O\

workday.

Managing Time Off
for Employees

Action: Manager
- Enter time of absence on behalf of employees
- Correcting time of absence on behalf of employees
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Enter time of absence on
behalf of employees




Type My Team Managementin search
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Welcome

Awaiting Your Action

&
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Benefit Event:

My Tasks - 3 day(s) ago

Benefit Event:

My Tasks - 3 day(s) ago

€

My Team Managemenl{

©)
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My Team Management

Report {h']
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My Team Management for My Team Management
Custem Dashboard

My Team Anniversaries
Report

My Team Birthdays
Report

My Management Chain
Report

My Team Anniversaries with Continuous Service Date
Report

My Team's Goals
Report

VIEW MORE

Benefit Change - Administrative Correction :

riday, March 22,

iportant Dates
You have no impol

o to Team Calendar

Your Top Apps




Select the team member

~

= MENU W (Q My Team Management]

My Team Management

hO
My Team Management

My Team & = View
Compare Team
Organization Directary
My Org Chart

More (3)

Document Control Specialist
RENAM_New Yo

View Mare
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Select Actions and Enter Absence

= MENU W Q My Team Management

@ Location Manager
Document Control Specialist
ﬁ Supervisory Organization | Employee ID
Actions
Worker

Frequently Used

: Contact
Enter Time MiEw Eeam
. Phone
View Worker History
View Leave Results Work Address
Schedule History for W... 9 |
®
Compensation >
Recruiting » ~ Job
Talent »
Organization
Time and Absence >
. Business Title
Worker History 3
Manager
Favorite >
Location
Security Profile 3 :

Time in Position
Worker Request



Select month and vear, click on day

Absence Calendar

Click and drag on the calendar or select date range.

Select Date Range

Balances < > March2024 +
: Sunday Monday 2024 ednesday Thursday Friday Sa
Balance asof | 03/22/2024 [ March
L 25 28 29 Mar 1
Per Plan
Floating Holiday May Jun Jul Aug
8 Hours
Sep Oct Mov Dec
= 6 7 B
PTO RLHICA
150 Hours
: 10 11 12 - - .-
RHLICA Sick Leave
56 Hours
Volunteer-RLHICA
8 Hours 17 18 19 21 E
Total
222 Hours
24 25 26

Today




Select add Request Absence

Volunteer-RLHICA
8 Hours

Total
222 Hours

4y



Select 7ype

(_) Bereavement
) Early Leave

™) Floating Holiday

() FMLAPTO

() FMLAPTO Unscheduled

Select Absence Type O FMLA Unpaid

() Intermittent FMLA (Non-Military)

) Jury Duty

When  Friday, March 22, 2024 _
() PTO

Type *||x Bereavement ; () PTO Unscheduled

) Sick Leave

() unpaid Time
() volunteer

Search

C Cancel
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Once selected, click Next

Select Absence Type

When  Friday, March 22, 2024

Type *| x Bereavement
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Edit quantity or date range

Enter Absence

Total 8 hours - Bereavement

! —
Request 1#em =
) *From Ed|t dates To “Type Quantity per Day Total Ed|t hour qua nt|ty

03/22/2024 03/22/2024 < Bereavement ] s s Ed‘fi”"‘"m’ pex:Dey

Edit Quantity per Day

8 hours - Bereavement

Total

Update All Quantities | 8 I
1 item

Date Quantity per Day Comments

Fri, Mar 22, 2024 -

8
g -
4 »

(vene N ( omea )
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Click Submit
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View you should see once submitted

5 6 8
3 14 5
18 19 20 21 22
|G) Bereavement I
v v v
25 26 27 28 @ 29
1 2 3 4 5
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Edit/correct days of
absence

You will be able to correct or delete time on behalf of your
employees.




Select the time you are looking to edit

¢ > March 2024

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 26 27 28 29 Mar 1
3 4 3 6 7 8
10 11 12 13 14 15

17 1 19 Approved | Bereavemnent | Wednesday, March 20, 2 o Friday, March 22, 2024 22

| © Bereavement .

6/4/2024




Click the (&) symbol to remove time

Correct Absence

Total
24 Hours

Wednesday, March 20, 2024 - Friday, March 22, 2024
SelectAll | | 0 selected

Correct 3 items
Date

‘ % Wednesday, March 20, 2024

f Remafe Row |
= mrsaay, March 21, 2024

P Friday, March 22, 2024

Type

Bereavement

Bereavement

Bereavement
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Daily Quantity

B Hours

B Hours

B Hours

L)

£

il
=

Select



Correct Absence X

Select

Fat
check T
16 Hours
t h e Thursday, March 21, 2024 - Friday, March 22, 2024
I T Selectall [ | 1 selected
Correct 2 items = 0
°
e I t Date Type Daily Quantity elect
| Thursday, March 21, 2024 Bereavement 8 Hours Y - =
(= <
sy Friday, March 22, 2024 Bereavement B Hours rl
1 4
Type * [ » Bereavement =
Quantity per Day 4

Unit of Time HDU!S[;}

Comment

> Details
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Click Submit

Note: You may

have this alert
_ cnteryour commen pop up. This is
G for awareness
only. Press

m (E) Submit again.

Quantity per Day [ 4

Alert:

You have entered a guantity of time off that is less than the standard minimum. Please be advised that
only Managers or HR can enter time off for less than the standard minimum. t}

Alert:

You have entered a quantity of time off that is not in a standard increment. Please be advised that only

Managers or HR can enter time off in a non-standard increment. A

R —— workday.
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