Reviewing and Editing Absences for Employees
and Supervisors/Payroll Coordinators

Note:
All absence entry is completed the same way for both punch and elapsed time reporters.
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Requesting vs. Entering Absence

Note: Employees must continue to follow the proper procedures in their work unit for requesting leave prior to entering
and submitting absences in PeopleSoft. Official leave approvals take place outside of PeopleSoft.

Requesting an Absence

To request an absence please follow your business unit guidelines whether it be by paper or by calendar invite. Specific
guestions regarding the process for requesting an absence in your work unit should be directed towards your supervisor.

Entering an Absence

When an absence is entered and the leave time is available it will populate on the timesheet of an employee. This DOES
NOT mean that the absence has prior approval from the supervisor. There is no functionality in the system to approve
an absence- approval is outside the system.

Review Absence Balances

Absence balances are updated after final payroll is processed on Tuesdays following the end of a pay period.

As an Employee

You may view your absence balances in two ways: on your home page or by navigating to absence balances.

Viewing Absence Balances on Your Dashboard

1. Navigate to PeopleSoft Employee Self Service (ESS) at: https://ess.wi.gov/

2. Loginto PeopleSoft Employee Self- Service (ESS) using your IAM Account.

3. Absence Balances will appear on your dashboard under Employee Leave Summary.

Employes Leave Summary

Absence Balances

Absence Duration

Legal Holiday Balance 56.00 Hours
Personal Holiday Balance 14.25 Hours
Sick Balance 59.41 Hours
“acation Balance 82.00 Hours
Details

Navigating to Absence Balances

1. Navigate to PeopleSoft Employee Self Service (ESS) at: https://ess.wi.gov/
2. Loginto PeopleSoft Employee Self- Service (ESS) using your IAM Account.
3. Follow the breadcrumbs below to view your Leave Balances:

Main Menu- » Self Service = » Time Reporiing = » View Time = » Absence Balances
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As a Supervisor/ Payroll Coordinator

As a supervisor you may view employees Absence Balances or Absence History.

Viewing Absence Balances

Absence Balances will reflect an employee’s balances as of the last pay period. Leave balances are updated after final
payroll is processed on Tuesdays following the end of a pay period.

1. Navigate to PeopleSoft Employee Self Service (ESS) at: https://ess.wi.gov/
2. Loginto PeopleSoft Employee Self- Service (ESS) using your IAM Account.
3. Follow the breadcrumbs below:

Main Menu~ > Manager Self Service = » Job and Personal Information = > View Employee Personal Info

4. Select an Employee from your list. Once an employee is selected it will display below:

Employee Information

J PAYROLL BEN SPEC-ADV

i Actions =

5. Select the Actions > Time Management > View Absence Balance.

Employee Information

\J PAYROLL BEN SPEC-ADV

i Actions -
Time Management b

Performance Management *

Request Absence
View Absence Balances
View Absence History

Personal Information

Emuol ID =
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6. View your employee’s current balances.

View Absence Balances

J PAYROLL BEN SPEC-ADV

4

" Instructions

Absence Entittement Balances
Current Balances =M

Entitlement Mame EMAACE B4 o

04/02/2016
Vacation Balance 91.00 Hours
Sick Balance 302.75 Hours
Personal Holiday Balance 0.00 Hours
Legal Holiday Balance 56.00 Hours

Go To Forecast Balance
Return to Employee Information

From

01/01/2016

01/0172016

01/01/2016

01012016

To

1231/2016

12/31/2016

1213172016

12/31/2016

View current absence entitement balances. Current balances do not reflect absence requests that have not been
processed by payroll. For more details please contact your absence administrator.

Personalize | (2]

Accrual Period

Year to Date

Year to Date
Year to Date

Year to Date

H8¢0

&

Note: If the current leave balance information is incorrect, it may be due to the fact that balance calculations are run at
5:00pm on Tuesday’s and updated at that point.

Viewing Absence History

Absence History will show an employee’s historical absences taken.
1. Navigate to PeopleSoft Employee Self Service (ESS) at: https://ess.wi.gov/
2. Login to PeopleSoft Employee Self- Service (ESS) using your IAM Account.

3. Follow the breadcrumbs below:

Main Menu~ > Manager Self Service = » Job and Personal Information = > View Employee Personal Info

4. Select an Employee from your list. Once an employee is selected it will display below:

Employee Information

i Actions =

J PAYROLL BEN SPEC-ADV
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5. Select the Actions > Time Management > View Absence History.

PAYROLL BEN SPEC-ADV
Actions -

Personal Information

Emol ID 100060729

Employee Information

Time Management
Performance Management

k

Reguest Absence
View Absence Balances

View Absence History

6. View your employee’s absence history.

.*‘in"%.
oF j

Absence Name

Vacation

Vacation

Vacation

Personal Holiday

Personal Holiday

Vacation

Personal Holiday

Personal Holiday

Personal Holiday

Personal Holiday

From [p1/07/2016 |[&)

Absence Request History

Status

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Retum to Employee Information

Through 07/05/2016 |5

Start Date

D3/21/2016

03/11/2016

03/110/2016

03/10:2016

03/092016

D3/03/2016

02/26/2016

02/11/2016

02/110/2016

02/05/2016

End Date

03/21/2016

03/11/2016

03/110/2016

03/1072016

03/0972016

03/03/2016

02/26/2016

02/11/2016

02/10/2016

02/05/2016

Refresh

Personalize | Find | View All I@ | 1]

Duration

Not Available

Not Available

Mot Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Requested By

Third Party

Third Party

Third Party

Third Party

Third Party

Third Party

Third Party

Third Party

Third Party

Third Party

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

First'4/ 1-100f 13 '* ' Last
Edit

Edit

Edit

Edit

Edrt

Edil

Edi

Edit

Edit

Edit

Edit
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Absence Recording

As an Employee — Current Week

Note: If you would like to enter multiple types of absences in one week (i.e. Vacation and Personal Holiday) or an unequal
number of hours per day for a multiple day leave, you will need to submit a separate Absence Event for each type/ day.

Navigate to PeopleSoft Employee Self Service (ESS) at: https://ess.wi.gov/

Log in to PeopleSoft Employee Self- Service (ESS) using your IAM Account.
3. Click Absence Request on your PeopleSoft dashboard or follow the breadcrumbs below:

Dashboard

Wisconsin Time and Absences T ov Wisconsin Employee Info
Timesheet Personal Information Summary
= Report your time and task details for a day, week, or fime period = reviewa summary of your personal information
= Absence Request Wisconsin Benefits
Navigate to the Time start page.
T, Benefits Summary
j’%\ Review a summary of current, past or future benefit enroliments.
Employee Leave Summary T ov
Absence Balances Announcements
Absence Duration
Leaal Holid No Current Announcements.
o 56.00 Hours
alance
Personal Holiday 92,95 Hours.
Balance
Company Directol
Sick Balance 62.08 Hours g'%ﬁ pany Y
b et e 92.00 Hours Search by Name, Job Title, Department, or Email
Details ()
Wisconsin Payroll T ov Advanced Search

View Paycheck
Review current and prior paychecks.

= Paycheck Modeler
E Create a hypothetical paycheck based on your job, earnings, deductions and tax information.

Direct Deposit
Add or update your direct deposit information.

W-4 Tax Information
= Revewor change your W-4 information.

View W-2/W-2c Forms
View electronic W-2 and W-2¢ forms.

Breadcrumbs

Main Menu~: » Self Senvice - » Time Reporting - » Report Time - » Timesheet
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4. Click the Absence Tab underneath the time sheet.

From 11/08/2015 to 11/15/2015 (2
Reported Punch __ 2
Comments Day  Date hoh First In Out In Last Out Tata | Me Reporting Code Quantity Rule Bement{ Date
Mon 118 MNew [ v 9, 18 +] =
Tue 10 New [ | 3, 1o #H B
Wed 11711 New 1111
Thu 11H2 New 1112
Fri 1113 Hew 1113
Sat 1114 New 11714
Sun  11H5 New 1115
Submit Clear
§ummary Exceptions Payable Time
Abszence Events 7 Personalize | 22
Absence Take | [0
Select  *StartDate End Date Absen ce Name Reason .'#;‘:E Details Status Approval Monitor Source Caneel Edit
: 3 : s Administrator Aosence
O Details Approval Monitor Evant
Add Absen ce Event
5. Click Add Absence Event.
Summary Absence Exceptions Payable Time
Absence Events | ¥
Absence Take =]
Select *Start Date End Date Absence Mame Reason 1L'|;|I)te Details Status Approval Monitor 5
. N . A
O Details Approval Menitor E
[ Add Absence Event ]

6. Enter the start and end date of the absence. For a single day absence, your start date and end date will be the same

day; for multiple days your start date is the first day of your approved leave and the end date is the last day of your
approved leave.

Absence Events
Absence Take | [F=H

falect “$tart Dets End Dats Abss nee Mams Raason L Detalls Htatus

Type A pproy
[ 0e5 201 5y 092015 =] SelectAbsence Ma Details MNew FApprow
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7. Click the Absence Name drop-down box and select a name that describes yourabsence.

Absence Events
Absence Take | [F
Unit

Sakct  “Start Dets End Data Absancs hema Fiags o T Datalls status ALpproval Mon
(LT DT SelectAbzence Ne Detailz New Approwal bon
Absence Name selections include:
e Leave WithoutPaylLeave e Personal Holiday
e Legal Holiday e Sabbatical Election
e MilitaryAccrual Leave e Sabbatical Used
e MilitaryLeave +30 Days e Sick Leave
e MilitaryLeave Paid e Vacation
e MilitaryUnpaid Leave e Workers Comp LeaveWithoutPay

8. Click the Reason drop-down box and select a reason that describes yourabsence.

Absence Events
Absence Take | [F0)

$eslect  *3tart Dets End Date Albsanca Kams Rezs on Duration #_:"Fté Detalls Status Approwal Monltor

110820150 11032015 | |Sickleaw | |Select Absence Reast V Hours  Detils New Approwal Monitor

Sick Leave Reasons Include:
e Sick — Death in Family
e Sick — Employee lliness
e Sick — Employee Contag Disease
e  Sick — Family lliness
e Sick —Medical/Dental Appt
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9. Click the Details link to open the Absence Event Details window.

Alence Buents (7
Absence Take | [

$oket  *itart Dete End Dats Absancs Nama Raas on Duration #;:B Detalls atus Approval Monitor Sourcs 0

" .. fanzge
11ge201d 11492015 |5 Sick-Employee linez [ Hol.rs New Approwal Moritor ol

10. In the Absence Event Details window, click the Partial Days drop-down box. Select AllDays.
Important: All employees are on a 24/7 schedule. If you fail to select partial days, PeopleSoft will assume 1 day =
24 hours of leave.

55 Create Absence Reg
H=lp
Absence Event Details &

J IS TECHNICAL SVCS COMNSLT ADMR

Instructions
Enter SrtDate, End Date, and Absence Mame. Then complete the rest of the required fizlds be re returning to the Times hest page.
Absence Detail (7
*Start Date 11092015 |5 View Mon thhyCalendar

End Date [11.02/2015 |

Filter by Type a1 v]

*Absence Name | Sigklese vl Current Balance 1508.07 Hours

HBa5m|Sidc—E|Tp|D}EE|"r255 Vl \
Fartial Dayy [I=Ey u

) , )
All Gays Hours Display of employee’s current sick leave balance

Duration Hours

‘Calculate End Date or Dura fion

Comments

Re porter Comments : Fg
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11. Enter the total number of hours per day of the absence in the All Days Hours box. For example, if you are going to

be out one full day and work 8 hour days, you would enter 8.00.

585 Create Absence Reg
J IS TECHNICAL SVCS CONSLT ADMR.
~
Instructions
Enter Start Date, End Date, and Abzence Name. Then complete the restof the required #elds befre retuming o the Timeshestpage.
Abs ence Detail |7
*5tart Date |1 View MonthlyCalendar
End Date |1
Filter by Type | A Vl
*Absence Namelsx_ea-é /l Current Balance 1508 07 Hours
>
e 7~
7
PartialDaysl;.\ D= / Vl
All Days Hours 800
Duration |2 00 Hours
____________ Galoulse EndDateor Durstion
Comments
Reporter Comments: 3
K Cancel
v
* Required Fekd

12. Click Calculate End Date or Duration. Verify the duration of your leave request is correct. If your Duration adds up
to 24 hours, you have not selected All Days in the Partial Days box. Go back to step 13.

58 Create Absence Req
J IS TECHNICAL SWCE CONELT ADMR. o
Instructions

Enter Start Date, End Date, and .ence Name. Then comp requines

Abs ence Detail |

*5tart Date |1 102,20 View MonthlyCslend ar
EndDate |11 L
3
Fiter bry Type & 7~ v
>
*Absence Namelsx_ea-é / vl Current Balance 1508 07 Hours
7
Reason [ sigk - Employd@iness V|
PaniaIDaysl;.\ Days v|
All Days Hours 200
Duration 2 .00 Hours
S
[ LI Calolsle End Dateor Duraton ¢
Comments
Reporter Comments: Q’
K Cancel
v
* Required Fekd
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Comments

Reporter Comments:

Cancel

.

“ Reguired Feld

14. Click Forecast to verify you have the proper balance to request the total numbers of hours off.
Forecasting will ensure you have enough leave balance to submit your absence request.

t10smigR [10sa0is |6 Sick-Emploee lne= [

Absence Bvents (1 Personalize |12
Absence Take | [N
Saket  *Start Date End Date Absenca Name Rzt on Duration L0 Detalls Status Approval Monitor Sourcs Cancal Foracast Ent Dalate
~ o . ) Mznzger —
Hours  Detils Mew Approsal Monitor Timeshest Forecast Ed Delee

If you have enough leave balance to submit your request, you will receive a message in blue below. If you do not
receive the blue message below, please see troubleshooting at the end of this job aid.
Please note, your time is not yet submitted to your time sheet.

Reported Time Status || Summary || Absence | Exceptions || Payabie Time

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in the system. If you are
forecasting future leaves ensure you will not draw your balance in a way that might cause you to
overdraw in the future,

Date Time November 09, 2015 at 16:03

Absence Events (7

Absence Take | Forecast Results

Absence Name Reason Duration 3;';2 Details

*Start Date End Date

110920148 11092015 B |vacation | | vacation N4 8.0 Hows Details

Status

Approval Monitor

Approval Monitor

Pe

Source Cancel Forecast
Employee —
Timesheet -

Forecast

15. Click Submit to submit your absence request.

After submitting your absence request, you should return to the timesheet and enter and submit your work hours if

you have not already done so.
From Sunday 05/15/2016 to Saturday 05/21/2016 (2

Sun Mon Tue Wed Thu
5M15 516 517 518 519
8.00 8.00 2.00 8.00

Submit

Fri
5120

8.00

Sat - N
sl.;‘ Total Time Reporting Code

(-
32.00|[01 REGLR - Regular Hours Worked v|]
\

2.00 PSHOL - Personal Holiday Hours Taken

Note: If you would like to enter multiple types of absences in one day or one week (i.e. Vacation and Personal Holiday)
you would follow the steps 5-14 for each type of absence including the forecasting and submitting.

If there is an unequal number of hours per day for a multiple-day leave, complete a separate Absence Event for each day

(example: 2 hours of leave time on Monday, 8 hours of leave time on Tuesday).

Absences — updated 7/1/16
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Partial day absence (an employee works part of the day and takes leave for part of the day) example:

Employee starts work at 8:00 am and has an appointment and needs to leave at 10:00am. The employee is planning on
returning at noon, after their appointment.

How the Details tab in Absence Details would appear for absence event entry:
Details

Start Date 03/07/2016
End Date 03/07/2016
Absence Name Sick Leave Current Balance 1451.91 Hours
Reason Sick - Medical/Dental Appt

Partial Days All Days
All Days Hours 2.00

Duration 2.00 Hours

How the absence event will appear on a Punch Time Reporter Timesheet:

Mon  3/7 Submitted 8:00:00AM| 10:00:00AM| |12:00:00PM| | 4:00:00PM G.UD|G1 REGLR - Regular Hours Worked ~

Approved SICK - Paid Sick Leave 2.00

How the absence event will appear on an Elapsed Time Reporter Timesheet:

Mon Tue Wed Thu Fri Sat Sun

kT | 322 3123 1324 325 26 327 Total Time Reporting Code
6.00 6.00 |01 REGLR - Regular Hours Worked W
200 2.00 SICK - Paid Sick Leave

Absences — updated 7/1/16 12
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As an Employee — Future Week

Note: If you would like to enter multiple types of absences in one week (i.e. Vacation and Personal Holiday) or an unequal
number of hours per day for a multiple day leave, you will need to submit a separate Absence Event for each type/ day.

1. Navigate to PeopleSoft Employee Self Service (ESS) at: https://ess.wi.gov/
Log in to PeopleSoft Employee Self- Service (ESS) using your IAM Account.
3. Click Absence Request on your PeopleSoft dashboard or follow the breadcrumbs below:

Dashboard

Wisconsin Time and Absences c eov Wisconsin Employee Info

s Timesheet === Personal Information Summary

2" Report your time and task details for a day, week, or ime period 2™ Review a summary of your personal information.
=== Absence Request Wisconsin Benefits

!~ | Navigate to the Time startpage. &

Tz Benefits Summary
j@ Review a summary of current, past or future benefit enrollments.

Employee Leave Summary T ov

Absence Balances Announcements

Absence Duration

No Current Announcements.

Legal Holiday 56,00 Houre

Balance

Personal Holiday T

Balance

2 Company Directol

Sick Balance 62.08 Hours oo pany Y

Vacation Balance 92.00 Hours Search by Name, Job Title, Department, or Email
Details @
Wisconsin Payroll c ov Advanced Search

ﬁ View Paycheck
Review current and prior paychecks.

=== Paycheck Modeler
17— create a hypothetical paycheck based on your job, earnings, deductions and tax information.

Direct Deposit
Add or update your direct deposit information.

e W-4 Tax Information
2= Review or change your W-4 information

View W-2/W-2c Forms
View electronic W-2 and W-2c forms.

Breadcrumbs

Main Menu~: » Self Senvice - » Time Reporting - » Report Time - » Timesheet

4. Click Request Absence underneath the timesheet.

From 11062016 to 111422016 7
A ety Dmy  Dele Repored St Pl Out - Last Ot Punch tume Heporting Code Guanty Rule Blement 1 D080 Combnation Code Chartt wids [
. Sin 116 New 29500 ChartFinids 18
Mo 1T New ChartFiekts T
(] Tua 1M ew Chanfisids 18
o od 11K How ChartFiais "
T 10 New ChartFinkds 1
F WAL MNew ChantFiekds 1
sat 112 New ChartFieids 112
Summary
Reported Tine Summary Persoratize | Fed | 20 B 12012
Sun Mon Tun Wed Th Fi Sal
ooy o e R 148 ey 10 A HA2
Time Reporing

Absences — updated 7/1/16 13
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Enter the Start Date of the absence.

Request Absence

J PAYROLL BEN SPEC-ADV
Instructions

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

Absence Detail

*Start Date{ 06/29/2016  |[31 View Monthly Schedule
Filter by Type [All v
*Absence Name |Select Absence Name V|
Comments
Requestor Comments ’Q’f

Click the Absence Name drop-down box and select a name that describes your absence.

Request Absence

J PAYROLL BEN SPEC-ADV
Instructions

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

Absence Detail

*Start Date (06/29/2016 |[31] View Monthly Schedule
Filter by Type [All v|
“Absence Namd| Select Absence Name v|
Comments
Requestor Comments ’Q’:

Absences — updated 7/1/16
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7. Enter the End Date of the absence.

Request Absence

J PAYROLL BEN SPEC-ADV
Instructions

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

Absence Detail

“Start Date |06/29/2016 |} View Monthly Schedule
Filter by Type [All v
“Absence Name [Vacation v| Current Balance 107 00 Hours
Reason |Select Absence Reason v |
Partial Days [None v
Duration Hours
Calculate End Date or Duration Forecast Balance

8. Click the Partial Days drop-down box. Select All Days.
Important: All employees are on a 24/7 schedule. If you fail to select partial days, PeopleSoft will assume 1 day =

24 hours of leave.

Request Absence

J PAYROLL BEN SPEG-ADV
Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (7

“Start Date 06/29/2016 |[3 View Monthly Schedule

End Date |06/29/2016 |[3{

Filter by Type [All v
*Absence Name [Vacation v Current Balance 107.00 Hours
Reason | Select Absence Reason v|
All Days Hours
Duration Hours
Calculate End Date or Duration Forecast Balance

Absences — updated 7/1/16
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Enter the total number of hours per day of the absence in the All Days Hours box
be out one full day and work 8 hour days, you would enter 8.00.
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O
. For example, if you are going to

Request Absence

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

PAYROLL BEN SPEC-ADV

Absence Detail (7

*Start Date |06/29/2016  [5 View Monthly Schedule

End Date 06/29/2016  [5]

Filter by Type [All v
“Absence Name [Vacation v| Current Balance 107.00 Hours
Reason |Selec| Absence Reason /l v|
Partial Days [All Days // v
All Days Hours 8.00 /
Duration Hours

Calculate End Date or Duration Forecast Balance

10. Click Calculate End Date or Duration. Verify the duration of your leave request is correct.

Request Absence

.
4

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

PAYROLL BEN SPEC-ADV

Absence Detail

~Start Date 06/29/2016 |[3) View Monthly Schedule

End Date 06/20/2016 |5

Filter by Type [Al v
“Absence Name ‘ Vacation v‘ Current Balance 107.00 Hours
prd
Reason [Select Absence Reason o~ v
7
Partial Days [All Days P v
V4
All Days Hours 8.00
Duration 8.00 Hours

[ Calculate End Date or Duration Forecast Balance

Absences — updated 7/1/16
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11. Click Forecast Balance to verify you have the proper balance to request the total numbers of hours off.

Forecasting will ensure you have enough leave balance to submit your absence request.
Request Absence

J PAYROLL BEN SPEC-ADV
Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request

Absence Detail

~Start Date 06/29/2016 |[3) View Monthly Schedule

End Date 06/20/2016 |5

Filter by Type [Al v
“Absence Name ‘ Vacation v‘ Current Balance 107.00 Hours
Reason [Select Absence Reason v
Partial Days [All Days v
All Days Hours 8.00
Duration 8.00 Hours
Calculate End Date or Duration [ Forecast Balance ]

12. If you have enough leave balance to submit your request, you will receive a message in blue below. If you do not
receive the blue message below, please see troubleshooting at the end of this job aid.
Please note, your time is not yet submitted to your time sheet.

Request Absence

J PAYROLL BEN SPEC-ADV

Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request
Absence Detail (2

*Start Date 06/29/2016 Eﬂ Wiew Monthly Schedule
End Date |06/29/2016 |[5

Filter by Type [All V]
*Absence Name [Vacation v Current Balance 107.00 Hours
Reason [Select Absence Reason v
Partial Days [All Days v
All Days Hours 8.00
Duration |3.00 Hours

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently
in the system. If you are forecasting future leaves ensure you will
not draw your balance in a way that might cause you to overdraw
in the future.

Calculate End Date or Duration Forecast Balance View Forecast Details

Absences — updated 7/1/16
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13. Click Submit to submit your absence request.

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently
in the system. If you are forecasting future leaves ensure you will
not draw your balance in a way that might cause you to overdraw
in the future.

Calculate End Date or Duration

View Forecast Details

Comments

Requestor Comments

GoTo View Absence Request History View Absence Balances

Submit Save for Later

Note: If you would like to enter multiple types of absences in one day or one week (i.e. Vacation and Personal
Holiday) you would follow the steps 4-13 for each type of absence including the forecasting and submitting.

OR
If there is an unequal number of hours per day for a multiple-day leave, complete a separate Absence Event for each
day (example: 2 hours of leave time on Monday, 8 hours of leave time on Tuesday).

Partial day absence (an employee works part of the day and takes leave for part of the day) example:

Employee starts work at 8:00 am and has an appointment and needs to leave at 10:00am. The employee is planning on

returning at noon, after their appointment.

How the Details tab in Absence Details would appear for absence event entry:

Details

Start Date 03/07/2016

End Date 03/07/2016

Absence Name Sick Leave Current Balance 1451.91 Hours

Reason Sick - Medical/Dental Appt
Partial Days All Days
All Days Hours 2.00

Duration 2.00 Hours

How the absence event will appear on a Punch Time Reporter Timesheet:

Mon 37 Submitted 8:00:00AM| |10:00:00AM| |12:00:00PM| | 4:00:00PM G.OD|D1 REGLR - Regular Hours Worked v

Approved SICK - Paid Sick Leave 2.00

How the absence event will appear on an Elapsed Time Reporter Timesheet:

Mon Tue Wed Thu Fri Sat Sun - -

321 3122 3123 3i24 3125 126 327 Total Time Reporting Code

6.00 6.00|01 REGLR - Regular Hours Worked 4
2.00 2.00 5ICK - Paid Sick Leave

Absences — updated 7/1/16 18
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How to Enter an Absence on Behalf of an Employee

1. Access PeopleSoft using:

a. Supervisors use the following link: https://ess.wi.gov/

b. Payroll and HR Coordinators use the following link: https://starhcm.wi.gov
2. Llogin to PeopleSoft using your IAM Account.
3. Navigate to the employee timesheet following the breadcrumbs below:

Main Menu~ > Manager Self Service - » Time Management - » Report Time ~ » Timesheet

4. Search for the employee by entering the First Name and Last Name and click Get Employee.

Employee Selection
Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value

z B} Clear Criteria
Time Reporter Group &,
Save Critena
Employee ID “

Empl Record

Last Name ':}_.

First Name &

Business Unit @,
Job Code Q
Job Description @,
Department

Reports To Position Number @,
Location Code @,
Company Q@

Position Number

5. Click the hyperlinked Last Name for the employee you are selecting.
Smith

Absences — updated 7/1/16 19


https://ess.wi.gov/
https://starhcm.wi.gov/

]
WSCONsy,

Or

6. Select the date of the pay period by using both the Previous Week and Next Week buttons or by selecting the date

Select Another Timesheet

“View By|week v|
*Date 032172016 |H o,
Calendar
March v| [2016 v |
From 03/21/2016 to 03/27/2016 [I J I J\
S M TWT F S
Comments Day Date Reported § 1 2 3 4 5§
Mon 31 New 6 7 8 9 10 11 12
13 14 15 16 17 18 19
Tue  3/22 New 20 21 22 23 24 25 26
Wed 323 New 27 28 23 30 _
Thu 324  New \ / :
4] Current Date [») |
Fri 325 MNew

on the pop up calendar. Click the green refresh button to navigate to the we
[FCTOTS =

ek selected.
CamMESI CIEage Oae. oz 2o |

[ Previous Week  Mext Week ]

Print Timesheet

Last Out

P?gfahl Time Reporting Code

7. Click the Absence Tab underneath the time sheet.

From 11/09/2015 to 11/15/2015 17
Punch
Total

Reported
Comments Day Date i First In out In Last Out

Time Reporting Code

Mon 11/ MNew [

Tue  11HD HNew [

T Hew

1Nz Hew
Fri 1113 New
Sat 1114 New

1115 Hew

Submit

Summa [Exce ptions

Absence Events 7
Absence Take | [0

Clear

Payable Time

Unit

Select Type

*Start Date End Date Absence Name Reason Details

E Details

Add Absence Event

Status

Approval Monitor

Approwal Monitor

Quantity Rule Bement 1

@, 110 +]

@, tuwm [
1101
1112
11113
11114

1115

Source Cancel

Administrator Absence
Event

Personalize | (7

Edit

8. Click Add Absence Event.

Summary Absence Exceptions Payable Time

Absence Events | ¥

Absence Take =»

Select *Start Date End Date Absence Hame Reason

O

[ Add Absence Event ]

Unit
Type

Details

Dretails

Status

Approval Monitor

Approval Monitor

m
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9. Enter the start and end date of the absence. For a single day absence, your start date and end date will be the same

day; multiple days your start date is the first day of your approved leave and the end date is the last day of your

approved leave.

Absence Events
Absence Take | [F5H

fakect *$tart Deta End Data Abss nca Mama

a4 0

e}

o EIET I BT RERIETE | SelectAbzence Na

Raas on

Unit

Typs Datalls Status L ppir o

Details New Approw

10. Click the Absence Name drop-down box and select a name that describes yourabsence.

Absence Bvents |
Absence Take | [F)

Select  *Start Dame End Dats Abeancs Nama

110820150 11052015 || B2l

Unit

Typs

tatus Approval Mon

New HApprowal bon

Absence Name selections Include:
e Leave WithoutPayLeave
e Legal Holiday
e MilitaryAccrual Leave
e MilitaryLeave +30 Days
e MilitaryLeave Paid
e Workers Comp LeaveWithoutPay

e MilitaryUnpaid Leave
e Personal Holiday

e Sabbatical Election

e Sabbatical Used

e Sick Leave

e Vacation

11. Click the Reason drop-down box and select a reason that describes yourabsence.
Sick Leave is the only leave code that requires a reason to be selected.

Absence Everts ||
Absence Take | [F0)

$eslect  *3tart Dets End Date Albsanca Kams

Rezs on

110920150 11032015 [ |SidLeaw i

Select Absence Reast V

Duration Detalls Status Approwal Monltor

= Degils New Approwal Monitor

Sick Leave Reasons Include:
e Sick — Death in Family
e Sick — Employee lliness
e Sick — Employee Contag Disease
e Sick — Family Iliness
e Sick — Medical/Dental Appt

Absences — updated 7/1/16
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12. Click the Details link to open the Absence Event Details window.

Absence Bvents |7
Absence Take | [0
Select  start Dets End Data AbEeNca Nema Re2s on Duration #_';;a Detalls status

1109201564 11092015 |BY | SickLeaw A4 SicJt-EmpIo',eeIIIrres: Hourd Degils New

)
o

Approval Monitor Sourcs
. Manager
I d
Approval Monitor Timesheet

13. In the Absence Event Details window, click the Partial Days drop-down box. Select AllDays.

Important: All employees are on a 24/7 schedule. If you fail to select partial days, PeopleSoft will assume 1 day =

24 hours of leave.

T

Absence Event Defails

J IS TECHNICAL SVCS COMNSLT ADMR

Instructions
Enter SrtDate, End Date, and Absence Mame. Then complete the rest of the required fizlds be re returning to the Times hest page.

Absence Detail | ¢
*Start Date 110502015 | ‘iew MonthiyCalendsr

End Date 11032015 |3

Filter by Type a1 v]
*Absence Name [Sick Lea e v| Current Balance 1508.07 Hours

Reason [Sigc - Employes liness v]

All Days Hours
Duration Hours
‘Calcula e End Date or Dura fion
Comments

Re porter Comments : P/

Absences — updated 7/1/16
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14. Enter the total number of hours per day of the absence in the All Days Hours box. For example, if the employee will

be out one full day and work 8 hour days, you would enter 8.00.

55 Create Absence Reg

J IS TECHNICAL SVCE CONSLT ADMR
~
Instructions
En‘er Start Date, End Date, and Absence Name. Then com plete fhe restof the required fields before returning to fhe Timesheetpage.

Abs ence Detail |8
View MonthlyCalendar

*5tart Date |1
End Dste |1
FllterhyTypel,:\ Vl
*Absence Namelsx_ea-é /vl Current Balance 1508 07 Hours
R‘HsmlEx-E ployee liness ~ Vl
PartiaIDaysl,:\ Dsye /’ v|
All Days Hours 800
Duration 2 00 Hours

Caloulale End Date or Duraton

Comments

Reporter Comments:

Cancel

15. Click Calculate End Date or Duration and verify the duration of the leave request. If your Duration adds up to 24
hours, you have not selected All Days in the Partial Days box. Go back to step 13.

S8 Create Absence Reg
J IS TECHNICAL SVCE CONSLT ADMR
-~
Instructions
Enter Start Date, End Date, and Absence Mame. Then complete the restof fhe required d2lds beire retuming o the Timeshestpage.
Abs ence Detail |8
*5tart Date |1 View MonthlyCalendar
End Date |1
FllterhyTypel,:\ Vl
*Abs ence l-lame|5><_;;.5 v| Current Balance 1508 07 Hours
R*asmlEx-E”:--:-yEI ness Vl
PartiaIDaysl,:\ Days Vl
All Days Hours 800
Duration 2 .00 Ho ur:
_—
[ i Caloulale End Date or
Comments
Reporter Comments: Q/
K Cancel
v
Fequired Fekd

Absences — updated 7/1/16



16. Click OK.

WEEPNsy,

?&,\awgq ]
%TAT@ i

CrRM

Comments

Reporter Comments:

[~ ]

* Feguired Feld

Cancel

17. Click Forecast to verify the employee has the proper balance to request the total numbers of hours off.

Forecasting will ensure you have enough leave balance to submit your absence request.

t10s0idR [110s201s |5 Sick-Employee lnes

Absence Everts (7 Personalize |12
Absence Take | =0
sakct *$tart Date End Date Absencs Name Raas on Duration #I‘n Detals Status APPIU‘B”’DN(DI Sourcs Cancel Forscast ent Delate
~ L . b Manager .
Hours  Deils New Approwal Monitor Timeshast Forecast d Dekee

If the employee has enough leave balance to submit the request, you will receive a message in blue below. Please

note, your time is not yet submitted to your time sheet.

Reported Time Status || Summary || Absence | Exceptions || Payabie Time

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in the system. If you are
forecasting future leaves ensure you will not draw your balance in a way that might cause you to

overdraw in the future.

Date Time:November 09, 2015 at 16:03

Absence Events (7

Forecast Results | [FT0)

Absence Take
*Start Date End Date Absence Name Reason Duration ?;“p‘e Details Status Approval Monitor Source
11052014 (11082015 W [Vacan 1 [Vacat ] b A f Empioyee
092014 092015 B |vacation wv| |vacation v 8.0 Hows Details Saved Approval Monitor Iayes
Timeshest

Cancel Forecast

Forecast

18. Click Submit to submit the absence request and timesheet.

Note: If you would like to enter multiple types of absences in one day or one week (ie: Vacation and Personal Holiday)
you would follow the steps 5-14 for each type of absence including the forecasting and submitting.

OR

If there is an unequal number of hours per day for a multiple-day leave, complete a separate Absence Event for each

day(ex: 2 hours of leave time on Monday, 8 hours of leave time on Tuesday).

Absences — updated 7/1/16
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Employee starts work at 8:00 am and has an appointment and needs to leave at 10:00am. The employee is planning on
returning at noon, after their appointment.

How the Details tab in Absence Details would appear for absence event entry:

Details

All Days Hours

Duration 2.00

Start Date 03/07/2016

End Date 03/07/2016

Absence Name Sick Leave

Partial Days All Days

2.00

Reason Sick - Medical/Dental Appt

Hours

Current Balance 1451.91 Hours

How the absence event will appear on a Punch Time Reporter Timesheet:

Mon 37 Submitted 8:00:00AM

Approved

10:00:00AM

12:00:00PM

4:00:00PM

6.00 | 01 REGLR - Regular Hours Worked W

SICK - Paid Sick Leave

How the absence event will appear on an Elapsed Time Reporter Timesheet:

Mon Tue Wed
321 3122 3123
6.00
200

Thu
324

Fri
3125

Sat
3126

Sun
327

Total Time Reporting Code

6.00| 01 REGLR - Regular Hours Worked s

2.00 SICK - Paid Sick Leave
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Editing an Absence

An absence would be edited if an individual recorded more leave than taken or if an individual wanted to change the type
of leave taken. Absences may be edited to change the dates, duration or reasoning for the absence request.

How to Edit an Absence as an Employee

Note: You can only edit an absence in the current week. For example if today is Tuesday, July 12", you can edit an
absence for the week of July 11%. You cannot edit an absence if you employee recorded an absence ahead of time in the
week of July 18™. If you need an absence edited for a future week, you must contact your payroll coordinator.

1. Access PeopleSoft Employee Self Service (ESS) using the following link: https://ess.wi.gov
2. Login to PeopleSoft Employee Self- Service (ESS) using your IAM Account.
3. Navigate to your timesheet using the breadcrumbs below:

» Self Senvice - » Time Reporting ~ » Report Time - » Timesheet
4. Click the Absence Tab underneath the time sheet.
From 11/09/2015 to 11/15/2015 17
Commaents Day  Date ;E;:;‘“ First In out In Last Out F?:leme Reporting Code Quantity Rule Bement1  Date
Mon 11/ MNew [ v @ 1m0 4] =]
Tue 11M0  Hew [ v @ 110 [ =
Wed 11H1 New T
Thu 11Hz2 Hew 1nz
Fri 1113 New 1113
Sat 1114 New 11114
Sun 1115 Hew 1115
Submit Clear
gummai:»u:sphcns Payable Time
Absence Events 7 Personalize | (7
Absence Take | [
Select *Start Date End Date Absence Name Reason 'I#;:e Details Status Approval Monitor Source Cancel Edit
: 5 Administrator Absence
E Details Approval Monitor Event
Add Absence Event

5. Inthe Absence Tab, you will see an absence event listed. Scroll to the right on an absence event and click Edit.

Clear

Exceptions Payable Time

Personalize | (2
Ecast Results
Unit

Absence Name Reason Duration Type Details Status Approval Monitor Source Cancel Forecast Edit

15 ‘Vacation Vacation 8.00Hours Details Approved Approval Monitor Empioyet FOTEEAS Edit
Timesheet

t
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6. You may now edit the following fields:

e Start Date e Absence Reason

e End Date e Details

e Absence Name
Please refer back to entering an absence to edit each specific field.
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Summary Absence Exceptions Payable Time

Absence Events (2
Absence Take || ForecastResults

Unit

Personalize | (2

*Start Date End Date Absence Name Reason Duration Type Details. Status Approval Monitor Source Cancel Forecast Edit
12/01/2015[5 |12/01/2015 "‘w‘acation V| "‘w‘acatian v 8.00 Hours  Details Approved Appraval Manitar Eﬁgg;zzt ] Forecast
7. After you have made the necessary edits, click the Forecast button.
Personalize | (2
Reason Duration $::e Details Status Approval Monitor Source Cancel Forecast Edit
A—— . . N » . Employee
v [ A . [ Saved Approval Monite )
8.00Hours  Details ave pproval Monitor Timesheet [l Forecast
8. Click Submit to resubmit your absence request.
Submit Clear
Summary Absence Exceptions Payable Time
Your request has been successfully validated! You may submit
Please be aware that forecasting validates against data currently in the system. If you are
forecasting future leaves ensure you will not draw your balance in a way that might cause you
to overdraw in the future.
Date Time: December 03,2015 at 10:30
Absence Events (2
Absence Take Forecast Results
*Start Date End Date Absence Name Reason Duration $;::e Details Status Approval Monitor
12.-'02.-'2015@ 1210212015 Ei;l Vacation V| Vacation W 8.00Hours  Details Saved Approval Monitor

9. The Message box will appear letting you know that the changes have been applied. Click OK.

Message

Rules have successfully been applied. (13504, 1626)

Press OK to refresh your timesheet with updated payable time.

Absences — updated 7/1/16
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10. The timesheet will appear for you to review the changes on your absence request. The request should have a
status of Approved, letting you know that you have successfully resubmitted the request.

Actions ~ Earliest Change Date 12/07/2015
Select Another Timesheet
*Wiew By| Week v| Previous Week MNext Week

*Date [11/30/2015  [[5] @
Reported Hours 15.00 Print Timesheet

Reported time on or after 12/04/2015 is for a future period.
From 11/30/2015 to 12/06/2015 (2

ég?ﬂmenls Day Date Reported Status  FirstIn Out In Last Out P_l;g::ﬂl‘: Time Reporting Code Quantity *Taskgroup
o Mon 1130 Submitted 8:00:00AM 10:00:00AH] 2.00 v 435000060
) Submitted 10:00-01AN 12:30:00PY 250 v 435000060
o Submitted 1:00:00PM 2:00:00PM 1.00] v| 435000060
) Submittad 00:01PM 4:30:00PM 2.50] v 435000060
=2 Tue 121 New / [ v 435000060

Wed 122 Approved k' VACTN - Paid Vacation Time Taken 8.00 435000060
2 Thu 123 New | v 435000060
) Fri 1244 Mew A3R0000R0

The system will only allow you to go back 16 days from the current week. If the adjustment exceeds 16 days prior to the
current week please contact your Payroll Coordinator.
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Note: You can only edit an absence in the current week. For example if today is Tuesday, July 12", you can edit an
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absence for the week of July 11%. You cannot edit an absence if the employee recorded an absence ahead of time in the
week of July 18", If you need an absence edited for a future week, you must contact your payroll coordinator.

1. Access PeopleSoft using:

a. Supervisors use the following link: https://ess.wi.gov/

b. Payroll and HR Coordinators use the following link: https://starhcm.wi.gov
2. Llogin to PeopleSoft using your IAM Account.
3. Navigate to the employee timesheet following the breadcrumbs below:

Main Menu~ > Manager Self Service ~ > Time Management - » Report Time » > Timesheet

4. Search for the employee by entering the First Name and Last Name and click Get Employee.

Employee Selection

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value

: . Clear Criteria
Time Reporter Group @,

= Save Criteria

Employee ID -,
Empl Record
Last Name @
First Name @,
Business Unit @,
Job Code
Job Description @
Diepariment
Reporis To Position Number @
Location Code Q@
Company -
Position Number @

5. Click the hyperlinked Last Name for the employee you are selecting.
Smith
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6. Select the date of the pay period by using either the Previous Week or Next Week buttons or by selecting the date
on the pop up calendar. Click the green refresh button to navigate to the week selected.

[FCTOTE ~
Select Another Timesheet

*View By | Week

v

*Date |03/21/2016

EA
e

endar

13 14 15

T W

T F S
1 2 3 4 5
5 9 10 M1

12
16 17 18 19
22 23 24 25 26

27 28 29 30

4] Current Date [¥)

TammeEsT —ITar ge A OwZ 2010

[ Previous Week  Mext Week ]

Print Timesheet

Punch

Last Out Total Time Reporting Code

Last Out P#::Inue Reporting Code Quantity Rule Bement 1 Date
[ v 3, 11/ £3 =
[ v @ 10 [ =]
T
1nz
1113
11114
1115
Personalize | (2
'I#::'}[e Details Status Approval Monitor Source Cancel Edit
: i 5 Administrator Absence
Details Approwal Monitor Event

From 03/21/2016 to 03/27/2016
S M
Comments Day Date Reported §
Mon 321 Mew 6 7
Tue 22 MNew 2021
Wed 323 New
Thu 324 New
Fri 3125 New
7. Click the Absence Tab underneath the time sheet.
From 11/08/2015 to 11/15/2015 (7
Commants Day Date ';E;:;‘E d FirstIn out In
Won 119 Hew
ue 1110 New
Wed 11H1 New
Thu 12 Hew
Fri 1113 New
Sat 1114 New
Sun 1115 Hew
Submit Clear
gummaryxcsphcns Payable Time
Absence Events 7
Absence Take | [0
Select *Start Date End Date Absence Name Reason
O
Add Absen ce Event

You may now edit the following fields:
e Start Date
e End Date

e Absence Name

e Absence Reason
e Details

Please refer back to entering an absence to edit each specific field.

Summary Absence Exceptions Payable Time

Absence Events (2

Absence Take | ForecastResulis
*Start Date End Date Absence Hame Reason
1201720155 [12001/2015 | [vacation ~] [Vacation ~

Duration 9™ petails status
Type
8.00 Hours  Details Approved

Personalize | (2

Approval Monitor Source Cancel Forecast Edit
Approval Monitor Employee O Forecast
Timesheet
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9. After you have made the necessary edits, click the Forecast button.

10. Click Submit to resubmit the absence request.

Submit Clear

Summary Absence Exceptions Payable Time

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in the system. If you are
forecasting future leaves ensure you will not draw your balance in a way that might cause you
to overdraw in the future.

Date Time: December 03,2015 at 10:30
Absence Events (2
Absence Take || ForecastResults | |F=H

Unit
Type

*Start Date End Date Absence Name Reason Duration Details Status Approval Monitor

12:’02!2015@ 1210212015 Eﬂ |"v"acati0n V| |"v"acati0n W 8.00Hours  Details Saved Approval Monitor

11. The Message box will appear letting you know that the changes have been applied. Click OK.

Message

Rules have successfully been applied. (13504, 1628)

Press OK to refresh your timesheet with updated payable time.

12. The timesheet page will appear for you to review the changes on your absence request. The request should have

a status of Approved, letting you know that you have successfully resubmitted the reque

The system will only allow you to go back 45 days from the current week. If the adjustment exceeds 45 days prior

to the current week please contact your Payroll Coordinator.
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How to Delete an Absence as an Employee or on Behalf of an Employee
Note: You can only delete an absence in the current week. For example if today is Tuesday, July 12, you can delete an
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absence for the week of July 11™. You cannot delete an absence if you recorded an absence ahead of time for the week

of July 18,

1. Click on the Absence tab.

Y —
Reported Time Status Summary l Absence I Exceptions || Payable Time
Reported Time Summary Personalize | Find | @I il 1-40f4
Sun Mon Tue Wed Thu Fri Sat
Category = 6126 6127 6128 6129 6130 mn
Regular Hours Worked 40.00 8.00 3.00 8.00 8.00 8.00
Hours Not in Wrk Status 4.00 4.00
Total Reported Hours 44.00 8.00 8.00 2.00 8.00 12.00
Time with no Category
2. Find the absence that you would like to delete and click the Edit button.
Absence Events (7 Personalize | (2]
Absence Take | Forecast Resulls
*Start Date End Date Absence Name Reason Duration ‘l-[’;‘:e Details Status Approval Monitor Source Cancel Forecast Edit
y . o Employee —
07/01/2016 07/01/2016 Vacation Vacation 4.00 Hours  Details Approved Approval Monitor Timeshest Forecast
Add Absence Event
3. Click the Cancel box.
Absence Events (7 Personalize |
Absence Take | Forecast Resulis
*Start Date End Date Absence Name Reason Duration 'lf';:e Details Status Approval Monitor Source Cancel Forecast Edit
- - . . Employee N
07/01/2016 |5 [07/01/2016 [ [Vacation v| [Vacation v 4.00Hours  Details Saved Approval Monitor Timeshest Forecast Edi
Add Absence Event
4. Click the Submit button.
From Sunday 06/26/2016 to Saturday 07/02/2016 (2
E‘:‘;igg 'gfg'; s;‘[flig \g:gg ;.gg ;,:' ??zt Total Time Reporting Code Rule Element 1 Business Unit Combination Code
8.00 8.00 8.00 3.00 8.00 35,DO|D1 REGLR - Regular Hours Worked V| Q. 39500 Q000081450
5.00! 5.DO|U1 REGLR - Regular Hours Worked v| Q39500 Q, 000086240
4.00 4.00 VACTN - Paid Vacation Time Taken 39500
Reported Time Status || Summary || Absence || Excepfions | Payable Time
Absence Events (7 Personalize | (2]
Absence Take | Forecast Resulis
*Start Date End Date Absence Name Reason Duration ‘lf';;e Details Status Approval Monitor Source Cancel Forecast Edit
- . . Employee =
07/01/2016 |[5) [07/01/2016 |[5] [Vacation v] [Vacation v 400 Hours  Details Approved Approval Menitor Timeshest W Forecast Ed
Add Absence Event
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Troubleshooting

Your leave cannot be submitted. Please check the following:

1- The total reported and leave hours do not exceed the schedule hours in submitted day
2- The leave requested is no more than 30 days old

3- You are requesting more leave than your balance allows

4- You are not submitting leave on an Off Day

5- Your schedule might be incorrect

You may receive this error after clicking the Forecast button. Several issues could cause this error. If you are unable to resolve
this error on your own, please work with your manager or your payroll coordinator to resolve the issue.
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