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Course 210 — HR Administrator — Part 2

210 HR ADMINISTRATOR - PART 2

S HAWAI e

HR Administrator Activities — Part 2

Course Objectives | Request Extended Absences | Administer Extended Absence
Extended Absences - Leave Takes | Review Absence Balances

Adjust Employee Absence Balances | Need Help?

THE TOPICS ABOVE WILL
BE COVERED IN THIS
COURSE!

SELECT ‘NEXT’ TO CONTINUE.
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Course Objectives

After completing this course you will understand how to:

= Request Extended Absence

« Administer Extended Absence

* Adjust Employee Absence Balances
» Extended Leave - Leave Takes

= Review Absences

* Need Help?

Select ‘Next’ to continue.

After completing this course you will understand how to:

e Request Extended Absence

e Administer Extended Absence

e Adjust Employee Absence Balances
e Extended Leave - Leave Takes

e Review Absences

e Need Help?
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NEED HELP?

NEED HELP? S HAWAIFromser

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.

I
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Hawaii Information Portal Service Center
If you need assistance using the Hawaii Information Portal for Time and Leave:

How-To Use the HIP Ticket System:
http://ags.hawaii.qgov/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
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REQUEST EXTENDED ABSENCE

Request Extended Absence QH AWA’ ‘ Info

Lesson Scenario

In this lesson you will learn how to request an
extended absence.

An extended absence is an absence that requires
more leave due to extended life circumstances such
as FMLA, Hawaii HFLL, Military, Workers' Comp, TDI,
Sabbatical/Professional/Study Leave.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to request an extended absence.

An extended absence is an absence that requires more leave due to extended
life circumstances such as FMLA, Hawaii HFLL, Military, Workers' Comp, TDI,
Sabbatical/Professional/Study Leave.
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g‘_L‘.—M\V\\/AH ROmeEN] ¥ Manager Self Service

Approvals Team Time Manage Delegation

Click the ‘NavBar icon.

Click the ‘NavBar’ icon.
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Click the ‘Navigator’ icon.
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NavBar: Navigator o ]
B ® Self Service >
5
1%
Racent Places Manager Self Service >
é Workforce Administration >
Navigator
Time and Labor >
Payroll for North America >

Eam Payroll  Avsance Mt El

™nal Development >

Click the ‘Global Payroll & Absence Mgmt’ menu..
SEem : RrasiRel datk R A TS rraining N
Set Up HCM >
Enterprise Components >
Worklist >
Reporting Tools >

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

P ¢ Clobal Payroll & Absen... &

Recent Places

dRayroll Processing >

Click the ‘Payee Data’ menu..

Click the ‘Payee Data’ menu.
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NavBar: Navigator

P ¢ Payee Data )
O

Recent Places

é Maintain Absences l >

Leave Donations >

Click the ‘Maintain Absences’ menu.
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M NavBar: Navigator

& Maintain Absences *

Recent Places

E Create and Maintain Absences
n E ded Ah
4 - £

Administer Fxtended Absence

Absence Cvent

Review Absence Balances

Click the ‘Request Extended Absence’ menu
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Favoriles ~ Main Menu ~ Emplayee Seif e Request Extenced Absence A& Home | Sign Out

& HAWAI[Prors e ¥ WB

Notificabion NavBar

New Window
Request Extended Absence

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

¥ Search Criteria

Empl ID  begins with|v.

Type “00033000” then press the “Tab”
Empl Record = v key.

Name  begins with|V.

LastName begins with|V

Second Last Name  beqins vath h
Alternate Character Name begins with|v

Middle Name begins with|v

[JCase Sensitive

Search | Clear Basic Search M Save Search Crtena

Type “00033000” then press the “Tab” key.
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Favoriles ~ Main Menu ~ » Manager Self Service Request Extended Absence # Home | Sign Out

L HAVAIP s NS

Notiticabion NavBar

New Window
Request Extended Absence

Enter any information you have and click Search Leave fields blank for a list of all values
Find an Existing Value
¥ Search Criteria
Empl ID  begins with v | 00033000
Empli Record = v
Name begins with v

Last Name begins with +

<

Second Last Name  begins with
Alternate Character Name  begins with v

Middle Name begins with v

[ Case Sensitive

Click the ‘Search’ button.

Click the ‘Search’ button.
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Mamager Sell Seivice Request Exlended Absence A Home Sign Qut

Ao

a1

Request Extended Absence

John Aloha

Entar Starl Dale, Expecled End Date and Absence Take. Complets the rest of the required
information before submitting your request. i you are missing some information, save your
raquest for later to be able to add additional detzils

Extended Absence Request Details @

“Start Date |P6116/2021 [
*Expected Return Date =
Absence Type | All v
*Absence Name | Select Absence Name v
s '
The Request Extended Absence page opens to enable
Go To View Exiended Absencsl  you to enter the details of the extended absence
o o request. It is important to follow the instructions at the
* Requirad Fleld
top of the page.
Note: This request is meant to cover the eligibility of the
leave for the employee.
Select ‘Next’ to continue.
\ o’

The Request Extended Absence page opens to enable you to enter the details
of the extended absence request. It is important to follow the instructions at the
top of the page.

Note: This request is meant to cover the eligibility of the leave for the employee.
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A Home Sign Out

Ao

Favoriles Mzin Menu ~ Mamager Selfl Sevice Request Exlended Absence

1 HAWA
KA;T—“'\VIH» [ T

News Window

Request Extended Absence

John Aloha

“General Professional

Enter Start Date, Expecled End Date and Absence Take. Complets the rest of the required
information before submitting your request. if you are missing some information, save your
raquest for later to be able to add additional details.

Extended Absence Request Details @

*Start Date |[6/16/2021

Click the ‘Calendar’ icon.
Note: The *Start Date will default to the
current date.

*Expected Return Date

Absence Type | All

*Absence Name | Select Absence Name

Go To View Extended Absence Raquest History

* Requirad Fleld

Click the ‘Calendar’ icon.
Note: The *Start Date will default to the current date.
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Favoriles ~ Main Menu ~ » Manager Sel Request Extended Absence # Home | Sign Out

l\' 1 \w‘ AddTo ~ v @

Notiticabion NavBar

New Window

Request Extended Absence

John Aloha

*General Professional
Enter Start Date Expected End Date and Absence Iake Complete the rest of the required

information befare submitting your request. If you are missing some information, save your
request for later to be able to add additional details.

Extended Absence Request Detalls @

*Start Date |06/16/2021 i)

“Expected Return Date Calendar
A - June
Absence Type | All Click the ‘Month’ drOp-down o
*Absence Name | Select Absel s M :

20i21:22 23 24 25 26

e Request Histord 27 28 280 30

Go To View Extended

* Required Field

Click the ‘Month’ drop-down arrow.
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Favoriles ~ Main Menu

S HAWAI

> Manager Se

Request Extended Absence

Request Extended Absence

John Aloha

*General Professional

# Home | Sign Out
AddTo = P @
Notiticabion NavBar

New Window

Enter Start Date Fxpected End Date and Absence Iake Complete the rest of the required
information befare submitting your request. If you are missing some information, save your

request for later ta be able to add additional details.

Extended Absence Request Detalls @
*Start Date | 06/16/2021
“Expected Return Date
Absence Type

Al

*Absence Name | Select Absel

Go To

e Request History

* Required Field

Calendar
June vi2021 v
I.ld”l]iil\'
S| February £ F S
!i.farch 5 0§
Apnl
May 1 12
“
s Select “July”.
epltember

| October

November
December

surrent Date

Select “July”.

August 13, 2021 Version 2
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# Home | Sign Out

AddTo ~ P @

Favoriles ~ Main Menu ~ » Manager Sel Request Extended Absence

i AV/A ||
QQ,HF\VV}A‘ ' Notmcation  NavBar
New Window

Request Extended Absence

John Aloha

*General Professional
Enter Start Date Fxpected End Date and Absence Iake Complete the rest of the required
information befare submitting your request. If you are missing some information, save your

request for later ta be able to add additional details.

Extended Absence Request Detalls @

*Start Date |07/05/2021 i)

“Expected Return Date Calendar
July v| 2021 w
Absence Type | All Y =

S M T WTF s

*Absence Name | Select Absel

e Request History 25 26 27 28 29 30 31

Go To

* Required Field

Click “5”.
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# Home | Sign Out

AddTo ~ v @

Favoriles ~ Main Menu ~ » Manager Sel Request Extended Absence

Notiticabion NavBar

New Window

Request Extended Absence
John Aloha

*General Professional
Enter Start Date Expected End Date and Absence Iake Complete the rest of the required
information befare submitting your request. If you are missing some information, save your

request for later ta be able to add additional details.

Extended Absence Request Detalls @
*Start Date |07/05/2021 i)

“Expected Return Date
= Click the ‘Calendar’ icon.

Absence Type | All

*Absence Name | Select Absence Name

Al
ADS

Retum to

2 Request History

Go To View

* Required Field

Click the ‘Calendar’ icon.
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Favoriles ~ Main Menu ~ »  Manager Sel Request Extended Absence ‘- Home \

Sign Out

l\' 1 \w‘ AddTo ~ v @

Notiticabion NavBar

New Window

Request Extended Absence

John Aloha

*General Professional

Enter Start Date Expected End Date and Absence Iake Complete the rest of the required
information befare submitting your request. If you are missing some information, save your
request for later to be able to add additional details.

Extended Absence Request Detalls @

*Start Date |07/05/2021 i)

“Expected Return Date Calendar

Absence Type | All June

*Absence Name | SelectAbsel § M T

Go To View Extended e Request History

* Required Field

Click the ‘Month’ drop-down arrow.
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# Home | Sign Out

AddTo ~ P @

Favoriles ~ Main Menu ~ » Manager Sel Request Extended Absence

i AV/A ||
QQ,HF\VV}A‘ ' Notmcation  NavBar
New Window

Request Extended Absence

John Aloha

*General Professional
Enter Start Date Fxpected End Date and Absence Iake Complete the rest of the required
information befare submitting your request. If you are missing some information, save your

request for later ta be able to add additional details.

Extended Absence Request Detalls @

*Start Date |07/052021 i

“Expected Return Date Calendar
Absence Type | All éJune v 2021 v
. January |
"Absence Name | Select Abse] § February T F S
March 3 A &

e Request History 9 October

Go To
November
* Required Field December
: arent Date ’

Select “July”.
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Favoriles ~ Main Menu ™ vianager Selff Service Request Exiended Absence * Home ! Sign Out

&HAWA" formatic AddTo ~ \ @

Nottication NavBar

Request Extended Absence

John Aloha

*General Professional

Enter Start Date, Expected End Date and Absence Take. Complete the rest of the required
information before submitting your request. If you are missing some information, save your
request for later to be able to add additional details.

Extended Absence Request Details @

*Start Date |07/05/2021 [

“Expected Return Date Calendar

Absence Type | All EJuIy vi 2021

<

"Absence Name | SelectAbsej S M T W T F S

1M1 12 13 14 15 17

18 19 20|21 (22|22

s B e Pt L Reton Click “23".
Go To View Extended Absence Request History 25 26 27 28 29 20 31

* Required Field

Click “23”.
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# Home | Sign Out

AddTo ~ P @

Favoriles ~ Main Menu ~ \ianager Sef Sarvice Request Extended Absence

QH AWA . fRDTEN Nottication  NavBar
New Window

Request Extended Absence

John Aloha

*General Professional
Enter Start Date Expected End Date and Absence Iake Complete the rest of the required
information befare submitting your request. If you are missing some information, save your

request for later ta be able to add additional details.

Extended Absence Request Detalls @
*Start Date |07/052021 i3]

“Expected Return Date |07/232021 [}

Absence Type | All
° Click the ‘Absence Type’ drop-
down arrow.

*Absence Name | Select Absence Name

Go To View Extended Absence Request History

* Required Field

Click the ‘Absence Type’ drop-down arrow.
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Favoriles ~ Main Menu ~ n uanager Seff Seqvice Request Extended Absence & Home | Sign Out

Q A\V‘V’A | . Porta TEAT Notr:m)ﬂ NS?S«'!I

New \

Request Extended Absence
John Aloha

*General Professional

Enter Start Date, Expected End Date and Absence Take Complete the rest of the required
information befare submitting your request. If you are missing some information, save your
request for later to be able to add additional details.

Extended Absence Request Details @
*Start Date |07/052021 [

“Expected Return Date |07/23/2021 j

Absence Type Al

"Absence Name

Military Leave
SAB/EDU/STU AT
TDI SICKAT
WC VAC AT

Go To View Extended Absence Request History

* Required Field

Click the ‘FMLA SICK AT’ list item.
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# Home | Sign Out

AddTo ~ v @

Favoriles ~ Main Menu \tanager Sef Senvice Request Extended Ahsence

] HAW/A |[fermatc
QQ,H/‘\WA ' ¥ Notmcation  NavBar
New Window

Request Extended Absence

John Aloha

*General Professional
Enter Start Date Expected End Date and Absence Iake Complete the rest of the required
information befare submitting your request. If you are missing some information, save your

request for later ta be able to add additional details.

Extended Absence Request Detalls @
*Start Date |07/05/2021 i)

“Expected Return Date |07/23/2021 i)

Absence Type , rH_A SICKAT

*Absence Name | | Select Absence Name ﬂ
Click the “*Absence Name”

drop-down arrow.

Go To View Extended Absence Request History

* Required Field

Click the “*Absence Name” drop-down arrow.
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# Home | Sign Out

AddTo ~ P @

Favoriles ~ Main Menu \tanager Sef Senvice Request Extended Ahsence

\ AVJA || formstc
\Q,HI‘UVA ' ¥ Notmcation  NavBar
New Window

Request Extended Absence

John Aloha

*General Professional
Enter Start Date Fxpected End Date and Absence Iake Complete the rest of the required
information befare submitting your request. If you are missing some information, save your

request for later ta be able to add additional details.

Extended Absence Request Detalls @
*Start Date |07/05/2021 i)

“Expected Return Date |07/23/2021 j

FMLA SICKAT v

Absence Type

"Absence Name

Click the ‘FMLA Intermittent’
list item.

ol et 12 e

¢ Extended Absence Request History
Retum to Search List

Go To View

* Required Field

Click the ‘FMLA Intermittent’ list item.
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Favoriles ~ Main Menu p Request Extended Ahsence * Home ‘ Sign Out

AddTo ~ v @

Notiication NavBar

New Window
Request Extended Absence
John Alocha

*General Professional

lo creale your request, complete the information in the Extended Absence Request Details
section and select save for later or submit the request for approval. Additional information may
be managed or viewed at a later time

Extended Absence Request Details @

“Start Date 07/052021 [

“Expected Return Date | (7/2372021 [

Actual Return Date r:
Absence Type FMLASICKAT v
“Absence Name | FMLA Intermittent EA vi

‘Absence Reason Select Absence Reason
of Hawaii FMLA Eligiblity m—

o

Click the *Absence Reason
drop-down arrow.

Absence Requests

Click the *Absence Reason drop-down arrow.
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Favoriles ~ Main Menu ~ Request Extended Ahsence

S HAWAI

Request Extended Absence

John Aloha

*General Professional

# Home | Sign Out

v

Notiication NavBar

AddTo ~

New Window

lo creale your request, complete the information in the Extended Absence Request Details
section and select save for later or submit the request for approval. Additional information may

be managed or viewed at a later time

Extended Absence Request Details @

“Start Date 07/052021 [

“Expected Return Date

Actual Return Date

Miitary Care Giver

Parent

Absence Type
¥P® | Select Absence Reason

Sick Personal

Spouse

*Absence Name

‘Absence Reason | Select Absence Reason

of Hawaii FMLA Eligibtlity

Absence Requests

Click the ‘Child’ list item.

E"”‘ s i Click the ‘Child’ list item.

August 13, 2021 Version 2
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Favoriles ~ Main Menu ~ \ianager Sef Sarvice Request Extended Absence # Home | Sign Out

& HAY/A e o e O
QQ,H/‘\WA ' vt il Notcation Nga

New Window

Request Extended Absence
John Aloha

*General Prefessional

lo creale your request, complete the information in the Extended Absence Request Details
section and select save for later or submit the request for approval. Additional information may
be managed or viewed at a later time

Extended Absence Request Details @
“Start Date 07/052021 [i:

“Expected Return Date | (7/2372021 [

Actual Return Date r:
Absence Type FMLASICKAT v
*Absence Name FMLA Intermittent EA v

*Absence Name | Child
* State of Hawaii FMLA Eligibility

Click the State of Hawaii FMLA Eligibility link.

Absence Requests

Click the State of Hawaii FMLA Eligibility link.
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Favoriles ~ Main Menu ~ » Manager Seif Service Request Extended Absence # Home | Sign Out

S HAWAII 5 e

New Wincow

Request Extended Absence
State of Hawaii FMLA Eligibility

Use this Template form to enter Employee Extended Absence Request refated information. In order to save your data entry upgdates. please navigate bat
Request page using the Return to Extended Absence Request link. Your Extendec Absence Request must be saved in order for changes to go into effe

Extended Absence Detail Information )

¥ State of Hawali FM e o v e
Note: After validating eligibility, it's important to return
to the Extended Absence Request page to save your
e Empl Record
en ;

Select ‘Next’ to continue. Years of Service

v Comments

Comments

Validate Sections I Return to Extended Absence Request I

* Reguired Field

Note: After validating eligibility, it's important to return to the Extended
Absence Request page to save your entries.
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Global Payrail & Abzance Mg v - Request Extondod Abcence A Home Sign Out

o

Nofcaton hanvila-

Request Exiended Absence
State of Hawaii FMLA Eligibility

Use this Temp@ate form to enter Employee Exlended Absence Request refated mformation: In order Ic

your gata entry updates, please navigale back 10 the Extended Absence
Regues! page wsng the Return to Extended Absence Reques! link.  Your Exlended Absencs Regues

usl be saved in order for changes fo go info effect.

Extended Absence Detail Information (@

v State of Hawall FMLA Fligibility

Fmpl ID Empl Record

Service Hours 0 Years of Service

v Comments

Commenls

Click the Validate Sections button.

Click the Validate Sections button.
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Wiy Meacns ™ Global Payroil £ Absenea Mg ~ Payce Oata * Maintain Abcenocs * Rogquest Extondod Abcenoe

A
-

Request Extended Absence
State of Hawaii FMLA Eligibility

Use this Tempéate form to enter Employee Exlended Absence
Regues! page usng the Return to Extended Absencs Reques!

1851 refated mformation In order o save y

3 navigale back 10 the Exlended Absence
. Your Extended Absenca Reques! musl be saved i

s 1o poinlo effect.

Extended Absence Detail Information (@

v State of Hawall FMLA Fligihllis

Emplip 00033000 Empl Record

Service Hours 2264 Years of Service 21000000

v Comments

Commenls

Notice the Service Hours and Years of Service

information populates to help you determine eligibility.
Validate Sections

* Requred Fisld

Select ‘Next’ to continue.

Notice the Service Hours and Years of Service information populates to help
you determine eligibility.
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Request Extended Absence

State of Hawaii FMLA Eligibility

Use this Tempiate form 10 enter Employee Extended Absence Request refated information In order 10 save your data entry updates, please navigale back 10 the Exlended Absence
Reques! page using the Return fo Exlended Absence Reques! link. Your Extended Absenca Reques! must be saved in order for changes 10 go info effect

Extended Absance Detail Information 2

v State of Hawsil FMLA Fligibility

Empl 000033000 Empl Record
Service Hours 2264 Years of Service 23.000000
Note: Service Hours is based on the go live Click the “Return to
date of your department in Time and Leave. Extended Absence Request”
Years of Service is based on the service date. link.
Validate Sections Retum to Extended Absence Request

* Required Fisld

Note: Service Hours is based on the go live date of your department in Time
and Leave. Years of Service is based on the service date.

Click the “Return to Extended Absence Request” link.

August 13, 2021 Version 2 Page 32



o HAWAerme

Course 210 — HR Administrator — Part 2

Not il records have been validated successiully

You can validate data by selecting “Yes” now o using the “Vaiidate Sections” bution on this page
later. (0.0)

Click “Yes”.
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Favoriles ~ Main Menu ~ » Manager Sel Request Extended Absence # Home | Sign Out

AddTo ~ v @

Notiication NavBar

New Window
Request Extended Absence

John Aloha

*General Professional

lo create your request, complete the information in the Extended Absence Request Details
section and select save for later or submit the request for approval. Additional information may
be managed or viewed at a later time

Extended Absence Request Details @

“Start Date 07/052021 [

“Expected Return Date | (7/2372021 [

Actual Return Date r: —
Absence Type FMLASICKAT v
*Absence Name FMLA Intermittent EA v
‘Absence Reason Child v
of Hawaii FMLA Eligibility Click the serell bar.
Absence Requests L

Click the scroll bar.
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Favoriles ~ Main Menu ~ » Manager Seif Service Request Extended Absence # Home | Sign Out

L\’QEH A\vb V'A | f AddTo = v @

Notitication NavBar

*Absence Reason = Child v

State of Hawaii FMLA Eligiblity

Absence Requests

Absence Request )

5 Q -10f1 v
Absence Reguests Status Start Date End Date Duration Source Process Action  Voided
A

Click the ‘Submit’ button.

Go To iew Extended Absence Request History View Absence Balances

L Submit | I ] Save for Later

Relurn to Search List

* Required Field

Click the ‘Submit’ button.
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Confirmation Page Absence EA

Request Extended Absence
Submit Confirmation

V Are you sure you want to Submit this Extended Absence Request?

Bo "

Click “Yes”
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Favoriles ~ Main Menu ~ » Manager Seif Service Request Extended Absence # Home | Sign Out

SEL HAWAIIws wo- ¥ @

New Window

Request Extended Absence
Submit Confirmation

/ The Extended Absence Request was successfully submitted

Click “OK?”.
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Favoriles ~ Main Menu ~ » Manager Seif Service Request Extended Absence # Home | Sign Out

&L HAWAII e T

Notiication NavBar

Request Extended Absence
John Aloha

*General Professional
View Request Status and Approval Details

Extended Absence Request Details @

Request 81327
Start Date  07/05/2021

Expected Return Date  07/23/2021

—
Actual Return Date
Absence Type FMLASICKAT
Absence Name FMLA Intermittent EA
Absence Reason Child
Status  Submitted
. Click the scroll bar.
Absence Requests e

Click the scroll bar

August 13, 2021 Version 2 Page 38



e HAWAIIe e

Course 210 — HR Administrator — Part 2

Favoriles ~ Main Menu ~ » Manager Seif Service Request Extended Absence # Home | Sign Out

SELHAWAII e

Notitication NavBar

Absence Request @)

F Q

Absence Requests Status Start Date End Date Duration Source Process Action Volded

i '

The Requested Extended Absence has been routed for
approval. This routes to all HR Admins in your
department.

Request History
= Select ‘Next’ to continue.

Status Name Date Comments

Submitted Jane Aloha 06/21/2021

Extended Absence Mngmt

Absence Management:Pending
Extended Absence Mngmt

Pending
Multiple Approvers
G Extendad Absence Dept Acmn
* Required Field

The Requested Extended Absence has been routed for approval. This routes
to all HR Admins in your department.
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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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ADMINISTER EXTENDED ABSENCE

Administer Extended Absence QH AWA| o

Lesson Scenario

In this lesson you will learn how to approve an
extended absence.

Note: The Administer Extended Absence page also
allows you to search, view, edit and approve
submitted requests.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to approve an extended absence.

Note: The Administer Extended Absence page also allows you to search, view,
edit and approve submitted requests.
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g‘_L‘.—M\V\\/AH ROmeEN] ¥ Manager Self Service

Approvals Team Time Manage Delegation

Click the ‘NavBar icon.

Click the ‘NavBar’ icon.

August 13, 2021 Version 2 Page 42



L HAWAI"e e,

Course 210 — HR Administrator — Part 2

Click the ‘Navigator’ link.
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1%,

Recent Places

Navigator

NavBar: Navigator

Self Service

Manager Self Service

Workforce Administration

Time and Labor

Payroll for North America

Click the ‘Global Payroll & Absenc

e Mgmt’ menu ]

Mevelopment >

qne >
Set Up HCM >
Enterprise Components >
Worklist >
Reporting Tools >
Click the ‘Global Payroll & Absence Mgmt’ menu.
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NavBar: Navigator

P ¢ Global Payroll & Absen...
Recent Places

duavroll Processing

>

Click the ‘Payee Data’ m

Click the ‘Payee Data’ menu.
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NavBar: Navigator

P ¢ Payee Data )
s Leave Donations >
é Maintain Absences >

y |

Click the ‘Maintain Absences’ menu.
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NavBar: Navigator

P ¢1  Maintain Absences 'y
:0
RiConT Phaces Absence Event

a Create and Maintain Absences

Navigator Request Extended Absence

Administer Extended Absence

Review Absence Balances

Click the ‘Administer Extended Absence’ menu.
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Favorites ™ Main Menu ~ Manager Self Service Administer Extended Absence

S HAWAIIs

Administer Extended Absence

Search Criteria

*Show Requests by Status Pending

The Administer Extended Absence page displays to enable
you to search, view, edit and approve submitted requests.

Select ‘Next’ to continue.

From Date fe=e] Through Date (=)

Search

Extended Absence Requests @
B Q

Emopl Absence Name Start Date Expected Status Date

b St Record Return Date Subi

The Administer Extended Absence page displays to enable you to search,
view, edit and approve submitted requests.
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Favorites ™ Main Menu ~ Manager Self Service Administer Extended Absence

S HAWA[romsse e

New Window

Administer Extended Absence

Search Criteria

*Show Requests by Status = Pending v

Approver Q

| Click in the ‘Employee ID’ field.

Employee |D

Absence Name

From Last Name Through Last Name
From Date ".] Through Date m
Search
Extended Absence Requests @
B Q
Empl Expected Date
Name Empl ID Record Absence Name Start Date Retumn Date Status Subi _

Click in the ‘Employee ID’ field.
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Favorites ™ Main Menu ~ Manager Self Service Administer Extended Absence

S HAWA[romsse e

New Window

Administer Extended Absence

Search Criteria

*Show Requests by Status = Pending v
Approver Q
Employee ID Type “00033000”, then press
”
Absence Name v “Tab”.
From Last Name Through Last Name
From Date ".] Through Date m
Search
Extended Absence Requests @
B Q
Empl Expected Date
Name Empl ID Record Absence Name Start Date Retumn Date Status Subi _

Type “00033000”, then press “Tab”.

August 13, 2021 Version 2 Page 50



ELHAVAI2,

Course 210 — HR Administrator — Part 2

Favorites ™ Main Menu ~ Manager Self Service Administer Extended Absence
| ‘ "
S HAWA e T
New Window
Administer Extended Absence
Search Criteria
*Show Requests by Status = Pending v
Approver Q
Employee |D (;0033000
Absence Name -------------------------------------- "
From Last Name Through Last Name
From Date ".] Through Date m

Click the 'Search’ button. r

Extended Absence Requests @
B Q

Empl Expected Date
Name Empl ID Record Absence Name Start Date Retumn Date Status Subi _

Click the ‘Search’ button.
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Favoriles ~ Main Menu ~ » Manager Self Service Administer Extended Absence # Home | Sign Out

L HAVAIP s NS

Notitication NavBar

Administer Extended Absence

Search Criteria The Search option lists the employee matching the

*Show Requests by Status | Pending criteria.

Approver o

Employee ID | 00033000

Absence Name v
From Last Name Through Last Name
From Date : Through Date
Search
Extended Absence Requests (2
5 Q
Empl 4 ted Date 2
Nams EmpIID  pecora  APsen{  Click the seroll bar. Date  Status Submitted :
John Aloha 00033000 0 FMLA Intermittent EA 07/0520Ny  D7/23/2021 Submitted 052172021 I
L

—_ ! 5"

The Search option lists the employee matching the criteria.

Click the scroll bar.
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Favoriles ~ Main Menu ~ »  Manager Self Service Administer Extended Absence

S HAWAI

# Home | Sign Out

AddTo ~ v @

Notitication NavBar

Clear

v
Q
John Aloha
2
Through Last Name
Through Date
Search
Expected
lame Start Date Return Date Status
mittent EA 07052021 0712372021 Subrmtted 08/21/2021

Click the ‘Edit’ button.

Click the ‘Edit’ button.

View Al

Approve

Approve
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Favoriles ~ Main Menu ~ Manages Self Service Administer Extended Absence & Home | Sign Out

gz‘LHA\V)V'A | o AddTo ~ ) ©)

Notscation NavBar

New Window
B

Administer Extended Absence
R etin The Request Extended Absence form opens to update

Request Extended Absence the absence request, as needed. Adding attachments to

Yo support the absence request is available on this page.

*General Professional 2 - 5
To create your request, complete the information Select ‘Next’ to continue.
section and sefect save for later or submit the req_
be managed or wewed at a later ime

Extended Absence Request Details (2

Request 81326

Request Date 06/21/2021

“Start Date |D7/052021 [
*Expected Retum Date |07/23/2021 Other Documents
Actual Return Date o ) Absence Request Attachments (0)
Absence Type @ All v
*Absence Name | FMLA Intermittent EA v
*Absence Reason | Child v

Status Submitted

State of Hawaii FIMLA Eligibility

The Request Extended Request form opens to update the absence request, as
needed. Adding attachments to support the absence request is available on this
page.
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Favoriles ~ Main Menu

S HAWAI

“Expected Returmn Date

Actual Return Date
Absence Type
“Absence Name

“Absence Reason

Status
State of Hawaii FMLA El:gibility
Absence Requests
Absence Request (@
5 Q
Absence Requests Status

Request History

Click the scroll bar.

» Manager Self Service

07/2372021 [iz)

Al
FMLA Intermittent EA
Child

Submitted

Start Date End Date

Administer Extended Ahsence

Duration

# Home | Sign Out

v

Notitication NavBar

AddTo ~

Other Documents

st Attachments (0)

iy Absence Regue

Click the scroll bar. -
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Favorites ¥ Main Menu ~ Manager Self Service Administer Extended Absence #A& Home | SignO

Notification NavB4g

S HAWAIIose wow ¥ O

5 Q
Absence Requests Status Start Date End Date Duration Source Process Actio
Request History Next, navigate to the Administer Extended Absence
B page to approve the request.
Status Name Date Comments
Submitted Jane Aloha 06/21/2021
Requestor Comments ¥
Click the ‘Return to Administer
Extended Absence’ link.
Go To View Extended Absence Request History hces
Submit Save for Later Cancel I Return to Administer Extended Abser >~|
* Required Field
»

Next, navigate to the Administer Extended Absence page to approve the
request.

Click the ‘Return to Administer Extended Absence’ link.
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Favoriles ~ Main Menu > Manager Sell Seqvice Administer Extended Ahsence & Home | Sign Out

Q’HA\\'\\/A | ot AddTo = ™ @

Notfication NavBar

Administer Extended Absence 9
Search Criteria
*Show Requests by Status Pending "
Approver Q
Employee ID 00033000
John Aloha
Absence Name v
From Last Name Through Last Name
From Date “ Through Date f'"’
Search
Absence Requests
Extended Absence Requests (2
H Q
Empl g d Date
Name Emp! ID Recpord Absen Click the scroll bar. Date Status Submitted
John Aloha 00033000 0 FMLA Intermittent EA 07/052021  07/23%021 Submitted 06/21/2021
| k-

Click the scroll bar.
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Favoriles ~ Main Menu »  Manager Self Service Administer Extended Absence ‘- Home \ Sign Out

l\" HA\NAI g AddTo « P' @

Notitication NavBar

7 é
,,,,,,,,,,,, 3
Q
John Aloha
v
Through Last Name
Through Date r"'
Search Clear
View All
Click the "Approve’ button.
A
Expected Date o
lame Start Date Return Date Status Submitted E <
xists
mittent EA 07/05/2021 07/23/2021 Submitted 06/21/2021 N Edit | II Approve [ I I

‘

Click the ’Approve’ button.
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Favoriles ~ Main Menu ~ » Manager Self Service Administer Extended Absence

S HAWAII

# Home | Sign Out

AddTo ~ v @

Notitication NavBar

Administer Extended Absence

Approve Extended Absence

*General Professional

Review the details for this request and either approve, deny or submit for rework. You may

also enter optional comments about each approval choice.

Extended Absence Request Details (2

Request 81326
Request Date 06/21/2021
Start Date  (07/05/2021
Expected Return Date  07/23/2021

Actual Return Date
Absence Name FMLA Intermiltent EA
Absence Reason Child
Status  Submitted

State of Hawai FMLA Eligibility

Click the scroll bar.

Other Documents

dn  Absence Request Altachment

Click the scroll bar.
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Favoriles ~ Main Menu »  Manager Self Service Administer Extended Absence ‘- Home \ Sign Out

SELHAWAII e

Notitication NavBar

Absence Requests

Absence Request (2

g5 Q

Absence Requests Status g ) Voided
On the Approval page, you have the option to
Approve or Push Back the request. Selecting the Push
Back option will send the request to the employee to
provide additional information.

Select ‘Next’ to continue.

Request History

I;‘ N >

Status Name Date Comments
Submitted Jane Aloha 06/21/2021

A ¥

Approver Comments >
Go o View Extended Adsence Request History Mjew Absence Balances

Approve Push Back Heturm lo Admimister Extended Absence

*'Required Field

On the Approval page, you have the option to Approve or Push Back the
request. Selecting the Push Back option will send the request to the employee
to provide additional information.
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Favoriles ~ Main Menu ~ »  Manager Self Service Administer Extended Absence

S HAWAI

# Home | Sign Out

AddTo ~ P @

Notitication NavBar

Absence Requests

Absence Request (2

g5 Q

Absence Requests Status Start Date End Date

Request History
ey

Status Name Date Comments

Submitted Jane Aloha 06/21/2021

Click the "Approve’ button.

Go To View Extended Absence Request History

Ap = I | Push Back

* Required Field

Click the ’Approve’ button.

Duration Source Process Action  Voided

&

\Raiis Ahcrains Rk
View ADsence balances

Return o Admimster Extended Absence
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Favoriles ~ Main Menu »  Manager Self Service Administer Extended Absence ‘- Home \ Sign Out

SEL HAWAIIws wo- ¥ @

New Window

Approve Extended Absence
Approval Confirmation

/ Are you sure you wanl to Approve this Extended Absence Request?

No

Click ‘Yes’.
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Favoriles ~ Main Menu ~ » Manager Self Service Administer Extended Absence # Home \ Sign Out

“_7 HA\NA‘I g il Non:;m Nga

Saving Page x

Approve Confirmation

“ The Extended Absence Request was successfully approved.

S

[

Click the “OK” button.

Note: Upon approval an email notification is sent to the
supervisor, this helps let the supervisor know the
approved status of the extended absence request. The
email does not share any personal information or
additional leave details.

Note: Upon approval an email notification is sent to the supervisor, this helps let
the supervisor know the approved status of the extended absence request. The
email does not share any personal information or additional leave details.

Click the “OK” 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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EXTENDED ABSENCES - LEAVE TAKES

Extended Leave - Add Leave Taken giH AW/ || nrorasto

Lesson Scenario

In this lesson you will learn how to add leave taken
to an existing extended absence.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to add leave taken to an existing extended
absence.
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Key Point — Extended Absence @HAWN | s

Add Leave Taken Rules:

Adding a New Absence to an Extended Absence must
meet the following requirements:

1. The Extended Absence must have a status of
"Approved”.

2. New Absences can only be taken within the date
range of the approved Extended Absence.

3. The Absence Type must be the same as the
approved Extended Absence.

4. Absence Name options end in ‘AT (Absence Taken).

FMLA Continuous EA
FMLA intermittent EA
FMLA LWOP AT

FMLA Received Sick AT
FMLA Received Vac AT
FMLA SICK AT

FMLA VAC AT

Select Absence

Select ‘Next’ to continue.

Add Leave Taken Rules:

Adding a New Absence to an Extended Absence must meet the following
requirements:

1. The Extended Absence must have a status of "Approved”.

2. New Absences can only be taken within the date range of the approved
Extended Absence.

3. The Absence Type must be the same as the approved Extended
Absence.

4. Absence Name options end in ‘AT (Absence Taken).
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gLHA‘)\/A“ Rt ¥ Manager Self Service

Team Time

Click the ‘NavBar’ icon.
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Click the ‘Navigator’ icon.
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NavBar: Navigator o ]
B ® Self Service >
5
1%
Racent Places Manager Self Service >
é Workforce Administration >
Navigator
Time and Labor >
Payroll for North America >

Eclobﬂl Payroll & Absence Mgmt HI
']npment >
. >

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

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

P ¢ Global Payroll & Absen...
Recent Places

duavroll Processing

Click the ‘Payee Data’ m

Click the ‘Payee Data’ link.
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NavBar: Navigator
P ¢ Payee Data )

1%,

Recent Places

é Maintain Absences l >

Leave Donations >

Click the ‘Maintain Absences’ menu.
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NavBar: Navigator

P <1 Maintain Absences 'y

:©

Recent Places

a Create and Maintain Absences

Navigator Request Extended Absence

~_,| Administer Exanced Ausence |

Review Absence Balances

Absence Event

Click the Administer Extended Absence’ menu.
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Favorites ™ Main Menu ~ Manager Self Service Administer Extended Absence

WL HAWAIIe)

Notification NavB

Administer Extended Absence

Search Cffferia

r ~
*Show Requests by Status Pending vl The Administer Extended
"""""""""""""""""""""""""""""" Absence page lists the employees
Approver L1}
by request status. The page
Employee ID defaults to “Pending”.
Absence Name v

You can change the Status or
From Last Name search for an employee by the
highlighted criteria.

From Date ".]

In this scenario, you will change ]
the Status to ‘All’ to view all
employees that have an extended
absence.

Extended Absence Requests @
Select ‘Next’ to continue.

B Q
\ - — </
Empl Expected Date
Name Empl ID Record Absence Name Start Date Retumn Date Status Subi _

The Administer Extended Absence page lists the employees by request status.
The page defaults to “Pending”.

You can change the Status or search for an employee by the highlighted criteria.

In this scenario, you will change the Status to ‘All’ to view all employees that
have an extended absence.
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Favorites ™ Main Menu ~ Manager Self Service Administer Extended Absence

S HAWAIIs

Administer Extended Absence

Search Criteria 3
Click the 'Show Requests by
*Show Requests by Status | Pending v Status’ drop-down arrow.
Approver Q
Employee ID

Absence Name

From Last Name Through Last Name
From Date ".] Through Date m
Search
Extended Absence Requests @
B Q
Empl Expected Date
Name Empl ID Record Absence Name Start Date Retumn Date Status Subi _

Click the Show Requests by Status’ drop-down arrow.
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Favorites ™ Main Menu ~ Manager Self Service Administer Extended Absence

S HAWA[romsse e

New Window

Administer Extended Absence

Search Criteria

o i
"Show R ts by Stat Pendin v g
T e - d i Select the “All” list item.
Approver TApproved
Denied p—
Employee |ID
Push Back
Absence Name v
From Last Name Through Last Name
From Date ".] Through Date m
Search
Extended Absence Requests @
B Q
Empl Expected Date
Name Empl ID Record Absence Name Start Date Retumn Date Status Subi _

Select the “All” list item.
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Favorites ™ Main Menu ~ Manager Self Service

S HAWAIIs

Administer Extended Absence

Search Criteria
"Show Requests by Status | All
Approver
Employee ID
Absence Name
From Last Name

From Date

Extended Absence Requests @

Administer Extended Absence

Notification NavB

New Window

Q
Through Last Name
“] Through Date m
Click the “Search” button.

B Q
Name Empl ID Eg‘c':)lr d Absence Name Start Date EZ?:r:\‘elgate Status gg:: i
Click the “Search” button.
August 13, 2021 Version 2 Page 76



HIA\WA| | BCTE T
Porta o
Course 210 — HR Administrator — Part 2

Favoriles ~ Main Menu ~ » Manager Seif Service Administer Extended Absence # Home |

QHAWA [ pad e s Nob:;m

Administer Extended Absence

Search Criteria

*Show Requests. b Status, All v

After you have located the employee’s approved extended absence
request, you must be in edit mode to add the new leave taken request.

Sign Out

®

NavBar

From Last Name Through Last Name
From Date : Through Date
Search
Extended Absence Requests (2
5 Q
Name Empl ID S:::erd Absence g‘at & Status g:rmme d
Click the scroll bar.
John Aloha 00033000 0 FMLA Inte «'r/f Approved 0612112021
1§ it JAD

After you have located the employee’s approved extended absence request, you

must be in edit mode to add the new leave taken request.

Click the scroll bar.
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Favoriles ~ Main Menu ~ » Manager Seif Service Administer Extended Absence # Home | Sign Out

l\" HA\NAI g AddTo « P' @

Notitication NavBar

v
Q
v
Through Last Name
Through Date E
Search Clear
1-50 of 129 LA M View 100
ne Start Date Expected S i Edit Approve
Return Date 7 PP
Click the “Edit” button.

ttent EA 0710572021 Q712372021 [ Edit ] Approve

Click the “Edit” button.
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Favoriles ~ Main Menu ~ » Manager Seif Service Administer Extended Absence # Home | Sign Out

QHA\NA ' i " @ g Nob:;m Nga

Administer Extended Absence

Request Extaisiad Abssnce The Request Extended Absence page is displayed.

John Aloha

“General Professional Note: The request must have a status of ‘approved’

To create your request, complete the information in t bef b b dded
section and sefect save for later or submit the reques erore a new absence can be added.

be managed or viewed at a later me

Extended Absence Request Details (2 =

Request 81326

Request Date (06/21/2021 Click the serolibac
“Start Date |07/05:2021 2

“Expected Retumn Date  07/232021 [:i: Other Documents
[ A Absence Request Attachmenls (
Actual Return Date
Absence Type | All v
*Absence Name | FMLA Intermittent EA v

*Absence Reason | Child

Status Approved

il

State of Hawaii FMLA £kl

The Request Extended Absence page is displayed.

Note: The request must have a status of ‘approved’ before a new absence can
be added.

Click the scroll bar.
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Favoriles ~ Main Menu ~ » Manager Seif Service Administer Extended Absence # Home | Sign Out

QHAWA | AddTo = A ®

Notitication NavBar

*Start Date |[07/05/2021 %

“Expected Return Date | 07/232021 Other Documents

s ¥ Absence Request Attachments (0)
Actual Retumn Date EH| B . A ena . i
Absence Type | All v
“Absence Name | FMLA Intermittent EA v
“Absence Reason | Child v
Status  Approved
State of Hawan FIMLA Elgitaldy
Absence Requests
Select lhe ALsenos Requests you want o perfum an sction for
Absence Request
g Q
Select Absence Requests Status Start Date End Date Duration Source Process Ac
Click the “Add New Absence” link.
Select Al Deselect All Add NewAbsence il

Click the “Add New Absence” link
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SS Create Absence Req

Administer Extended Absence

Request Absence r

The Request Absence page is displayed to enter the
John Aloha request information.

*General Professional
Note: The request must be within the Date range and

] Absence Type of the approved Extended Leave Absence.
B Instructions

Enter Start Date. End Date, and Absen sence Re
Select ‘Next’ to continue.

Detalls @)

*Start Date |06/21/2021 [:) View Monthly Calendar

Filter by Type | FMLA

“Absence Name | Select Absence Name

Override

Entitlement

The Request Absence page is displayed to enter the request information.

Note: The request must be within the Date range and Absence Type of the
approved Extended Leave Absence.
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SS Create Absence Req

Administer Extended Absence

Request Absence

John Aloha

*General Professional

B Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fiekds before returning to the Extended Absence Re

Detalls @

“Start Date  06/21/2021 _:‘I_BJ

Filter by Type | FMLA

*Absence Name | Select Absence Name

Override

Entitlement

Click the “Calendar” icon.
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SS Create Absence Req

Administer Extended Absence

Request Absence

John Aloha

*General Professional

¥ Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Extended Absence Re

Calendar

July v 2021 v

Detalls @ S M T W

*Start Date | 06/21/2021 ' ' View Monthly Calendar

Filter by Type: | FMLA 12 13 14 15

*Absence Name | Select Abse 19 20 ; 22

26 27 28 29

Override 2
Current Date

Entitlement

Click 76”.
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SS Create Absence Req

Administer Extended Absence

Request Absence

John Aloha

*General Professional

¥ Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fiekds before returning to the Extended Absence Re

Detalls @

*Start Date [07/062021 [i)

Filter by Type | FMLA

“Absence Name | Select Absence Name

Override

Entitlement |

Click the “Filter by Type” drop-down arrow.
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SS Create Absence Req

Administer Extended Absence

Request Absence

John Aloha

*General Professional

¥ Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fiekds before returning to the Extended Absence Re

Detalls @

“Start Date | 07/06/2021 [52) View Monthly Calendar

Filter by Type i FMLA

*Absence Name

Override

Entitlement

Click the “FMLA” option.
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SS Create Absence Req

Administer Extended Absence

Request Absence

John Aloha

*General Professional

¥ Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fiekds before returning to the Extended Absence Re

Detalls @

*Start Date [07/062021 [i)

Filter by Type | FMLA

“Absence Name | Select Absence Name

Override

Entitlement |

Click the “Absence Name” drop-down arrow.
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SS Create Absence Req

Administer Extended Absence

Request Absence
Note: Only use the entitlements that end with “AT”
John Aloha which stands for ’Absence Taken’ (For example, “FMLA
*General Professional Sick AT”). This is how the system will help you with
tracking the hours used.

* Instructions
Enter Start Date. End Date, and Absence Name. Then complete the rest of the required fields before returning to the Extended Absence Re

Details

*Start Date | 07/06/2021 [i:2] View Monthly Calendar

Filter by Type | FMLA

*Absence Name | Select Absence Name
E e TE————e:

FMLA SICK AT
e ETEErTASAT
Select Absence Name

Override

Entitiement

Note: Only use the entitlements that end with “AT” which stands for ’Absence
Taken’ (For example, “FMLA Sick AT”). This is how the system will help you with
tracking the hours used.

Click the “FMLA Sick AT” list item.
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Administer Extended Absence

Request Absence

John Aloha

*General Professional

¥ Instructions

SS Create Absence Req

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fiekds before returning to the Extended Absence Re

Detalls @
*Start Date
End Date
Filter by Type

"Absence Name

*Reason

Partial Days

P isablan

Click the “Calendar” icon.

07/06/2021

FMLA
FMLA SICK AT
Select Absence Reason

Nane

!y Caiendar

Current Balance 3500.50 Hour:
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SS Create Absence Req

Administer Extended Absence

Request Absence

John Aloha

*General Professional

¥ Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Extended Absence Re

Calendar

Detalls @

*Start Date | 07/06/2021 lew: Monthly Calendar

End Date

Filter by Type | FMLA 18 19 20|21122 23 2

“Absence Name | TMLASICK| 25 26 27 28 29 30 31 Current Balance 3500.50 Hour:

"Reason Select Absef

y Current Date
Partial Days | None

Piendlam

Click “7”.
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SS Create Absence Req

Administer Extended Absence

Request Absence

After entering the date, type, and absence name, more
John Aloha fields become available to complete the request.

*General Professional

¥ Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the reguired fields before returning to the Extended Absence Re

Detalls @

*Start Date | 07/06/2021

End Date |07/07/2021

Filter by Type | FMLA

*Absence Name | FMLA SICKAT Current Balance  3500.50 Houl

*Reason Select Absence Reason

Partial Days = None

M ivatl

After entering the date, type and absence name, more fields become available to
complete the request.

Click the scroll bar.
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SS Create Absence Req

Details &)

*Start Date |07/0672021 [i53] View Monlhly Calendar
End Date | 07/07/2021

Filter by Type | FMLA

*Absence Name | FMLASICKAT

“Reason = Select Absence Reason

Partial Days | None

Duration

Calculate End Date or Duration Forecast Balance

Override
Entitlement

Adjustment

Click the *Reason drop-down arrow.
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Details &
“Start Date
End Date
Filter by Type
‘Absence Name
“Reason

Partial Days

Duration

SS Create Absence Req

07/06/2021 [iz:
07/0712021
FILA

FMLA SICKAT

Select Absence Reason

Child Bonding
Military Care Giver
Parent

View Monthly Calendar

20050 Hours™

Select Absence Reason
Calculate End Date or Dul Sjck Personal

Override
Entitlement

Adjustment

Select the “Child” list item.
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SS Create Absence Req

Details @

*Start Date | 07/06/2021 EE..I View Monthly Calendar
End Date | 07/07/2021

Filter by Type | FMLA

*Absence Name | [ MLASICKAT Current Balance  3500.50 Hours™

“Reason | Child

Partial Days | None

Duration

Override

Adjustment ‘

Click the “Calculate End Date or Duration” button.
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SS Create™* —
' The Duration is automatically calculated based
on the *Start and End Dates.
Details @
Select ‘Next’ to continue.

*Start Date |07/06/2021

End Date |07/072021 [

Filter by Type | FMLA

“Absence Name FMLA SICK AT Current Balance 3500 50 Hours™

“Reason | Child

Partial Days | None

Duration | 16.00

Forecast Balance

Override

Entitiement

Adjustment

The Duration is automatically calculated based on the *Start and End Dates.
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SS Create Absence Req

Details @
“Start Date |07/06/2021 View Monthly Calendar
End Date |07/07/2021 [if]

Filter by Type | FMLA

~Absence Name FMLA SICK AT Current Balance 3500 50 Hours*™

“Reason | Child

Partial Days | None

Duration | 16.00

Override
Entitiement

Adjustment

Click the “Forecast Balance” button.
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In order to provide accurate Forecast Results, the system wall save the entire
Extended Absence Request information. Would you like to continue?

Click the “Yes” button.
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Forecast Returned Value: ELIGIBLE. Completed Successfullyl. Date Time:
June 21,2021 at 17:31:08 (0,0)

Click the “OK?” button.
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SS Create Absence Req

Details @)

“Start Date  07/08/2021 View Monthly Calendar
End Date 07/07/2021 [7)]

Filter by Type FMLA

*Absence Name FMLA SICK AT Current Balance 3500 50 Hours:

“Reason Child

Partial Days None

Duration 16.00 Hours

Ratumed Value ELIGIBLE
Completed Successtuint
Date Iime: June 21,2021 at 17:31:08

Calculate End Date or Duration i Forecast Bala

Entitlement

Adjustment

Click the scroll bar.
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SS Create Absence Req

Duration 1800 Hours

Retumed Value. ELIGIBLE
Completed Succassluiy!
Date Tme: June 21,2021 at 173108

Calculate End Date or Duration { ; i View: Forecast Details

QOverride

Entitlement

Adjustment

Comments

*Required Field
**Disclaimer The current balance does not reflect absences that have not been processed.

Click the “OK?” button to return to the approved Extended Absence Request.
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Mamager Selfl Sevice Administer Exbonded Absence A Home Sign Out

Ao -

Nofificabon NaviBlae

Start Date  07/05/2021
Expected Return Date  07/23/2021 Other Documents

Actual Rerurn Date {t; Absence Reguest Attachments (0)

Ab;
Notice the new request has been added to the Absence

Requests section. Now, scroll down the page to submit
the request for approval.

Absence Requests

ot s Alaae Faoussta you ol 10 perform an sclon B

Absence Request (2

H Q
Select Absence Requests Status Start Date End Date Duration Source Process Acti
FMLA SICK AT Saved 07/08/2021  07/0712021 16 Hours Doministrates. Nomal ¥
Extended Absence
£ All Deselect All Add New Absence
Click the scroll bar.
Request History
e f2 v
Status Name Date Comments =
=

Notice the new request has been added to the Absence Requests section. Now,
scroll down the page to submit the request for approval.

Click the scroll bar.
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Mamager Selfl Sevice

Absence Request (@

m Q
Select Absence Requests Status Start Date
FMLA SICK AT Saved 07/06/2021

Add New Absence

Request History

Administer Exbonded Absence

End Date

07/0712021

Status Name Date Comments
Submitted Jane Aloha 0672172021
Approved Jane Aloha 06212021
Requestor Comments
E Click the “Submit” button.
Submit

“ Requirad Field

Click the “Submit” button.

A Home
Ao

NaviBlae

Sign Out

Naotificabon

Duration Source Process Actior

Administrator

16 Hours Extended Absence

Normal v

®

View Absence Balancas

Return 1o Administes Exlended Absence
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Confirmation Page Absence EA

Request Extended Absence
Submit Confirmation

V Are you sure you want to Submit this Extended Absence Request?

Click the “Yes” button.
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Mamager Selfl Sevice Administer Exbonded Absence A Home Sign Qut

Request Extended Absence
Submit Confirmation

“ The Selectec Absence Requests were successfully submitted

Click the “OK” button.

Next, the new absence taken request must be approved
through Manager Self-Service.

Next, the new absence taken request must be approved through Manager Self-
Service.

Click the “OK?” button.
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Favoriles ~ Main Menu ~ » Manager Seif Service Administer Extended Absence

S HAWAII

Administer Extended Absence

Click the ‘Home' icon.

Request Extended Absence

John Aloha

*General Professional
View Request Status and Approval Details

Extended Absence Request Details (2

Request 81326

Request Date 06/21/2021

Start Date  (07/06/2021

Expected Return Date  07/23/2021 Oftier Documents

Actual Return Date i Absence Request Altachmenils (0)

Absence Name FMLA Intermiltent EA
Absence Reason Child

Status  Approved

State of Hawaii FIMLA Eligibility

Click the ‘Home’ icon.
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¥ Manager Self Service

Team Time

Click the ’Approvals’ tile.

Click the Approvals’ tile.
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< Manager Self Service Pending Approvals A > : @
View By | Type v v
Al 2
@ All Zrows
|E Exlended Absence 2 Extended Absence FMLA Intermittent EA Routed
05/21/2021
Extended Absence Absence Request - FMLA SICK AT, 16.00 Routed
gl 06/21/2021
N
Click the ‘Absence Request’ link.
Click the ‘Absence Request’ link.
Page 106

August 13, 2021 Version 2



e HAWAIIe e

Course 210 — HR Administrator — Part 2

< Pending Approvals Extended Absence
John Aloha

*General Professicnal

Absence Name FMLA SICKAT Absence Reason Child A

Start Date (7/06/21 End %

A .| Click the ‘Approve’ button.
Current Balance 3500 50 Hows @ Disclame
Coraranits Check Eligibility
Viewy Ehagibddity Detanls
v Extended Absence Event Details
Request 81328 Request Date 06/21/21

Absence Name FMLA Intermittent EA Absence Reason Child

Start Date 07/0521 Expected Return Date 07/23/21

Actual Return Date

Comments

Approver Comments

Approval Chain >

Click the ‘Approve’ button.
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Cancel l Approve

You are about 1o approve this reguest.

Approver Comments

Click the ‘Submit’ 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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REVIEW ABSENCE BALANCE

Review Absence Balance giH AWA[

Lesson Scenario

In this lesson you will learn how to view an
employee’s available absence balances.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to view an employee’s available absence
balances.
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g‘_L.—M\V\\/L}H ROmeEN] ¥ Employee Self-Service

Classic Home Personal Details
/)

Pay Statements

1]

Last Pay Date 06/18/2021

Beneficiary Designation W-2/W-2¢ Consent

Frequently Asked Questions

Click the ‘NavBar’ icon.
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Recent Places

Click the ‘Navigator’ icon.
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NavBar: Navigator

) State Of Hawaii >
-

HS)
Recent Places Self Service >
g Manager Self Service >

Navigator

— — Workforce Administration >
Time and Labor >

Payroll for North America

Set Up HCM
Enterprise Components >

Worklist >

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

P ¢ Global Payroll & Absen... &

Click the ‘Payee Data’ menu.
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NavBar: Navigator

¢» Payee Data

»

©

Recent Places

Leave Donations by

Click the ‘Maintain Absences’ menu.
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NavBar: Navigator

P ¢» Maintain Absences )
L] @ = - —
- Absence Event

Recent Places

g Create and Maintain Absences

Navigator Request Extended Absence

Administer Extended Absence

Click the ‘Review Absence Balances’ menu.
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Favoriles ~ Main Menu ~ > Employee Seif-Service Review Absence Balances # Home | Sign Out

NavBar

AL HAWAII e

Review Absence Balances

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

Empl ID  begins with v | { Type "00033000", then press “Tab”.

Empl Record = v

Name begins with

<

Last Name begins with +

Second Last Name  begins with

<

Alternate Character Name  begins with v

Middle Name begins with v

[ Case Sensitive

. Search | Clear | Basic Search EF Save Search Criteria

Type “00033000”, then press “Tab”.
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Main Menu ~ Employee Seif-Senvice Review Absence Balances # Home | Sign Out

A\NA‘ t = AddTo ~ V @

Notmicabion NavBar

ndowy Help
Review Absence Balances

Enter any information you have and click Search Leave fields blank for a list of all values
Find an Existing Value
¥ Search Criteria
Empl ID  begins with ¥ = 00033000
Emp! Record = v

Name begins with

<

LastName begins with ~
Second Last Name  begins with v
Alternate Character Name  begins with v

Middle Name begins with v

[ Case Sensitive

Click the ‘Search’ button. iz

Click the ‘Search’ button.
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Favoriles ~ Main Menu Employee Seif-Sendce Review Absence Balances ‘ Home \ Sign Out

L‘}gsHA\v‘v'At o i v ©)

Notmicabion NavBar

New Window | Help Personalize Page
Current Balance ‘ Forecast Balance Forecast Messages
Employee ID 00033000 Empl Record 0 Name Johnny Doe

Absence Entitlement Current Balance

H Q

Accumulator Balance User Keys | I»
Accumulator Period Entitlement Element Element Name Amount From Through
Year to Date HI SICKAE HI SICKAE_BAL 1.110.000000 01/01/2021 12/31/2021
Year lo Date HI VAC ENT HI VAC ENT BAl 239 000000 01/01/2021 12/3102021
Year to Date HI EB SIC EN HI EB SIC EN_BAL 0.000000 01/01/2021 12/31/2021
-

Year to Date [ 21 12/31/2021

The Accumulator Balance tab displays the type of leave

or entitlement the employee has available.
Year to Date

Year to Date { The totals are displayed for a ’Year to Date’ period. 21 1212112021

Year to Date { Select ‘Next’ to continue. 1 121312021

Year to Date F 21 12/31/2021

The Accumulator Balance tab displays the type of leave or entitlement the
employee has available.

The totals are displayed for a ’Year to Date’ period.
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Main Meny ~ Empiayee Self-Senvice Review Absence Balances .- Home \ Sign Out

SELHAWAII =35 e C

Notificabion NavBar

New Window | Help “ersonalize Page 5
Current Balance Forecast Balance Forecast Messages
Employee ID 00033000 Empl Record 0 Name Johnny Doeo

Absence Entitiement Current Balance

wm Q 12 01 2[v|

Accumulator Balance UserKeys | I»

Accumulator Peried Entitl El n El Name Amount From Through
Year lo Date HIVAC ENT HIVAC ENT BAL 234.000000 01/01/2019 12/31/2019
Year to Date HI EB SIC EN HI EB SIC EN_BAL 376.000000 01/01/2019 12/31/2019

Retum to Search Notify Refresh

Current Balance | Forecast Balance | Forecast Messag
“ : 7599 Use the ‘Return to Search’ button to look up the balance

of another employee, as needed.

Select ‘Next’ to continue.

Use the ‘Return to Search’ button to look up the balance of another employee,
as needed.
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Favoriles ~ Main Menu Employee Seif-Sendce Review Absence Balances ‘ Home \ Sign Out

L‘}gsHA\v‘v'At o i v ©)

Notmicabion NavBar

New Window | Help Personalize Page
Current Balance ‘ Forecast Balance Forecast Messages
Employee ID Empl Record 0 Name Kiera Aloha
Absence Entitlement Current Balance
H Q
Accumulator Balance User Keys | I»
Accumulator Period Entitlement Element Element Name Amount From Through
Year to Date HI SICKAE HI SICKAE_BAL 0.000000 01/01/2021 12/31/2021
Year lo Date HI VAC ENT HI VAC ENT BAl 184 000000 01/01/2021 12/3102021
Year to Date HI EB SIC EN HI EB SIC EN_BAL 164.000000 01/01/2021 12/31/2021
Year to Date HI MILENT HI MILENT _BAL 0000000 01/01/2021 12/31/2021
s '’
Year to Date HI SC DN ENT

This is a different employee “Kiera Aloha”. Itis an
Year te Date HI SC RC ENT example of how UPW employees have Earn as you go
balance showing instead of regular sick.

Year to Date HI SC RT ENT

Select ‘Next’ to continue.
Year to Date HI VC DN ENT

This is a different employee “Kiera Aloha”. Itis an example of how UPW
employees have Earn as you go balance showing instead of regular sick.
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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 EMPLOYEE ABSENCE BALANCES

Adjust Employee Absence Balances L HAWAI

Lesson Scenario

In this lesson, you will learn how to:
Adjust Employee Absence Balances for:

1. Incorrect Accrual Balances
2. Vacation Payout

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to:

Adjust Employee Absence Balances for:
1. Incorrect Accrual Balances
2. Vacation Payout
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Key Point — Adjusting Balances gHAWA|\'r'f::'FT53?-iETS

Leave Balance Adjustment
LEAVE ADJUSTMENT TYPE |
Scenario Action \Current Pay Period iperiud Begin Date jPeriod End Date
When adjustments need to be
Balance Adjustment - |made so that balance can be
Scenario #1 used in February | 1/16/2021| 1/16/2021| 1/31/2021
When adjustments need to be
made so that balance can be
Balance Adjustment - |used in the 1/16/2021 -
Scenario #2 1/31/2021 pay period 2/16/2021 1/1/2021 1/15/2021

= Leave Accrual Balance correction
If a leave accrual balance is incorrect, the adjustment can be
made within the current pay period or the calendar period
that you want to correct in the past.

Note: Period Begin Date and Period End Date will be used in
the Balance Adjustment — Correction and Balance Adjustment
— Vacation Payout sections.

Select ‘Next’ to continue.

e Leave Accrual Balance correction
If a leave accrual balance is incorrect, the adjustment can be made within
the current pay period or the calendar period that you want to correct in
the past.

Note: Period Begin Date and Period End Date will be used in the in the
Balance Adjustment- Correction and Balance Adjustment-Vacation Payout
sections.
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Key Point — Adjusting Balances QHAWA|\'”WF'%*}T§

Leave Balance Adjustment

LEAVE ADJUSTMENT TYPE

Scenario Separation Date |Current Pay Period |Period Begin Date |Period End Date
Vacation Payout -

Scenario #1 1/4/2021 1/16/2021 1/1/2021 1/15/2021
Vacation Payout -

Scenario #2 1/4/2021 2/16/2021 1/1/2021 1/15/2021

Vacation Payout

Terminations or Transfers adjustments must be applied within the
pay period that the action occurred.

Sick Adjustment

Terminations or Transfers adjustments must be applied within the
pay period that the action occurred. Follow your department
guidelines for zeroing out sick balance.

Mote: Period Begin Date and Period End Date will be used in the Balance
Adjustment — Correction and Balance Adjustment — Vacation Payout
sections. Select ‘Next’ to continue.

= \Vacation Payout
Terminations or Transfers adjustments must be applied
within the pay period that the action occurred.

= Sick Adjustment
Terminations or Transfers adjustments must be applied
within the pay period that the action occurred. Follow your
department guidelines for zeroing out sick balance.

Note: Period Begin Date and Period End Date will be used in the in the
Balance Adjustment- Correction and Balance Adjustment-Vacation Payout
sections.
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Adjust Employee Absence Balances QHAWA||'HWF;§}'&

Balance Adjustment — Lookup Payout Balance

Balance Adjustment - Correction

Balance Adjustment - Payout

The above topics will be covered in this section

Select ‘Next’ to continue.

Adjust Employee Absence Balances

Balance Adjustment — Look-Up Payout Balance
Balance Adjustment - Correction
Balance Adjustment — Payout
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LOOKUP PAYOUT BALANCE

Lookup Payout Balance @HAWAHWOF?%?E

Lesson Scenario

In this lesson, you will learn how to locate an
employee’s leave balance for vacation payout.

Note: Form G-2 needs to be completed and given to
payroll to process vacation payout.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to locate an employee’s leave balance for vacation
payout.

Note: Form G-2 needs to be completed and given to payroll to process vacation payout.
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¥ Manager Self Service

Team Time Manar- N~t-m=si~m

Click the NavBar icon.

Click the NavBar icon.
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NavBar €

:0

Recent Places

Click the Navigator icon.

Click the Navigator icon.
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NavBar: Navigator

L) State Of Hawall >
0

Recent Places Self Service >

é Manager Self Service »

Navigator

Workforce Administration p)

Time and Labor >

Payroll for North America >

Global Payroll & Absence Mgmt

Organizational Development
Set Up HCM )

Enterprise Components >

javascnptPTNavEsr CpeninContentArea(® 2 Thitps.//hits92 hip hawangov/psc/hibed2 newwin/EMPLOYEE/HRMS/C/NULFRAMEWORKPTNUI MENU_COM? GBLIsa=&FLOR=HC GLCBA

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

Rocont Plocos

Global Payroll & Absen...

Payve Data

javascriptPTNavBar CpeninContentireal e Thttps//hihsd2 hip hawangov/psUhihe92_newwin/EMPLOYEEHAMS/U/NUL FRAMEWORKPTNUL MENU COM? GBLsa =&FLDR=HC_GP_AB.

Click the Absence and Payroll Processing menu.
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M NavBar: Navigator [+ ]

Absence and Payroll Pr...

Recort Pl .I Ruview Absenco/Payroll Info |

Absence Cxceptions

javascrptPTNavEar CpeninContentirea(s2 Tnttps.//hihs92 hip hawangov/psUChiid2_newwin/EMPLOYEEHRMS/C/NUIFRAMEWORKPTNUIL MENU_COM?,GBLIsa =&FLOR=HC REVIE..

Click the Review Absence /Payroll Info menu.
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N NavBar: Navigator

= Review Absence/Payroll...

Results by Calendar

Payee Messages

Payoe Status

Processing Statistics

javascriptPTNavBar CpeninWindow( %2 Thitps//hibe92.hip hawangov/psp/hibs 92_nevomin/ EMPLOYEE/HRMS//MANAGE_PAYROLL PROCESS (GBLI.GP_RSLT CAL RUN.GBL%27 %2THC ..

Click the Results by Calendar Group menu.
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M Managor Soff Senics Reoults by Calondar Group # Home Sign Out

r e

Nofificaton NaBat

Results by Calendar Group

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

Find an Existing Value

v Search Criteria

The Results by Calendar Group page is used to view
Empl 1D | begins with v leave statistics and balances by calendar ID and
employee ID.

Empliecond §= Y Select ‘Next’ to continue.
Calendar Group 1D begins with v -
Name  begins with v
Search Clear | Basic Search & Save Search Criteria

The Results by Calendar Group page is used to view leave statistics and
balances by calendar ID and employee ID.
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Results by Calendar Group

Enter any informaticn you have and dick Search | eave flelds blank for a list of all vakses

Find an Existing Value

v Search Criteria
Empl1D | begins with v || << Type “00055000”, then press “Tab”.

Empl Record v

Calendar Group ID | begins with v Q

Nome  begins with v

Search Clear | Basic Sesrch &' Save Search Criterla

Type “00055000”, then press “Tab”.
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Results by Calendar Group

Enter any information you have and dick Search | eave fiekds blank for a list of all values

Find an Existing Value

v Search Criteria

Empl 1D | begins with v | (0055000

Calendar Group ID | begins with v Q

Name  begins with v

I Click the Search button.

Click the Search button.
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FAVNNES = MM EIU C  PRATIA e SevIoe M O LARGS SR W Home Sign Ut

!ﬁuﬁ_ Ao v g

Kotif NanBar

MNew Window Help
Results by Calendar Group

Enter any information you have and dick Search. Leave fields blank for a list of all values.
Find an Existing Value
w Search Criteria
EmplID | begins with + | D0055000
Empl Record | = w
Calendar Group 1D | begins with + Q

Name | begins with

Search| Clear | Basic Seerch & Sawe Search Criteria

Search Results

Vi Al it w

EmplID  Empl Record Calender Group 1D Name

00055000 | © 2021 0401 SM Diane Dos

- Click the scroll bar.
00055000 | 0 20210402 SM Diane Doe
00055000 | 0 20210501 5M Diane Do

Click the scroll bar.
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Results by Calendar Group A Home Sign Out
r
Notitcaton Nawtar
Empl ID  begins with v | 00055000 %
Empl Record | = v
Calendar Group begins with v Q
Name begins with v
s ~
Balances are grouped by Calendar Group IDs. When looking
Search | Clear | BasicSenrch 1 smesed  for the selected employees current leave balance you must
choose the most current pay Calendar Group ID. The
Search Results Calendar Groups are listed by date and correlates with the

View A v check of the month. For example the first pay check of the
month would be “2021 06 01 SM” or the second pay period
EmpliD  Empl Record Calendar Group ID  Nam| of the month would be “2021 06 02 SM”.

\ o’
XX K 0402 SM Dia )
XX 100 ( { Dia )
055000 ( ( M Dia
055000 0 ( ] Dia
00055000 R Click the “2021 07 01 SM” Calendar Group ID list item.
00055000 C | 20210701 SM Dia

CNV LAG 03152021 | Dlane Doe

Balances are grouped by Calendar Group IDs. When looking for the selected
employees current leave balance you must choose the most current pay
Calendar Group ID. The Calendar Groups are listed by date and correlates with
the check of the month. For example, the first paycheck of the month would be
“2021 06 01 SM” or the second pay period of the month would be “2021 06 02
SM”.

Click the “2021 07 01 SM” Calendar Group ID list item.
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Main Menu ~ Manager Self Service Resuts by Calendar Oroup [ #& Home | Sign Out
'.‘7' HA\HA l for "':‘A:,,‘l AMdTo « v @
HIRWY Nobficabon NavBar
New Window Help Personalize Page «

Calendar Group Results Earmings and Deductions Accumuialors Supporting Elements

DoeDiane M Employee Empl ID_ 00055000 Emp! Record

Calendar Group ID 202107
Click the ‘Accumulators’ tab
Segment Information by Calendar
B Q 150(6 v| P M

Seg Segment Segment Version Revision

Calendar ID Begin Date End Date Calculate Action Number Number Number Segment Detall

LAG 2021507 04/01/2021 04/15/2021 Calculate 1 Bl 1 Segment Deta

LAG 2021508 04/168/2021 0472012021 Calculate 1 3 1 Segment Det

LAG 2021509 05/01/2021 05/15/2021 Calculate 1 3 1 Segment Detail

LAG 2021810 05/16/2021 05/ :
The Calendar Group Results tab displays the leave

LAG 2021511 06/01/2021 oe/s  Processing statistics. The Accumulators tab contains the
selected employees leave balances.

Additional Result Pages

Positive Input - Absence Positive Input - Payro senerated Positive Input v

Click the ‘Accumulators’ tab

The Calendar Group Results tab displays the leave processing statistics. The
Accumulators tab contains the selected employees leave balances.
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50

QQ;#«WA it~ A% | ®

Natificalion NavBar

Calendar Group Results Eamings and Deductions Accumulators Supporting Elements

Doe Diane M Employee Empl ID 00055000 Empl Record |
| calendar Group 1D 2021 07 015M | 2021 July 15t Payrol
Calendar Information 1¢f6
The Accumulator tab displays the Year-to-Date leave
balances based on the Calendar Group ID and Employee
Calendar !l 1D selected.
Segment Numb Select ‘Next’ to continue.  fvision 1
Gross Result Val
Accumulators
m Q 1-50f15 v » D
Accumulator Results User Keys | I
Period Element Name Amount Description From Through
Year lc Dale Hl EB SIC =N BAl 00000005 Sick Fam as you go Sick Enl 0110172021 1213172021
Year to Date HI MIL ENT BAL 000000057  Military Entitlement 01/01/2021 12/31/2021

The Accumulator tab displays the Year-to-Date leave balances based on the
Calendar Group ID and Employee ID selected.
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Favoriles Main Menu ¥ Manager Self Service Results by Calendar Group B * Home l Sign Out

@HAWA | o orts AddTo ~ ™~ ®

Notification NavBar

New Window | Help | Personalize Page
Calendar Group Results Eamings and Deductions Accumulators Supporting Elements
Doe Diane M Employee EmplID 00055000 Empl Record
Calendar Group ID 2021 07 01 SM 2021 July 1st Payroll
Calendar Information Q 10f6 *
Calendar ID  LAG 2021507 Pay Group LAG
Segment Number 1 Version 4 Revision 1
Gross Result Value  0.00000052 uso Net Result Value 00000005 UsD
Accumulators
HF Q 1-50f15 ~v » M
Accumulator Results UserKeys | II»
Period Element Name Amount Description From Through
Year to Date HI EB SIC EN_BAL 0.00000057 Sick Eam as you go Sick Ent 1
Click the scroll bar.
Year to Date HI MIL ENT_BAL 0.0000005 ' Military Entitlement 1
AZeoi g L0 A AR AT A D S r R eSS S

Click the scroll bar.
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Favortes ¥ Man Menu ¥ Managor Self Service Resuits by Calendan Group A& Home | Sign Out

&HAWA e AddTo v \ i @

Natmcation NavBar

wp Results Earnings and Deductions Accumulators Supporting Elements
Employee Empl ID 00055000 Empl Record 0
C.\N!’ldll’ Group |D JO0S 0208 LA 2004, aha dad ) 0

Use the View All feature to display all of the available

‘ormation 1of6v P )
leave balances.
CalendarID  LAG 2021507 Pay Group LAG
Segment Number 1 Version 4 Revision 1
ross Result Value  0.0000005 UsD Net Result Value  0,000000%1 usp
rs

15015 v » | ViewAll
ator Results UserKeys I
Element Name Amount Description Click the “View All” link.
HI EB SICEN BA 000000057 Sick Earn as you go Sick Ent 01:01/2021 1203172021
Hi MIL ENT_BAL 0.00000027 Military Entitlement 01/01/2021 1213112021
N L BT A AAAAAASS Alabit wa i Pocetlon as Ad AL AAA . LY L =

Use the View All feature to display all of the available leave balances.

Click the “View All” link.
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Favories ¥ Main Menu ~ Manager Self Service Resuts by Calendar Oroup [ #& Home | Sign Out

LA o ¥ 0

Nobfcabon NavBar

New Window felp Personalize Page
wp Resulls Earnings and Deduchons Accumulators Supporting Flements
Employee Empl 1D 00055000 Empl Record 0
Calendar Group ID 202107 01 SM 2021 July 15t Payrol
'ormation Q 1of6v b P
Calendar ID  LAG 2021807 Pay Group LAG
Segment Number 1 Version 4 Revision 1
ross Result Value 000000052 UsD Net Result Value  0.00000053 UsD
rs
Moy g
ator Results UserKeys Iy Click the scroll bar.
Element Name Amount Description From Wia-us
HI EB SIC EN BAL 000000057 Sick Earn as you go Sick Ent 0110112021 12/3122021
HI MIL ENT_BAL 0.00000057 Military Entitlement 01/01/2021 12/31/2021
=
LSS PSALUITY A A AAAAAARS Alali ) wa o Pocetlon Mo AR NAN . A AAA <

Click the scroll bar.
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HAWAI™ "5

Notacation NavBar

Year to Date HI SICK AE_BAL 289¢
The Vacation Balance is identified by the Element code
1 ’
Year lo Date HI SICKAE_ENT 14| Of HIVACENT_BAL'.
Select ‘Next’ to continue.

Year lc Date HI VAC ENT _ADJ 378 o] vruTzuT
Year to Date HI VAC ENT _BAL 381.0000005] Vacation Balance 01/01/2021 12/31/2021
Year to Date HIVAC ENT _ENT 14.00000057 Vacation Entitiement YTD 01/01/2021 12/31/2021
Year to Date HI VAC ENT _TAKE 11.0000005] Vacation Enttlement Take YTD 010172021 1213172021
Year to Date HIVCDE  When reviewing the absence balance entitlement, you | 123112021

need to ensure that the current period the employee is
Year to Date HIVCR{  being paid in is finalized and the check has been issued. A 1213172021

Absence Calendars are generally finalized on the
Year lo Date HIVCR]  timesheet open day (Referenced on the deadline 1 1213172021

calendar).

\ »

Retumn to Search Previous in List Next In List Notify

Calendar Group Results Eamings and Deductions Accumulator Supporting Elements

The Vacation Balance is identified by the Element code of ‘HI VAC ENT_BAL’ .

When reviewing the absence balance entitlement, you need to ensure that the
current period the employee is being paid in is finalized and the check has been
issued. Absence Calendars are generally finalized on the timesheet open day
(Referenced on the deadline calendar).
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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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BALANCE ADJUSTMENT - CORRECTION

Balance Adjustment - Correction QHAWAHI

Lesson Scenario

In this lesson, you will learn how to make an

employee leave balance adjustment if the accrued
balance is incorrect.

In this scenario, an employee’s sick leave balance is
short 4 hours. You will add 4 hours to their leave
balance.

Select ‘Next’ to continue.

Balance Adjustment - Correction
Lesson Scenario

In this lesson, you will learn how to make an employee leave balance adjustment
if the accrued balance is incorrect.

In this scenario, an employee’s sick leave balance is short 4 hours. You will add
4 hours to their leave balance.
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¥ Manager Self Service

Team Time Manage Delegation
Click the NavBar icon.

T

Click the NavBar icon.
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NavBar €

:0

Recent Places

Click the Navigator icon.

Click the Navigator icon.
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NavBar: Navigator

2 State Of Hawall >
L
0
Recent Places Self Service >
é Manager Self Service y
Navigator
Workforce Administration by
Time and Labor by
Payroll for North America >

Global Payroll & Absence Mgmt >

Organizational Development >

Set Up HCM >

Enterprise Components b

javascriptPTNavBar OpeninContentiveale2 Thttps//hihe92 hip hawangov/psUhihe92_newwinEMPLOYEE/HRMS/UNUL FRAMEWORKPTNUIMENU COM?,GBLYsa =&FLDR=HC GLOBA..,

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

@ Global Payroll & Absen... &

:0

.
B
Recent Places

ce and Payroll Processing )

Click the Payee Data menu.

javascr ptPTNavEar CpeninContentirea(s2 Tnttps.//Mihs92 hip hawangov/ps U hined2_newwin/EMPLOYEEHRMS/U/NUIFRAMEWORIPTNUL MENU_COM?, GBLIsa =&FLDR=HC GP _2A...

Click the Payee Data menu.
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NavBar: Navigator °

¢ Payee Data *

Leave Donations

E Maintain Absences >

Navigator

Click the Adjust Balances menu. _]

javascrptPTNavEar CpeninContentAreal’s2Thitps./hiked2 hip hawabngov/pshite92 newwin/EMPLOYEEHRMS/C/NULFRAMEWORKPTNUL MENU COM? GBLIsa =&FLDR=HC GP AD..

Click the Adjust Balances menu.
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NavBar: Navigator °

Adjust Balances *

javascriptPTNavEsr OpenlinWindom(%2Thttps//hihs92.hip hawaligov/pep/hits92_newwin/EMPLOYEE/HRMS/L/MANAGE PAYROLL PROCESS (GBL).GP_PLMNLAE.GBLAR27 %27HC GP_..

Click the Absences menu.
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Absences

Enter any information you have and dick Search [ eave fiekds blank for a list of all values

Find an Existing Value

v Search Criteria

EmpliD  begins with VI I

Type “00077000”, then press “Tab”.

Empl Rocord = v
Pay Grouy bagins with v Q
Calendar 1D begins with v Q

Name  begins with v

Period Begin Date  >= v “
Period End Date  « v “

JCase Sensitive

Search Clear | Dasic Search & Save Search Criteria

Type “00077000”, then press “Tab”.
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Absences

Enter any information you have and dick Search [ eave fiekds blank for a list of all values

Find an Existing Value

v Search Criteria

EmpliD beginswith v 00077000

Empl Rocord = v
Pay Grouy bagins with v Q
Calendar 1D begins with v Q

Name  begins with v

Period Begin Date  >= v @

Type “04/01/2021”, then press “Tab”.

Period End Date  « v

J Case Sensitive

Search Clear | Dasic Search & Save Search Criteria

Type “04/01/2021”, then press “Tab”.
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Absences

Enter any informaticn you have and dick Search | rave flelds blank for a list of all vakses
Find an Existing Value

v Search Criteria

EmpliD Dbeginswith v 00077000

Empl Record v
Pay Group  bagins with v Q
Calendar ID  bagins with v Q
Name  beging with v
Period Degin Date  >= V. 041012021 -'
Perod Lnd Date < v 312
o Type “04/15/2021", then press “Tab”.

Search Clear | Basic Search & Save Search Criteria

Type “04/15/2021”, then press “Tab”.
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r ®

Notteaton Nawtar

Help
Absences

Enter any information you have and dick Search [ eave fiekds blank for a list of all values
Find an Existing Value
v Search Criteria
EmpliD beginswith v 00077000
Empl Rocord = v

Pay Group  bagins with

<
0

Calendar ID  begins with v Q

Name  begins with v

Period Begin Date  >= . d j4012021

Click the “Search” button.

Clear | Dasic Search & Save Search Criteria

Click the “Search” button.
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Absences
Employee 1D 00077000 Name  Diane Doe Empl Recond 0
Pay Group  LAG Description  Executive Branch - LAG Pay Entity SOH
CalendarID LAG 2021S07 Begin Date  04/01/2021 End Date 047152021

This Calendar is finalized Any changes will be considerad during retro processing
Balance Adjustments
B Q

Balance

"Element Name Description Adjustment Begin Date End Date Comments

Save | Return to Search Notify

The Absences page is used to enter the leave balance
adjustments for an employee. The entries are noted by
pay period begin and end dates.

Select ‘Next’ to continue.

The Absences page is used to enter the leave balance adjustments for an
employee. The entries are noted by pay period begin and end dates.
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Absences
Employec 1D 00077000 Name Diane Doe Empl Recowd 0
Pay Group  LAG Description  Executive Branch - LAG Pay Entity SOH
CalendarID LAG 2021S07 Begin Date  04/01/2021 End Date 047152021

This Calendar is finalized Any changes will be considerad during retro processing
Balance Adjustments
B Q

Balance

"Element Name Description Adjustment

Begin Date End Date Comments

Click the *Element Name search icon
to view the valid options.

Click the *Element Name search icon to view the valid options.
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Look Up Element

Eloment Name | begins with v |

Description | bagins with v |

Cleor Cancel lBM:‘r.looI:up

Search Results
View 100

USA
HIVACENT  Vacation Entitiement Usa

HIEBSICEN  Sick Earn as you go Sick Ent | USA

HIVC RC ENT Vacation Leave Receive Ent | USA

Note: “Sick Earn as you go” is only for BUO1.

Select the “HI SICK AE?” list item.

Note: “Sick Earn as you go” is only for BUO1.
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Absences
Employee 1D 00077000 Name  Diane Do Fmpl Record 0
Pay Group LAG Description  Executive Branch - LAG Pay Entity SOH
Calendar D LAG 2021507 Begin Date  04/0112021 End Date 04/15/2021

This Calendar Is finalized Any changes will be conaldered during retro processing

Balance Adjustments

B Q
“Eloment N Descripti e in Dat End Dat C s
ement Name H!(.llplloﬂ Adjuﬂmlllll Begm ate n 9 ommen
KI SICK AE Q | | Sick Entitlament oa012021 f]| 04152021 5 "2 + -

Save | Return to Search Notlfy

The Description field will auto-populate with the details
of the *Element Name.
Select ‘Next’ to continue.

The Description field will auto-populate with the details of the *Element Name.
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e,

Notihcaton Nawtlar

New VWindow Help Personalize Page
Absences
Employes 1D 00077000 Name  Diano Doe Empl Record 0
Pay Group LAG Description  Executive Branch - LAG Pay Entity SOH
Colendar ID  LAG 2021507 Begin Date  04/01/2021 End Date  04/156/2021
Thia Calendar la finalized Any changes will ba conaidared during retro procesaing
Balance Adjustments
F Q v
"Eloment Name Description Reancs Begin Date End Date Comments
Adjustment 9
HI SICK AE Q Sick Entitlement Pa012021 fi 041152021 fi] iz + -

Save | Return t
F— Type “4”, then press “Tab”.

Type “4”, then press “Tab”.
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Mamagor Solf Sondco Amsonces B

# Home Sign Out

Pv

Nofificaton

0411512021

Absences
Employee ID 00077000 Name Diane Doe Empl Record
Pay Group LAG Description  Exescutive Branch - LAG Pay Entity SOH
Calendar 1D LAG 2021807 Begin Date  04/0172021 End Date
This Calendar is finalzed. Any changes will be considered during retro processing
Balance Adjustments
m Q
“Flement Name Description Balance Begln Date Fnd Date Comments
g ? ERCIY Adjustment " . < »
HI SICK AE Q| Sick Enttlement 4 R S| oansee2nfE &
Save Return to Search Notify
Click the scroll bar.
N

Click the scroll bar.
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@ Absences x o+ e - 6 X

Mamager Sell Service Avsences B

Absences
Employee ID  000770C0 Name Diane Doe Empl Record 0
Pay Gioup LAG Description  Executive Branch - LAG Pay Entity SOH
Calendar 1D LAG 2021807 Begin Date  04/01/2021 End Date  (04/15/2021

lendar is finglized. Any changes will be considerad during retro processing

Adjustments

2 1w View Al

Balance

it Name Description Adjustment

Begin Date End Date Comments

{AE Q  Sick Entitlement 4 | OEEEER [ 04152021[)

%)

J Return to Search Notify
Note: The Begin Date and End Date default to the select

period begin and end date entered on the Search page.

Select "Next’ to continue.

Note: The Begin Date and End Date default to the select period begin and end
date enter on the Search page.
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Absences
Employee 1D 00077000 Name  Diane Doe Empl Rocord 0
Pay Group LAG Description  Executive Branch - LAG Pay Lntity SOH
Calendar ID  LAG 2021507 Begin Date  04/01/2021 End Date  04/1%2021

lendar ks finglized Any changes will be consldered during retro processing

Adjustments

h

it Name Description 23;:::‘““ Begin Date End Date Comments

'AE Q  Slek Entitemant 4 | OEEEEE [ 0452021 + -

Return to Search Notify

L~ '
To enter additional absences, use the (+/Add) or (-/Delete).
In this example, only one adjustment is required.
Select ‘Next’ to continue.
\ »

To enter additional absences, use the (+/Add) or (-/Delete).

In this example, only one adjustment required.
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Mamagor Salf Sordco Amsonces B # Home Sign Out

P

Nofificaton

Absences
Employee ID 00077000 Name Diane Doe Empl Record
Pay Group LAG Description  Exacutive Branch - LAG Pay Entity  SOH
Calendar 1D LAG 2021807 Begin Date  04/012021 End Date  D415/2021
This Calendar is finalzed. Any changes will be considered during retro processing

Balance Adjustments

“Flement Name Description g:!:n:f:\em Begln Date Fnd Date Comments
HI SICK AE Q| SkkEntilement 4 |OUEEEE S| oanszo2fE) R 4+ ) -
-ﬁj Return to Search Notify
S :
Click the “Save” button.

Click the “Save” button.
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@ Absences X o+ e - o X
< C @ hihs92hip.hawaiigov/psp/hihsd2/EMPLOYEE/HRMS/c/MANAGE PAYROLL PROCESS (GBL).GP P MNL AE.GBL a « »@ :
Mamager Selfl Service Avsences W & tiome Sign Out
» e
Nofificaion  NavBar
New Window Holp | Personalize Page
Absences
Employee ID 00077000 Name Diane Doe Empl Record 0
Pay Group LAG Description  Executive Branch - LAG Pay Entity  SOH
Calendar ID  LAG 2021807 Begin Date  04/01/2021 End Date  04/15/2021
Thiz Calendar is finalizad. Any changes will be considersd during retro pracessing.
Balance Adjustments
5 Q
“Element Name Description Belince Begin Date End Date Comments
P Adjustment ¢ J
| HI SICK AE Q| Sick Entitlement 4000000 04012021 fH|  04/15/2021 ) Fo) +

Save ‘ Return to Search Notify R

The adjusted balance amount will be updated after the nightly
Absence Calculation process runs.

Select ‘Next’ to continue.

The adjusted balance amount will be updated after the nightly Absence
Calculation process runs.
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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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VACATION PAYOUT

Vacation Payout QHAWN Al

Lesson Scenario

In this lesson, you will learn how to complete a
leave balance adjustment for vacation payout due to
an employee’s termination or transfer.

Note: Prior to processing the payout leave balance
adjustment, confirm that the employee’s Job Data
record has been updated to reflect the termination
or transfer status.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to complete a leave balance adjustment for
vacation payout due to an employee’s termination or transfer.

Note: Prior to processing the payout leave balance adjustment, confirm that the
employee’s Job Data record has been updated to reflect the termination or
transfer status.
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LA \ 1A ’
'.4‘,-|‘Av\¢'u‘|" il ¥ Manager Self Service
Approvals Team Time Managr =

Click the NavBar icon.

Click the NavBar icon.
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NavBar €

:0

Rocent Places

Click the Navigator icon.

Click the Navigator icon.
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NavBar: Navigator

24 State Of Hawaill >
.
:©
Rocent Places Self Service >
g Manager Self Service 5
Navigator
Workforce Administration >
Time and Labor by

Payroll for North America

Enterprise Components

Click the Global Payroll & Absence Mgmt menu.
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Approvals Team Time NavBar: Navigator o]
2 a ¢ Global Payroll & Absen... &

Recent Places M“M >

36 S x : I nce and Payroll Processing )

javascriptPTNavBar CpeninContentAreal2 Thitps//hihs92 hip hawathgov/ps/hibid2_newwin/EMPLOYEEHAMS/U/NUL FRAMEWORKPTNUL MENU _COMP GBLI<a =&FLDR=HC_GP_AA..,

Click the Payee Data menu.

August 13, 2021 Version 2 Page 172



e HAWAIIe e

Course 210 — HR Administrator — Part 2

NavBar: Navigator

" Payee Data *

Leave Donations >

Maintain Absences

Navigator

Click the Adjust Balances menu.

javascriptPTNavBar CpeninContentireal e Thttps//hibsd2 hip hawangov/psUhibe92_newwin/EMPLOYEEHRMS/U/NUL FRAMEWORKPTNUL MENU COM? GBLYsa =&FLDR=HC_GP_AD...

Click the Adjust Balances menu.
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NavBar: Navigator

¢ Adjust Balances *

:0
Recent Places m

NavEar CpenlnWindom(%2 Thttpa//hihs92 hip hawaingow/pop/hits92_newwin/EMPLOYEE/HRMS/MANAGE_PAYAOLL PROCESS (GBL).GP_PLMNL AEGBL%27 %2THC GP_..

Click the Absences menu.
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Manager Sedl Servce A Home Sign Out

S

Nothcaton Navfiar

New Window | Help
Absences

Enter any Information you have and dick Search | eave fields blank for a list of all vakses
Find an Existing Value

w Search Criteria

Empl 1D bagins with v
% ‘ Type “00055000”, then press “Tab”.

Empl Record = v
Pay Group  bagins with v Q
Calendar ID  begins with v Q
Name  begins with v
Period Begin Date  >= v -
Period Lnd Date < v “'

JCase Sensitive

Search Clear | Basic Search & Save Search Criteria

Type “00055000”, then press “Tab”.
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A Home Sign Out

S

Nothcaton Navfiar

Manager Self Servce

New Window Help

Absences

Enter any Information you have and dick Search | rave fields blank for a list of all vakies
Find an Existing Value

w Search Criteria

EmplID baginswith v (0055000

emtcrs {7

Pay Group  bagins with v Q

Calendar ID  begins with v Q
Name  begins with v

i e El Click in the Period Begin Date field.

Period Lnd Date < v

JCase Sensitive

Search Clear | Basic Search & Save Search Critenia

Click the Period Begin Date field.
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Manager Self Service - #A Home Sign Out

LG

Notification NavBar

Absences

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

EmplID  begins with v 00055000

Empl Record = v
Pay Group = begins with v Q
Calendar ID  begins with v Q

Name begins with v

Period Begin Date  >= v
Type “04/01/2021”, then
Period End Date <= v 2 - "Tab”
C]Case Sensitive

Search J Clear | Basic Search & Save Search Criteria

Type 04/01/2021”, then press” Tab”.
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Manager Self Service

# Home Sign Out

T "

Nofificaion NavBar

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
v Search Criteria
EmplID  begins with v 00055000
Empl Record = v
Pay Group  bagins with v Q
Calendar ID  begins with v Q
Name = begins with v

04/01/2021

Period Begin Date  >= v

Petiod End Date <= v

Type "04/15/2021”, then
press “Tab”.

I Case Sensitive

Search J Clear Basic Search & Save Search Criteria

Type “04/15/2021”, then press "Tab”.

Help
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Favoriles ~ Main Meny ~ Emplayee Self-Service sences #& Home | Sign Out

Favodics *  ManMonu*  © Manager Soff Servics. & tome | SignOut

I‘ I _L\\“_‘_ I < ?- @
Rialllal J Nolificalion NariOe
0 Help

Absences

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

w Search Criteria

Lmpl 1D begins with v 00055000
Fmpl Record = v
Pay Group  begins with v Q
Calondar 1D begins with v Q

Name bagins with v

Period Begin Date  >= v 041012021 |
Poriod End Date <= v 041162021 |

Case Sensitive

c'"%’ Click the Search button.

Click the Search button.
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Favontes Mamn Menu ~ Manager Seff Sernce * Home Sign Out

S HAWAI ¢ ¥

Notitcaton Nawtar

New Windox lelp | Personalize Fage
Absences
Employes 1D 00055000 Namoe  Diane Doe Empl Record @
Pay Group LAG Description  Executive Branch - LAG Pay Entity SOH
CalendarID  LAG 2021507 Begin Date  04/01/2021 End Date  Q4/15/2021
This Calendar is finallzed Any changes will be considered during retra pracessing
Balance Adjustments
m Q
"Eloment Name Description Selance Begin Date End Date §omments
Adjustment
Q ) 3] +

Save Return 1o Search Notify

The Absences page is used to enter the leave balance
adjustments for an employee. The entries are noted by
pay period begin and end dates.

Select ‘Next’ to continue.

The Absences page is used to enter the leave balance adjustments for an
employee. The entries are noted by pay period begin and end dates.
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Absences
Employee 1D 00055000 Name  Diane Doe Empl Record 0
Pay Group  LAG Description  Executive Branch - LAG Pay Entity SOH
CalendarID LAG 2021S07 Begin Date  04/01/2021 End Date 047152021

This Calendar is finalized Any changes will be considerad during retro processing
Balance Adjustments
B Q

Balance

"Element Name Description Adjustment

Begin Date End Date Comments

Click the *Element Name search icon
to view the valid options.

Click the *Element Name search icon to view the valid options.
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Look Up Element

Element Name | bagins with v |

Description | bagins with v | |

i Clear lCanul Basic Lookup

Search Results
View 100 {1 4 1-50fS v » »

Element Name Description Country Code

Sick Entitlement |USA

- 1
| Vacation Entitlement USA

2 25 you go Sick Ent | USA

e Recelve Ent | USA

UsAa

Select the “HI VAC ENT?” list item.
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Absences
Employee 1D 00055000 Namo  Diane Do Empl Record 0
Pay Group LAG Description  Executive Branch - LAG Pay Entity SOH
Calendar ID  LAG 2021807 Begin Date  04/01/2021 End Date  04/15/2021

This Calendar Is finalized Any changes will be conaldered during retro processing

Balance Adjustments

B Q
"Element Name Description R Begin Date End Date Comments
Adjustment
HI VAC ENT Q | Vacation Entitlernant 04012021 B 04152021 P +. -

Save | Return 1o Search Notily

The Description field will auto-populate with the details
of the *Element Name field.
Select ‘Next’ to continue.

The Description field will auto-populate with the details of the *Element Name
field.
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ravomes Mo Manayul Jun ULy AUBTINS "N nome Sgnum

Q%,‘:‘.‘V\I‘A\ 1 t AddTo V @

Nafification NaviBlar

Absences
Employee ID 00055000 Name kap !-‘Qf Empl Record 0
Pay Group LAG Description  Executive Branch - LAG Pay Entity SOH
Calendar ID  LAG 2021807 Begin Date  04/01/2021 End Date  04/15/2021
This Calendar is finalized. Any changes will be considered during retro procassing.
Balance Adjustments
® Q
“Element Name Description Belence Begin Date End Date Comments
P Adjustment g
HI VAC ENT Q| Vacation Entitlement ! bannti2021 B 041152021 ) 1z -
Save ’ Return t

Type “-14”, then press “Tab”.

Note: When processing a termination or transfer payout
this entry should be a negative number (i.e. —14).

Type “-14”, then press “Tab”.

Note: When processing a termination or transfer payout this entry should be a
negative number (i.e. -14).
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Mamagor Salf Sordco # Home Sign Out

Pv

Nofificaton

Absences

Employee ID 00055000 Name Diane Doe Empl Record
Pay Group LAG Description  Exacutive Branch - LAG Pay Entity  SOH
Calendar 1D LAG 2021807 Begin Date  04/0172021 End Date  04/15/2021

This Calendar is finalzed. Any changes will be considered during retro processing

Balance Adjustments

H Q {1 v View
“Flement Name Description Balance Begln Date Fnd Date Comments

. : ERCYIPS Adjustment " . < ’
HI VAC ENT Q  Vacation Entitlement 14 |(CCKEER 5| 04115720215 P + -

Save  Return to Search Notlfy

Click the scroll bar.

N

Click the scroll bar.
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Mamagor Salf Sordco # Home Sign Out

Absences
Employee ID 00055000 Name Diane Doe Empl Record
Pay Group LAG Description  Exacutive Branch - LAG Pay Entity  SOH
Calendar 1D LAG 2021807 Begin Date  04/012021 End Date  D415/2021
This Calendar is finalzed. Any changes will be considered during retro processing

Balance Adjustments

“Flement Name Description Oalance Begln Date Fnd Date Comments
: : o0 Adjustment " ‘ . g
HI VAC ENT Q  Vacation Entilemont 14] [ECHEER 50| 041520215 P - -

Save Return 1o Search

Note: The Begin Date and End Date default to the select
period begin and end date entered on the Search page.

Select "Next’ to continue.

Note: The Begin Date and End Date default to the select period begin and end
date enter on the Search page.
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Mamager Self Service # Home Sign Out

r* @

Notfcaton NavOar

Absences
Employee ID 00055000 Name  Diane Doe Empl Record @
Pay Group LAG Description  Executive Branch - LAG Pay Entity SOH
Calendar 1D LAG 2021807 Degin Date  04/01/2021 End Date  04/15:2021

lendar Is finalized Any changes will be considerad during retro processing

Adjustments
2 1w View A
A Balance .

it Namo Description Adjustment Begin Date End Date Comments
ENT Q  Vacation Entitiement 14 I () 0401512021 ) P . -

Return to Search Notify D
[ To enter additional absences, use the (+/Add) or (-/Delete).

In this example, only one adjustment is required.
Select ‘Next’ to continue.
\ -

To enter additional absences, use the (+/Add) or (-/Delete).

In this example, only one adjustment required.
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Manager Self Serace A Home Sign Out

e

Notitcaton Nawtar

@y lelp Personalize Fage
Absences
Employee 1D 00055000 Nam Diane Doc Fmpl Record 0
Pay Group LAG Description  Executive Branch - LAG Pay Entity SOH
Calendar ID  LAG 2021507 Begin Date  04/01/2021 End Date  04/15/2021
This Calendar ls finalized Any changes will be conaldered during retra processing
Balance Adjustments
m Q
"Eloment Name Description Selance Begin Date End Date Comments
Adjustment
HI VAC ENT Q  Vacation Entitlement A4, [(EEEEER EE)| o4ns2021 () P -
:I Return to Search Notily
N
Click the “Save” button.

Click the “Save” button.
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Absences

Employee ID 00055000 Name  Diane Doe
Pay Group  LAG Description  Executive Branch - LAG
Calendar 1D LAG 2021807 Begin Date  04/01/2021

This Calendar is finalized. Any changes will b2 considerad during retro processing

Balance Adjustments

Empl Record 0

Pay Entity SOH
End Date  04/152021

m Q
“Element Name Description I[\}:;::f;mnl Begin Date End Dato Comments
HI VAC ENT Q| Vacation Entilement 14000000 04012021 FE 041152021 ) r* +
Save | Return to Search Notify
— o N
The Balance Adjustment amount saved should be
reported to Payroll for payment. This means the G-2
form needs to be shared with Payroll.
Select ‘Next’ to continue.
The Balance Adjustment amount saved should be reported to Payroll for
payment. This means the G-2 form needs to be shared with Payroll.
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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
before 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 before clicking ‘Save and exit’.
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