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Absence Request

To request an absence using Absence Management, go to “My Page” on the PeopleSoft Portal
and click on the hyperlink for Absence Request.
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The following page will be displayed:

Request Absence

Tina Bauer

Enter Start Date and Absence Name. Then complete the rest of the required fields
befare submitting or save for later your request

Absence Detail

*Start Date: foro/2008 |[5)-—— view WMonthly Schedule
Filter by Type: All w
*Absence Name: Select Absence Mame A -

Start Time

End Time

Requestor Comments: %
* Required Field

Go To: View Asbsence Reguest History

View Absence Balances

» Enter the Start Date of the absence. Either type in the date or click on the calendar icon.

When you click on the calendar icon, a calendar will open up. Click on the date and it will
then populate the Start Date.

» All absences are linked to a “Type” of absence. To filter the Absence Name by absence
type, click on the Filter by Type pull down bar (this field is NOT mandatory). The types
may vary according to your eligibility.

» Click on the Absence Name pull down menu. Note: This will ONLY display absence
types that are associated with your filter and/or absences that you are entitled to take.

(Example: If you select Annual Leave, you will ONLY be able to see leave types related
to Annual Leave.)
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» Select your Absence Name. Once you select the Absence Name, the End Date will
display below the Start Date.

» The Current Balance will also display. This is your current balance for the leave type you
are requesting.

Request Absence

Tina Bauer
Enter Start Date and Absence Name. Then complete the rest of the required fields
before submitting or save for later your request.

Absence Detail

~Start Date: 08/04/2008 |51 View Monthly Schedule
End Date: 08/04/2008 |Sil-et—
Filter by Type: All -
*Absence Name: Annual Leave Standard  » Current Balance: 286.99 Hours™>
Partial Days: MNone | [ E—

Start Time

End Time

Duration: Hours

Calculate Duration | Forecast Balance |

Requestor Comments: W
* Required Field
=Disclaimer: The current balance does not reflect absence requests that have not been processed
Save for Later Submit
Go To: View Absence Request History

View Absence Balances

Partial Days

For absences of less than a full day, use this field to enter the number of hours that you were
absent. The available values in the Partial Days field when the absence is calculated in days
include:

Partial Days: Mone h
All Days
End Day Only
MNone
Start Day Only

Duration: Start and End Days

All Days — Indicates that every day of absence is a partial day.

End Day Only — Indicates that every day of the absence with the exception of the last day was a
full day off.

None — Indicates that all days are full days at your regularly scheduled hours.

Start Day Only — Indicates that every day of the absence with the exception of the first day was a
full day off.

Start and End Days — Indicates that on a leave 3-days or more, the first day of the absence is a
partial day, and the last day of the absence is a partial day — the days in between the Start and
End Date will be recorded as full days off.
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Start Time and End Time

The Start Time and End Time are optional fields. Your agency may require this information for
scheduling and reporting purposes. When entering into these fields you will need to enter AM or
PM.

Start Time T.00AM

End Time 3:20FPM

Reason Field

The Reason Field will appear when requesting Funeral Leave or Family Sick Leave. Click on the
pull down menu and pick the appropriate family member that the leave applies to. This field will
need to be completed before submitting the leave request.

*Absence Name: Funeral leave R

*Reason: Select Absence Reason »
i Brother
Partial Days: Brother-in-law
Daughter
Daughter-in-law
Father

Father-in-law 1

Calculate Duration (Optional)

Once you have entered in the details for your absence, click the “Calculate Duration”. Duration
will then calculate the number of hours as per your schedule, the Start and End Dates, and any
Partial Days that you have completed. This is optional since forecasting will also calculate
duration.

Forecast Balance

Before you are able to submit your request, you must click the “Forecast Balance” button. The
Forecast Balance feature will verify if you have enough leave for the requested absence. All
leave types must be forecasted before being submitted except Jury Duty.

Once forecasted, the system will return “Eligible” or “Ineligible” based on your available balance,
and what you “will” have available if your absence is in the future.
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Request Absence

Tina Bauer
Enter Start Date and Absence Mame. Then complete the rest of the required fields
before submitting or save for later your request.

Absence Detail

*Start Date: 08/04/2008 Yiew Monthly Schedule
End Date: 08/04/2008
Filter by Type: All g
*Absence Name: Annual Leave Standard s Current Balance: 286.99 Hours™®
Partial Days: Mone R

Start Time

End Time
Duration: Hours

Forecast: Returned Val
Completed SuccessTully!

Date Time: October 10,2008 at 13:37:26

Calculate Duration | Forecast Balance | View Forecast Details
Requestor Comments: @

= Required Field

**Disclaimer. The current balance does not reflect absence requests that have not been processed.

Sawve for Later Submit ——

Go To: View Absence Request History

View sbsence Balances

» Once your forecasted value has returned ELIGIBLE, you can then click the “Submit”
button. Please note — you can also indicate comments to your Manager in
‘Requestor Comments” to give your Manager more details of your absence.

» You can choose to either “Submit” the absence or “Save for Later”. If you click
“Save for Later”, the system will prompt you to confirm that you’d like to save for
later, and remind you that the request does require approval.

» Once saved or submitted, the system will provide you the details of your absence.

Request Details
Tina Bauer
View Request Status and Approval Details

Start Date: 08/04/2008
End Date: 08/04/2008
Absence Name: Annual Leave Standard Current Balance: 286.99 Hours™™
Partial Days: MNone
Start Time 12:00AM
End Time 12:004M
Duration 8.00 Hours

Status: Submitted
Status: Name Date Comments

1 Saved Tina Bauer 10/10/2008

2 Submitted Tina Bauer 10/10/2008 ~4-——

“*Dis claim

er: The current balance does not reflect absence requests that have not been processed
Go To: Request Absence

flew Absence R st His

B

> After the request is submitted, it will be sent to your supervisor. At this time your
supervisor can approve, deny, or send back for rework. You will receive an email
back from your supervisor noting the option chosen. If the leave is approved, you will
also receive another email giving you an attachment, which you can open, and add
the leave dates to your outlook calendar.
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Viewing Absence Request History

To view your Absence Request History, go to “My Page” on the PeopleSoft Portal and click on
Absence Request and then click on the hyperlink View Absence Request History.

Absence Request History

Tina Bauer

Specify the date range of interest. To refrieve a complete history, leave From and
Through dates blank and click Refresh. Selectthe absence name link to view request

details. Select edit button to modify or delete Tg request

from | 07012008 |5 nrougn: |[070sz00e [f [ Reesn_]|
Absence Request History Find | View All | il First (4] 1.5 of 5 [* L ast
Absence Name Status Start Date End Date Duration Reguested By Edit
Annual Leave
SIMSLS2E  approved 070032008 070032008  4Hours  Employee
Sick Leave
o Approved  O7/03/2008  O7/03/2008  2Hours  Employee
-
—*—Ezgﬂj Stk saveq 07/03/2003 070032008 2Howrs  Emplojee I Egit
Sick Leave
Standard Approved  O7/01/2008  O7/02/2008  SHours  Employee
Annual Leave
SIMUSLLENE  approved 071012008 07/01/2008  2Hours  Employee

GoTo Reguest Absence

View Absence Balances

» Select the From and Through dates, you can populate the period in which you wish
to view your absence request history. To view the Absence Request History of your
selected dates, you must click the “Refresh” button as outlined above.

Note: If the absence was “Submitted”, you will NOT be able to edit the absence (for example,
the Status column says “Approved” or “Needs Approval”).

» To edit a “SAVED” Absence Request, click on the “EDIT” button. Complete the
details of the Absence Request per previous instructions.
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Viewing Your Schedule

To view your schedule, go to “My Page” on the PeopleSoft Portal and click on Absence Request

and then click on the hyperlink View Monthly Schedule.

Request Absence

Tina Bauer

before submitting or save for later your request.

*Start Date:

homroizoos |[=]

[ an

Filter by Type: ~

*Absence Name: |Se|e|::1 Absence Mame v|

Enter Start Date and Absence Mame. Then complete the rest of the required fields

Absence Detail

Comments

Wiew Monthly Schedule

Start Time

L]
L]

End Time

Requestor Comments: |

[+

* Required Field

Go To: Wiew Absence Reqguest History

View Absence Balances

Your schedule is a monthly schedule, you can view the previous month or the next month.

Absence Management will default you to the current date.

If you have any absence requests submitted and approved, you will see the absence on the

Monthily Schedule
TOIS018
| == Pravious Monm | [ {08 - Auauat =] [z008 = MestMonm == |
Sumday nonaay Tuesday Wednesday Thuraday Firictay Sanurday
(.7 1 ore 2
B-OOAM. 50PN
arFF 3 | noes 4 | uns-s B | woss 5 | upe-s 7 | uoas B | ore 8
S:00AL- S.00PM | S-00AI- 5000 | BO0ANM- 5000 | SO0AM- 5000 | B-00AM- S.O0P
C B e e i
orr 10| repas 11} woe-s 12 upas 13! npa-s 14 yops 15! crr 16
BODALL S.00PW | DODAM. S00PM || BO0AM. S:00PW | BOCAM. $:00PM | B00AM. S:00PU
aFF A7 wpes A8 yos = 18] wps s 20| ypa = 21| npa s 22| orF 23
S:00AL- S.00PM | S-00AI- S:00PM | BORAN- S:O0PM | BOGAM- S:00PM | BOO0AM- SO0PM
S
arr 24 wpos 25 wpe-= 26| uoaz 27| wpa-s 28| noa= 29| orr 30
BODALL 2.00PW || BOCAM. 5000 || BOCAM. $:000W | B00AM. $.00°M | BO0AM. S00PM
oFF 31
Fo Approved Training e Planned Absence @@ Holiday OFF Scheduled OFF Day
Canecat
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Viewing Your Balances and Forecasted Balance

To view your Balances, go to “My Page” on the PeopleSoft Portal and click on Absence Request
and then click on the hyperlink View Absence Balances.

The following page will be displayed:

View Absence Balances

View current absence entittement balances. Current balances do not reflect absence
requests that have not been processed by payroll. For more details please contact
your absence administrator.

Absence Entitltement Balances

(" Current Balances

N Balance as of "
Description 07/31/2008 From To Accrual Period
Sick Leave - Standard 54815 Hours 05/01/2008 04/30/2009 Year to Date
Annual Leave - Standard 286.99 Hours 05/01/2008 04/20/2009 Yearto Date
Comp Time Balance 0.00 Hours 01/01/2008 12/31/2008 Year to Date
Go To: Request Absence

View Absence Request History
View Monthly Schedule

Forecast Balance [ I

To view what your balance will be in the future, click on the hyperlink Forecast Balance.
Enter in the date you want to forecast for, and Absence Name; once this is entered the “Forecast
Balance” button will appear. Click the “Forecast Balance” button.

Forecast Balance

Enter As of Date and Absence Mame. Then click Forecast Balance.

As of Date: 12282008 |5
Filter by Type: All -
*Absence Hame: Annual Leave Standard et Current Balance: 286.99 Hours™*
Forecast: Completed Successfully!
Forecast Balance

Forecast Results Accumulator Results

Absence Name Forecast Element Value
CIIE. LA Annual Leave - Standard 24599
Standard

* Required Field

**Dizclaimer: The current balance does not reflect absence reguests that have not been processed.

Eeturn to Absence Balances

Once the forecasting button has been clicked, the system should advise you that it has been
successful in calculating the forecasted balance and shows you the results of its calculation. This

will include all Leave Types that have been approved for usage and all Leave Types that will have
been accrued.



