giane
Modify 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. Onthe Report Employee Time tab, change the Date field or Previous/Next Period
hyperlinks in the Change View section.

< Time Administration Time Administration

@ Report Employee Time Report Time

Timesheet Summary
Assign Employee Schedule

Employee Selection

-Ill‘ Time Administration Analytics v oy
*View By Calendar Period M ¥/ Show Schedule Information
o . - Date 08/05/2018 I . .
T AT s i CrEEs - S Previous Period Mext Period I
Calendar
Employeds For, Time Needing ~
Time Summary Demographic August v||2018 v
) 12 3 4 Hours to by Reported Scheduled
Last Name First Name 5:[ 6 7 8 o 10 1 ‘l'g;mnueg EF;‘DDUI_S © engers Exce|
12713 14 15 16 17 18
Abbott Janet 19 20 21 22 23 24 25 0.0 0.0 80.0
Abbott Ruby 26 27 28 22 30 TSPT) 0.0 0.0 50.0
Alvarez Kadyn 0.0 0.0 80.0
Andrade Zander Y Current Date (& alist 0.0 0.0 50.0
uAuua Julie 00000044 Realty Services Officer 0.0 0.0 80.0
Ayala Erielle 00000096 Building Manager 0.0 0.0 80.0
'od . . . .
4. Select the refresh button ( '+ ) if you navigate using the Date field.
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 m
Cleal LINens
Time Reporter Group Q
Save Criteria
Employee ID Q,
Last Mame a,
First Name Kylie QL
Department Q
Workgroup a,
Taskgroup G,
Change View
“View By | Calendar Period v #| Show Schedule Information
I Date 08/05/2018 [5) 7 Previous Period Nesxt 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 Begin Date Period End Date "%”;:rtfvgg RepHoorﬂer: Scheﬂg&erg
Abbott Janet 00000433 Frogram Analyst 08/05/2018 0ara/2018 0.0 0.0 80.0
Abbott Ruby 00000760 IT Specialist (CUSTSPT) 08/05/2018 08/18/2018 0.0 0.0 80.0
Alvarez Kadyn 00000093 Realty Officer 08/05/2018 08182018 0.0 0.0 80.0
Andrade Zander 00000794 Preservation Specialist 08/05/2018 08/18/2018 0.0 0.0 20.0
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6. Select the employee for whom you would like to modify the absence or overtime request.

Report Time
Timesheet Summary
Employee Selection
Employee Selection Criteria Gel Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q,
Save Criteria
Employee ID Q,
Last Name Q
First Name Kylie Q
Department Q,
Workgroup Q,
Taskgroup o}
Change View
*View By | Calendar Period M ¥/ Show Schedule Information
u Date 0&/05/2018 5w, 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 Begin Date Period End Date H{:J;Srtno‘lllelg ReDHoﬂrﬁg Sche:nuiarg
Dominguez Kylie 00000031 Building Manager 08/05/2018 08/18/2018 72.0 72.0 80.0
Banod 10

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

< Time Administration Time Administration

@ Report Employee Time Timesheet

i Empl ID 00000034
[i¥] Assign Employee Schedule mployee ID 0000003

Empl Record 0

Earliest Change Date 08/06/2018

nl ini i
i, Time Administration Analytics v Colont Amother Timesheet
*View By | Calendar Period v Previous Period  Mext Period
Time Administration Queries v *Date 0870512018 |[5)
Scheduled Hours 20.0 Reported Hours 30.0 Print Timesheet

From Sunday 06/05/2018 to Saturday 08/16/2018 (7

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Codg
85 816 87 88 819 &M0 M1 812 M3 814 815 816 87 818
4.0 4.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 72.0 | 001-Regular Time
40 4.0 8.0 Sick Leave
Save for Later Submit

Reported Time Status | Summary || Absence/OT || Exceptions

m Reported Time Status Personalize | Find | | E 1-12 of 12
Date Reported Status Total TRC Description Scl;“erg 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-Reqgular Time 8.00
08/08/2018  Approved 8.0 001 001-Reqgular Time 8.00
08/102018  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 modified.

[ Beporfed Time Status | Summary Absence;"(-)'{'- _: E}icebfions |

Absence Events (7

Absence Take

Unit Approval

Personalize | (7]

Edit *5tart Date End Date Absence Name Duration Type Details Status Monitor Source Cancel
=T y : Approval Manager
| Edit [ 08/06/2018 08/07/2018 Sick Leave 5.00 Hours  Details Approved Monitor Tiinshent

ky

| Add Absence Event |

9. Choose the Details hyperlink.
Reported Time Status Summary Absence/OT Exceptions
Absence Events (7 Personalize | (7]

Absence Take
Edit  *StartDate  End Date Absence Name Duration .'g;:e Details Status m‘:ﬁ:ﬁ' Source Cancel

= 1 ! - . Approval IManager
Edit | [08/06/201) |08/07/20][5) .00 Hours Detallj Approved Wonitor Timeshest

Add Absence Event

10. Make the necessary changes on the Absence Event Details page, and select OK.

55 Create Absence Req x

Absence Event Details =

Building Manager

. J |
@]

Instructions
Enter Start Date, End Date, and Absence Name. Then complste the rest of the required fislds before returning to the Timesheet page

Absence Detail (7

*Start Date 08/06/2018 [ View Monthly Calendar
End Date 0810772018 |15

Filter by Type | Al v
“Absence Name | Sick Leave v
Partial Days | All Days v
All Days Hours 6.00
Duration 12.00 Hours

Calculate Duration

Comments

Reporter Comments: F
£

Cancel

* Required Field
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11. The timesheet will display again. Make any necessary edits to the timesheet based on the

changes you made to the absence/OT event.

Timesheet

Actions =
Select Another Timesheet
*View By | Calendar Period
*Date [08/052018  [5i &

Scheduled Hours 20.0 Reported Hours 30.0

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

Sun Mon Tue Wed Thu Fr Sat Sun Mon Tue
815 S — 818 819 &M0 &M 812 813 814
2 2 8.0 8.0 8.0 8.0 8.0
4.0 0
Save for Later Submit
Reported Time Status || Summary || Absence/OT || Exceptions
u Absence Events (7
Absence Take
) . ) Unit
Edit Start Date End Date Absence Name Duration Type
Edit | 08/06/207[) [08/07/20][5 | Sick Leave v 12.00 Hours

Add Absence Event

Employee ID 00000031
Empl Record 0

Wed
&M5

8.0

Details

Details

Earliest Change Date 02/06/2018

Previous Period  Next Period

Print Timesheet
Thu Fri Sat Total Time Reporting Code
816 8M7 818
8.0 8.0 72.0 | 001-Regular Time v
8.0 Sick Leave
Personalize | (7
Status Anpel Source Cancel
Monitor
Approval Manager
Approved Manitor Timesheet -

12. Select Submit to submit the amendment for approval.

Timesheet

Actions
Select Another Timesheet
“View By | Calendar Period v
*Date[08/05:2018 |5 &

Scheduled Hours 80.0

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

Add Absence Event

Reported Hours 80.0

Employee ID 00000031
Empl Record 0
Earliest Change Date 08/06/2018

Previous Period  Next Period

Print Timesheet

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fr Sat Total Time Reporting Code
85 8i6 a7 88 819 aM0 811 aM2 813 314 M5 816 M7 M8
2 2 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 72.0 | 001-Regular Time
4.0 40 8.0 Sick Leave
Save for Later Submit
Reported Time Status Exceptions
u Absence Events (7
Absence Take =
Edit  *StartDate  EndDate  Absence Name Duration #';",‘e Details Status el Source
[T e - . Approval Manager
Edit 0&/06/20 E{J 0807120 E{J Sick Leave v 12.00 Hours Details Approved Monitar Timesheet

Perso
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13. 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.

14. The amended content will appear as Needs Approval status.

Actions~
Select Another Timesheet
*View By | Calendar Period v
*Date [08/052018 |5 &
Scheduled Hours 20.0 Reported Hours 80.0
From Sunday 08/05/2018 to Saturday 08/18/2018 (7
Sun Mon Tue Wed Thu Fri Sat Sun Mon
815 8I6 8I7 8i8 8/9 810 &M 812 8M3
2.0 2.0 8.0| 8.0| 8.0| 8.0
6.0 6.0
| Save for Later [ Submit
Reported Time Status || Summary || Absence/OT || Exceptions
u Reported Time Status
Date Reported Status Total TRC
03/06/2018  Approval In Process 2.0 001
08/06/2018 6.0 050
08/07/2018  Approval In Process Ik 2.0 001
08/07/2013 6.0 050
08/08/2018  Approved 8.0 001
08/09/2018  Approved 8.0 001
08102018 Approved 8.0 001
08132018 Approved 8.0 001
08/14/2018  Approved 8.0 001
08/15/2018  Approved 8.0 001
08/16/2018  Approved 8.0 001
08M17/2018  Approved 8.0 001

Earliest Change Date 08/19/2018

Previous Period  Mext Period

Print Timesheet

Tue Wed Thu Fri Sat Total Time Reporting Co
814 815 8116 817 818
8.0 8.0 8.0 8.0 G8.0 | 001-Regular Timg
12.0 Sick Leave
Personalize | Find | 20| B 1120112
Description Scr|'|_|erg Comments
001-Regular Time 8.00
Sick Leave 8.00
001-Regular Time 8.00
Sick Leave 8.00
001-Regular Time 2.00
001-Regular Time 2.00
001-Regular Time 8.00
001-Regular Time 8.00
001-Regular Time 3.00
001-Regular Time 2.00
001-Regular Time 2.00
001-Regular Time 8.00
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