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MANAGER SELF SERVICE — ABSENCE
MANAGEMENT

OVERVIEW

All employees who earn leave will request time off through the Absence Management module in
PeopleSoft. This applies to all types of leave: sick (with the subset of dependent sick), annual,
jury, military and funeral.

An absence can be requested for an event that occurred in the past (e.g. a sick day) or for an
event to occur in the future, such as annual leave. All absences should be entered by the
employee, and approved by the supervisor, no later than the end of the pay period in which the
absence occurs.

An absence cannot be requested for a date an employee is not scheduled to work. Basic
employee schedules have been populated into the module.

Employee balances reflect the pay period of the most recent check. For example, if today is
April 23; the last paycheck was April 15th, the pay period for April 15th paycheck is March 16th-
31st. The leave balances would be current as of March 31st. Please contact your Human
Resources/Payroll Office if you feel your balances are incorrect.

NOTE: During the initial rollout, leave balances from the old method of taking leave will
not display in Absence Management until after the first payroll runs under the new
method. This is a planned part of the conversion process.

The business process under the new process is as follows:
1. An employee signs into PeopleSoft and enters a leave request before (for planned
absences) or after (for unplanned absences) an event.
2. The supervisor signs into HRMS
3. The supervisor has three choices for taking action on the request:
a. Approve —the employee receives an approval email
b. Deny - the employee receives a denial email
c. Push back —the employee receives an email requesting modification of the
request.
4. If the request is approved, it is processed in the next pay cycle.

NOTE: Once an absence request has been approve, it cannot be canceled by the
employee or the supervisor




APPROVING, DENYING AND PUSHING BACK

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

This will bring up a list of all absence requests pending your approval for the employees that report to
you. It will show the following absences

e Approved
e Denied
e Pending

If there are no Absence Requests pending, the system will display a message indicating there are no
results to display.

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 Push Back 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.



APPROVE ABSENCE REQUESTS

MANAGER SELF SERVICE > TIME MANAGEMENT > APPROVE TIME AND EXCEPTIONS > ABSENCE REQUESTS

Sign into PeopleSoft directly. A list of all pending approvals will display. Choose one employee’s request
by clicking on the hyperlinked name

Favorites : Main Menu > Manager Self Service » Time Management > Approve Time and Exceptions > Absence Requests

Absence Requests

MNetwork Services Mgr

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

*Show Requests by Status : | Refresh

Absence Reguests

Name Employee ID  Job Title Absence Name Start Date End Date Status Submitted

Shelby Smith Network Engineer Annual Leave 08/29/2016 08/29/2016 Submitted 08/29/2016
Senior Network Analyst Annual Leave 11/09/2016 | 11/10/2016 | Submitted 07/27/2016
Network Architect Annual Leave 081172016 08152016 Submitted 05/06/2016
MNetwork Architect Annual Leave 07/28/2016 07/29/2016 |Submitted 05/06/2016

GoTo View Monthly Calendar




Favorites | Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Absence Requests

Approve Absence Request

Request Details

Shelby Smith

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

Absence Detail £

Start Date : 08/29/2016

End Date : 08/29/2016

Absence Name : Annual Leave Current Balance : 285.97 Hours™

Partial Days : Mone

Duration : .00 Hours

Additional Information

Start Time: End Time:

Status : Submitted

Requestor Comments :

Approver Comments : Have Fun! F

E

GoTo View Absence RequestHistory  View Absence Balances View Monthly Calendar
[ Deny . Approve  PushBack

Return to Absence Requests

**Disclaimer The current balance dees not reflect absences that have net been processed.

Add any (optional) comments.

Choose the “Approve” button.



DENY ABSENCE REQUESTS

MANAGER SELF SERVICE > TIME MANAGEMENT > APPROVE TIME AND EXCEPTIONS > ABSENCE REQUESTS

Favorites = Main Menu > Manager Self Service » Time Management » Approve Time and Exceptions » Absence Requests

Approve Absence Request

Request Details

Shelby Smith

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

Absence Detail

Start Date : 08/29/2016

End Date : 08/29/2016

Absence Name * Annual Leave Current Balance : 285.97 Hours**
Partial Days : Mone

Duration : 8.00 Hours

Additional Information

Start Time: End Time:

Status : Submitted

Requestor Comments :

Approver Comments : This request is not approved F
)

GoTo View Absence Request History  View Absence Balances View Monthly Calendar

Deny | [ Approve | [ PushBack Return to Absence Reguests

**Disclaimer The current&: does not reflect absences that have not been processed.




PUSH BACK ABSENCE REQUESTS

MANAGER SELF SERVICE > TIME MANAGEMENT > APPROVE TIME AND EXCEPTIONS > ABSENCE REQUESTS

TYERSITY o

Favorites | Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Absence Requests

Approve Absence Request

Request Details

Shelby Smith

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

Absence Detail i}

Start Date : 08/29/2016

End Date : 08/29/2016

Absence Name * Annual Leave Current Balance : 285.97 Hours**
Partial Days : Mone

Duration : 8.00 Hours

Additional Information

Start Time: End Time:

Status : Submitted
Requestor Comments :
Approver Comments : Flease correctthe leave request @
P
GoTo View Absence Request History  View Absence Balances View Monthly Calendar
Deny J [ Approve J [ Push Back Return to Absence Reguests

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




VIEWING ABSENCE REQUEST HISTORY

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 Job Data “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.

Favorites Main Menu > Manager Self Service > Time Manazgement > View Time > Absence Request History
Absence Request History

Shelby Smith

Specify the date range of interest. To retrieve a complete history, leave From and
Through dates blank and selectthe Refresh button. Selectthe absence name link to
view request details. Select edit button to modify or delete the request.

From:  [05312016 |E  Through: [11272016 &  Refresh

First £l 110 of 12 I

Absence Name Status Start Date End Date Edit
Annual Leave Approved 10/03/2016 10/03/2016 CEdit
Sick Leave Approved 00/26/2016 09/26/2016 CEdit
Annual Leave Approved 00/20/2016 09/20/2016 CEdit
Annual Leave Saved 00/08/2016 09/08/2016 CEdit
Annual Leave Approved 00/02/2016 09/02/2016 CEdit
Annual Leave Push Back 09/01/2016 09/01/2016 E-dit:
Annual Leave Saved 08/30/2016 08/30/2016 CEdit
Annual Leave Submitted 08/29/2016 08/29/2016 :Edit
Annual Leave Approved 08/26/2016 08/26/2016 CEdit
Annual Leave Approved 08/25/2016 08/25/2016 CEdit

Return to Direct Reparts




VIEWING AN EMPLOYEE’S ABSENCE BALANCES

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

A page will display listing all of the employees that report to you, and is populated automatically by the
system via job data Reports To field.

svortes  Man Menu » Manager Seff Service > Tme Management * View Tme > Absence Balances
View Absence Balances
Employee Selection Criteria

Select the employee you'll be working with. You can intiate transactions only for employees who reported 1o you as of the date you entered on this page

As Of Date D4142016 [y Refresh Empioyees.

Hame Empl ID Job Empl Status. HR Stanus Position

Select

Select Diiane Palmer KOMTXDO0S 0 Actve Actve
Select % Jil Chancelor KUL702 0 Active Actve
Select # Netty Owyang KUDOS5 o Active Active
Select + Rosanna Channing KUD045 0 Active Acte
Select Susan Hoinck Kuo11e o Active Actve
Seiect. # Tina Palisco KUDOT1 0 Active Actve

Once you have selected the employee the following page will display the employee’s balances.

Favorites = Main Menu > Manager Self Service » Time Management : View Time : Absence Balances
View Absence Balances

Shelby Smith

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 Entitiement Balances
o1 PR Entitlement Keys 1 ) [FEEM
. Balance as of 5
Entitlement Name 071M5/2016 From Ta Accrual Period
Sick Entitlement 132386 Hours 01/01/2016 12/31/2016 Year to Date
Annual Entitlement 28597 Hours 01/01/2016 12/31/2016 Year to Date

GoTo ForecastBalance
Return to Direct Reports




VIEW MONTHLY TIME CALENDAR

Manager Self Service>Time Management>View Time>Monthly Time Calendar

‘avorites  Main Menu > Manager Seff Service > Time Management > View Time > Monthly Time Calendar
Description Value
Time Reporter Group [ &
Empl ID | Q
Empl Record Q
Last Name Q
First Name _ Q
Business Unit : Q
Job Code _ Q
Job Description | s §
Department [ a
Reports To Position Number §0100358 (e}
Company | Q
Position Number | Q
© Clear Selection Criteria ~ Save Selection Criteria  GetEmployees
Expand to view Instructions
Daily Calendar Weekly Calendar Monthly Calendar
Month: '__?_.3_:__'&“9"5‘ - ':| Previ n Next Month
Year: 12016 v | Reported or Payable Hours
Start Time: | v '® Reported Hours
End Time: | v ) payable Hours
Display Options
¥ show Schedule L) show Holidays [ Show Symbols
Show Training Hours Show Planned Overtime
¥ Show Absences Show Exceptions
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VIEW MONTHLY TIME CALENDAR — USE THIS NAVIGATION

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

Select an employee

- - iy, D

IORTH DAKOTA

INIVERSITY SYSTEM

avorites | Main Menu > hhnagersvelsz\rke > Time Management > Report Time > Absence Reguest
Request Absence

Oliva Johnson

|

nter Start Date and Absence Name. Then compiete the rest of the required fields
sefore submitting or save for later your request

|

*Start Date : 041142016 iy View Monthly Calendar
*Absence Name : Select Absence Name v
Comments

Requestor Comments : ﬁ

GoTo View Absence RequestHistory View Absence Balances

Required Field

— o —
[ e T [ =

Eﬂﬁ
"
¥

The Monthly Time Calendar will list all employees that report to you.

You can change the month by clicking on previous month, next month or click on the drop down for month

and year.

The calendar will show

e Approved absences — AAB
e Requested Absences - RAB Holidays - HOL
e Workday — WRK
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REQUEST ABSENCE ON BEHALF OF EMPLOYEE
Manager Self Service>Time Management>Report Time>Absence Request

Select the employee to request an absence for

Favorites Mzin Menu > Manager Self Service > Time Management > Report Time > Absence Reguest

Request Absence
Shelby Smith

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

Absence Detail iy

*Start Date : P&r12016 [ View Monthly Calendar
End Date : IME{J

*Absence Name : | Funeral Leave v

Partial Days : [ Mone v

Duration : 5.00 Hours

| Calculate Duration |

Additional Information

Start Time: End Time:

Allow Request By : Employee and Manager

Request As : |Employee V| ——

Requestor Comments : K
y

GoTo View Absence Reguest History  View Absence Balances
Submit J | Saveforlater Return to Direct Reports

* Required Field ‘\

Request as: Employee (this is recommended) - it will automatically be approved by the supervisor

Request as: Manager — it will need to approved by the managers manager who entered the request
because as a manager requesting it they also cannot approve it



If you choose Request As: Employee the request will be submitted and approved. See below it shows
the request submitted by Employee and approved by the Supervisor
Status: Approved

Employee will receive an email notifying them this absence is submitted and approved on their behalf

Approved

Allow Request By :

Employee and Manager

Request As : Employee

Request History Personalize | Bl First
Status Name Date Comments
Submitted Kelli Heiser 08/31/2016 Submitted as Request As: Employee

Approved Catherine Greicar 08/31/2016

If you choose Request As: Manager the request will be submitted and approved. See below it shows
the request submitted by Employee and approved by the Supervisor

Status: Submitted
This request must be approved by the Managers Manager. Since the absence was requested as the
manager the manager can’t approve it and it must move to the next manager.

Employee will NOT receive an email notifying them this absence is submitted and approved on their
behalf. The employees Manager will receive an email after the manager has approved this request.

Workflow

Status : @

Allow Request By : Employee and Manager
Request As : Manager

Request History Personalize | Bl First

Status Name Date Comments

Catherine Greicar 08/31/2016
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EDIT PAGELETS ON HR HOME PAGE

You can redesign your pagelet if you want a different layout of want to move stuff up or down on the
home page.
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User arrows on left to move the different pagelets to differ areas of the home screen

@1 New Window 9 Help

Personalize Layout: My Page

Tab Name My Page

Basic Layout: ' 2 col * 3 columns

Click ammows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”
to remaove the selected pagelet from your portal home page. Remember to click “Save” when done

Add Pagelets: Goto Personali ten

# = Required - fixed position pagelet
* = Requred - moveable pagelet

|#Employee Self Service *Time Managamenmlerts - -~No Pagelets Salecied- -
|*MSS Approval/Review Summary & (
|*Manager Self-Service @ D)
|*Employee Leave Summary -
| v
Delete Pagelet
Save Cancel
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