Quick Reference Guide: ESS TeamWorks Absence Management and Time and Labor

1. Log on to TeamWorks Emplgyge Sengervice
2. Submitting an Absence Request eopleSoft HEM
|
To submit an absence request, navigate to the Absence TEAMGEORGIA'| [ FLEX-GRAREEZE
Request transaction by clicking on the following items on
the left menu bar: Self Service > Time Reporting > vseri:[
Report Time > Absence Request. Password: | |
. . . . Sign I
a. Enter the required information as fields become
available on screen: From (start date of the Resetl Forgoticy” password?
absence), Absence Code, Absence Name,
Reason, and Partial/Full Day. [Menu &
. Search: Main Menu > Self Service = Time Reporting =
b. To submit a request based on the start and end date | ® ﬁ Report Time
of the absence, enter the last day of the absence in I My Favorites o R
the To field. Note: if the absence is for a single day e g — T‘_”'” ":“ at" s pEmEg avErmE A
. . = lImesnee
(fu” day or partlal hOUrS) the From and To erIdS v E Report your time and task details for a day)
must have the same date. —%';Belt wieek, or time period.
[} OCK
: Absence Reguest
c. To su_bmlt a request based on the start date and * Extended Absence e
duration of the absence, enter the number of hours = : —

for the absence in the Duration field. Note: in this
case, do not enter a date in the To field. meliaih

d. When submitting a request for partial days, enter the rrom: oarr20te [ e

number of hours per day in the All Days Hours field. Tor 04512014 B

The number of hours per day you enter will be iibsencelode: Sick Leave M

applied across all days within your requested period. *Absence Name ; Sick Leave Taken - Curre
e. When you have completed filling out the request “Reason: DentalMedicalcare  ~

form, click on the Submit button to send the request RartialEulll ay: Partial Day -

to your manager for approval. Note: your request will All Days Hours : 4.00

only be submitted for approval after you click on the Duration : B00 | Hours

Yes button to confirm your submission. Calculats End Date or Durstion|

3. View Leave Balances
GoTo gy absence Request History  Yiew Absence Balances

To view your absence balances, navigate to the Leave —

Balances transaction by clicking on the following items on

the left menu bar: Self Service > Time Reporting > View Absence Entitiement Balances

Time > Leave Balances. Current Balances
. . ) Entitlement Name Balance as of 05/15/2012 Accrual Period

For each entitlement, the system will display the balance PTS— p— Yearto Dat

if the balance is greater than zero. The header of the PRSI esE EAme ShnE FarnneE

Balance as of column indicates the date the displayed FLSA Eamed 012 Hours Vearto Date

balances were calculated by the system. Note: the Sick Leave Earned 193.50 Hours Year to Date

system updates the balances as part of the payroll coTo

process; this happenS twice a month. Accrual Rates are as follows for Annual Leave: (semi- monthly with at least 40 hours i

0through 60 months {inclusive) semi-manthly, 5 hours per pay period 1 1/4 workday

4. ViEW Absence Request History G1 through 120 months (inclusive! semi-maonthly. § hours per _pay period 1 1/2 work:

To view your absence request history, navigate to

the Absence Request History transaction by Fom:  PUDB20T4 B yhrougn: 0710512014 5 __Refiesn_|

clicking on the following items on the left menu bar: Ahsence Request History Custormize | Fi

Self Service > Time Reporting > View Time > Absence Hame Status From To

Absence RequeSt HIStOI’y. Sick Leave Taken Approved 0472872014 0472972014 16 Hours Manager

he From and Thr h fiel h ri
E)??Nthiih ygu V?arcljt 0 S(::'légyouI‘ea(.jl:)ssteoniztrteqeugtsetsqd FESONSLLE®®  Gancelled 0412372014 0412512014 24 Hours  Employee Edit
leaving these fields blank will return a list of all Sick Leave Taken  Push Back  04/01/2014 04/02/2014 16 Hours  Ernployee Edit
requests. You can view an absence request by
cIicking on the request’s absence name |Ink Sick Leave Taken Submitted 04/1452014 04152014 16 Hours Employee

L




5. Reporting Time

[Meru — &
To report time, navigate to the Timesheet transaction by Search: Main Menu > Self Service > Time Reporting >
clicking on the following items on the left menu bar: Self | @ ﬁ Report Time
Service > Time Reporting > Report Time > Timesheet. ggz;;‘frgi‘;es T
Salaried Non_Exempt and HOUer Employees vgg E mﬁm& and task detailz for a day)
a. You are required to report the time you start and *% V/Eek ortime pered.
stop your work day (first In and Out columns, - Absence Request

respectively), as well as the start and stop time for
your lunch break (Lunch and second In columns,

. . . “Wiew By: Week hd Reported Hours: 0.00
respectively). Note: time can be reported in any of
P ) P y Date: 0552014 [ 2 Scheduled Hours: 4000

the notations show in the following examples—
7:01 A (7:01 am), 8:08 A (8:08 am), 12:35P (12:35

From 05/05/2014 to 05/11/2014
pm), or 4:22p (4:22 pm)

Dy Date Status

b. To report an additional break or _block of time,_ad'd an Mon 56 New [ | [ o
additional row to the corresponding date by clicking S " | | | —
on the plus (+) button. v &

) Wed 57 Mew | | | [ ]
Salaried Exempt Employees
Thu 58 New | | | [ ]
a. You are required to report the time worked BV New [ | | .
regardless of when you started and stopped
working. Use the columns for each day to report the
appropriate time. Note: to report minutes worked, o
use the decimal notation by dividing the minutes View By: . Reported Hours:
worked by 60 and adding the result to the hours *Date: oaziizotd B Scheduled Hours:
worked. From Monday 04:21/2014 to Sunday 04.27/2014

. ; Mon Tue Wed Thu Fri Sat
Time Reporting Code 4 a2 4123 4124 4125 4126
| | | |

Use the Time Reporting Code (TRC) column to record the | | |

type of time you are reporting. TRCs can be used to report | | | | | | |
both time worked (e.g., regular work, telework, etc.) or | | | | | | |
unbalanced absences (e.g., administrative leave, court
leave, holidays, inclement weather, etc.).

. . . . . . TERELTS Mext Vieek )
Note: reportlng agalnst atime reportlng code is optlonal; Previous Week Mext Week

when one is not selected, the reported hours default to

Regular Pay. MRS
Combination Code p#:f:' Time Reporting Code [ |z‘:|tr:: Time Reporting Code Com

Use the Combination Code column to record time for a M - |
specific task or project in which you have worked during the - - .
selected day. . —

Note: reporting against a combination code is optional;
contact your manager if you think you need to report time
against one or multiple combination codes.

Submitting and Modifying a Timesheet

Payahle Time
Once you have completed entering time on the timesheet, overview | Time Reparting Elements | T
you can click on the Submit button.

Date Payable Status Reazon Code

If you need to make changes to a timesheet after it has _
been submitted, you may access the timesheet, make the 04511472014 Closed Mot Sent to Payroll Approval Monitor G
changes, and submit the time. Modifications can be

submitted for dates up to 30 days in the past. 04M14/2014 Closed Mot Sentto Payroll Approval Monitor GH
6. View Payable Time Information 04114872014 Closed kot Sent ta Payrall Appraval Monitor G
To view your payable time, navigate to the Payable Time 0415/2014  Clased Mot Sentto Payroll  Approval Monitor GF

Details transaction by clicking on the following items on the
left menu bar: Self Service > Time Reporting > View Time
> Payable Time Details.



