State of North Dakota

PeopleSoft HCM 8.9
Absence Management

Manager Self Service Guide



PeopleSoft HCM Absence Management

Table of Contents Manager Self Service Guide
REQUEST AN ABSENCE ON BEHALF OF AN EMPLOYEE ....ccciiitiiiiiiiiei et stre e stree s ettee s s satae s s sbree s s snbeeeenns 3
MODIFYING A SAVED ABSENCE REQUEST AND VIEWING ABSENCE REQUEST HISTORY ....ccovvvvvveeiieeevee e 6
APPROVING, DENYING, REQUEST RE-WORK .....cvvtiiiiitiieiiiittie ettt e e eitrtee s stbeesesabreesseabaesessataeessnbraeessnnressssnsnnes 8
CHANGING AN EMPLOYEE’S SCHEDULE ...vviiiiitiiiii ittt ettt e sttt s sibb e e s sebb e s s s bt it e s s sabbae s s sabb e e s sabbaassssbbaneas 10
VIEWING AN EMPLOYEE’S ABSENCE BALANGCES.......c.vtiiiiiiiii ittt sttt sttt sabas s s sbbae e s sabbaa s s saves 12
VIEW MONTHLY TIME CALENDAR ....uttiiiiitiiie i itiee s sittie e s stbeessssbae s s s sbbaesssbbaesssabbesssssbasessaabasssssbbaeessbbesssasnens 13



—»|| : Feoplesott

——p| - HumanResources =

PeopleSoft HCM Absence Management
Request an Absence on Behalf of an Employee Manager Self Service Guide

Request an Absence on Behalf of an Employee

To request an absence using Absence Management, go to the Portal Page and click on the
hyperlink for PeopleSoft.

North Dakota N80V Qe ertal e e covernment AT

LisTasant
2008.10.08 NDRT

Home Addto MyLinks Help Signout

PeopleSoft User Page My Page MyLinks | Select One: -

Personalize Homepaoge

Homepage Help

Enterprise Menu Welcome to the PS Portal E | Other News

THE PEOPLESOFT PORTAL WILL BE Articles

— My Benefits UHAVAILABLE SATURDAY MORNING Y
L NivPavcheck N n N = Belf-Sernvice Applications on Portal o

My Pavcheck The Portal will be unavailable this . L -a
[ t:}( Iégéllxl\‘:dilﬂa:(a\n?e Saturday from B am to noon for an = MNew Self-Service Applications Added 17
— drsolibank nfo upgrade. This will affect self-service users More...
— Email Addresses as well as Finance and HR/Fayroll
— Modify Personal Info Vigw Al Articles and Sections
— Llv Personalizations Maintaining Email Addresses

An important new feature has been added for ALL
portal users. Please read article for more details.

CONK}Eg- News Flash Financial News =

IMPORTANT INFORMATION FOR ALL USERS Migwer ) srticles and Secfions

by

= Maintaining Email Addresses T
THE PEOPLESOFT PORTAL WILL BE e =
- L | Ed
ConnectND Program Mgmt Info BEE UNAVAILABLE SATURDAY MORMING Rl HR/Payroll News 1 =) B
. . More. The HR/Payroll system is locked for
View All Adicles and Sections e inquiry only.
il ?
Have Gu 55 The HR/Payroll system is locked for
= Senice Desk 701-328-4470 or 877-328-4470 inquiry only.
More. Employee Birthday Report - New Location
wiew All Articles and Sections See article for the new breadcrumbs to run the
Employee Birthday Report.
HR/Payroll
. The HR/Payroll system is lacked for inquiry o
only o
Emplovee Birthday Report - New Location & ||
More...
View All Articles and Sections

<

Then, click on the hyperlink for Human Resources.

N Orth DakOta nd.gov agﬁhmor;igﬂfso{me Govermnment W

2008.10.08 NORT

Home Add to My Links Help Sign ou

PeopleSoft User Page My Page l Ly Links | Select One: b

e

= My Benefts PeopleSoft

- My Paycheck Access the PeopleSoft content providers

- My Leave Balance

~ My S3N/Bank|nfo j=) Human Resources

— Email Addresses Access Human Resources Management System
— Modify Personal Infa

— My Personalizations




PeopleSoft HCM Absence Management
Request an Absence on Behalf of an Employee Manager Self Service Guide

Navigate: Manager Self Service > Time Management > Report Time > Absence Request

This will display a list of employee’s reporting to you. Employee’s reporting to you is populated
automatically by the system via Position Managements “Reports To” field.

View Employee Absence Requests

Select Employee

Tina Bauer
Select an employee to view absence request history by clicking on the employee name, clicking on
Search for an employee, or clicking on the charticon te find an indirect report.

Transaction Effective Dately, |04/01/2008 |

Direct Reports For Tina Bauer Find First E' 1-2 of 2 E' Last
Hame Job Title Department
L Sheryl Haldorson 0189164 STATE PAYR omMB

Vonnie Grinsteiner 0207107 STATE PAYR aMe

Search for an employee

Return To Manager Self Senvice

» Enter the start date of the absence and then click “GO”, this will ensure the employee is
reporting to you on the date of the absence, before an absence is entered.

» Select the employee that an absence will be entered for by clicking their name. The
following page will appear:

Request Absence

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: hDH 312008 Eﬂ View Monthly Calendar
Filter by Type: All v
*Absence Name: Select Absence Mame  w
Start Time
End Time
Requestor Comments: &

* Required Field

Go To: View Absence Request History

View Absence Balances

Direct Reports

» Next, enter in the details of the absence. Please see the Employee Self Service Guide
for more details on how to complete this request.

» Enter the Start Date, End Date, Absence Name, Partial Days (if applicable) and the Start
Time and End Time (if applicable).
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Request Absence

Spencer Corkum
Enter Start Date and Absence Mame. Then complete the rest of the required fields
before submitting or sawve for later your request

Absence Detail

=Start Date: 10/0-1/2008 |[E] Wiew Monthly Calendar
End Date: 10/0-1/2008 |[E]
Filter by Type: All -
“Absence Hame: Sick Leave Standard ~ Current Balance: 15.00 Hours®"
Partial Days: MNone -
Start Time B8:30AM
End Time S5:00F M

Duration: Hours

Returned Value: ELIGIBLE
Completed SuccessTully!
Date Time: October 08,2008 at 09:54:41

Calculate Duration | ForecastElaIanceI View Forecast Details

Forecast:

Allow Request By: Employee and Manager
Reqguest As: Employee -

&

Requestor Comments:

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

Sawe for Later Submit

Go To: View Absence Reqguest History

View Absence Balances

Direct Reports

» Once the details of the absence have been entered, click the “Forecast Balance”
button. If the “Forecast Balance” button is not available, this is due to the absence type.
Absences such as Jury Duty do not have the Forecast feature.

» If applicable, once forecasted, a Returned Value of either “Eligible”, or “Ineligible” will
show in the Forecast message above the Forecast Balance button.

NOTE: This message will only appear after the Forecast Balance button has been
clicked. If the value of “Ineligible” is returned by the system, the “Submit” button will be
grayed-out indicating that the employee does NOT have enough hours in their balance
for the absence hours they are requesting.

» If the value of “Eligible” is returned the request may be submitted for approval. Click the
“Submit” button, an “Approve Confirmation” message will appear stating the absence
request was successfully approved. Click OK to continue and save.

» This will trigger an email notification to the employee; however the supervisor will also
receive an email stating that there is an absence pending approval. The approval email
can be ignored as the absence request submitted by the manager is automatically
approved.

» If you choose not to submit the request at this time, you may “Save for Later.” If you
“Save for Later”, the absence will not be processed until “Submitted.”
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Modifying a Saved Absence Request and Viewing Absence
Request History

Navigate: Manager Self Service > Time Management > View Time > Absence Request History

This will display a list of employees reporting to you. (Employee’s reporting to you is populated
automatically by the system via Position Managements “Reports To” field.) The Transaction
Effective Date will default to today’s date. This date can be changed once you are in the
“Absence Request History Page” of the selected employee.

Select the employee for which you are looking to modify an absence or wish to view a previous
absence request.

View Employee Absence Requests
Select Employee
Tina Bauer

Select an employee to view absence request history by clicking on the employee name, clicking on
Search for an employee, or clicking on the charticon to find an indirect report.

Transaction Effective Date: 04/01/2008 |[5H]

Direct Reports For Tina Bauer Eind First £ 1-2 of 2 [ Last
Name EmpliD Job Title Department

Sheryl Haldarson 0189164 STATE PAYR aomMB

Vonnie Grinsteiner 0207107 STATE PAYR omMB

Search for an emplayee

Return To Manager Self Service

Absence Request History

Sheryl Haldorson

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

details. Select edit button to modify or delete the request.

From: 0712312008 |[§ Through: | |10/21/2009 |3 Refresh

Absence Request History Find | view Al | 8  First (1] 1-10 of 19 I Last

Absence Name Status Start Date End Date Duration Requested By  Edit
Comp Time
Taken Approved 07/3002008 08/01/2008 Z4 Hours Manager \

Annual Leave .
Standard Saved 08/07/2008 08/07/2008 8 Hours Manager Edit
Sick Leave )

Standard Submitted 08M1/2008 08M1/2008 8 Hours Employee

L

» Once the employee has been selected, a list of all absences requested for that employee will
appear. If you do not see the absence, please update the “From and Through” dates and
then click Refresh.

» If the absence event is listed, click “EDIT” to open the absence. NOTE: The “EDIT” buttons
that are grayed-out cannot be edited because they have been “Approved” or “Needs
Approval’.
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~StartDater 08/21/2008 |[=] View Monthly Calendar
End Date: og/21/2008 |5
Filter by Type: All v
*Absence Hame: Annual Leave Standard v Current Balance: 8.00 Hours**
Reason: Select Absence Reason v
Partial Days: Mone v
Start Time 08.30.00
End Time 17.00.00
Duration: Hours
Forecast: ReTurned Value: ELIGIBLE
Completed Successfully!
DateTime: August 21,2008 a D811
Calculate Duration 1 Forecast Balance ] view Forecast Details

Status: Data Saved
Allow Request By: Emplayes and Manager
Request As: Employee v

Requestor Comments: @

* Required Field

*Di=zclaimer: The current balance does not reflect absence requests that have not been processed

Save for Later | Submit | Cancel |

» You must forecast the absence again before you are able to submit for Leave Types
requiring forecasting such as Annual Leave and Sick Leave. Click the “Forecast

Balance” button and the “Submit” button will become available (assuming they are
“Eligible”).

Once you click the “SUBMIT” button you will receive confirmation that the absence
request was successfully approved. Click OK to continue and save.
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Approving, Denying, Request Re-work

Navigate: Manager Self Service > Time Management > Approve Time and Exceptions >
Absence Requests

Absence Requests

Tina Bauer
STATE PAYROLL ADMIN OFF

Click on the requestors name link to approve or deny the request. You can view the
manthly calendar for your direct reports by clicking on the View Monthly Calendar link:
Tao view all requests or previously approvedidenied requests, use the Show Requests
by Status and select the Refresh button.

*Show Requests by Status: [Pending |52 Refresh

Absence Requests

Hame Employee ID Job Title Absence Name Start Date End Date

Status Submitted

R STATE PAYROLL Sick Leave .
Tonva Bauer 7015021 SPECIALIST Standard 09/08/2008 09/08/2008 Submitted 10/08/2008
Spencer Corkum 7015016 STATE PAYROLL ADMIN OFF gig‘;lﬂ‘:a\"e 08/15/2008 08/15/2008 Submitted 10/08/2008

» This will bring up a list of all absence requests pending your approval for the employees that
report to you. If there are no Absence Requests pending, the system will display a message

indicating there are no results to display. The valid values are as follows: Approved, Denied
and Pending.

Absence Requests

Tina Bauer
STATE PAYROLL ADMIN OFF

Click on the requestors name link to approve or deny the request. You can view the
monthly calendar for your direct reports by clicking on the View Monthly Calendar link.
Toview all requests or previously approved/denied requests, use the Show Requests
by Status and select the Refresh button.

*Show Requests by Status:  Pending v Refresh

[Absence Requests

Name Employee D  Job Title Absence Name  Start Date End Date Status Submitted
) STATE PAYROLL Sick Leave :

Tonya Bauer 7015021 SPECIALIST Standard 09/08/2008 09/08/2008 Submitted 10/08/2008

Spencer Corkum 7015016 STATE PAYROLL ADMIN OFF gg:;:?;e 08/15/2008 08/15/2008 Submitted 10/08/2008

» Click on the name of the employee to obtain the absence details, review, and either
Deny, Request Re-work, or Approve.
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Request Details

Tonya Bauer
Review the details for this request and either approve, deny or submit for rework. You
may also enter optional comments about each approval choice.

Start Date: 09/08/2008
End Date: 09/08/2008
Absence Name: Sick Leave Standard Current Balance: 2.00 Hours**
Partial Days: Mone
Start Time
End Time
Duration: 2.00 Hours
Status: Submitted
Requestor Comments:
Approver Comments: &

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

Approve | Deny | MNeeds Rework |

» If you click the “Deny” button, the employee will be notified by email, and the absence
request will now appear in your denied status.

» If you click the “Needs Rework” button, the employee will be notified via email and it will
be removed from your list of pending approvals.

» If you click the “Approve” button, the employee will be notified by email, and the absence
will now be ready for processing.
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Changing an Employee’s Schedule

Navigate: Manager Self Service > Time Management > Manage Schedules > Assign Work
Schedule

Assign Work Schedule
Enter any information you have and click Search. Leave figlds blank for a list of all values.

/ Find an Existing Value |

EmplID: begins with |+ |||

Empl Rcd Nbr; = A

Hame: begins with |+

Last Hame: hegins with

Business Unit: begins with |+

Department: hegins with

Organizational Relationship:| = v “

Include History [ | CorrectHistory [ ] Case Sensitive

Search | Clear |ElasicSearch Save Search Criteria

» Enter the employee’s EMPLID you want to change the schedule for.

Assign Work Schedule

Spencer Corkum EmpliD: 7015016

Job Title:  STATE PAYROLL ADMIN OFF Empl Rcd Nbr: 0

€ Click for Instructions

mize | Find | View All | B First 4 4 or1 [ Last
Primary Details ' Alternate Details

*Effective Date *Assignment Method Schedule Group Schedule ID Description

06/01/2008 |51 | Select Predefined Schedule || STATE €, NDO03 L, 8:00-5:00 (8 hours/day) Show Schedule R
I» View history of Schedule Assignments, including default changes N
&) save | S\ Returnto Search | % Refresh Update/Display & Correct History |

» This will show you the employee’s current schedule, and your options of changing the
employee’s schedule.

» To change the employee’s schedule, click the “+” button on the right hand side, which |
will add a new row.

-10 -
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Assign Work Schedule

Spencer Corkum EmpliD: 7015016

Job Title:  STATE PAYROLL ADMIN OFF Empl Red Nbr: - 0

€ Click for Instructions

Customize | Find | View Al FirE:tEl1-Zof2E| Last
Primary Details ' Alternate Details

*Effective Date *Assignment Method Schedule Group Schedule ID Description
10/01/2008 | Select Predefined Schedule ‘¢ |[NDO0B Q. 7:30-4:30 (8 hours/day) Show Schedule [=]
0670772008 |[#] | Select Predefined Schedule (s ||STATE Q) |NDOD3 Q) 8:00-5:00 (8 hours/day) Show Schedule [=]

[ View history of Schedule Assignments, including default changes

& save | &4 Return to Search | % Refresh | Update.-’DispIﬁy| | [ Correct History |

» Enter in the Effective Date, choose “Select Predefined Schedule” under Assignment
Method, enter in the Schedule Group and then the Schedule ID and then click the SAVE
button. If you don’t know the Schedule Group or Schedule ID you can click on the look
up button Q.

» To display a Schedule for a Schedule ID click the hyperlink “Show Schedule”.

The following page will be displayed once the “Show Schedule” hyperlink has been clicked:

Schedule Calendar

Schedule Group: |STATE Q State of ND Schedule Group
Schedule ID; NDO0G QU 7:30-4:30 (8 hoursiday)
From Date: 10/01/2008  |[H) Load Calendar Previous Feriod MNext Period

Schedule Calendar Customize |Find | 3 First ) 17067 [*] Last

shift Time Coenfigurable Totalz
Day Date Workday D Shift ID In Lunch In Out Time Zone SchedHrs |
Wednesday 10/01/2008 WORKDAY1-7 ND7:30-4:3 T:30:00AM  12:00:00FM 1:00:00PM 4:30:00FM C3T 8.00 1
Thursday  10/02/2008 WORKDAY1-7 NDT:30-4:3 7:30:00AM  12:00:00PM 1:00:00PM 4:30:00PM CST 8.001
Friday 10/03/2008 WORKDAY1-7 ND7:30-4:3 7:30:00AM  12:00:00PM 1:00:00PM 4:30:00FM CST 8.00 1
Saturday 10/04/2008 WORKDAYOFF MNDOFF P 12:00:004M 12:00:004M CST
Sunday 10/05/2008 WORKDAYOFF MNDOFF P 12:00:00AM 12:00:00AM CST
Monday 10/06/2008 WORKDAY1-7 ND7:30-4:3 T:30:00AM  12:00:00PM 1:00:00PM 4:30:00FM C3T 8.00})
Tuesday 1000712008 WORKDAY1-7 MNDT:30-4:3 7:30:00AM  12:00:00PM 1:00:00PM 4:30:00PM CST 8.00 1
oK | Cancel | Refresh |

» Click “CANCEL” or “OK” to return to the prior page.

-11 -
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Viewing an Employee’s Absence Balances

Navigate: Manager Self Service > Time Management > View Time > Absence Balances

The following page will be displayed, listing all of the employees that report to you, and is
populated automatically by the system via Position Managements “Reports To” field.

View Employee Absence Balances
Select Employee
Antonio Santos

Select an employee to view absence balances by clicking on the employee name, clicking on Search for
an employee, or clicking on the chart icon to find an indirect report.

Transaction Effective Date:: 10/01/2008 |[= Go |

Direct Reports For Antonio Santos Find  First 4] 150f5 [ st
EmpliD Job Title Department [
James Fung KLI0035 Sr Consult HR
———— | Jared Reddy KU0110 DE Clerk HR
Jorge Menendez KuDoo7 HRHD Mar HR 7]
Patricia Hunt KUDO24 Asstll HR
Eosa Benigo KU00G2 Jr Consult Cust Svc

— » Change the Effective Date you are inquiring about and select “Go”. Then, select the
employee’s name you are inquiring about.

Once you have selected the desired Employee, the next page will display the following
information:

View Absence Balances

Spencer Corkum

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 Entitlement Balances
{ Current Balances "

Balance as of

Description 07/31/2008 From To Accrual Period
Sick Leave - Standard 16.00 Hours 05/01/2008 04/30/2009 Year to Date
Annual Leave - Standard 16.00 Hours 05/01/2008 04/30/2009 Yearto Date
Comp Time Balance 0.00 Hours 01/01/2008 12/31/2008 Year to Date

Go Ta: Reguest Absence

View Absence Request History

View Maonthly Calendar

Forecast Balance

Direct Reports

-12 -
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View Monthly Time Calendar

Navigate: Manager Self Service > Time Management > Report Time > Absence Request

Request Employee Absence

Select Employee

Antonio Santos

Select an employee to initiate an absence request by clicking on the employee name, clicking on Search
for an employee, or clicking on the chart icon to find an indirect report.

Transaction Effective Date: 10/08/2008 ([ Go |

Direct Reports For Antonio Santos Find First 1| 1-50f 5 I Last
Hame Job Title Department

James Fung KUD035 Sr Consult HR

Jared Reddy KUD110 DE Clerk HR

Jorge Menendez KUDOO7? HRHD Mgr HR 171
Patricia Hunt KUDD24 Asstil HR

Eosa Benigo KUD0G2 Jr Cansult Cust Svc

» Select an Employee.

The following page will be displayed:

Request Absence

Jorge Menendez

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: 100082008 EJ View Maonthly Calendar <¢——t————
Filter by Type: [An ~|

*Absence Hame: | Select Absence Mame vl

Requestor Comments: | %

* Required Field

GO To: View Absence Request History

View Absence Balances

Direct Reports

» Select the hyperlink “View Monthly Calendar”.

-13-
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The following page will be displayed:

Monthly Time Calendar

Month: | 00-September | 2008 | Previous Month | Next Manth

| (© Reported Hours ) Payable Hours |

Show Schedule Show Holidays Show Planned Overtime|
Show Training Hours Show Symbols Show Exceptions
Show Absences

Monthly Time Calendar
Job Title Mon. Tue. Wed. Thu.
lilTl—
g;:if:amer ADMIN OFR I - - - - - - [ReB-oew0][RAD-1800] [RAB-0800] - - - | -
[WRK=02.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 02.00] [WRK - 02.00] [WRK= 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00]
Jefirey ACCOUNTING

P TEAEER [FOL=0800] [~2B - 08.00] [aaB - 08.00] [aaB-0800] [aaB-0800] - - - - - - - -

[wrK - u&.00] [wRK_08.00] [WRK - 08.00] [WRK _08.00] [WRK _08.00] [wrK - u8.00] [wRK_08.00] [WRK_ 08.00] [WRK _08.00] [WRK - 08.00]

Lynn
Shannon-  ADMIN OFR I - - - = - - - - - - _ .
Gall

[WRK - 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00] [WRK - 08.00]
Legend
[A2B ] Approved Absence Requested Absence Holidays [WRK] Workday
Off Day

» The Monthly Time Calendar will list all the employees that report to you. The
calendar will show Approved Absences — AAB; Requested Absences — RAB;
Holidays — HOL; and Workday — WRK, for each employee, for the entire month that
the view is set for. You may change the view of the month by clicking on Previous
Month, Next Month, or click on the pull down menu for the month and year, then click
on “View Month.”
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