Managing Employee Time Off: Entry, Corrections, Review
& Approval
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Background:

e Earned Time can be entered, approved, viewed and corrected by managers/timekeepers in
Workday. This job aid will walk you through each of those scenarios.

¢ Managers/timekeepers can enter earned time in one of two ways: on the absence calendar or on
the timecard.

o When absences are entered by the manager, they are automatically approved. Approved
absences will show as Green in the absence calendar on the person you are looking at. Absences
that are pending manager approval (when requested by the employee directly) will appear as
Gray.

e To correct, add, or remove time off in prior completed pay periods reach out to HR and Payroll

Instructions:

How Do I?
Enter Time off for my Employees
Option 1: Via Absence
Option 2: Via Timecard
Approving Absence Request

Add Absence for a Past Pay Period
Correct or Remove Employee’s Time Off
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Option 1: Requesting Time Off Using Absence
1. From the Workday home page, click on Menu

Scroll down to the Team section; select Time and Absence

From the Tasks menu, select Manage Absence

Click the Switch Worker button

OR

From the Enter Time screen for the worker click on the Actions button and select Manage Absence.

In the Manage Absence Dialog box, use the drop-down menu or enter a name in the Select Worker field.
Click OK

The Absence Calendar will open to the current month and year. Use the arrows next to the
month and year to navigate to different months.

9. The earned time balance for the current date is displayed on the left of the screen. (Note: The
balance may include estimated accruals that cannot be used until the following pay period.) To
view the balance for a different date in the Balance as of date field use the calendar to navigate
to a different date or type in a date and click enter to have the balance update.

10.Click on the day(s) of the employee’s absence and click Request Absence

11.In the Type of Absence field select the type of time off from the drop down

12.Update the following field(s):
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Field Instructions Notes
e Enter the number of hours e Hours cannot be “0”; if no ET is available use
Unpaid Time Off as the time off type
Hours (Daily) e If a date range was selected the number of
hours entered will apply to all days in the date
range
R Select a Reason from the drop- e Only Maine ET, Unscheduled ET, and Unpaid
eason )
down menu ET require a reason
e Click this to change the number e The Type of Absence can be changed for each
of hours on each individual date day by clicking within the drop down.
Edit Individual within a date range e Comments can be added for individual days as
Days o Select the day to edit on the left well

side of the dialogue box and
edit Hours (Daily) for that day

e Explanation of time off reason e If the absence is leave related, enter comment

Comment
Opti such as “FMLA”, “Intermittent Leave”, “Maternity
(Optional) Leave” for tracking purposes
Commentto |e¢ Field visible to manager/timekeeper e This only applies to time off requests initiated by the
Approver who is responsible for approving the employee
(Optional) request

13. Click Submit Request

14.Request Submitted will pop up. Click the x to close the pop up or click Go to Calendar to return to the
Absence Calendar.
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Option 2: Requesting Time Off Using Timecard

1. From the Workday home page, click on Menu
2. Scroll down to the Team section; select Time and Absence
3. From the Tasks menu, select Enter Time for Worker
a. Alternatively use the search bar to pull up the employee’s profile. Click the Actions button, navigate
to Time and Attendance > Enter Time
4. The Enter Time screen will open
5. Click on a date on the timecard; the Enter Time dialogue box will open
6. Inthe Time Type drop down under Absence > select the type of time off
7. Enter in the number of hours (NOTE: There is a 12-hour maximum per day)
8. Select a Time Off Reason (NOTE: Only Maine Earned Time, Unscheduled Earned Time and Unpaid Time
Off require areason.)
9. (Optional) Enter in a Comment
10.Click OK
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Approving Absence Requests
1. On the Workday home screen under Awaiting Your Action, select the Absence Request:
Employee Name to review/approve
a. Alternatively, click on Go to My Tasks if the Absence Request is not displayed on the home
screen
2. The following data will automatically pull into the Review Absence Request and cannot be
changed:

For: Employee Name (EE Number)

Overall Process: Employee Name

Overall Status: In Progress until it is approved by the manager

First Day of Time Off

Last Day of Time Off

Total: this will show the total number of hours requested and the type of time off

Request Details: this will show the date, day of the week, time off type, requested

number of hours and unit of time in grid format

View Balances Button: this shows employees current earned time balance, the time off

balance is based on the Current Date

i. Previous Time Off Request: click the arrow to view previous time off requests
j- Enter Your Comment — optional

3. Ifready to approve the request, click the Approve button. A “Success! Event approved”
message will pop up.

4. If you are not ready to approve the request, use the Send Back button. Using Send Back will
allow you to ask clarifying questions or request alternate time off arrangements. If time off is not going
to be available to the employee, use this option and explain the reason and ask them to either cancel
the request or select different dates.

e To: will auto-populate and go back to the EE
¢ Reason: include explanation for employee as to why time off is not available
e Click Submit
5. To Cancel the request, click the gear icon (next to the star)
e Click Cancel
e Enter reason for cancelling in Comments field
e Click Submit
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Approval for Absence Correction
1. On the Workday home screen under Awaiting Your Action, select the Absence
Correction to review/approve
a. Alternatively, click on Go to My Tasks if the Absence Request is not displayed on the
home screen
2. Review Absence Correction: The following data will automatically pull in and cannot be
changed:

For: Employee Name (EE Number)

Overall Process: Employee Name

Overall Status: In Progress until it is approved by the manager

First Day of Time Off

Last Day of Time Off

Total: this will show the total number of hours requested and the type of time off

Request Details: this will show the date, day of the week, time off type, requested

number of hours and unit of time in grid format

View Balances Button: this shows employees current earned time balance, the time off

balance is based on the Current Date

i. Previous Time Off Request: click the arrow to view previous time off requests
j- Enter Your Comment — optional

3. If ready to approve the request, click the Approve button. A “Success! Event approved”
message will pop up.

4. If you are not ready to approve the request, use the Send Back button. Using Send Back will
allow you to ask clarifying questions or request alternate time off arrangements. If time off is not
going to be available to the employee, use this option and explain the reason and ask them to
either cancel the request or select different dates.

o To: will auto-populate and go back to the employee
¢ Reason: include explanation for employee as to why time off is not available
e Click Submit
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Correcting/Removing Employee’s Time Off

Note: If time off was added on the Timecard and the time off on the Timecard has not been submitted/approved it will need to be
corrected/removed on the Timecard. If the time off was added on the Timecard and has been approved/submitted or the time off
was added on the absence calendar the corrections/removing of time off must be done on the absence calendar.

From the Workday home page, click on Menu

Scroll down to the Team section; select Time and Absence

From the Tasks menu, select Manage Absence

Click the Switch Worker button

OR

From the Enter Time screen for the worker click on the Actions button and select Manage Absence.

In the Manage Absence Dialog box, use the drop-down menu or enter a name in the Select Worker field.
Click OK

The Absence Calendar will open to the current month and year. Use the arrows next to the month

and year to navigate to different months.

9. Click on the Absence Date you want to correct from the calendar

10.The Absence Entries dialogue box will open. Select Cancel Absence to cancel the request or Edit to
correct the request. (Note: if the absence is for a date range and only one date needs to be canceled select
Edit rather than Cancel Absence.)

11.If canceling, the Cancel Absence dialogue box will appear. Add a comment and click OK.

12.1f editing, update the following field(s):
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Field Instructions Notes
e Enter the number of hours e Hours cannot be “0”; if no ET is available use
Hours Unpaid Time Off as the time off type
(Daily) e If a date range was selected the number of
hours entered will apply to all days in the date
range
Reason |* Selecta Reason from the drop-down menu * Only Maine ET, Unscheduled ET, and Unpaid
ET require a reason
e To Cancel:
o Select Date on the left (Request Details will
display on the right)
Edit o Click Delete next to the date on the
Indivi request details on the right-hand side
ndividual .
Days To Edit:
o Select a Date on the left
o Make any changes needed to the Hours
(Daily), Reason, Type of Absence, or
Comments fields

13. Click Submit Request
14. Request Submitted will pop up. Click the x to close the pop up or click Go to Calendar to return to the
Absence Calendar.

NOTE: Correcting an absence request can only be used to update Type or Quantity or to remove a day. To add
new dates, you must submit a new absence request.

Still have questions? contact HRWorkdaySupport@mainegeneral.org
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