Manage Employee Time Off
Audience: Managers

Overview:

This job aid provides step-by-step guidance on how to approve an Employee’s time off
request through Workday. Managers are also able to enter time off on behalf of an
employee if the employee is unavailable.
This job aid covers the following:
e Approve Employee Time Off Request
e Enfer Time Off on Behalf of Employee

Approve Employee Time Off Request

1. From the Workday homepage, click on the Inbox icon to take you to your Inbox.
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2. Click on the absence request to be reviewed. Review the absence request. If you want
to see the employee’s time off balances, click the View Balances button. Click Approve.

Note: Other optional responses include:

a. Send Back the request and enter the required Reason. This will allow the employee to
make changes and resubmit the request.

b. Deny the request will terminate the transaction. You will be required to enter a reason.

c. Cancel the request will keep it in your Inbox to be reviewed at another time.
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Review  Absence Request: Molli Manager [+~
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Actions Archive

1 minute(s) ago - Due 04/08/2023; Effective 04/21/2023
Viewing: All Sert By: Newest

Absence Request: Molli Manager For Molli Manager

1 minut - Due 04/08/2023; Effective 04/21/2023
e e Overall Process  Absence Request: Molli Manager

Overall Status  In Progress

Due Date 04/08/2023

Details to Review

First Day of Time Off  04/21/2023

Last Day of Time Off  04/21/2023

Total 8 hours - BL - Bereavement Leave

Request Details 1 item TH,E

Day of the
Date week Type Requested  Unit of Time

04/21/2023 Friday BL - Bereavement Leave 8 Hours

View Balances

> Previous Time Off Requests

Comzna ) (o ) (o )

Enter Time Off on Behalf of Employee

1. From the Workday homepage, click the Global Navigation Menu icon.

MENU

2. Click the Time and Absence application. In the Absence Tasks section click Enter
Absence.

Menu

Apps Shortcuts

@9@ Time and Absence

3. Select Enter Time for Worker.
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Time and Absence

B Tasks
My Team's Schedule
Review Time

Time Clock History

Enter Time for Worker

Return Worker from Leave

4. Click in the Worker field and enter the name of the employee. In the Date field, enter the
date of the absence. Click OK.

Enter Time for Worker

Worker *

Date *| @4/@6/2023 fr]
-

5. The date selected will be highlighted in blue. Select Actions.

Enter Time Molli Manager (-

Can request Time off through ti h once appl d please go to ab lendar for

¢ > Apr1-7,2003 week ~ Summary

sat, 4/1 sun, 4/2 Mon, 4/3 Tue, 4/4 Wed, 4/5 Thu, 4/6 Fri, 4/7 Apr1-7,2023

Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0

6. Select Enter Absence.
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= Summary
Ho

My Team's Overtime Requests
Review Time

Review Time by Week

7. The team member’s time off balances as of today appear on the left. You can see
projected time off balances for a future date by changing the Balances as of date.
Select the day(s) you want to request time off.

Hint: You can select multiple days in a row by clicking and dragging across the desired
days. Click Request Absence.

Absence Calendar Molii Manager (-

Click and drag on the calendar or select date range.

Select Date Range

Balances < > April2023

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Balance as of ‘94/86/2823 = ‘
— 26 27 28 29 30 31 Apr 1

Per Plan

Comp Time Over Limit
0 Hours

Holiday Compensatory 2 3 4 5 @ 7 8
0 Hours

Weignt Less Incentive
0 Hours Today

-]
8. Clickin the Type field, then select the appropriate absence type. Click Next.

& Time Off

@ B5L-Bereavement Leave

() HCT - Holiday Compensatory Time
" Taken

() JD-Jury Duty

Select / () su- suspended Without Pay
() WC - Intermittent Worker's Comp
" Unpaid
When () WLT - Weight Loss Incentive Taken 3

Type *| Search
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9. Click the Edit Quantity per Day button.

Total 16 hours - JD - Jury Duty

Request 1item [

&) *From *To *Type Quantity per Day Total

o Variable Quantity 26 hours i i
% JD - Jury Duty = _—Edn Quantity per Day

84/13/2823 [ | |84/‘\4/2823 = ‘

10.Enter the hours for each day of time off you are requesting.
Hint: If you are requesting multiple days and each day has the same number of hours,
enter the number of hours in the Update All Quantities field.
Click Done.

Edit Quantity per Day

16 hours - JD - Jury Duty
Total

Update All Quantities 8

2items

Date Quantity per Day Comments

Thu, Apr 13,2023 | |
8

Fri, Apr 14, 2023
8

(" vone | ( camest )

11.Click Submit. In most cases no further approval is needed since you are the employee’s
manager.
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Total 16 hours - JD - Jury Duty

Request 1item E o

~
&) *From *To *Type Quantity per Day Total

) 8 hours 16 hours i i
X JD - Jury Duty : _—Edlt Quantity per Day

84/13/2023 [ ] [64/14/2923 = ]

Q enter your comment

Attachments

Drop files here

or

< >




