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Cancel an Absence/OT Request
(Timekeeper)

1. From the Employee Self Service home page, select the drop-down at the top of the screen,
and choose Time Administration.

a. Follow these instructions to add the Time Administration page/tile to your homepage.

v Employee Self Service

Employee Time Personal Detail: Performance

Employee Self Service

AN
e
Workforce Administrator _.

Iy Homepage

Time Administration

Print SF-50 Benefits Library
ﬂ

2. Select the Time Administration tile.

v Time Administration

Time Administration

a. It might take a moment for the Time Administration page to load.

Cancel Absence/OT Request (Timekeeper) | 1


https://docs.google.com/document/d/1QJCLBm3_wZbgxhdUyflKzWsDz6fE6iKiXcyRZzbK02I/edit?usp=sharing

HLING

byt i i

3. Onthe Report Employee Time tab, change the Date field or Previous/Next Period
hyperlinks in the Change View section to the pay period you want to cancel the absence/OT
request.

< Time Adi

@ Report Employee Time Report Time

Timesheet Summary

Assign Employee Schedule Eo e SLE

ll', Time Administration Analytics ~ bl
*View By | Calendar Period v ¥ Show Schedule Information
_ . Date 02/05/2018 [s]. P Period Next Period
Time Administration Queries v . e [evious Fero e
Calendar i
Employeds For , Time Needin U 018
A (
Time Sumjmary || Demographic: August v | 2018 M
r—t—r—t
12 3 4 Hours to be Reported Seheduled
Last Name First Name EZI: 6 7 8 9 10 1 Approved Hours Hours Exce|
12713 14 15 16 17 18
Abbott Janet 19 20 21 22 23 24 25 0.0 0.0 80.0
Abbatt Ruby 26 27 28 29 30 A TsPT) 00 00 80.0
Alvarez Kadyn 0.0 0.0 80.0
Andrade Zander Y Current Date ialist 00 00 80.0
n.ﬂ\qua Julie 00000044 Realty Services Officer 0.0 0.0 80.0
Ayala Brielle 00000096 Building Manager 0.0 0.0 80.0
Barrera Lexi 00000732 Site Acquisition and Relocatio 0.0 0.0 80.0

4. Select the refresh button ( ":J) if you select the calendar icon.

5. Alist of employees will appear. Enter search criteria in the Employee Selection section,
and select the Get Employees button.

Report Time
Timesheet Summary
Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value %
Clear Criens

Time Reporter Group aQ e

Employee ID Q

Last Name Q

First Name Kylie Q

Department Q,

Workgroup aQ

Taskgroup Q

Change View

“View By | Calendar Period M #| Show Schedule Information
I Date 08/05/2018 [51] 7 Previous Period Next Period

Employees For , Time Needing Approval From 08/05/2018 - 08/18/2018

Time Summary || Demographics
Last Name First Name Employee ID Job Title Period Beqgin Date Period End Date H‘:{’;;r‘;gs Remouﬁg Sc“ﬂsﬁ:
Abbott Janet 00000483 Program Analyst 08/05/2018 08/18/2018 0.0 0.0 80.0
Abbott Ruby 00000760 IT Specialist (CUSTSFT) 08/05/2018 08/18/2018 0.0 0.0 80.0
Alvarez Kadyn 00000093 Realty Officer 08/05/2018 08/18/2018 0.0 0.0 80.0
Andrade Zander 00000794 Preservation Specialist 08/05/2018 08/18/2018 0.0 0.0 80.0
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6. Select the employee for whom you would like to cancel the absence or overtime request.

Report Time
Timesheet Summary

Employee Selection
Employee Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Group
Employee ID

Last Name

First Name Kylie
Department

Workgroup

Taskgroup

Change View
*View By | Calendar Period

m Date 08/05/2018 [+ % Previous Period Next Period
Employees For, Time Needing Approval From 08/05/2018 - 08/18/2018
Time Summary Demographics
Last Name First Name Employee 1D Job Title Period Begin Date  Period EndDate  "Gursiobe  Rehored - Schetuled
Dominguez Kylie 00000031 Building Manager 08/05/2018 0&/18/2018 72.0 72.0 80.0
Eaoon 10

Get Employees

Clear Criteria

Save Criteria

2L L L L L L

#| Show Schedule Information

7. The employee’s timesheet will appear. Go to the Absence/OT tab.

< Time Administration

@ Report Employee Time Timesheet

Assign Employee Schedule

Time Administration

Employee ID 00000031
Empl Record (
Earliest Change Date 03/06/2018

il i : -
i, Time Administration Analytics e ther Timesheet
*View By | Calendar Period v Previous Period  Next Period
Time Administration Queries ™ *Date 08/052013 |5 %

Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet

From Sunday 08/05/2018 to Saturday 08/18/2018 (7

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Codq
a5 a6 a7 33 319 810 814 812 813 814 815 816 817 318
40 4.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 72.0 | 001-Regular Time
40 40 8.0 Sick Leave
Save for Later Submit
Reported Time Status || Summary || Absence/OT || Exceptions
m Reported Time Status Personalize | Find | @l Q 1-12 012

Date Reported Status Total TRC Description Sc?ﬁg Comments

08/06/2018  Approved 4.0 001 001-Regular Time 8.00

08/06/2018  Approved 4.0 050 Sick Leave 8.00

08/07/2018  Approved 4.0 001 001-Regular Time 8.00

08/07/2018  Approved 4.0 050 Sick Leave 8.00

08/08/2018  Approved 8.0 001 001-Regular Time 8.00

08/09/2018  Approved 8.0 001 001-Regular Time 8.00

08/10/2018  Approved 8.0 001 001-Regular Time 8.00
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8. Select the Edit button on the absence event that needs to be cancelled.

From Sunday 08/05/2018 to Saturday 08/18/2018 (7
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code T
8ib 8i6 87 88 89 8M0 il h] M2 813 814 815 816 17 818 L
2.0 2.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 68.0 | 001-Reqular Time ¥ | Hours
6.0 6.0 12.0 Sick Leave Hours
Save for Later Submit
Reported Time Status Summary Absence/0OT Exceptions
I Absence Events Personalize | (2
Absence Take
Edit *Start Date End Date Absence Name Duration .Lr‘l;;te Details Status a%pn&oc;al Source Cancel
R/ 7y Approval Manager
Edit 18/06/2018 08/07/2018 Sick Leave 12.00 Hours  Details Approved Manitor Timesheet
“ad-dbsence Event
9. Select the Cancel checkbox.
Reported Time Status Summary Absence/OT Exceptions
I Absence Events (2 Personalize | (7]
Absence Take
. . = Unit = Approval
Edit Start Date End Date Absence Name Dwration Type Details Status Monitor Source Cancel
—— pr——— . . Approval Manager
Edit 08/06/20 E{J 08/07/20 E{J Sick Leave v 12.00 Hours  Details Approved Monitor Tl

10. Update the timesheet due to the absence cancellation for 8/6 and 8/7, and select the
Submit button.

Timesheet

Actions~
Select Another Timesheet

Scheduled Hours 20.0

Sun
Bib

Mon
Bi6

Tue
817

Wed
8/8

2.0
6.0
Save for Later

Reported Time Status

I Absence Events (2
Absence Take

Edit =Start Date End Date

Edit 0B/06/201(5]]  |08/07/20][5]

Add Absence Event

*Date |08/05/2018

*View By | Calendar Period v

[ B

Reported Hours 20.0

From Sunday 08/05/2018 to Saturday 08/18/2018 (2

Submit

Thu Fri Sat Sun Mon Tue
819 8M0 a1 M2 8M3 814
8.0 8.0 8.0 8.0
Exceptions
Unit
Absence Name Duration Type
Sick Leave v 12.00 Hours

Employee ID 00000031
Empl Record 0
Earliest Change Date 08/19/201%

Previous Period  Mext Period

Print Timesheet

Wed

Thu Fri Sat Total Time Reporting Code T
815 816 817 818 e
8.0 8.0 8.0 68.0 | 001-Regular Time ¥ | Hours
12.0 Sick Leave Hours
Personalize
Approval
Details Status Monitor Source Cancel
N Approval Manager
Details Approved Monitor Timesheet v

Cancel Absence/OT Request (Timekeeper) | 4




11. An attestation message will appear. Select the Yes button.

Once Approved the status cannot be reverted back. (20020 .20)

By clicking Yes, you are certifying that all reported time was worked and approved according to law and regulation.

Select Yes to confirm and complete the status change, Mo to return to the page without updating the status.

12. The status for the absence event will change to Cancelled.

a. Ifthe event was leave, it will automatically be removed from the timesheet.
b. Ifthe event was overtime, credit hours earned, comp time earned, or travel comp time
earned, remove the item manually by clicking the minus icon at the end of the row on

the timesheet. If there are multiple days with these types of earning, you will have to
zero out the hours on each day you are cancelling.

Timesheet

Employee ID 00000031
Empl Record 0

Earliest Change Date 08/19/2018
Select Another Timesheet

*\iew By | Calendar Period v
*Date [08/05/2018 |5 &

Previous Period  Next Period

Scheduled Hours 0.0 Reported Hours &0.0 Print Timesheet

From Sunday 08/05/2018 to Saturday 08/18/2018 (7
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total

Time Reporting Code
&5 &6 87 &8 819 &M0 M1 GM2 8M3 314 815 M6 aMT M8
8.0 3.0 8.0 8.0 8.0 8.0 8.0 8.0 2.0 8.0 0.0 | 001-Regular Time
Save for Later Submit

Reported Time Status Summary Absence/OT Exceptions

Absence Events (7

Personalize | (7]
Absence Take | |[F=°H

Edit  *StartDate EndDate  Absence Name Duration #';F',L Details Status Anproe Source Cancel
= . . Approval IManager

Edit 08/06/2018 08/07/2018 Sick Leave 12.00 Hours  Details iCancelled b Maonitor Timesheet
Add Absence Event

Cancel Absence/OT Request (Timekeeper) | 5



