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Create 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: Employee Self Service Performance

‘f"“\,
e
Workforce Administrator . a»

My 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.
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3. Select the Report Employee Time tab.

< My Homepage Time Administration
() Report Employee Time Jn Report Time
Timesheet Summary
e .
11| Assign Employee Schedule
4 pioy Employee Selection
-ll‘i, Time Administration Analytics o Change View
*View By | Calendar Period ¥ # Show Schedule Information
ks - . Date D8/18/2018 W e lous Per
IE; Time Administration Queries v ¢ Firevious Period Hext Fericd
Employees For , Time Needing Approval From 08/19/2018 - 09/01/2018
Time Summary || Demographics | =8
ml_.\st Name First Name Employee ID Job Title Honu;;rt;:; R“:_?DT;: Sche::::: Exception
Abbott Janet 00000483 Program Analyst 0.0 0.0 80.0
Abbott Ruby 00000760 IT Specialist (CUSTSPT) 0.0 0.0 80.0
Alvarez Kadyn 00000093 Realty Officer 0.0 0.0 80.0
Andrade Zander 00000794 Preservation Specialist 0.0 0.0 80.0
Agqua Julie 00000044 Realty Services Officer 0.0 0.0 80.0

4. Click on the Employee Selection arrow to make the Employee Selection Criteria section
appear. Enter full or partial search items to refine the list of employees, and select the Get
Employees button.

a. Ifyou do not enter search criteria and simply click Get Employees, all employees will
appear in the Search Results section.

< My Homepage Time Administration
@ Report Employee Time Report Time
Timesheet Summary
e «
::: Assign Employee Schedule P L :
L-' 9 Pioy :F‘ Employee Selection
ployee Selection Criteria Get Employees
11, Time Administration Analytics ~ W e ritard
Selection Criterion Selection Criterion Value
Clear Criterla
g e i : Time Reporler Group Q
Time Administration Queries »: > Save Criteria
Employee ID aQ
Last Name Q
First Name r:‘-.\
m Department Q
Workgroup Q
Taskgroup Q
Change View
*View By | Calendar Perlod v ¥ Show Schedule Information
Date 08/12/2018 H o2, Previous Period Mext Period
Employees For, Time Needing Approval From 08/19/2018 - 09/01/2018
Time Summary || Demographics | [F2W)
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5. Alist of employees will appear. Select the employee for whom you would like to create an
absence or overtime request.

< My Homepage

@ Report Employee Time

:| Assign Employee Schedule

Time Ad

Change View
"View By Calendar Period v

Date 08192018 W,

Kylie 00000031
Donaldson Kiara 00000761
Downs Caylee 00000808
Doyle Karla 00000117
Durham Shamar 00000746
Ellis Toby 00000835
Espinoza Miriam Q0000800

ptsubmitAction_ wi AMESS6)

istration

¥ Show Schedule Information

Previous Period

,||L Time Administration Analytics o Employees For , Time Needing Approval From 08/19/2018 - 09/01/2018
Time Summary || Demographics | [F58
ﬁ Time Administration Queries v d
Last Neme First Name Employes ID Job Title
Davenpart Isiah 00000764 Supervis Spacialist
m Dickson Christine 00000802 Supervisory Financlal Manageme

Building Manager
Transportation Operations Spec
Program Manager

Program and Procurement Suppor

Assisted Acql Project M
Operations Manager

Asset Manager

Period Begin Date

08/19/2018

oaMez018

08/18/2018

0&M18/2018

0&M18/2018

o0aMaz08e

081812018

08/18/2018

0819/2018

Next Period

PeriodEndDats  MGumiobe  Refored

0810172018 0.0 0.0
08/01/2018 00 0.0
0810172018 00 0.0
09/01/2018 0.0 0.0
08/01/2018 0.0 0.0
08/0172018 0.0 0.0
08/01/2018 0.0 0.0
0810172018 00 0.0
0910172018 0.0 0.0

Schedu
Heo!

6. The employee’s timesheet will appear. Navigate to the date of the leave request using the

Date field or Previous Period /Next Period hyperlinks, and select the refresh [":J] icon.

Timesheet

Actions =
Select Another Timesheet

Scheduled Hours 20.0

From Sunday 09/02/2018 to Saturday 09

Sun Mon Tue Wed Thu
92 93 94 95 96

Save for Later Submit

Employee ID 00000031
Empl Record 0

Earliest Change Date 07/08/2018

=\fj Calendar Period v
I‘Date 09/02/2018 o I
—1

Calendar
August v 2018 v
S M T WTF . o
1 2 3 4 1 92
5 6 7 8 9 10 N
12 13 14 15 18 17 18
gzu 21 22 23 24 25
27 28 28 30 M
Schedule
Current Date '

Summary

=3
=

m Reported Time Status

Reported Time Status

Date Total TRC

0.000000

Manager/Approver
Comments

DateTime Created

Return fo Select Employee

Description

User ID

Previous Period  Next Period

Frint Timesheet

Thu Fri
913 914

Sat
M5

Total

Personalize | Find | | E
Sched Hrs Comments
0.00

Time Reporting Code

1 of 1

Type
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7. Select the Absence/OT tab on the timesheet.

Timesheet
Employee ID 00000031
E Empl Record 0
Actions= Earliest Change Date 07/08/2018
Select Another Timesheet
*View By | Calendar Period v Previous Period  Next Period
*Date 08/05/2018  |[5] ]
Scheduled Hours 20.0 Reported Hours 0.0 Print Timesheet
From Sunday 08/05/2018 to Saturday 08/18/2018 (2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Cox
8i5 816 87 8i3 819 810 a1 812 8M3 814 815 816 a7 818
Save for Later Submit Apply Schedule
u Reported Time Status || Summary || Absence/OT | [Exceptions
Reported Time Status Personalize | Find | | E 10f1
=~
Date Total TRC Absence/OT Sched Hrs Comments
0.000000 0.00
Manager/Approver
Comments
2
ateTime Created UserlD
8. Select the Add Absence Event button.
Timesheet
Employee ID 00000031
Empl Record 0
Earliest Change Date (7/08/2018
Select Another Timesheet
“View By | Calendar Period v Previous Period  Next Period
*Date [08/0572018 |5
Scheduled Hours 20.0 Reperted Hours 0.0 Print Timesheet
From Sunday 08/05/2018 to Saturday 08/18/2018 (2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code
8/5 a5 ar a1 8/9 aMo 8M1 aM2 8M3 aM4 8M5 M6 M7 818
Save for Later Submit Apply Schedule
Reported Time Status Summary Absence/OT Exceptions
Absence Events (7
Absence Take
] . Unit ; Approval
Select Edit Start Date End Date Absence Name Reason Type Details Status Monitor
. Approval
(] Edit Details Monitor
Add Absence Event %
Approval
Select All Deselect All Approve Deny
Absence Entitlement Balances Personalize |
Entitiement Name Balance as of 05/26/2018™
Sick Leave Balance

527.00 Hours
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9. Enter the Start and End Dates for the absence/overtime event.

Timesheet

Actions=

Employee ID 00000031
Empl Record 0
Earliest Change Date 07/08/2018

Select Another Timesheet

“View By | Calendar Period

v]

*Date [02/0512018 | %
Scheduled Hours 20.0

Reported Hours 0.0

Previous Period  Next Period

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
815 8i6 87 818 89 10 s 8M2 M3 814 8M5 8M6 &7 818
]
]
]
Save for Later Submit Apply Schedule
u Reported Time Status Summary Absence/OT Exceptions
Absence Events (7
Absence Take
Select Edit *Start Date End Date Absence Name Reason 'Lf'y";I)la Details Status ‘!\Qﬂ
Edit || perosr20is [osioei20)z | [Select Absence Ne v | Details New ‘;‘4
Calendar %
Add Absence Event
August v 2018 v
Approval S MTWTF §
Select All Deselect All 1.2 3 4 Deny
5 6/ 7 8 8 101
Absence Entitlement Balances 12 11 14 15 16 17 18 Persenalize | (7]
Entitlement Name 19 20 21 22 23 24 25 Balance as of 05/26/2018=
26 27 28 29 30 N
Sick Leave Balance 627.00 Hours
Annual Leave Balance 276.00 Hours
4 Current Date 'k
=*Disclaimer The current balance does not reflect aDSENCES Mat Nave NoT DEEN Proceseed.
10. Select the Absence Name drop-down to choose the appropriate option.
Reported Time Staius Summary Absence/OT Exceptions
Absence Events (7
Absence Take
Select Edit *5tart Date End Date |Abzence Name Reason
Edit 08/06/20[z)] |D&/07/201[zy] [ Select Absence Ni v ]
Restored Leave #2 -
Add Absence Event Restored Leave #2 / FMLA- Emp
Restored Leave #2 | FMLA- Fmly
Restored Leave #2 / Volunteer
Approval
PP Restored Leave #3
Select All Deselect All Restored Leave #3 / FMLA- Emp
Restored Leave #3 / FMLA- Fmly
Absence Entitlement Balances Restored Leave #3 / Volunteer
Select Absence Mame
Entitlement Name Sick Leave
Sick Leave / FFL - Ado n
Sick Leave Balance Sick Leave | FFL - Family
Sick Leave ! FFL - Funeral
Annual Leave Balance Sick Leave / FMLA- Employee
Sick Leave / FMLA- Family
*Disclaimer The current balance does not reflect ab{ SIck Leave/FFL-Serious Hith FM
Travel Comp Used
Travel Comp Used / FMLA- Emp
Manager/Approver Travel Comp Used / FMLA- Fmly
Comments Travel Comp Used / Volunteer
s
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11. Select the Details hyperlink.

Reported Time Siafus Summary Absence/OT Exceptions

Absence Events (2
Absence Take

Personalize | (21

Select Edit *Start Date End Date Absence Name Duration .Lrjyn;L Details Status J:‘pnpnflogral Source Cancel Delete
Edit | [o/08/201 007201 Hours Detai\i New m"n’i?g;’" #’:;‘fﬁﬁ;l Delete
u Add Absence Event
12. The Absence Event Details screen will pop up.
SS Create Absence Req X

Absence Event Details

Kylie Dominguez
J Building Manager

Instructions

Absence Detail 2

*Start Date 08/06/2018|[3]
End Date 08/07/2018 _|[3{
Filter by Type | Al

*Absence Name Sick Leave

Partial Days | None

Duration Hours

Calculate Duration

Comments

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

View Monthly Calendar
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13. Select the appropriate option for Partial days.

a. None: Default value. No partial days (all full day absences). The hours calculated will
be based on the number of hours on the base schedule.

b. All Days: All partial days. Enter the hours to be applied to all days.

c. Start Day Only: Start day is the only partial day. The rest are full day absences.
Enter the number of hours for the first day. The rest will be calculated using the
hours in the base schedule.

d. End Day Only: End (or last) day is the only partial day. The rest are full day
absences. Enter the number of hours for the last day. The rest will be calculated
using the hours in the base schedule.

e. Startand End Days: Start and end days are partial days. The rest are full day
absences. Enter the number of hours for the first and last day. The rest will be
calculated using the hours in the base schedule.

SS Create Absence Req

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

Absence Detail (7

*Start Date 08/06/2018 |[31) View Monthly Calendar
End Date [08/07/2018 |31
Filter by Type | Al v

*Absence Name | Sick Leave v

Partial Days

Duration| End Day Only
None
Start Day Only

Start and End Days

Calculate Duratio

14. Choose the Calculate Duration button to see how many hours of leave will be submitted.

Absence Detail

*Start Date 08/06/2018 [z

End Date 08/07/2018 |[3)

Filter by Type  All v
*Absence Name | Sick Leave v
Partial Days | All Days v
All Days Hours 4.00
Duration 8.00 Hours

Calculate Duration
b
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15. Enter comments, if necessary, and select the OK button.

Absence Detail

*Start Date [08/06/2018 |[5i)

End Date 08/07/2018 |[31]
Filter by Type| Al
*Absence Name | Sick Leave
Partial Days | All Days
All Days Hours 4.00

Duration 8.00 Hours

Calculate Duration

Comments

Reporter Comments:

OK b Cancel

16. Once you return to the timesheet, select the Submit button to submit the absence/overtime

event. This will submit the request to the supervisor for approval.

Save for Later Submit [; l Apply Schedule
Reported Time Status Summary sencel Exceptions

Absence Events (7
Absence Take

Select Edit *Start Date End Date Absence Name Duration _LrJyngte Details Status
Edit | |08/06/201[] (08/07/20]% | Sick Leave v 8.00 Hours New
I Add Absence Event
Approval
Select All Deselect All Approve Deny

Approval

Monitor Soume
Approval Manager
Monitor Timesheet

Cancel
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17. 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, No to return to the page without updating the status.

bnt Bolan-og

18. Once the absence/OT event is submitted, you will see the status change from New to Needs
Approval.
a. Ifthe eventis an overtime request, be sure that the overtime is added manually to the
timesheet after it has been worked.

Reported Time Status Summary Absence/OT Exceptions

Absence Events (7
Absence Take

Edit  *StartDate EndDate  Absence Name Reason Duraton D%, Details Status e
Edit | 09/022018 08/02/2018 Overtime Request A T T 400 Hours  Details Needs Approval [iPProval

Overtime onitor

Add Absence Event
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