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Background 

• Sun Life will initiate the leave in Workday 
ο Managers will receive an email from Sun Life with leave dates; it is important to review 

these letters they will provide you with leave parameters and if applicable, ME PFML 
benefit calculations. 

ο Managers will also receive a Workday notification titled Enter Earned Time for Leave, 
which includes a link to this job aid  

• Only enter time off as: 
ο Scheduled Earned Time 
ο Unscheduled Earned Time 
ο Unpaid Time Off 

 
��Important:  Exempt employees scheduled weekly hours are set up to pay automatically, it’s 
critical that managers enter earned time to reduce an exempt employee’s scheduled hours 
and ensure the employee is paid correctly by MGH. 
 
CODING TIME FOR INTERMITTENT LEAVE OF ABSENCE 

• If an employee is receiving the ME PFML benefit, the employee can choose to use earned 
time to supplement to bring them to 100% of their regular pay. It is the employee’s 
responsibility to communicate with their manager if they want to supplement. If an employee 
has not communicated their preference, then you should code Unpaid Time Off. 

• Enter Scheduled or Unscheduled Earned Time for any time off (not covered under ME PFML) 
taken during the employee’s intermittent leave of absence.  

• If no earned time is available use Unpaid Time Off as the time off type. 
• If the time type selected is unscheduled or unpaid the Reason field is required. 
• Enter comment such as “Approved ME PFML”, “Approved Intermittent Leave” for tracking 

purposes. 
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Time Off Entry Job Aids 
Select your role below to view the instructions: 

• Timekeeper 
• Manager 

Still have questions? 
Contact HRWorkdaySupport@mainegeneral.org 
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