Family Leave Law All Days Hotis Start Half Day
Industrial Accidantalinjury AT -
*General 194 4 acowondy BN Trvo— _—
st 052472021 osoa202 ) v
P
jubmit Option = Use Absence Neme Default v
Forecast

Select the ‘01 Sick Leave’ list item.
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v

Nofificabon NaviBlae

cal A 2 Raqt
Override Process Forecast Commaents Demographic n
Job Title *Start Date “End Date “Absence Name Duration All Days Sm:::::: Start Half Day
“Genersal 40031 [ =T N | e I
Professional 052412621 m 0572412021 Es] 1‘01“_')ka_€_-_; Satas
( ~

Note the Duration field calculates the scheduled work

hours based on the information entered in the Start and 2R
End Date fields.

Next, you will enter the number of hours used for Sick
Leave.

submit Option Use Ahse

Select ‘Next’ to continue.

Forecast

Note the Duration field calculates the scheduled work hours based on the
information entered in the Start and End Date fields.

Next, you will enter the number of hours used for Sick Leave.
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Nofificabon NaviBlae

L HAWA I v W

Cancel Absance Requests
Override Process Forecast Commaenlts Demographic I

Job Title *Start Date “End Date “Absence Name Duration All Days Sm:::: Start Half Day

“Genersal 40031 [ =T | R I

ot (05242021 ()] Jos2u021 )] {01 SickLe -] |8 thous

Click in the Start Day Hours field.
(7)) 2
5ubmit Option Use Abhsence Name Default v
Forecast

i »

Click in the Start Day Hours field.
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Favoriles Mzin Menu ~ Mamager Sell Seivice Cragle and Manlain Absences A Home Sign Qut

S HAWAI s i

Nofificabon NaviBlae

Override Process Forecast Comments Demographic | v

Job Title *Start Date “End Date “Absence Name Duration All Days Start Day Start Half Day

*General 40031 [ =T - - I .ﬁ
Professional 05242021 [i] |052412021 £E]| | 01-SickLe v 8 Hours .

Type ‘4’ then press the ‘Tab’ key.

2

submit Option | Use Absence Name Default v

Forecast

Type ‘4’ then press the ‘Tab’ key.
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Manager Self Service Creale and Mantain Absences #A Home Sign Out

v Ny

Notificaton NavBlar

New Window
Cancel Absence Requests
verrde Process Foracast Commenls Demographic II»
Job Title *Start Date “End Date *Absence Name Duration All Days sm:g?::z Start Half Day End Day
*General NE 194l -~ 949091 01 Sk le 40
Professlonal 05/2412021 [z 05/2412021 [z 01-Sickle v 4 Howrs 4.00
e
bmit v, v
Click the scroll bar.
V Forecast
4 »

Click the scroll bar.
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Favorites ™ Main Menu ~ Manager Self Service Create and Maintain Absences

S HAWAIIs

Create and Maintain Absence Requests

» Search
As a HR Admin, you are able to add comments to the

Absence Request, as needed.

Absence Requests

5 Q
Absence Detail Partial Days Additional Information Override Process Forecast Comments |
Select “Employee ID Name Emg Job Title "Start Date “End Date
oy Record
00000415 Q  JohnAloha 0 Q [ Seomes ! 05242021 [5]  |05/24/2021 [
Select Al Deselect All Click in the Comments field.
Copy Absence
Comments
- Cihmmineian Anbinme bt

As a HR Admin, you are able to add comments to the Absence Request, as
needed.

Click in the Comments field.
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Favorites ™ Main Menu ~ Manager Self Service Create and Maintain Absences

WL HAWAIIe)

Create and Maintain Absence Requests

» Search

Absence Requests

H Q
Absence Detail Partial Days Additional Information Override Process Forecast Comments |
Select “Employee ID Name Emg Job Title "Start Date “End Date
ploy Record
00000415 Q Echac 042021 [5] 05/24/2021 [
Type ‘Employee went home sick., then
Select All Deselect All press the ‘Tab’ key.
Copy Absence
Comments
- Ciihmminesian Ambinme =

Type ‘Employee went home sick.’, then press the ‘Tab’ key.
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Favorites Main Menu ~

HAWAIIo

Manager Self Service

Create and Maintain Absence Requests

» Search

Absence Requests

5 Q
Absence Detail Partial Days Additional Information
Select “Employee ID Name S
ploy Record
(1 00000415 Q  John Aloha 0
Select All Deselect All
Copy Absence Delete

Comments ~ Employee went home sick

w Cuilhmaincinm Mnbiane

Create and Maintain Absences #& Home Sign Ou
AddTo v v @
NavB:
New Window
Override Process Forecast Comments |
Job Title “Start Date "End Date
*General f 194/
Ersivaanlon 05/24/2021 [izz] 051242021 [)
Click the scroll bar.

Click the scroll bar.
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Favorites ™ Main Menu ~ Manager Self Service Create and Maintain Absences

Notification NavB

Absence Detail partiall The Submission Options contain the approval options to be omments |
applied to the Absence Request.
Select “Employee ID nd Date
* The Override Forecast Eligibility enables you to bypass the
hours th I h ilable for h A%
e ours the employee has available fo a?sence. ours. The E 242001 [
checkbox should be unchecked to confirm available hours.
Select All Deselect A 2 ~
= = * The *Submit Option enables you to select the approval
EonyAbsence process. If you are responsible for entering an absence that
g . was pre-approved by a supervisor, please choose the
omments
*Submit Option ‘Approve Automatically’.
Select ‘Next’ to continue.
¥ Submission Options \ v
—J Override Forecast Eligibility *Submit Option Approve Automatically -

Submit Forecast

The Submission Options contain the approval options to be applied to the
Absence Request.

= The Override Forecast Eligibility enables you to bypass the hours the
employee has available for absence hours. The checkbox should be
unchecked to confirm available hours.

= The *Submit Option enables you to select the approval process. If you
are responsible for entering an absence that was pre-approved by a
supervisor, please choose the *Submit Option ‘Approve Automatically’
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Favorites ™ Main Menu ~ Manager Self Service Create and Maintain Absences

S HAWA [emase

nce Requesis

Notification NavB

5 Q
Absence Detail Partial Days Additional Information Override Process Forecast Comments |
- Empl = -
Select Employee ID Name Rocerd Job Title Start Date End Date
044 RS RO *General 241907 04!
00000415 Q| John Aloha 0 Q| osonal 05/24/2021 [ 05/24/2021 [:F]
Select All Deselect All
Copy Absence Delete
Click the Override Forecast nt home sicK
Eligibility checkbox.
+i&ibmission Options
L) Dverride Forecast Eligibility *Submit Option Approve Automatically v
Submit Forecast

Click the Override Forecast Eligibility checkbox.
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Favorites ™ Main Menu ~ Manager Self Service Create and Maintain Absences

S HAWA [emase

ADsence Requests

H Q
Absence Detail | Partial Days Additional Information Override Process Foracast Commaents |
Select  “EmployeelD  Name b Job Title “Start Date “End Date
Record
— : - ohn Aloha *General cma051 [ 415071 [
00000415 Q  John Aloha 0 Q [t 05/24/2021 [f] | 05/24/2021 [=2]
Select All Desslact All
Copy Absence Delete

Comments  Employee went home sicK

Click the *Submit Option
drop down arrow.

¥ Submission Options

) Override Forecast Eligibility “Submit Option = Use Absence Name Dafault

Submit Forecast

Click the *Submit Option drop down arrow.

August 13, 2021 Version 2 Page 115



e HAWAIIe e

Course 210 — HR Administrator — Part 1

Favorites ™ Main Menu ~ Manager Self Service Create and Maintain Absences

S HAWA [emase

nce Requesis

Notification NavB

5 Q

Absence Detail Partial Days Additional Information Override Process Forecast Comments |

Select “Employee ID Name =gt Job Title “Start Date “End Date
ploy Record !
\ AL *General 241907 4!

00000415 Q  John Aloha 0 Q Ry 05/24/2021 [“ 05/24/2021 [::z]
Select All Desele
Copy Absence The Use Absence Name Default routes the absence

request to the supervisor for approval.
Comn

¥ Submission Options

“Submit Option Approve Automatically vi
Approve Automalically

Route To An Operalor 1D

[llse Absence Name Default

Name [

—J Override Forecast Eligibility

Click the ‘Use Absence Name Default’ option.

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

Click the ‘Use Absence Name Default’ option
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Favorites ™ Main Menu ~ Manager Self Service Create and Maintain Absences

S HAWA [emase

ADsence Requests

Notification NavB

H Q
Absence Detail | Partial Days Additional Information Override Process Foracast Commaents |
Select  “Employee ID Name b Job Title “Start Date “End Date
Record
00000415 Q@ JohnAloha 0 q fijf e 05/24/2021 [B]  05/24/2021 [

Professional

Click the ‘Select’ checkbox. ge

Employee went home sick

¥ Submission Options

) Override Forecast Eligibility ~Submit Option | Use Absence Name Default v

Submit Forecast

Click the ‘Select’ checkbox.
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Favorites ™ Main Menu ~

3 HAWAI[™ "5

DSence rRequests

Manager Self Service Create and Maintain Absences
L}

L

Notification NavB
T Q

Absence Detall

Partial Days Additional Information Ovemde Process Forecast Comments |
& Empl . .
Select Employee ID Name Record Job Title Start Date End Date
pooo041s Q| JohnAloha 0 o 0512412021 [ 052412021 [
Select All leselect All
Copy Absence Delete
Comments Employee Went Home Sick
v Submpission Ooticne
- Ov Click the Submit button. *Submit Option = Use Absence Name Default v
Submit |

Forecast

Click the Submit button.
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You must forecast this absence event before submitting (Employee 1D,
Empl record,Start Date, End Date, Absence Name). 00000415, 0,
2021-05-24, 2021-05-24, 01 - Sick Leave

The PeopleCode program executed an Error statement, which has
produced this message.

Note: If you forget to press the Forecast button
before you Submit the absence request, the
system will remind you with this message.

Next, you will continue with the absence
request submission.
Select ‘Next’ to continue.

Note: If you forget to press the Forecast button before you Submit the absence
request, the system will remind you with this message.

Next, you will continue with the absence request submission.
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Favorites ™ Main Menu ~ Manager Self Service Create and Maintain Absences

S HAWAIIe

Absence Requests

Notification NavB

H Q
Absence Detail Partial Days Additional Information Override Process Forecast Comments |
. Empl % x
Select Employee ID Name Record Job Title Start Date End Date
; Bt *General 042021 [ 040001 [
/] 00000415 Q@  JohnAloha 0 Q& 05/24/2021 [i52] | 05124/2021 [tz
's ~
Select All Deselect All The Forecast button is used to determine if the
Copy Absence employee is eligible for the hours submitted.
Remember to ensure the Select box is checked
Comments before clicking the Forecast button.

Next, you will continue with submitting the
partial absence request.

¥ Submission Options

\ v

—) Override Forecast Eligibility “Submit Option = Use Absence Name Default v

Click the ‘Forecast’ button. .
Submit Forecast

The Forecast button is used to determine if the employee is eligible for the hours
submitted. Remember to ensure the Select box is checked before clicking the
Forecast button.

Next, you will continue with submitting the partial absence request.

Click the ‘Forecast’ button.
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In order lo provide accurale Forecast Results, the system will save the
all Absence Requests. Would you like 1o continue?

J

Note: The system will prompt you with the
above message warning that forecasting will
save all Absence Requests. Click ‘Yes' to accept
this message, for this example select ‘Next’ to
continue.

Note: The system will prompt you with the above message warning that
forecasting will save all Absence Requests. Click ‘Yes’ to accept this message,
for this example select ‘Next’ to continue.
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Favorites ~ Main Menu ~

Manager Self Service

N HAWAII

psence Requests

w Q
Absence Detail Partial Days Additional Information
Select “Employee ID Name Empi
Record
poooo41s Q John Aloha 0
Select All Deselect All
Copy Absence Delete
Comments

Employee Went Home Sick

¥ Submission Options

9 Click the Submit button.

|

[ - |

Click the Submit button.

Create and Maintain Absences

& Home

AddTo v

Notification

Overmnde Process Forecast Commenls |
Job Title “Start Date “End Date
*General

05242021 [55]  05/24/2021 [t5]

Professional

“Submit Option | Use Absence Name Default v

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

Selected Absence Requests were successfully submitted. (0,0)

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

Click OK.

August 13, 2021 Version 2 Page 123



o HAWA e

Course 210 — HR Administrator — Part 1

Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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HOW TO CANCEL AN ABSENCE

How to Cancel an Absence QHAWAH'

Lesson Scenario

In this lesson you will complete the following:

An employee has requested to have an absence
request canceled because they are unable to
complete the request through Employee Self-
Service.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will complete the following:

An employee has requested to have an absence request canceled because they
are unable to complete the request through Employee Self-Service.
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¥ Manager Self Service

Approvals Manage Delegation

Click the ‘NavBar’ icon.

Y
Begin by navigating to the Create and Maintain Absence

Requests page in the Global Payroll & Absence
Management module.

Begin by navigating to the Create and Maintain Absence Requests page in the
Global Payroll & Absence Management module.

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

B ® Self Service >
s
O
Racent Places Manager Self Service >
é Workforce Administration >
Navigator
Time and Labor >

Payroll for North America

Organizational Development

Administer Training >
Set Up HCM >
Enterprise Components >
Worklist >
Reporting Tools >

Click the ‘Global Payroll & Absence Mgmt’ menu.
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o)

Team Time NavBar: Navigator o ]
[}

P ¢»  Global Payroll & Absen...
Recent Places

k yroll Processing >

Click the ‘Payee Data’ menu.
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NavBar: Navigator

P ¢ Payee Data )
s Leave Donations >

Maintain Absences

tes >

Click the ‘Maintain Absences’ menu.

Click the ‘Maintain Absences’ menu.
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NavBar: Navigator
P ¢1  Maintain Absences 'y

1%,

Recent Places

é Create and Maintain Absences l

Absence Event

Review Absence Balances

Click the ‘Create and Maintain Absences’ menu.
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Favoriles Mzin Menu ~ Manager Self Service Coeale and MainLsin Abseoces A Home Sign Qut

L HAWA I v W

Nofificabon Navitlae

Create and Maintain Absence Requests

Absence Reql — Click the ‘Search’

:53

» Q expand arrow.

Absence O ormation Override Process Forecast Comments Demographic | |i»

Select ‘Employee ID Name s’:&tm Job Title “Start Date “End Date “Absence Name Reason

Q Name 0 Q ) : v
Select All Desals All
Copy Absence Delete
Comments
¥ Submission Options
Override Forecast Eligibility *Submit Option | Use Absenca Name Default v
Submit Forecast

Click the ‘Search’ expand arrow.
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Emduryws 3ul-Seevien Crusdia we! Mairihain Alnac-cn # Home Sign Out

Create and Maintain Absence Requests

r ~
v Search
eare The Search page enables you to
e =z search for employees by various
YOIK Flow Stislus
— search criteria. In this example,
From Date |02/27/2021 &3 E
you will search for an employee by
Employee 1D Q
Employee ID.
Absence Name Q
Approver Oporalor 1D = Click ’"Next’ to continue.
Department Q
\
Pay Gioup Q
HR Status W
rom Employee 10 Through Empioyee 1D
From Last Name I'hrough Last Name
Action Date
Action From Data Through Date
Submitted ) =3
Approved ) =]
Pushed Back £ =)
Denied ) =3
Canceled & E
Voided & [z -
1 »

The Search page enables you to search for employees by various search criteria.
In this example, you will search for an employee by Employee ID.
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Emgluyws Sul-Swvicw ol ik A Homs Sign Out

©)

Noficabors [ERILY

Create and Maintain Absence Requests

v Search
Work Flow Status >
From Date |0227/2021 [ Through Date | DE/26/2021
Employes 1 Q Employes Record e
Absence Na - - I
Approver Operator 1D
Jepart . s
Department Click in the ‘Employee ID’ field.
Pay Group
HR Status v
rom Employee 1D Through Employee 1D
From Last Name Ihrough Last Name
Action Date
Action From Date Through Data
Submitted ) =3
Approved || =)
Pushed Back il =)
Denied ) =
Canceled ) =
Voided & = v
] ’

Click in the ‘Employee ID’ field.

August 13, 2021 Version 2 Page 134



ELHAVAI2,

Course 210 — HR Administrator — Part 1

Emuluyws Sul-Swvicw

Create and Maintain Absence Requests

v Search
Work Flow Status el
From DeteRErTTT y  — Through Date | D8/26/2021
v 4 =
Employee Record 0Q
U
Type ‘00000415’ and then press ‘Tab’.
Apd
Department
Pay Group
HR Status v
rom Employee 1D Through Employee 1D
From Last Name Ihrough Last Name
Action Date
Action From Date Through Datz
Submitted ) =
Approved || =)
Pushed Back il =]
Denied ) =
Canceled ) =
Voided & = v
1 »

Type ‘00000415’ and then press ‘Tab’ .
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Emudtryws Iu-Seevien Crusdia we! Mairihain Alnac-cn & Homs Sign Out

¥ Search

Work Hlow Status X

From Date  02/27/2021 Through Date 08262021

Employee ID 00000415 Q John Aloha Employee Record 0 Q “General Pr

Absence Neme

Q
Approver Operator D Q
Department Q
Pay Group Q
HR Status ¥
From Employee 1D Thiough Employee ID
From Last Name Through Last Name
Action Date
Action From Date Thiough Date

Submitted

Approved

Pushed Back

Click the ‘Search’ button. , = &

Search o Clear Search Save Search
1 »

Click the ‘Search’ button.
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Creoude et Mosirrbain Abssrsss,

Work Flow Status

From Date 0227/2021 Through Date  0826/2021

Employee ID {00000415 i} Johnaioha Employee Record 0 Q “General Pr
Absence Name
Approver Operator ID
Degartment

Pay Group

HR Status

From Employee 10 Through Employee iD

From Last Name Through Last Name

Action Date

Action From Date Through Date

Submitted

Approved

Click the scroll bar.

Pushed Back

Denied

Canceled

Voided

Clear Search Save Search

Click the scroll bar.
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Employws Sell-Seevicn Croade st Masiotbaiey Absesrco

Canceled

The current Absence Requests for the selected employee is listed.

m

Absence Requests

m Q
Absence Detail Partial Days Additional Information Override Procass Forecast Comments Damographic I»
Select  “EmployeslD  Name el Job Titke *Start Date "End Date "Absence Name  Reason Duration
______ “General e RASEAN > e 2
00000415 Q JonnAlcha 0 Q Professional 0572412021 [l | 052402021 [t 01-SickL v v 4 Hours
Select All Deselact A
Copy Absence Delete
Comments
¥ Submission Options
175 override Forecast Eligibility ~Submit Option | Use Absence Name Defau v
Click the scroll bar.
Submit Save for Later Forecast

. _—

The current Absence Requests for the selected employee is listed.

Click the scroll bar.
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Emduryws 3ul-Seevien Crusdia we! Mairihain Alnac-cn & Home

Sign Out
¥
Notrhoanon Rl
= -
Save Search
Cances Absence Refents
rerride Process Forecast Comments Demographic  II» 3 =
Click the ‘Cancel Absence Requests’ link.
ob litle *Start Date “tnd Data "Absence Name Reason
Administra
3 r
koo 05242021 | |05202021F) | 01-SexL v v 4Hours VhewiAdd 348650 Hours | 0520202168 i
Event
-
nit Option | Use Abeence Name Defaull v
Forecast

Click the ‘Cancel Absence Requests’ link.
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The page will prompt you ‘Absence Requests Grid will be reloaded...”.

The Gnd will be data will be fost. Choose Yes to
continue, ¢f No to go back angd save

The page will prompt you ’Absence Requests Grid will be reloaded...’.

Click the ‘Yes’ button.
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|

wvorden Voaery Merws ¥ Emglrywe Sl -Survice Crostae wre! M ribair) Al sarcown A Home Sign Out
3 ‘-L.IL Add To r (’)
) wn Nothcabon Novils
The Manage Absence Requests link comes available indicating that you
S are now in the Cancel Absences screen.
e Absence Requesis
ermde Process Forecast Comments mmograpm: »
b Title *Start Date *End Date *Absence Name  Reason Duration Attachment g:&':ga'e 2‘:"?‘_ - Status Cc
Administra
eneral S— 01 - Sick x . 41907 tor sy
Sassions 05242021 051242021 Leave 4 Hours 0572472021 Absence ibenitted
Event
2
mit Option = Use Absence Name Defaul
Click the scroll bar.

The Manage Absence Requests link comes available indicating that you are
now in the Cancel Absences screen.

Click the scroll bar.
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Favorites ™ Main Menu ~ Employee Self-Service Create and Maintain Absences

WL HAWAIIe)

Absence Requests for Cancelation

5 Q
| Absence De The page displays the Absence Requests eligible for cancellation. Comments
Next, you will select the absence row to cancel.
Select A nd Date “Ak
o 00000415 John Aloha 0 “General 05/2412021 05/24/2021 01
Professional Lea

Click the ‘Select’ checkbox.

¥ Submission Options

“Submit Option | Use Absence Name Defaull v

Submit For Cancelation

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

Click the ‘Select’ checkbox.
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Favorites ¥ Main Menu ~ Employee Self-Service Create and Maintain Absences A& Home
| = \/ ’ »
e \l/ Ormatic P
gHAWAH o Notification
Absence Requests for Cancelation
5 Q
Absence Detail Partial Days Additional Information Overmde Process Forecast Comments
. Empl - » ~
Select Employee ID Name Record Job Title Start Date End Date Ak
00000415 John Aloha 0 "General 052412021 05/2412021 01
Profassional Lea
Salect All Deselact All
Comments
¥ Submission Options
*Submit Option | Use Absence Name Default v
" = Click the scroll bar.
Submit For Cancelation
%

Click the scroll bar.
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Favoriles ~ Main Menu ~ > Employee Seif-Service Create and Maintain Absences # Home | Sign Out

& HAWAII e

Notitication NavBar

Manage Absence Requests

{ Canceling an absence requires a reason. Next, select a reason for the cancellation. ]
. Original Entry Employee
Duration Attachment Begin Date Source Status Cancel Reason Authorization
Administra
I fioaw] Add 047 tor ADDrover 4 e Reoad
4 Hours View/Add 05/24/2021 Yoo \pproved Select Absence Rea L!
Event —
A
2R

Click the ‘Cancel Reason’ drop-down arrow.

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

Click the ‘Cancel Reason’ drop-down arrow.
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Favoriles ¥ Main Menu > Employee Seir-Senvice Create and Maintain Ahsences #& Home Sign Out

W HAW/A || Hforme: i @
Q,HF\WAL\ ' Porta Nottcaon  Navar

Manage Absence Requests
= Original Entry Employee

Duration Attachment Begin Date Soiiree Status Cancel Reason Authorization

Administra
4 Hours View/Add 05/24/2021 o Approved

Absence

Event |

= 4ECLADSENCe 1eason
¥

Select the ‘Not Valid’ option.

Select the ‘Not Valid’ option.
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Favoriles ~ Main Meny ~ Employee Sell-Senvice Create and Maintain Ahsences A Home \ Sign Out

‘QQ,HA\»‘V!A ’ foreas AddTo ~ \o @

Notification NavBar

Manage Absence Requests
Next, you will submit the absence for cancellation.
2 Original Entry Employee
Duration Attachment Begin Date Salifca Status Cancel Reason Authorization
Administra
e View/Add 1247 tor Ao { i o5
4 Hours View/Add 0512472021 Abeonce Approved Not Valid
Event
24
Click the scroll bar.
N
4 I I »

Next, you will submit the absence for cancellation.

Click the scroll bar.
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Favoriles ¥ Main Menu ~ Employee Seif-Senvice Create and Maintain Absences & Home Sign Out

{ LAWA b g
Q,HF\ML\ I ¥ Noticabion NaC?zar

Absence Requests for Cancelation

5 Q
Absence Detail Partial Days Additional Informaticn Ovemide Process Forecast Comments Demographic
Select “Employee ID Name s:‘grd Job Title *Start Date *End Date *Absence Name
00000415 John Aloha 0 “Ceneral 05/24/2021 05/24/2021 01 - Sick
Professional L eave

Sefect All Deselect Al

Comments

v Submission Options

~Submit Option = Use Absence Name Default

Click the “*Submit Option’ drop-down arrow.

Submit For Cancelation

Click the “*Submit Option’ drop-down arrow.
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Favoriles ™ Main Menu > Employee Seif-Sendce Create and Maintain Absences * Home ! Sign Out

Sl HAWAIrs MR e M

Not®ication NavBar

Absence Requests for Cancelation

5 Q
Absence Detail Partial Days Additional Information Ovemide Process Forecast Comments Demographic
Select “Employee ID Name g,:grd Job Title “Start Date “End Date "Absence Name
The Use Absence Name Default routes the absence S
00000415 : 4 01 - Sick
request to the supervisor for approval. Leave
Select All eselect Al Note: If the cancellation has already been pre-approved
Comments by the supervisor (for example you are inputting from a
G-1), you may select ‘Approve Automatically’.

¥ Submission Options

n Use Absence Name Default v

Approve Automatically

Click the ‘Use Absence Name Default’ option. Route To An Operator 1D

—RoTETE R -
Submit For Cancelation Use Absence Name Default

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

Note: If the cancellation has already been pre-approved by the supervisor (for
example you are inputting from a G-1), you may select ‘Approve Automatically’.

Click the ‘Use Absence Name Default’ option.
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Favoriles ~ Main Menu ~ > Employee Seif-Service Create and Maintain Absences # Home | Sign Out

QHAWA = e s Nob:;m Ngy

Absence Requests for Cancelation

5 Q
Absence Detail Partial Days Additicnal Information Ovemide Process Forecast Comments Demographic
Select *Employee ID Name g':;:rd Job Title “Start Date *End Date *Absence Name
00000415 John Aloha 0 ;GE”E'H' . 05/24/2021 05/24/2021 ()1. Sick
rofessional | eave
Spelect All eselect Al
Comments
¥ Subm
Click the Submit for Cancellation button. | Use Absence Name Detaut -

Vv

ll. ‘Submit For Cancelation 1 I

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

Selected Absence Cancelation Requests were successfully submitted (0.0)

=

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

Click ‘OK’.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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INITIATE LEAVE DONATION REQUESTS

formation

Initiate Leave Donation Requests QHAWAH' Porta

Lesson Scenario

In this lesson, you will learn how to initiate a leave
donation request on behalf of an employee.

Employees have the ability to initiate leave

donations for themselves however, an HR Admin
may do so for an employee if need be.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to initiate a leave donation request on behalf of
an employee.

Employees have the ability to initiate leave donations for themselves however, an
HR Admin may do so for an employee if need be.
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¥ Manager Sefl

Team Time Manage Dolo_ggﬂon

Click the NavBar icon.

Click the NavBar icon.
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NavBar £F

5

Recent Places

Click the Navigator icon.
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NavBar: Navigator

L] State Of Hawall >
:©

Recent Places Self Service 5

g Manager Self Service >

Navigator

Workforce Administration >

Time and Labor >

Payroll for North America >

ommuam

Organizational Development >

Administer Training >

Set Up HCM

Enterprise Components >

Worklist S

Click the Global Payroll & Absence Mgmt menu.
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NavBar: Navigator

P ¢ Clobal Payroll & Absen... &

Recent Places

Click the Payee Data menu.
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NavBar: Navigator

P ¢ Payee Data

Recent Places

Click the Leave Donations menu.

August 13, 2021 Version 2 Page 157



e HAWAIIe e

Course 210 - HR Administrator — Part 1

Team Time NavBar: Navigator

P ¢ Leave Donations 'y

Recent Places

Navigator

Manage and Approve Requests

Adjust Leave Program Balances

Click the Initiate Requests

Click the Initiate Requests menu.

August 13, 2021 Version 2 Page 158



ELHAVAI2,

Course 210 — HR Administrator — Part 1

Favoriles ~ Main Menu ~ » Manager Self Service Initiate Requests # Home | Sign Out

SELHAWAII e M

Notitication NavBar

New Window Help

Initiate Requests

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

¥ Search Criteria

Country | bsgins vith v [ Q| Click in the Country field.

| =

Leave Program | begins vith v

l Search | Clear | Basic Search BT Save Search Criteria

Click in the Country field.
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Favoriles ~ Main Menu ~ » Manager Self Service Initiate Requests # Home | Sign Out

SELHAWAII e M

Notitication NavBar

Initiate Requests

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

¥ Search Criteria

Country | begins with v ‘ Type “USA”, then press the “Tab” key.

Leave Program | begins vith v Q

l Search | Clear | Basic Search BT Save Search Criteria

Type “USA”, then press the “Tab” key.
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Favoriles ~ Main Menu ~ » Manager Self Service Initiate Requests # Home | Sign Out

SELHAWAII e M

Notitication NavBar

New Window Help

Initiate Requests

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

Country | beginswith v USA Q

Leave Program | begins with ﬁ Click the Leave Program search icon.

l Search | Clear | Basic Search BT Save Search Criteria

Click the Leave Program search icon.

August 13, 2021 Version 2 Page 161



o HAWA e

Course 210 - HR Administrator — Part 1

Look Up Leave Program
B

Search Results
View 100

Leave Program Description Descr

150000-DOT United States | DOT - Admin
15100C-AIR United States | DOT -AIR

15200C-HRB United States | DOT - Harbors

153000 HWY
The Look Up Leave Program page displays enabling

170000-BED
you to choose a program. You would choose your own

310000-HHL ited  program even though you have visibility of other
330000-HUM programs in this list.

410000-DEF

United States | Commerce & Consumer Affairs

550000-LGV United States | Lisutenant Govamar

570000-TAX United States | 570000 - Taxation

The Look Up Leave Program page displays enabling you to choose a program.
You would choose your own program even though you have visibility of other
programs in this list.

Click the “510000-AGS Leave Program.
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Favoriles ~ Main Menu » Manager Seif Service initiale Requests ‘- Home \ Sign Out

L HAVAIP s S

Notitication NavBar

Vindow Help

Initiate Requests

Enter any information you have and click Search Leave fields blank for a ist of all values
Find an Existing Value
¥ Search Criteria
Country | beginswith v USA Q

Leave Program | begins with v 510000-AGS Q

y
Clear | Basic Search BT Save Search Criteriz

Click the Search button.

Click the Search button.
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Favoriles ~ Main Menu ™

& HAWAIIrorzs

Manager Self Service Initiate Requests

& Home | Sign Out

Y e

Notfication NavBar

Initiate Requests

Country USA United States
Leave Program 510000-AGS

Leave Program Category Bank

"Request Date  06/28/2021 [:::]

Requests
g Q
“Empl ID REQ'::‘gll'd Name
Q 0oQ

Description  Accounting & General Services
Leave Program Type Voluntary

Available Balance 5812.00

Request Type “Hours View Details

=

The Initiate Requests page displays enabling you to enter a leave donation request for an
employee based on a Request Date and Request Type.

Note: Received Balances will be able to be used from the request date forward. For any leave
requests prior to this date, an adjustment to the bank balance will be needed.

Select ‘Next’ to continue.

The Initiate Requests page displays enabling you to enter a leave donation
request for an employee based on a Request Date and Request Type.

Note: Received Balances will be able to be used from the request date forward.
For any leave requests prior to this date, an adjustment to the bank balance will

be needed.
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Favoriles ~ Main Menu ™ Manager Self Service Initiate Requests

Q,HAWAI o d

& Home | Sign Out

AddTo - F @

Natmcation NavBar

Initiate Requests

Country USA United States
Leave Program 510000-AGS
Leave Program Category Bank

*Request Date | 056/28/2021 ﬂ

Requests
g Q
“Empl ID :;’L'gl'_d Name
Q 0Q

] Clickin the *Empl ID field. E:

Click in the *Empl ID field.

New Window Help Personalize Page

Description  Accounting & General Services
Leave Program Type Voluntary
Available Balance 581200

“Request Type “Hours View Details

v 0.00 View Details
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Favoriles ~ Main Menu ~ » Manager Seif Service initiale Requests # Home | Sign Out

L HAWAI = e

Notitication NavBar

New W v | Help Personalize Page
Initiate Requests
Country USA United Stales
Leave Program 510000-AGS Description  Accounting & General Services
Leave Program Category Bank Leave Program Type Voluntary
*Request Date |06/28/2021  [f=] Available Balance  6812.00
Requests
H5 Q
“Empl ID “Empl Name “Request Type “Hours View Details
Record
i 0Q v DOD  View Details

)

Type “00011100”, then press the “Tab” key.

Type ”00011100”, then press the “Tab” key.
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Favoriles ~ Main Menu Manager Seif Service Initiale Requests ‘- Home ] Sign Out
= WA || Bfe
S HAWAII
Initiate Requests The employee’s Name is auto-populated
Courtry based on the Empl ID entered.
Leave Program 51 Accounting & General Services
Leave Program Category Next, you will select the type of request. Voluntary
"Request Date | 04/7 5812 00
Requests
F Q
“Empl ID “Empl N R “H View Detall
p Record ame equest Type ours ew Details
00011700 Q oQ Loi Aloha v 000 View Details
Save | Return to Search Notify Refres

Click on the *Request Type” drop-down arrow.

The employee’s Name is auto-populated based on the Empl ID entered.

Next, you will select the type of request.

Click on the *Request Type” drop-down arrow.
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Favoriles ~ Main Menu ~ Manager Seif Sarvice Initigle Requests A& Home | Sign Out

Q’HA\)’/A'I ' AddTo ~ v @

Notmicabion NavBar

New Window | Help Personalize Page

r '

Initiate Reqy
The *Request Type options:

Lesvel " Donate —to donate leave time to a departmental leave bank

= Receive - to request donated leave from a leave program
= Return - to return unused donated leave to the donors or the bank

Requests = Terminate — to terminate participation or enrollment in a leave program
5 Q \ J
“Empl ID “Empl Name “Request Type “Hours View Details
Record
00011100 Q 0Q  LeiAloha vi 000  View Details

Save | Retum to Search Notify Refresh

Return
lerminate

Click the “Donate” list item.

The *Request Type options:

= Donate -to donate leave time to a departmental leave bank

= Receive - to request donated leave from a leave program

* Return - to return unused donated leave to the donors or the bank

= Terminate - to terminate participation or enrollment in a leave program

Click the “Donate” list item.
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Main Menu ~ Manager Seif Service initiale Requests # Home | Sign Out

A\NA‘ t = AddTo ~ P @

Notmicabion NavBar

Initiate Requests

Country USA United Stales
Leave Program 510000-AGS Description  Accounting & General Services
Leave Program Category Bank Leave Program Type Voluntary
"Request Date |(06/28/2021 Z] Available Balance 581200
Requests
5 Q
“Empl ID “Empl Name “Request Type “Hours View Details
Record
0001717100 Q oQ Lel Aloha [Donate v 000 View Details
Save | Retum to Search Notify Refresh

Click the scroll bar.

N
* .

Click the scroll bar.
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Favoriles ~ Main Menu Manager Seif Service Initiale Requests

S HAWAI

New Window Help | Pe alize Page

Description  Accounting & General Services

rogram Type Voluntary

able Balance

5812 00

View Details View Balances

View Details View Balances

Click the *Hours field.

Click the *Hours field.

Time Stamp

052872021 7:31:06AM

AddTo ~

Updated By User

00987654

#& Home | Sign Out

v ey

Notmcabion NavBar
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Favoriles ~ Main Menu Manager Seif Service Initiale Requests

S HAWAI

New Window Help | Pe alize Page

Description  Accounting & General Services

rogram Type Voluntary
able Balance 5812 00
“Hours View Details View Balances
v g View Details View Balances
Type “8”, then press “Tab”

Type “8”, then press “Tab”

Time Stamp

052872021 7:31:06AM

AddTo ~

Updated By User

00987654

#& Home | Sign Out

v ey

Notmcabion NavBar
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Favoriles ~ Main Menu Manager Seif Service Initiale Requests

S HAWAI

New Window Help |

Personalize Page

Description  Accounting & General Services
rogram Type Voluntary

able Balance 5812 00

“Hours View Details View Balances
v 8 | View Balances
N

Click the “View Details” link to view
the detailed request form.

AddTo ~

Time Stamp Updated By User

052872021 7:31:.06AM 00987654

Click the “View Details” link to view the detailed request form.

#& Home | Sign Out

v ey

Notmcabion NavBar
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Request to Donate Leave

Request to Donate Leave

Lei Aloha

*General Professional
This form may be used to Donate leave lir
The Request to Donate Leave page appears

based on the request type. It will enable you to

) enter the Leave Contribution details.
Donation Program

“Program Name

Category
Contribution Type One-Time
Unit Type Hours
Minimum Hours
Begin Date  01/01/2019

Leave Contribution

5 Q

From Entitlement Recipient Type

Seled Entitlerment

The Request to Donate Leave page appears based on the request type. It will
enable you to enter the Leave Contribution details.

Click the scroll bar
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Request to Donate Leave

Category Bank
Contribution Type One-Time
Unit Type Hours Ceiling L
Minimum Hours Maximum Hc

Begin Date  01/01/2019 EndC

Leave Contribution
B Q

From Entitlement gg:‘:o Recipient Type

Select Entitlement X 8.00

Comments

Click the From Entitlement drop-down arrow.
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Request to Donate Leave

Category Bank
Contribution Type One-Time
Unit Type Hours Ceiling L
Minimum Hours Maximum Ho

Begin Date  01/01/2019 EndC

Leave Contribution
B Q

gg:‘:’ Recipient Type

8.00

Enlitement
on CRtE! =t

Comments E

Select the “Vacation Entitlement” list item.
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Request to Donate Leave

Category Bank
Contribution Type One-Time
Unit Type Hours Ceiling L

Minimum Hours Maximum Ho

Beg EndLC
Notice the employee’s Vacation Entitlement

balance appears after it is selected.
Leave Contribution

B Q

s ‘ H N
From Entitlement D::gem Recipient Type

Vacation Entitlement 8.00

Comments

Approver Comments

Notice the employee’s Vacation Entitlement balance appears after it is selected.

Click the scroll bar.
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Request to Donate Leave

Type Voluntary

Ceiling Limit  10000.00
Maximum Hours

End Date

g:‘:&” Recipient Type

8.00

Select the Details link.
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The Explanation page opens to enter additional
information provided by the requester, as needed.

Explanation

Retumn to Request to Donate Leave

The Explanation page opens to enter additional information provided by the
requester, as needed.

Select the “Return to Request to Donate Leave” link.
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Request to Donate Leave

Category Bank
Contribution Type One-Time
Unit Type Hours Ceiling L
Minimum Hours Maximum Ho

Begin Date  01/01/2019 EndLC

Leave Contribution

5 Q
From Entitlement gg&w Recipient Type

Vacation Entitiement

Comments

Approver Comments

Click in the Approver Comments field.
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Request to Donate Leave

Category Bank
Contribution Type One-Time
Unit Type Hours Ceiling L

Minimum Hours Maximum Ho

Begin Date 01/01/2 nd L
Note: If the donation is to a specific requestor, add
the comments with the employee’s name. For this
Leave Contribution example the donation is intended for “John Doe”.
5 Q

Hours to

From Entitlement Balance Donate

Recipient Type

Vacation Entitlement

pe “Donate hours for John Doe” and press “Ta

Comments V

Approver Comments I I

Note: If the donation is to a specific requestor, add the comments with the
employee’s name. For this example the donation is intended for “John Doe”.

Type “Donate hours for John Doe” and press “Tab”.
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Request to Donate Leave

Category Bank
Contribution Type One-Time
Unit Type Hours Ceiling L
Minimum Hours Maximum Ho

Begin Date  01/01/2019 EndLC

Leave Contribution
B Q

From Entitlement Recipient Type

Vacation Entitiement

Comments

Approver Comments | Donate hours for John Doe

Click “OK”.
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Main Menu Manager Seif Service Initiale Requests ‘- Home ] Sign Out

AWA‘I AddTo « V @

Notmicabion NavBar

Initiate Requests

Country USA United Stales
Leave Program 510000-AGS Description  Accounting & General Services
Leave Program Category Bank Leave Program Type Voluntary
"Request Date |(06/28/2021 :] Available Balance 581200
Requests
5 Q
“Empl ID “Empl Name “Request Type “Hours View Details
Record
00011100 Q 0Q LelAloha Donate v 800 View Details
Save | Retum to Search Notify Refresh

Click the scroll bar.

N

| | -

Click the scroll bar.
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Favoriles ~ Main Menu ~ Manager Seif Sarvice Initigle Requests A& Home | Sign Out

AL HAWAI s NS

Notmcabion NavBar

New Window Help | Personalize Page

Description  Accounting & Genl 1ne View Balances link enables you to view the
rogram Type  Voluntary employee’s absences as they are displayed in Self Service.

able Balance 5812 00

“Hours View Details View Balances Time Stamp Updated By User

v 800 View Details

052872021 7:31:06AM 00987654 - —

Click the “View Balances link.

The View Balances link enables you to view the employee’s absences as they
are displayed in Self Service.

Click the “View Balances link.
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Note: The absence entitlement balances do not
reflect absence requests that have not been
processed by payroll.

Absence Self Service
View Absence Balances
Lei Aloha
“Geners! Professional
View current absence entifiement balances Current balances de not refiect absance requests that have not hean

pracessad by payrod. For more detalls pleasa contact your ebsence administrator.

Absence Entitlement Balances Parsanaize | (%

| Cunrent Balances [0

Balance as of
Entitiement Name 047302024 From To Accrual Penod

Sick Eam as you go SickEnt  0.00 Hours 0U0N2021 123112021 Year to Date

Vacslion Balance 210.00 Hours 010172021 12/317202% Year lo Date

Sick Balance 210.00 Hours 01012021 123172021 Year to Date

Note: The absence entitlement balances do not reflect absence requests that
have not been processed by payroll.

Click the “Return to Initiate Requests” link.
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Main Menu ~ Manager Seif Service initiale Requests # Home | Sign Out

A\NA‘ t = AddTo ~ P @

Notmicabion NavBar

Initiate Requests

Country USA United Stales
Leave Program 510000-AGS Description  Accounting & General Services
Leave Program Category Bank Leave Program Type Voluntary
"Request Date |(06/28/2021 Z] Available Balance 581200
Requests
5 Q
“Empl ID “Empl Name “Request Type “Hours View Details
Record
00011100 Q 0Q LelAloha Donate v 800 View Details
Return to Search Notify Refresh
Click the “Save” button.

Click the “Save” button.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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RECEIVE DONATED LEAVE FOR EMPLOYEE

Receive Donated Leave for EE QHAWAH'WIF

Lesson Scenario

In this lesson, you will learn how to initiate a
receive leave donation request on behalf of an
employee.

Employees have the ability to initiate a receive

leave donations for themselves, however, an HR
Admin may do so for an employee, as needed.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to initiate a receive leave donation request on
behalf of an employee.

Employees have the ability to initiate a receive leave donations for themselves,
however, an HR Admin may do so for an employee, as needed.

August 13, 2021 Version 2 Page 187



L HAWAI"e e,

Course 210 — HR Administrator — Part 1

¥ Manager Sefl

Team Time Manage Dolo_ggﬂon

Click the NavBar icon.

Click the NavBar icon.
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NavBar £F

5

Recent Places

Click the Navigator icon.
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NavBar: Navigator

L] State Of Hawall >
:©

Recent Places Self Service 5

g Manager Self Service >

Navigator

Workforce Administration >

Time and Labor >

Payroll for North America >

ommuam

Organizational Development >

Administer Training >

Set Up HCM

Enterprise Components >

Worklist S

Click the Global Payroll & Absence Mgmt menu.
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NavBar: Navigator

P ¢ Clobal Payroll & Absen... &

Recent Places

Click the Payee Data menu..
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NavBar: Navigator

P ¢ Payee Data

Recent Places

Click the Leave Donations menu.
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Team Time NavBar: Navigator

P ¢ Leave Donations 'y

Recent Places

Navigator

Manage and Approve Requests

Adjust Leave Program Balances

Click the Initiate Requests

Click the Initiate Requests menu.

August 13, 2021 Version 2 Page 193



ELHAVAI2,

Course 210 — HR Administrator — Part 1

Favoriles ~ Main Menu ~ » Manager Self Service Initiate Requests # Home | Sign Out

SELHAWAII e M

Notitication NavBar

New Window Help

Initiate Requests

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

¥ Search Criteria

Country | bsgins vith v [ Q| Click in the Country field.

| =

Leave Program | begins vith v

l Search | Clear | Basic Search BT Save Search Criteria

Click in the Country field.
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Favoriles ~ Main Menu ~ » Manager Self Service Initiate Requests # Home | Sign Out

L HAWAI w5 v

Notitication NavBar

Initiate Requests

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

¥ Search Criteria

Country | begins vith v ‘ Type “USA”, then press the Tab key.

Leave Program | begins vith v Q

l Search | Clear | Basic Search BT Save Search Criteria

Type “USA”, then press the Tab key.
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Favoriles ~ Main Menu ~ » Manager Self Service Initiate Requests # Home | Sign Out

SELHAWAII e M

Notitication NavBar

New Window Help

Initiate Requests

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

Country | beginswith v USA Q

Leave Program | begins with ﬁ Click the Leave Program search icon.

l Search | Clear | Basic Search BT Save Search Criteria

Click the Leave Program search icon.
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Look Up Leave Program
B o

Search Results
View 100

Leave Program Description Descr

150000-DOT United States  DOT - Admin

15100C-AIR

152000-HRB The Look Up Leave Program page displays enabling
you to choose a program. You would choose your own
program even though you have visibility of other
programs in this list.

153000-HWY
170000-BED
310000-HHL

330000-HUM United States | 330000 - Human Services

410000-DEF United States | 410000 - Defence

United States | Commerce & Consumer Affairs

The Look Up Leave Program page displays enabling you to choose a program.
You would choose your own program even though you have visibility of other
programs in this list.

Click the “510000-AGS” Leave Program.
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Favoriles ~ Main Menu » Manager Seif Service initiale Requests ‘- Home \ Sign Out

L HAVAIP s S

Notitication NavBar

Vindow Help

Initiate Requests

Enter any information you have and click Search Leave fields blank for a ist of all values
Find an Existing Value
¥ Search Criteria
Country | beginswith v USA Q

Leave Program | begins with v 510000-AGS Q

y
Clear | Basic Search BT Save Search Criteriz

Click the Search button.

Click the Search button.
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Favoriles ~ Main Menu ~ » Manager Seif Service initiale Requests # Home | Sign Out

QHAWA = A Jo-~ e ®

Notitication NavBar

New Window | Help Personalize Page
Initiate Requests
Country USA United Stales
Leave Program 510000-AGS Description  Accounting & General Services
Leave Program Category Bank Leave Program Type Voluntary
"Request Date |06/28/2021 [:: Available Balance 581200
Requests
H5 Q
“Empl ID “Empl Name “Request Type “Hours View Details
Record
Q 0Q v 000 View Details

( i
The Initiate Requests page displays enabling you to enter a leave donation request for an
employee based on a Request Date and Request Type.

Note: Received Balances will be able to be used from the request date forward. For any leave
requests prior to this date, an adjustment to the bank balance will be needed.

Select ‘Next’ to continue.

The Initiate Requests page displays enabling you to enter a leave donation
request for an employee based on a Request Date and Request Type.

Note: Received Balances will be able to be used from the request date forward.
For any leave requests prior to this date, an adjustment to the bank balance will
be needed.
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Favoriles ~ Main Menu ~ » Manager Seif Service initiale Requests # Home | Sign Out

SELHAWAIs e e N

Notitication NavBar

\e w | Help Personalize Page

Initiate Requests

Country USA United Stales
Leave Program 510000-AGS Description  Accounting & General Services
Leave Program Category Bank Leave Program Type Voluntary
*Request Date |06/28/2021  [f=] Available Balance  6812.00
Requests
H5 Q
“Empl ID “Empl Name “Request Type “Hours View Details
Record
0Q v D00  View Details

Click in the *Empl ID field.

Click in the *Empl ID field.
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Favoriles ~ Main Menu ~ » Manager Seif Service initiale Requests # Home | Sign Out

L HAWAI = e

Notitication NavBar

New W v | Help Personalize Page
Initiate Requests
Country USA United Stales
Leave Program 510000-AGS Description  Accounting & General Services
Leave Program Category Bank Leave Program Type Voluntary
*Request Date |06/28/2021  [f=] Available Balance  6812.00
Requests
H5 Q
“Empl ID “Empl Name “Request Type “Hours View Details
Record
i 0Q v DOD  View Details

)

Type “09000100”, then press the Tab key.

Type ”09000100”, then press the Tab key.
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Favoriles ~ Main Menu ¥ » Manager Seif Sarvice Initiate Requests #& Home | Sign Out

AL HAWAII 5 g

Noticabion NavBar

The employee’s Name is auto-populated pUindow | Help | Personalize Page
Initiate Requests based on the Empl ID entered.

Country USA

L PHOgraY: | SH00N Next, you will select the type of request. Bccounting & General Services

Leave Program Category Bank wvavoluntary
"Request Date | 05/28/2021 :j Available Balance 5812 (0

Requests

F Q
“Empl ID “Empl Name “Request Type “Hours View Details

Record
08000100 Q 0Q | John Doe Recewe D00  View Details
Save | Retum to Search Notify Refresh

Click on the *Request Type” drop-down
arrow.

The employee’s Name is auto-populated based on the Empl ID entered.
Next, you will select the type of request.

Click on the *Request Type” drop-down arrow.
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» Manager Seif Sarvice Initiate Requests #& Home | Sign Out

T e

Noticabion NavBar

New Window Help Personalize Page

Initiate Reqy” h

The *Request Type options:

Leavel ™ Donate —to donate leave time to a departmental leave bank
= Receive - to request donated leave from a leave program
= Return - to return unused donated leave to the donors or the bank

Requests = Terminate — to terminate participation or enrollment in a leave program
5 Q \ J
“Empl ID REng:d Name “Request Type “Hours View Details
00000100 Q 0Q  John Doa { vi D00  View Details
Donate
Save | Retum to Search Notify Refresh _

Click the “Receive” list item.

The *Request Type options:

= Donate -to donate leave time to a departmental leave bank
= Receive - to request donated leave from a leave program
= Return - to return unused donated leave to the donors or the bank

= Terminate - to terminate participation or enrollment in a leave program

Click the “Receive” list item.

August 13, 2021 Version 2 Page 203



e HAWAIIe e

Course 210 — HR Administrator — Part 1

Favoriles ¥ Main Menu > e Initiate Requests .- Home ] Sign Out

S HAWAo ™

Noticabion NavBar

New Window | Help Personalize Page
Initiate Requests
Country USA United States
Leave Program 51C0000-AGS Description Accounting & General Services
Leave Program Category Bank Leave Program Type Voluntary
"Request Date | 05/28/2021 j Available Balance 5812 00

Requests

5 Q
“Empl ID “Empl Name “Request Type “Hours View Details

Record
09000100 Q 0Q  JohnDoe Receve v D00  View Details
Save Return to Search Notify Refresh
Click the scroll bar.

(P ————)

Click the scroll bar.
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Favoriles ~ Main Menu ¥ » Manager Seif Sarvice Initiate Requests #& Home | Sign Out

AL HAWAII =35 oy

Notiicabion NavBar

Description  Accounting & General Services
‘rogram Type Voluntary

able Balance 581200

“Hours View Details View Balances Time Stamp Updated By User
v 000 PVIEw Details View Balances 05/28/2021 9:57:28AM 00987654 - —
Click the 'View Details’ link.

Click the *View Details’ link.
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Request to Receive Donatd Leav

Request to Receive Donated Leave f
The Request to Receive Donate Leave

page displays enabling you to enter a
*General Professional 7
This form may be used o reguest donated leave from a leave progi receive donated leave request for an
employee from a leave program. Next
we will set the date range for the
request.

John Doe

Donation Program

*Program Name  Accounting & Genesz

Category Bank
Contribution Type One-Time
Unit Type Hours Ceiling L
Minimum Hours Maximum Ho

Begin Date 01/01/2018 EndC

Leave Time Request

“Begin Date 7l ) End Date

*Hours Requested ' 3 1 egin Date” |-

[ This Is a Recurring O«

Leave Reason

The Request to Receive Donate Leave page displays enabling you to enter a
receive donated leave request for an employee from a leave program. Next we
will set the date range for the request.

Click the "*Begin Date’ calendar icon.
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Request to Receive Donatd Leav

Leave Time Request

"Begin Date j *End Date
Calendar

“Hours Requested View Balances

C Thisisaq |May v| 2021

S M T W T F
Leave Reason
Reason

Description

| am taking a Leave for my own catastrof

| am taking a Family Care Leave o care catastrophic iliness ar njury

Additional Details

Comments

Approver Comments

Click 24’.
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Request to Receive Donatd Leav

Leave Time Request
"Begin Date |05/24/2021 [] “End Date

“Hours Requested View Balances

L_ This is a Recurring Occurrence

Leave Reason
Reason
Description

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

| am taking a Farmily Care Leave lo care for an immediale famaly member with a catastrophic liness or injury

Additional Details

Comments

Approver Comments

Click the scroll bar.
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Request to Receive Donatd Leav

“End Date

View Balances

farmly member with a catastraphic iliness or injury

Click the *End Date’ calendar icon.
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Request to Receive Donatd Leav

"End Date E

View Balances Calendar

May v 2021
For this example we are requesting for

only one day of receive donated leave. M T WL R 8

1

2 3 4 5 8 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22

family member with a catastrophic iliness oM

Current Date

For this example we are requesting for only one day of receive donated leave.

Click “24”.
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Request to Receive Donatd Leav

Leave Time Request

“Begin Date |05/24/2021 [i7] *End Date

“Hours RequestedD

[ This is a Reci Click in the *Hours Requested field.

Leave Reason

Reason

Description

I 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 catastraphic illness ar ingury

Additional Details

Comments

Approver Comments

Click in the *Hours Requested field.
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Request to Receive Donatd Leav

Leave Time Request

"Begin Date |05/24/2021 [:z:] *End Date

“Hours Requested m View Balances

[_ Thig is a Recurring Occurrence

Leave Reason
Reason
Description

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

| am taking a Farmily Care Leave o care for an immediale famaly member with a catastrophic iliness or injury

Additional Details

Comments

Approver Comments

Type “8”, then press the Tab key.
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Request to Receive Donatd Leav

Request to Receive Donated Leave

John Doe

*General Professional
This form may be used to reguest donated leave from a leave program for yourself or on behalf of another employee

Donation Program

“Program Name Accounting & General Secvices
Category Bank
Contribution Type Cne-Time
Unit Type Hours Ceiling LI
Minimum Hours Maximum Ho'
Begin Date 01/01/2019 EndC

Leave Time Request

“Begin Date |05/2472021 [

*Hours Requested £00

[C This is a Recurring Occurrence

Leave Reason

To review an employee’s current balances, click the “View Balances” link.
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Absence Self Service

View Absence Balances
ot The employee’s balances will display. After reviewing
Dt Poteationd the balances return to the receive donated leave
S request screen.
W Instructions
View current absence bal .
pracessed by payrod. For more details pleasa contact your sbsence administrator.

"Absence 'nnieni Balances

| Current Balances | 5

Balance as of
041302021 FID L

Entitiement Name
Sick Eam as you go SickEnt 0,00 Hours 0002021 1213112021 Year to Date

Vacstion Balance 0.00 Hours 01012021 1273172021 Year to Dale

| Sick Balance 0.00 Hours 01002021 12312021 Year to Date

The employee’s balances will display. After reviewing the balances return to the
receive donated leave request screen.

Click the 'Return to Receive Donated Leave Request’.
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Request to Receive Donatd Leav

Request to Receive Donated Leave

John Doe

*General Professional
This form may be used to reguest donated leave from a leave program for yourself or on behalf of another employee

Donation Program

“Program Name Accounting & General Seev
Category Bank
Contribution Type Cne-Time
Unit Type Hours Ceiling LI
Minimum Hours Maximum Ho
Begin Date 01/01/2019

Leave Time Request

“Begin Date |05/24/2021 [ “End Date 0524/2021

*Hours Requested 800 View Balances

[C This is a Recurring Occurrence

Leave Reason

Click the scroll bar.
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Request to Receive Donatd Leav

7o P e
a I am taking a Leave for my own catastrophic illnes or injury.

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

Click on the appropriate leave reason. For this
example, choose “l am taking a Leave for my own
catastrophic illness or injury”.

Comments

Approver Comments

Click on the appropriate leave reason. For this example, choose “I am taking a
Leave for my own catastrophic illness or injury”.

Select the ’Reason’ radio button.
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Request to Receive Donatd Leav

Leave Reason

Reason

Description

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

As a note, you can leave additional details about the employee’s need for leave in

the approver comments.

Select ‘Next’ to continue.

Comments

Approver Comments

As a note, you can leave additional details about the employee’s need for leave
in the approver comments.
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Request to Receive Donatd Leav

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.

Additional Details

Click the ’OK’ button.
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g Main Menu ~ Manager Seif Service Initigle Requests A& Home | Sign Out

L HAWAII =

Initiate Requests

Country USA United Stales

Leave Program 510000-AGS o, . . R

L P am Cat Bank ala
g Y You are returned to the Initiate Requests page.

R st Date |0&28/2021 [s:: x T
s El Carefully review your entry before clicking Save.

Requests
5 Q
“Empl ID “Empl Name “Request Type “Hours View Details
Record
09000100 Q 0Q  John Doa Recewve v 800  View Details

—y

| sav | Return to Search Notify Refresh

Click the “Save” button.

You are returned to the Initiate Requests page. Carefully review your entry
before clicking Save.

Click the “Save” button.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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ADJUST LEAVE BANK BALANCES

Adjust Leave Bank Balances S HAWAI e

Lesson Scenario

In this lesson, you will learn how to adjust

departmental shared leave bank balances if
needed.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to adjust departmental shared leave bank
balances if needed.
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'\:7' HAWAI| ™2 ¥ Manager Self Service
Approvals Team Time Managr

Click the NavBar icon.

Click the NavBar icon.
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NavBar £F

5

Recent Places

Click the Navigator icon.
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NavBar: Navigator

L) State Of Hawaii >
-
1%
Recent Places Self Service 5
é Manager Self Service >
Navigator
Workforce Administration >
Time and Labor >

Payroll for North America

Global Payroll & Absence Mgmt

Drganizational Development >

dminister Training >

Set Up HCM >
Enterprise Components >
Worklist >

Click the Global Payroll & Absence Mgmt menu.
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NavBar: Navigator

P ¢ Clobal Payroll & Absen... &

Recent Places

Click the Payee Data menu.
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NavBar: Navigator

P ¢ Payee Data )

R —

Recent Places

. . intain Absences
Click the Leave Donations menu.

_Jjust Balances >

Click the Leave Donations menu.
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NavBar: Navigator

P ¢» Leave Donations

Recent Places

Manage and Approve Requests

Click the Adjust Leave Program Balances menu.

August 13, 2021 Version 2 Page 227



ELHAVAI2,

Course 210 — HR Administrator — Part 1

Favoriles ~ Main Menu ~ » Manager Self Service Adjust Leave Program Balances # Home | Sign Out

AddTo ~ ? @

Notitication NavBar

Adjust Leave Program Balances

Add a New Value

Type “USA”, then press
the “Tab” key .

Type “USA”, then press the “Tab” key .
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Adjust Leave Program Balances

Add a New Value

Country (USA Q

Leave Program nj

r— Click the Leave Program search icon.

Click the Leave Program search icon.
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Sign Out

Look Up Leave Program AddTo (

Not

No 10N g
Search Results New Window Help

Adjust Leave Program Bald " '™ el

Leave Program Description Descr
Add 2 New Value

150000-DOT United States  DOT - Admin

151000-AIR Uniled States | DOT - AIR

Country (USA Q| 152000-HRB  United States | DOT - Harbors

Leave Program | 153000-HWY  Uny
: smooeecn ud The Look Up Leave Program page displays enabling
you to choose a program. You would choose your own
program even though you have visibility of other

programs in this list.

. . 310000-HHL Uni
“ 33000C-HUM Jr

410000-DEF Ind

430000-CCA United States  Commerce & Consumer Affairs

550000-LGV United States | Lieutenant Governar

S70000- TAX

United States | 570000 - Taxation

The Look Up Leave Program page displays enabling you to choose a program.
You would choose your own program even though you have visibility of other
programs in this list.

Click the “510000-AGS” Leave Program option.
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Adjust Leave Program Balances

Add a New Value

Country (USA Q

Leave Program 510000-AGS Q

Click the Add button.

Click the Add button.
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A Main Menu ~

L HAWAII =

Manager Self Service Adjust | eave Program Bakances

#& Home | Sign Out

Adjust Leave Program Balances

Country USA United Stales
Leave Program  510000-AGS
I Available Balance 5312.00 I

Description Accounting & General Services
*Adjustment Date 05282021 [t3]

Adjust Bank Balance

Adjustment Hours

The Adjust Leave Program Balances page displays,
enabling you to view and adjust the selected Leave
Program balance. For this example the available
balance is 5812.00 hours.

Reason

Select ‘Next’ to continue.

Updated on  05/28/2021 8:24:56

The Adjust Leave Program Balances page displays, enabling you to view and

adjust the selected Leave Program balance. For this example the available
balance is 5812.00 hours.
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Adjust Leave Program Balances

Country USA United States

Leave Program  510000-AGS Description Accounting & General Services
Available Balance 5312.00 *Adjustment Date | 05282021 [if]

Adjust Bank Balance

Adjustment Hours -

Reason

Click the Adjustment Hours field.

Updated on  05/28/2021 3:24:56AM Updated By 00937854

Click the Adjustment Hours field.
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Adjust Leave Program Balances

Country USA United States

Leave Program  510000-AGS Description Accounting & General Services
Available Balance 5312.00 *Adjustment Date | 05282021 [if]

Adjust Bank Balance

Adjustment Hour:

Reaso gave Program Balance

Type “50”, then press the
“Tab” key.

Updated on  05/28/2021 8 y 00987654

Type “50”, then press the “Tab” key.
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Ad Main Menu Manager Seif Service Adjust Leave Program Bakances ‘- Home ] Sign Out

L HAWAII =

Adjust Leave Program Balances

Country USA United States
Leave Program  510000-AGS Description Accounting & General Services
Available Balance 5312.00 *Adjustment Date | 05282021 [if]

Adjust Bank Balance

Adjustment Hours 50.00
Reason |
N
In the Reason field,

Type “Adjusting Leave Program Balance” then press the “Tab” key.

In the Reason field,

Type “Adjusting Leave Program Balance” then press the “Tab” key.
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Favoriles ~ Main Menu ~ Manager Seif Service Adjust Leave Program Bakances ‘- Home \ Sign Out

= || format A
Q:HA\NA t ort i Nob‘:ﬂoﬂ Nac:?w

Adjust Leave Program Balances

Country USA United States

Leave Program 510000-AGS Description Accounting & General Services
Available Balance 5312.00 *‘Adjustment Date | 052872021 [i}]

Adjust Bank Balance

Adjustment Hours 50.00

Reason | Adjusting Leave Pregram Balance

Up Updated By 00987654

Click the Save button.

Click the Save button.
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Favoriles ~ Main Menu > Manager Seif Service Adjust Leave Program Batances ‘- Home ] Sign Out

Notmicabion NavBar

AP S =

Help Personalize Page

Adjust Leave Program Balances

Country USA United Stales
Leave Program 510000-AGS Description Accounting & General Services
I Available Balance 5312.00 *Adjustment Date | 05282021 [if]

Adjust Bank Balance

Adjustment Hours 50.00

Reason | Adjusting Leave Pregram Balance

The Available Balance will be updated after the
nightly Absence Calculation Process.
Updated on  05/2

Select ‘Next’ to continue.
Save |

The Available Balance will be updated after the nightly Absence Calculation
Process.
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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 TRANSACTION HISTORY

View Transaction History @HAWN e orea

Lesson Scenario

In this lesson, you will learn how to view leave
donation history.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to view leave donation history.
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'&EELHA\}MH ] ¥ Manager Self Service

Approvals Team Time Manage Delegation

Click the ‘NavBar icon.

Click the ‘NavBar’ icon.
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NavBar £F

5

Recent Places

Click the ‘Navigator’ icon.
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NavBar: Navigator o ]
L) State Of Hawaii >
s
O
Recent Places Self Service 5
é Manager Self Service >
Navigator
Workforce Administration >
Time and Labor >
Payroll for North America >

II Global Payroll & Absence Mgmt )]
Ylopment >
] >

kthe ‘Global Payroll & Absence Mgmt’ menu.

Set Up HCM >
Enterprise Components >
Worklist >

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

P ¢ Clobal Payroll & Absen... &
Recent Places

duavroll Processing

>

Click the ‘Payee Data’ menu..

Click the ‘Payee Data’ menu.
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NavBar: Navigator

P ¢ Payee Data )
Recent Places EL“W‘ Donations E >

Click the ‘Leave Donations’ menu.

August 13, 2021 Version 2 Page 244



e HAWAIIe e

Course 210 — HR Administrator — Part 1

NavBar: Navigator

P ¢ Leave Donations 'y

Recent Places

Manage and Approve Requests

é Adjust Leave Program Balances

¥ v o
Havgato Initiate Requests

View Transaction History 1'

Click the ‘View Transaction History’ menu.
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Favoriles ~ Main Menu »  Manager Self Service View Transaction History ‘- Home \ Sign Out

SELHAWAII e M

Notitication NavBar

New Window Help

View Transaction History

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

¥ Search Criteria

Country | begins with v

Type ‘USA’ then press ‘Tab’.

Leave Program | begins vith v Q

l Search | Clear | Basic Search BT Save Search Criteria

Type ‘USA’ then press ‘Tab’.
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Favoriles ~ Main Menu »  Manager Self Service View Transaction History ‘- Home \ Sign Out

SEL HAWAIIws wo- ¥ @

View Transaction History

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

¥ Search Criteria

Country | beginswith v USA Q
Leave Program | begins vith v I Q
= Click the magnifying glass in the ‘Leave

Program’ field.

l Search | Clear | Basic Search BT Save Search Criteria

Click the magnifying glass in the ‘Leave Program’ field.
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Sign Out
Look Up Leave Program AddTo (
Search Results New Window | Help

T
View 100

View Transaction History

Enter any information you have and ol Leave Program Description Descr

150000-DOT United States  DOT - Admin

Find an Existing Value

151000-AIR

Uniled States | DOT - AIR

v Search Criteria

152000-HRB United States  DOT - Harbors

Country | begins with v

153000-HWY

United S R el

170000-BED

The Look Up Leave Program page displays enabling
you to choose a program. You would choose your own
program even though you have visibility of other
programs in this list.

Leave Program | begins with v
- 310000-HHL
33000C-HUM

| search | ciear  pascseare

410000-DEF

430000-CCA United States  Commerce & Consumer Affairs I
i

Click the ‘Leave Program’ 510000-AGS.

530000 BF United States 5

54000C-GOV United States Governor

550000-LGV United States | Lieutenant Governar

S70000- TAX

United States | 570000 - Taxation

The Look Up Leave Program page displays enabling you to choose a program.
You would choose your own program even though you have visibility of other
programs in this list.

Click the ‘Leave Program’ 510000-AGS.
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QHA\VA ' ot sl Nan:nm Nga

Vindow Help

View Transaction History

Enter any information you have and click Search Leave fields blank for a ist of all values
Find an Existing Value
¥ Search Criteria
Country | beginswith v USA Q

Leave Program | begins with v 510000-AGS Q

y
l Clear | Basic Search BT Save Search Criteriz

Click the Search’ button.

Click the Search’ button.
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Favoriles ~ Main Menu ~ Manager Seif Service View Transaction History A& Home | Sign Out

AP S =

View Transaction History

Country USA United Slales
Leave Program  510000-AGS Description  Acceunting & General Services
Program Category Bank Program Type Voluntary
Contribution Type One-Time Program Balance 5812 000000 Unit Type Hour

Selection Criteria
The View Transaction History page displays the Leave

From Dats Program details, Selection Criteria and Leave Transfer
Request Type Transaction Information.
Empl ID From — CTTpTTOTTeT ~~T
Select with Matching Criteria Cle
Leave Transfer Transaction Information 4
Click the scroll bar.
w Q
Request Detalls Transfer Details | 1I»
Empl ID Job Name Request Type  Hours Date Submitted Recipient
00390123 0 Jeanetta Kim Donate 1800 06/05/2020

The View Transaction History page displays the Leave Program details,
Selection Criteria and Leave Transfer Transaction Information.

Click the scroll bar.
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Favoriles ~ Main Menu ~ Manager Seif Service View Transaction History #& Home | Sign Out

Q:HAWA“ et AddTo ~ 5 )

Notmcabion NavBar

Program Category Bank Program Type Voluntary 7

Contribution Type One-Time Program Balance 5812 000000 Unit Type Houn

Selection Criteria

From Date To Date j
Request Type D Transaction Status g
Empl ID From Q Empl ID To Q
Select with Matching Criteria Cle

Leave Transfer Transaction inform

The Request Details are listed by Empl ID (Employee ID).

HF Q
Request Details Transfer Details | 1»
Empl ID Job Name Request Type  Hours Date Submitted Recipient
00890123 0| 16.00 06/05/2020
Click the seroll bar to the right to
0000177 WA | g = 2400 112572020
see more request details.
Return to Search Notify

-

- .

The Request Details are listed by Empl ID (Employee ID).

Click the scroll bar to the right to see more request details.
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Favoriles ~ Main Menu ~ » Manager Self Service View Transaction History # Home | Sign Out

l\" HA\NAI g AddTo « P' @

Notitication NavBar

‘ogram Type Voluntary %

am Balance 5812000000 Unit Typt
You may expand the number of items displayed by
clicking the ‘View All’ link.
To Date
llon Status ful
Zmpl ID To Q
Select with Matching Criteria Clear All
1-20f40 ~ | b b View Al
1est Type Hours Date Submitted Recipient Emplid \g’;: Click the View All link.
tte 16.00 | 08/05/2020 Approves
e 2400 1172512020 Approved

You may expand the number of items displayed by clicking the ‘View All’ link.

Click the View All link.
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Favoriles ~ Main Menu ~ » Manager Self Service View Transaction History # Home | Sign Out

SELHAWAII e

Notitication NavBar

‘ogram Type Voluntary )

am Balance 5812000000 Unit Typt
Notice the total number of available rows are now
displayed.
To Date
lion Status H
Zmpl ID To Q
Select with Matching Criteria Clear All
Type Hours Date Submitted Recipient Emplid ?;:EW' Termination Date
16.00 08/05/2020 Approved
Approved
Click the scroll bar. —
102 () 4 9 N0 AD‘“(}VH[‘

Notice the total number of available rows are now displayed.

Click the scroll bar.
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Favoriles ~ Main Menu ~ Manager Seif Service View Transaction History A& Home | Sign Out

A\NA‘I = AddTo ~ " @

Notmcabion NavBar

Program Category Bank Program Type Voluntary
Contribution Type One-Time Program Balance 5812 000000 Unit Type Houn

Selection Criteria

From Date To Date j
Request Type § i Transaction Status NG
~
Empl ID From Q Q
Click the ‘Request ' dro
Type p- tching Criteria Cle
down arrow.

Leave Transfer Transaction Iinformation

HF Q
Request Details Transfer Details | 1»
Empl ID Job Name Request Type Hours Date Submitted Recipient
00890123 0 Jeanette Kim Donate 16.00 06/05/2020
07000117 0 Harry Moe Daonate 2400 1172572020
03000332 0 Kimberley Matthews Danate 8.00 11/27/2020
00290122 (' Jeanette Kim Danate 1800 1127/2020 i

Click the ‘Request Type’ drop-down arrow.
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Favoriles ~ Main Menu Manager Seif Service

View Transaction History A& Home | Sign Out
\j--; HAWAI[~ AddTo = VR ®
= Wi Notmcation  NavBar
Program Category Bank Program Type Voluntary 7
Contribution Type One-Time Program Balance 5812 000000 Unit Type Houn
Selection Criteria
From Date To Date :
fomeemmssasesesennneennaneiieas ;
Request Type | Vi Transaction Status v
Empl ID From [~ adiet ' Q
Click the ‘Donate’ list item. e
e 2 tching Criteria Cle
Return
Terminate
Leave Transfer Transaction Iinformation
HF Q
Request Details Transfer Details | 1»
Empl ID Job Name Request Type Hours Date Submitted Recipient
00890123 0 Jeanette Kim Donate 16.00 06/05/2020
01000111 0 Harry Moe Donate 2400 1172572020
03000333 0 Kimberley Matthews Donate 8.00 11/27/2020
00890123 0 Jeanette Kim Danate 1800 11/27/2020

Click the ‘Donate’ list item.
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Main Menu ¥ Manager Seif Service View Transaction History #& Home | Sign Out

A\NA‘ t = AddTo ~ V @

Notmcabion NavBar

Program Category Bank Program Type Voluntary
Contribution Type One-Time Program Balance 5812 000000 Unit Type Houn

Selection Criteria

From Date To Date j
Request Type | Donate v Transaction Status v
Empl ID From Q Empl ID To Q
Select with Matching Criteria Cle
Click the ‘Select with Matching
Criteria’ button.
Leave Transfer Transaction Iy
F Q
Request Details Transfer Details | 1»
Empl ID Job Name Request Type Hours Date Submitted Recipient
00890123 0 Jeanette Kim Donate 16.00 06/05/2020
01000111 0 Hany Moe Daonate 2400 112572020
03000333 0 Kimberley Matthews Danate 8.00 11/27/2020
00390123 0 Jeanette Kim Danate 1800 11/27/2020 i

Click the ‘Select with Matching Criteria’ button.
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A Main Menu ~ Manager Seif Sarvice View Transaction History A& Home | Sign Out

S HAWAI™" st il : @

Notmcabion NavBar

Program Category Bank Program Type Voluntary 7
Contribution Type One-Time Program Balance 5812 000000 Unit Type Houn
Selection Criteria ( D

Notice the Request Details are only displaying the
Request Type of ‘Donate’.

From Date

Request Type | Donate

Empl ID From If you desired to View Transactions from a different
Leave Program, use the Return to Search option. =
| le
Select ‘Next’ to continue.
\ .

Leave Transfer Transaction information

F Q

Request Details Transfer Details | 1»

Empl ID Job Name Request Type |JHours Date Submitted Recipient
00890123 0 Jeanette Kim Donate 16.00 06/05/2020
01000111 0 Harmy Moe Donate 2400 117252020

Return to Search Notify

Notice the Request Details are only displaying the Request Type of ‘Donate’.

If you desired to View Transactions from a different Leave Program, use the
Return to Search option.
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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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QUERY VIEWER

Query Viewer S HAWAIIomaeser

Lesson Scenario

In this lesson, you will learn how to use Query Viewer to
run queries in HIP Time and Leave.

Helpful information including a list of available Time &
Leave queries and suggested action may be referenced
at https://ags.hawaii.gov/hip/tl-reports-and-queries/
Please bookmark this link for future use.

For additional assistance with finding a query that you
need, please log a HIP Ticket.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to use Query Viewer to run queries in HIP Time
and Leave.

Helpful information including a list of available Time & Leave queries and
suggested action may be referenced at https://ags.hawaii.gov/hip/tl-reports-and-
queries/ Please bookmark this link for future use.

For additional assistance with finding a query that you need, please log a HIP
Ticket.
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g‘_L‘.—M\V\\/AH ROmeEN] ¥ Employee Self-Service

Beneficiary Designation Tax Withholding VIZak AL M2 EAvva

Ty Click the NavBar icon.

Begin by navigating to the Query Viewer page in the
Reporting Tools module.

Last Pay Date 06/04/2021

Personal Details Classic Home

o«

Security Setup Required Direct Deposit

Begin by navigating to the Query Viewer page in the Reporting Tools module.

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

iy State Of Hawaii >
-
O
Recent Places Self Service >
E Manager Self Service >
Navigator
Workforce Administration >
Time and Labor >
Payroll for North America >

Global Payroll & Absence Mgmt >

Set Up HCM >

Enterprise Components

PeopleTools

Click the Reporting Tools menu.
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NavBar: Navigator

¢ Reporting Tools

\E®\

Recent Places

Click the Query menu.
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NavBar: Navigator

‘E@‘

RecentPlaces |

@ Query

Click the Query Viewer menu.
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Favoriles ~ Main Menu ~ » Employee Seif-Senvice Query Viewer # Home | Sign Out
R \ Add To ~
S HAWAIPors PN C))
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values

*Search By Query Name ¥ begins with

Search Advanced Search

r =\

The Query Viewer page enables you to run queries in HIP
Time and Leave.

In this lesson, you will run a predefined query to list
employee’s Vacation, Sick and Comp Time balances by pay
period.

Start the lesson by searching for the query by name.

Select ‘Next’ to continue.

The Query Viewer page enables you to run queries in HIP Time and Leave.

In this lesson, you will run a predefined query to list employee’s Vacation, Sick
and Comp Time balances by pay period.

Start the lesson by searching for the query by name.
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Favoriles ~ Main Menu ~ » Employee Seif-Senvice Query Viewer # Home | Sign Out

S HAWAI ="z s

Query Viewer

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

*Search By Query Name v pegins with

o ILEU OTaltin

To search for the report, you can enter a portion of the

report name and use wildcard (%) symbols before and after
your search term(s).

Another helpful example would be to use, “%HIP_TL%" to
retrieve available Time & Leave queries.

Select ‘Next’ to continue.

To search for the report, you can enter a portion of the report name and use
wildcard (%) symbols before and after your search term(s).

Another helpful example would be to use, “%HIP_TL%” to retrieve available
Time & Leave queries.
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Favoriles ~ Main Menu ~ » Employee Seif-Senvice Query Viewer # Home | Sign Out

AddTo ~ @

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values
*Search By Query Name v e W
e begins with
7
Search Advanced Search
For this lesson, Type

“%HIP_TL_G2%”", then press “Tab”

For this lesson, Type “%HIP_TL_G2%”, then press “Tab”
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Favorites * Main Menu ~ Employee Self-Service Query Viewer

SeL HAWAII7

Query Viewer

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

*Search By Query Name v begins with %HIP_TL_G2%

m Advanced Search

Click the Search button.

Click the Search button.
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Favorites Main Menu ~ Employee Self-Service Query Viewer #& Home | SignOu

W& HAWAI s o ¥ @

Notification NavBe

New Window Help | Personalize Page
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By Query Name v begins with %HIP_TL_G2%
Search | Advanced Search
Search Results The queries that match your search entry will list below.
*Folder View -- All Folders - v
Query
5 Q
Runto Runto Runtg
Query Name Description Owner Folder HTML Excel XML
HIP_TL_G2_INFO Employee G2 Information Public HTML Exce XML
Click the scroll bar.

The queries that match your search entry will list below.

Click the scroll bar.
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Favorites ¥ Main Menu ~ Employee Seli-Service Query Viewer & Home : Sign Ou

Sl HAWAII=5 .~

Notification NavB:e

ew YWindow

lues.

%HIP_TL_G2%

Helpful hint: If this report is frequently used, click the
Favorite link so it will show on the Query Viewer page and
save the need to search for the query in the future.

View All
Runto Runto Runto Add to
wner Folder HTML Excel XML Schedule Definitional References Favorites
ublic HTML Excel XML Schedule Lookup References Favorite
Click the scroll bar.

Vv

Helpful hint: If this report is frequently used, click the Favorite link so it will show
on the Query Viewer page and save the need to search for the query in the future.

Click the scroll bar.
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Favorites Main Menu ~ Employee Seli-Service Query Viewer & Home Sign Ou

A& HAWA o wow - ¥ @

Query Viewer )

Enter any information you haved 10 View the results of the report, choose one of the

‘Siarch By following formats to run the output results:

Search = Run to HTML — creates a HTML file format
= Run to Excel — creates a spreadsheet
Search Results = Run to XML — creates a file to use for databases

Select ‘Next’ to continue.

*Folder View
Query
B Q
Runto Runto Runtd
Query Name Description Owner Folder HTML Excel XML
HIP_TL_G2_INFO Employee G2 Information Public HTML Exce XML

To view the results of the report, choose one of the following formats to run the
output results:

= Run to HTML - creates a HTML file format
= Run to Excel - creates a spreadsheet
= Run to XML — creates a file to use for databases
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Favorites Main Menu ~ Employee Self-Service Query Viewer #& Home | Sign O

S HAWAIos i3

Notification NavB

New Window Help | Personalize Page
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*SearchBY  Query Name v begins with %HIP_TL_G2%

Search | Advanced Search

Search Results

*Folder View -- All Folders - v
Query
5 Q
Runto Runto Runtc
Query Name Description Owner Folder HTML Excel XML
HIP_TL_G2_INFO Employee G2 Information Public HTML Excel XML

Click the “HTML” link.

Click the “HTML” link.
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HIP_TL_G2_INFO - Employee G2 Information

Empl ID 'y
Empl Record
Date 3

View Results

2 Abs L Var o -« Apply
As ADS 3 Abs Prd  Vac vac Sick Sick <
o empl Job ann DEPt Dept Posn Hire Union , Prd Abs Prd _ . e 336  Hourly Va¢
Row v Rcd¥ Of Name Action Reason = - L~ POsition p; Pay .. Process Eamed Taken Eamed Taken
LD Date Enot 1D Descrnption e Date Cd L[?'d Finalized YID YID YTD YD l?‘x Rate Balar

The HIP_TL_G2_INFO - Employee G2 Information
query opens. In order for the query to retrieve
information, additional input is required in the fields
above the ‘View Results” button.

Select ‘Next’ to continue.

The HIP_TL_G2_INFO - Employee G2 Information query opens. In order for the

guery to retrieve information, additional input is required in the fields above the
‘View Results’ button.
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HIP_TL_G2_INFO - Employee G2 Information

Empl ID 00000415

Empl Record ('E

Date

View Results

Empl AS
Row le Rcd# Of N
Date

% Click the ‘magnifying glass’ icon.

o

For this example the Empl ID 00000415 has been
input for you. You may also use the magnifying
glass to lookup any Empl ID within your assigned
security.

IMPORTANT: Selecting the correct Empl Record is
key to retrieving the desired data. For this example

we will click the magnifying glass to check for any
other Empl Records.

Abs
Hire Union :23 Prd A
Date Cd Group Egtd Fi

For this example the Empl ID 00000415 has been input for you. You may also
use the magnifying glass to lookup any Empl ID within your assigned security.

IMPORTANT: Selecting the correct Empl Record is key to retrieving the desired
data. For this example we will click the magnifying glass to check for any other

Empl Records.

Click the ‘magnifying glass’ icon.
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HIP_TL G2 INFO - Employee G2 Information

Query
Empl Search by: Empl Record v |=
Vie v+ Look Up Cancel Advanced Lookup
i
Search Results
Row  View 100 First (4' 101 (b Last
=4—ERpl Record Name First Name Last Name Middie Name

Aloha,John John Aloha (blank)

Confirm the Empl Record by clicking on the appropriate number in the
‘Empl Record’ column.

All Empl Records for this employee are displayed. For employees
with more than one Empl Record it is important to select the
desired Empl Record in order to receive the relevant query results.

bs
rd A
hd Fi

—

All Empl Records for this employee are displayed. For employees with more

than one Empl Record it is important to select the desired Empl Record in order

to receive the relevant query results.

Confirm the Empl Record by clicking on the appropriate number in the ‘Empl
Record’ column.
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Empl ID 00000415 Q

Empl Record 0Q
Date = Click the ‘calendar’ icon.

View Results

Abs
As - : Abs
Empl Job 2 Dept Dept . Posn Hire Union Prd A
Row = " Red# DOT Name .. Action Reason = - Descxiption Position oo pate cd ¥ End F
ate Group Dt

The selected Empl Record is reflected in the Empl
Record field. Next, set the date for this query.

The selected Empl Record is reflected in the Empl Record field. Next, set the
date for this query.

Click the ‘calendar’ icon.
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Empl ID 00000415 Q
Empl Record 0Q
Date 04/16/2021 [l

View Results Calendar
s April v| 2021 v ) _ Aps Abs
Empl Posn Hire Union Prd A
Row"p (Redt O Mol  EONTTIWOEER ISIUON rite pate cd FY End Fi
ate Group Dt
1 2 3
4 5 6 7 8
1 12 13 14 15|} )
18 19 20 21 22 Click the ‘16 in the
25 26 27 28 29 month of April.
{ ' Current Date '}
Click the “16’ in the month of April.
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HIP_TL_G2_INFO - Employee G2 Information

Empl ID 00000415 Q
Empl Record 0Q

Date 04/16/2021 @
. View Results |

= 3 = ol Abs
2 < : Abs
Bow E:gpl Rodi gﬁ‘, Click the ‘View Results’ button. Pt .., Posn Hire Union Prd A
Date

: 5 Pay
ption Title Date Cd Group Ecr;td Fi

Click the ‘View Results’ button.
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HIP_TL_G2_INFO - Employee G2 Information

Empl ID 00000415 Q

The query is run and the results are returned below. For this
Empl Record 0Q

example some data has been blurred, when you run the query

Date 04/16/2021 [y in HIP you will have acces to the full query results. You may

also download the results after viewing in html.
View Results

Download results in: Excel SpreadSheet CSV Text File XML File (1 kb)
View All

Row EmplID Rcd# AsOfDate Name  JobEffDt Action Reason DeptID Dt

Description Position

1 00000415 0 04/16/2021 Aloha,John

Remember to bookmark and subscribe to https://
ags.hawaii.gov/hip/tl-reports-and-queries/ for
helpful information about reviewing query results.

Select ‘Next’ to continue.

The query is run and the results are returned below. For this example some data
has been blurred, when you run the query in HIP you will have acces to the full
guery results. You may also download the results after viewing in html.

Remember to bookmark and subscribe to https://ags.hawaii.gov/hip/tl-reports-
and-queries/ for helpful information about reviewing query results.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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END

Sl HAWAII= 521

Maika’i /

Please click ‘Save and exit’

at the upper right.

To continue close the lesson by clicking
the ‘Save and exit’ in the top right-hand
corner of the course.

Do not close the browser window until
after clicking ‘Save and exit’.

Maika’i
Please click ‘Save and exit’ at the upper right.

To continue close the lesson by clicking the ‘Save and exit’ in the top right-hand
corner of the course.

Do not close the browser window until after clicking ‘Save and exit’
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