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Removing “Denied” Absences from Timesheet

1. Navigate to: Manager Self Service > Time Management > Report Time >

Timesheet

Report Time
Timesheet Summary

Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Group
Employee ID

Empl Record

Last Name

First Name

Company

Change View
“View By [Week v
Date |07/24/2017 5 ety

Show Schedule Information

Previous Week

Get Employees

Clear Criteria

D

Save Criteria

L L L P L

Next Week

2. Select the appropriate criteria (Employee ID or Name) and click Get

Employees.

3. Select the employee’s Last Name link to display their timesheet.

Employees For , Totals From 07/24/2017 - 07/30/2017

Time Summary Demographics | [F=5H

L
Lglignte 00%ha8 Food Service 0.00 0.00 40.00
Supervisor Il ’ . .
*;_Q‘A“‘&?u
2 000
1 H . . %‘4‘_ [— -1;5
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4. On the Timesheet, navigate to applicable timesheet by using the Previous

Time and Labor Job Aid

TL_JA009

Week and Next Week links or by updating the Date and clicking the

Refresh icon. You are looking for t
was reported.

he week where the denied absence

Timesheet

F

Actions -
Select Another Timesheet
*View By [Week v
E "
Date (07172017 [ ¥ yota Reported 3750

ours
Reported Hours 37 50

From Monday 07/17/2017 to Sunday 07/23/2017 (#

Employee ID Q0SS
Empl Record 0
Earliest Change Dgie.0

Previous Week MNext Week

Print Timesheet  Punch Timesheet

Mon Tue Wed Thu Fri Sat Sun § :
mr 718 78 7120 21 22 3 Total Time Reporting Code
5.50/ 6.00 6.00 6.00 6.00| 0.00 29.50 | 00REG - Regular o
8.00 8.00 DOVAC - Vacation Mon-Exempt
Submit
Reporied Time Status Summary Absence Exceptions Payable Time

Reported Time Status

Personalize | Find | 2| B 17 of7

Date Reported Status Total TRC Description Add Comments

07M7/2017  Submitted 5.50 00REG Regular &)

07/18/2017  Submitted 6.00 00REG Regular o

0719/2017  Submitted 6.00 00REG Regular 9]

07/20/2017  Submitted 6.00 00REG Regular &)

07/21/2017  Submitted 6.00 00REG Regular 9]

0772172017 Denied 8.00 0OVAC Vacation Non-Exempt |

5. Click on the Absence tab to display Absence details.
. . y .
6. Click the Denied absence entry’s Edit button.
Submit

Reported Time Status Summary Absence Exceptions Payable Time

Absence Events (7 Personalize | (1
Absence Take

Select  *Start Date End Date Absence Name Duration E;‘:e Details Status Approval Monitor Source
" N . Employee
0772172017 07/2172017 Vacation 2.00Hours  Details Denied Approval Monitor Timeshest
Add Absence Event

Absence Entitlement Balances Personalize | (7
Entitlement Name Balance as of 07/15/2017* From Teo Accrual Period UserKey1 UserKey? UserKey3 UserKeyd UserKeyS UserKey6
Educational Leave Balance 8.00 Hours 01/01/2017  12/31/2017  Yearto Dale

Deferred Holiday Balance 0.00 Hours 01/01/2017  12/31/2017  Yearto Date
Comptime Balance 0.00 Hours 01/01/2017 12/31/2017  Year to Date
Unscheduled Holiday 0.00 Hours 01/01/2017  12/31/2017  Year to Date
Vacation Balance 28 60 Hours 01/01/2017  12/31/2017  Yearto Date
Sick Balance 621.30 Hours 01/01/2017 12/31/2017  Year to Date

**Disclaimer The current balance does not reflect absences that have not been processed
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7. Click the Cancel checkbox.

Submit

Reported Time Status || Summary Absence Exceptions Payable Time

Absence Events Personalize | (=

Absence Take
Select *Start Date End Date Absence Name Duration .lrl;:e Details Status Approval Monitor Source Bdit
0712112017 | [072172017 |3 800Hours  Details Denied Approval Monitor Employea Edit
: Timesheet

Add Absence Event

Absence Entitlement Balances Personalize | (]
Entitlement Name Balance as of 07M5/2017= From To Accrual Period UserKey1 UserKey2 UserKey3 UserKeyd UserKeyS UserKey6
Educational Leave Balance 8.00 Hours 01/01/2017  12/3172017  Yearto Date
Deferred Holiday Balance 0.00 Hours 01/01/2017  12/31/2017  Year to Date
Comptime Balance 0.00 Hours 01/01/2017  12/31/2017  Yearto Date
Unscheduled Holiday 0.00 Hours 01/01/2017  12/31/2017  Yearto Date
\Vacation Balance 28.60 Hours 01/01/2017  12/31/2017  Year to Date
Sick Balance 621.30 Hours 01/01/2017  12/31/2017  Yearto Date

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

8. Click the Submit button.

Submit

Reported Time Status Summary Absence Exceptions Payable Time

Absence Events |

Personalize | (7]

Absence Take
Select *Start Date End Date Absence Name Duration _l;l::e Details Status Approval Monitor Source
- - . . Employee
077212017 |3 [07/2172017 | 800Hours  Details Denied Approval Monitor

Timesheet

9. Click OK for the confirmation message.
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10. Review the Timesheet and the Reported Time Summary. The Denied
absence row no longer displays on the timesheet or on the Reported Time

Summary tab.

Timesheet
LM scruggs ° Employee ID 0035
Empl Record 0
Actions ~ Earliest Change Date 07/30/2017
Select Another Timesheet
“View By [Week v] Previous Week Next Week
P ”
Date 0TH72017 ) ot Reported 2950
Hours
Reported Hours 2950 Print Timesheet Punch Timesheet
From Monday 07/17/2017 to Sunday 07/23/2017 (2
L Ty Wed Th Fi Sat 5 - .
T Tie it 7120 w121 722 73 U e
5.50 6.00 6.00 6.00 6.00 0.00 29.50[00REG - Regular v =]
Submit
o "
Reported Time Status | Summary || Absence || Exceptions |[ Payable Time
Reported Time Status Personalize | Find | 27| B 16016
Date Reported Status Total TRC Description Add Comments the "Denied' rows for
07A7/2017  Submitted 5.50 00REG Regular o abs_ence no longer
07M82017  Submitied 6.00 00REG Regular @] dls_plays on the
timesheet...
07192017 Submitied 6.00 00REG Regular &)
07/2012017  Submitted 6.00 00REG Regular ]
07/21/2017  Submitted 6.00 00REG Regular o
077222017 Submitted 0.00 00REG Regular o
Return fo Select Employee
11. On the Absence tab, the Absence Status of the denied row now reflects a
13 7
Cancelled” status.
Timesheet
Hillsmn Scruggs ” Employee ID 0098

ol
nother Timesheet
*View By [Week
*Date 071772017

v]

"
B %  TowlReported 2950

ours
Reported Hours 2950

From Monday 07/17/2017 to Sunday 07/23/2017 (7

Empl Record 0
Earliest Change Date 07/30/2017

Previous Week  Next Week

Print Timesheet  Punch Timesheet

Click the Details
link for audit trail...

i e s 20 2t = Total Time 3
5.50) 6.00) 6.00) 5.00 6.00 0.00
Submit
Reported Time Status Summary Absence Exceptions Payable Time
Absence Events (2 Personalize | (3]
Absence Take
Select *S5tart Date End Date Absence Name Duration #::e Details Status Approval Monitor Source Cancel Edit
OTA201T 07212017 Vacation 800 Hours  Details Approval Monitor .“r':;";%ifm Edit
- o ey,
& A
. 1000
3
:ﬁ
[y ———— |
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12. Click the Detalils link for audit detalils.

Details (7

Start Date 07/21/2017
End Date 07/21/2017
Original Start Date 07/21/2017
Absence Name Vacation Current Balance 28 60 Hours™
Partial Days Mone
Duration 8.00 Hours

Status Canceled

Request History G First 4
Approval Process Status Name Date Comments
Absence Request  Saved L Scruggs 0712172017
Submitted Ll Scruggs 07/21/2017
Denied Timothy Murphy Q72172017
Canceled 0712472017
OK
**Disclaimer The current balance does not reflect absences that have not been processed.
Return
A5 OF THg L
& 0,
» 1000
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