PeopleSoft

Absence Management

Quick Reference | Absence Reporter Exempt

'I. Access PeopleSoft via HARVie

H A RV : Benefits Working Learning Wiark | Life Employment Policies For Harvard 1. Goto
H & Perks at Harwvard at Harward Balance & Contracts Managers harVie harvard edU
Harvard Happenings [Peaptosor » and Idg in with.your’
Marverd's Setumed vies vond Tired of double login? HUID and PIN
i || HIRES Jobs ¥ .
|LAdministrative Systems 2 2. Click the PeopleSoft
jink on the right side

of the page.

1. Click Self
S e rVi ce Iain Menu = Sel ice =
) _ Ii;| Time Reporting & Absence Mgmt
2 . CI|Ck Time E m:;z‘;grg?;cesses Report and revigss your time, schedules, request sbeences and more.
. Report Time and Absences View Time and Absences
RepOI’tl ng & Report your time and request planned overtime and absences. Wiew your schedules, forecasted, payable and comp time, exceptions
1 = and more.
Absence Mgmt I Repart Time and 5] W mwues{ = ﬁ—\’—gmh' S;hedul; het
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. Ahsences
[> Personal Infarmation
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either Report or b Beneits
V. [ Learning and
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If youneedto... Go to:  Self Service > Time Reporting & Absence Mgmt > . . .
Request an absence. Report Time and Absences > Absence Request

[ See the job aid, “Request an Absence.” |

> View the status of your Report Time and Absences > Modify Absence Request
absence request.

> Submit or make other OR
changes to a saved or View Time and Absences > Absence Request History
pushed back request.

» Cancel a submitted or [ See the job aid, “View, Modify, or Cancel an Absence Request.” |
approved request.

View your weekly work View Time and Absences > Monthly Schedule

schedule. oR

Report Time and Absences > Absence Request > View Monthly Schedule link

| See the job aid, “View Monthly Schedule.” |

View your current balances for: . )
View Time and Absences > Absence Balances

» vacation
» sick
» personal | See the job aid, “View Current Absence Balances.”

» longer-service vacation




Quick Reference | Absence Reporter Exempt (continued)

Request an Absence | View, Modify, or Cancel Absence Requests

Request an Absence

Self Service > Time Reporting & Absence Mgmt > Report Time and Absences > Absence Request

Week-long Absence

Request Absence
(all full days)

Yera Vacation
Enter Start Date and Absence Name. Then camplete the rest of the required fields
hefore submitting or save your request for later.

Absence Detail

*Start Date: 07/23/2007 [ view Monthly Schedule
End Date: 071272007 [+

Filter by Type: Jan |

‘Absence Name: |Vacation j Current Balance: 25.00 Hours™
Partial Davs: [Nane = View the current
I 3500 ol balance in hours for

absences that carry
balances.

Calculate End Date orDurationl

Requestor Comments:

ﬂ@

* Required Field

**Dizclaimer: The current balance does not reflect absence requests that have not been processed.

Toview Harvard's HR Policies, linkto  HARVie or ABLE Link

Save as Dratt Submit

Full Day Absences
1. Specify a Start Date and Absence Name.

2. Specify an End Date (for a day-long absence, this
will be the same as the Start Date).

3. If applicable, specify a Reason and/or review the
Current Balance.

Click Calculate End Date or Duration.

Click Save as Draft or Submit.

Request Absence

Sally Sickchild

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

Absence Detail

One Half-Day Absence

‘Start Date: 07i23i2007 [5 wiew Manthly Schedule
End Date: 07i2312007 [

] T 3 How many hours =
Filter by Type: | one haIf-day?
"Absence Name: | Sick j . .
. [Gopenaent = Click the View Monthly
Reason: spencen Schedule link, see the
Partial Days: | il Days =l | hours you are

All Days Hours: 2.50 scheduled to work in a
Duration: 3.580 Hours da_y’ and the_n divide

this number in half.

Calculate End Date or Durationl

Requestor Comments: I

i’@

* Required Field

**Disclaimer: The current balance does not reflect absence requests that have not been processed,
Toview Harvard's HR Policies, linkto  HARWie or ABLE Link

Save as Draft | Submit |

Absences with one or more Half-Days
Follow the steps for Full Day Absences, as well as the
following additional steps, before calculating the duration:

a. Change the Partial Days field option from “None” to
indicate whether All or the Start and/or End days of
your absence will be half-days.

b. In the [Partial Day Option] Hours field(s), type the
hours equal to half your scheduled hours for the
absent day(s).

View, Modify (Saved or Pushed Back requests), or Cancel (Submitted or Approved requests, in future weeks) Absences
Self Service > Time Reporting & Absence Mgmt > Report Time and Absences > Modify Absence Request

..Or... > View Time and Absences > Absence Request History
Absence Request History
. 1. Specify from/through dates, and
Modify (saved or push back): In the current month. pecily 9
then click Refresh.
Cancel (submitted or approved): Future weeks only.
From: 062002007 [ qprougn: |12/08/2007 [ Refresh | 1. 2, Optloqal: Yqu can click the
underlined link of the Absence
Absence Request History Find | B st [ raors (M Last Name to view more details.
Absence Name |Status Start Date End Date Duration Requested By (Edit
Eersanal Saved 08r2¥iz007 08r27i2007 8 Hours Employee Edit | 3. |S the Edit bUttOI’l active? |f yes
C R Submitted  DSMOBZ00T  0SA02007  40Hours  Employes Edit_| 3 you can click it to cancel and/or
* 1 gk Approved 07092007 0708/2007 4 Howrs  Employee Edit | i make other changes, depending
Y T———— _ on the Status of the request, and
Office Dienied 07022007 07i0Zi2007 4 Hours Emplayee Edit: | Start and End Dates.




