Education Support Leave for Absence Management

Agency Training Guide (Interim Solution)

This document provides information for Absence Management Agencies that
will use the interim solution to enter Education Support Leave for 2015.

There are 3 custom pages which relate to Education Support Leave:

The Employee Self Service (ESS) Education Support Leave page: This is the page that employees
use to request their Education Support Leave time for each calendar year. An employee may only
request Education Support Leave for themselves. An employee can only request up to 8 hours of
Education Support Leave per calendar year.

The Manager Self Service (MSS) Education Support Leave page: This is the page that Managers
use to approve or reject their direct reports Education Support Leave time for each calendar year.
A manager will only be able to see the Education Support Leave time for their direct reports.

The Administrator Education Support Leave page: This is the page that an administrator uses to
access Education Support Leave time that was entered by employees. An administrator can see
all Education Support Leave time that has been entered — regardless of who the employee reports
to. An administrator can also add, delete, approve, and reject Education Support Leave time for
any employee. An administrator can only enter 8 hours of Education Support Leave for each
employee per calendar year.
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1. The ESS Education Support Leave page

Navigation:

Self Service > Leave Transfer Requests > Education Support Leave

[> My Favorites
> SAC Support
[> State of Georgia
I> News and Announcements
[> XMP Publisher Report
> Company Directory
[~ Self Service
[» Time Reporting
[» Personal Information
[> Payroll and
Compensation
[> Benefits
[> Stock Activity
< Leave Transfer Requests
— Donate Leave Reguest
— Receive Donated
Leave Request
— Return Unused Leave
Reguest
— End Parlicipation
Reguest
Leave Transfer

Management

[ Recruiting Activities

[> Career Planning

- Leave Balance

— Employee Expense
Reimbursement

— Personal Leave Election

— Review Transactions

Education Support Leave

Education Support Leave

Use this page to enter your yearly "Education Support Leave™ hours. A user may use up to 8 hours of "Education Support Leave”

per calendar year.

Education Support Leave

Employee ID: ASAVINCKI

Name: Aaron Savincki

Reports To: Unknown

ﬁ?f31p’2[|15 [ 1.00

08/01/2015 1.00
08/02/2015 [+ 2.00
08/03/2015 200

08/04/2015 [ 1.00
08/09/2015 [5 2.00

B save | =] Notity |

This is the page where employees request Education Support Leave time.

hours for each row before saving as shown below:

Employees must enter a date and

- My Favorites
[ SAC Support
[- State of Georgia
[> News and Announcements
- XMP Publisher Report
[- Company Directory
= Self Service
[> Time Reporting
[> Personal Information
I Payroll and
Compensation
[> Benefits
[> Stock Activity
= Leave Transfer Requests
— Donate Leave Request
— Receive Donated
Leave Request
— Return Unused Leave
Reguest
— End Participation
Request
— Leave Transfer

Reguest History
ation Support
Leave

[> Performance
Management

[ Recruiting Activities

[> Career Planning

— Leave Balance

— Emplovee Expense
Reimbursement

— Personal Leave Election

— Review Transactions

Education Su Leave

Education Support Leave

Use this page to enter your yearly "Education Support Leave” hours. A user may use up to 8 hours of "Education Support Leave”

per calendar year.

Education Support Leave

Employee ID: ASAVINCKI
Name: Aaron Savincki

Reports To: Unknown

08/01/2015 1.00

I|ESJD2.ED1 5 [+ 2.00

08/03/2015 200

|ESJD4ED1 5[5 1.00
ﬁismgﬂms ] 2.00

Customi ¢ | Find | B |

First ] 160f6 o Last

B save | [=] Notify

Employees cannot click the “Approved” or “Rejected” checkboxes - as these 2 fields are greyed out.
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If an employee attempts to enter Education Support Leave before the date of 7/1/2015 (the go live date of
this functionality) the following message appears:

[> SAO Support
[- State of Georgia
- News and Announcements
[ XMP Publisher Report
- Company Directory
= Self Service
[ Time Reporting
[- Personal Information
[ Payroll and
Compensation
[» Benefits
[ Stock Activity
= Leave Transfer Requests
— Donate Leave Request
— Receive Donated
Leave Request
— Return Unused Leave
Request
— End Participation
Reguest
— Leave Transfer
isto

06/15/201 9 For 2015 you may only take Education Support Leave between the

[» Performance
dates of 7/§2015 and 12/31/2015.

You are attf§mpting to enter Education Support Leave for the date of
Management

[» Recruiting Activities
[» Career Planning
— Leave Balance LI
— Emplovee Expense

Reimbursement
— Personal Leave Election
— Review Transactions

If an employee tries to enter Education Support Leave for the next calendar year — the following message
appears:

[ My Favorites
> SAO Support
[: State of Georgia
> News and Announcements
[ XMP Publisher Report
> Company Directory
= Self Service
[> Time Reporting
[> Personal Information
[» Payroll and
‘Compensation
[> Benefits
[ Stock Activity
= Leave Transfer Requests
— Donate Leave Regquest
— Receive Donated
Leave Reguest
— Return Unused Leave
Request
— End Participation
Request
— Leave Transfer
Reguest History
— Education Support
Leave

[» Performance

M . The current ear is 2015. You are attempting to enter Education Support Leave
agancmen can only enter Education Support Leave for 2015

> Recruiting Activities
[ Career Planning

— Leave Balance

— Employee Expense

OK

Reimbursement
— Personal Leave Election
— Review Transactions

An employee may only enter time in quarter hour increments (.25 for 15 minutes, .50 for 30 minutes & .75 for
45 minutes). If an employee tries to enter Education Support Leave that is not in quarter hour increments —
the following message appears:
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[> SAD Support
- State of Georgia
[ News and Announcements.
[ XMP Publisher Report
> Company Directory
= Sell Service
> Time Reporting
[» Personal Information
[z Payroll and
Compensation
[> Benefits
[> Stock Activity
<= Leave Transfer Requests
— Donate | eave Request
— Receive Donated
Leave Reguest
— Retumn Unused Leave
Reguest
— End Participation
Request
— Leave Transfer
Request History
— Education Support
Leave
[> Performance
Management
> Recruiting Activities
[: Career Planning
— Leave Balance
— Employee Expense
Reimbursement
— Personal Leave Election

— Review Transactions

Once a manager has either approved or rejected a request for Education Support Leave, the employee cannot

‘You may only enter hours in ‘quater hour' increments of ‘00, 25", '60, or 75"
Please adjust the decimal percision on the ‘Hours' field before saving. (0,0)

SreorECe
this message

change or delete the row as the date, hours, and minus button are greyed out as shown below:

[» SAC Support
[ State of Georgia
[» News and Announcements
[» XMP Publisher Report
[- Company Directory
= Self Service
[ Time Reporting
[ Personal Information
[ Payroll and
Compensation
[> Benefits
[ Stock Activity
= Leave Transfer Requests
— Donate Leave Request
— Receive Donated
Leave Request
— Return Unused Leave
Eequest
— End Participation
Eequest
— Leave Transfer
Reguest History
— Education Support
Leave
[ Performance
Management
[ Recruiting Activities
[- Career Planning

Education Support Leave

Use this page to enter your yearly "Education Support Leave” hours. A user may use up to 8 hours of "Education Support Leave™

per calendar year.

Education Support Leave

Employee ID: ASAVINCKI
Name: Aaron Savincki

Reports To: Unknown

stomize | Find | 1 ( >
- o pproved Rejected
08/01/2015 1.00 | =

|EBNJ2!201 5[5 1.00 +i =

|l0si0212045 200 [=]
[psin4rz0is [ [ 1.00 =l
[peme/2015 [ | 2.00 =

If an employee attempts to enter more than 8 hours of Education Support Leave for a calendar year, the
following message will appear (any rows that were ‘rejected’ do not count towards the total of 8 hours per

calendar year):
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[> My Favorites
[ SAO Support
[ State of Georgia
[ News and Announcements
[ XMP Publisher Report
[- Company Directory
= Self Service
[> Time Reporting
[ Personal Information
[> Payroll and
Compensation
[> Benefits
[> Stock Activity
< Leave Transfer Requests
— Donate Leave Reques
— Receive Donated
Leave Request
— Return Unused Leave
Reguest
— End Participation
Request
— Leave Transfer
Request History

[ Performance
Management
[> Recruiting Activities
[> Career Planning
- Leave Balance

— Employee Expense

Reimbursement

For the calandar year of 2015 you are attempting to submit 11 hours. You may
nly submit & hours per calandar year. Please adjust your hour totals for the
Calandar year of 2015 before you save.

OK |

If an employee attempts to enter time on the Education Support Leave page and they are NOT a benefit
eligible full time employee in a position that works 40 hours a week, the employee will see the following pop
up message and they will NOT be able to enter time on the page as shown below:

Team Works

Search:

[> My Favorites

[ SAO Support

[ State of Georgia

[ News and Announcements

[ XMP Publisher Report

[ Company Directary

= Self Service

[- Time Reporting

[ Personal Information

[ Payroll and
Compensation

[ Benefits

[> Stock Activity

= Leave Transfer Requests
— Donate Leave Request
— Receive Donated

Leave Request
— Return Unused Leave
Eeguest

— End Participation

Bequest
— Leave Transfer

Eeguest History
— Education Support
Leave

LEsramanta
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To enter 'Education Support Leave'time on this page you must be a benefit
eligible full time employee in a position that works 40 hours per week. You do
not meet this criteria at this time so you will not be allowed to enter 'Education
Support Leave' time on this page. (0,0)

0K |
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2. The MSS Education Support Leave page

Navigation: Manager Self Service > Time Management > Approve Time and Exceptions > Approve Education
Support

(’: Approve Education Support

[ My Favorites

[» SAD Support i

. State of Georgia Approve Education Support Leave

b XMP Pub_l|sher Report Use this page to approve or reject your employee's yearly "Education Support Leave” hours. Please remember a user may take
I Self Service . up to & hours of "Education Support Leave” per calendar year.

= Manager Self Service

= Time Management
[ Manage Schedules

Approve Education Support Leave

=— Approve Time and
Exceptions -
_ Manage Individual *Filter By: | Show All v Refresh Grid Data Below |
Exceptions
Customize [Find [ 7] #  First Bl 1450115 1 Last
Eworen [l e o | Aopov | Rt
ASAVINCKI Aaron Savincki 07/31/2015 1.00
[ View Time
— Manager Search Options ASAVINCKI Aaron Savincki  08/01/2015 1.00 v
[> Job and Personal
Information N
b Compensation and Stock ASAVINCKI Aaron Savincki  08/02/2015 2.00
[ Learning and Development
[» Performance hManagement ASAVINCKI Aaron Savincki  08/03/2015 2.00 v
— Review Transactions
[ Agency Security
[ Agency Security Reset ASAVINCKI Aaron Savincki  08/04/2015 1.00
[ Workforce Administration
Benefits
ECompensaﬁon EBLY Ed Bly 09/282013 2.00
[> Time and Labor
g aaliigtiotitinegea EBLY Ed Bl 097202013 1.00
> Global Payroll & Absence 4 : =
Mgmt
[ Payroll Interface EBLY Ed Bly 09/30/2013 1.00
[ Workforce Development
[ Organizational Development
[» Enterprise Learning EBLY Ed Bly 10/02/2013 2.00 i
[ Workforce Maonitoring
[ Set Up HRMS
b Enterprise Componants EBLY Ed Bly 07/07/2015 1.00 .
[> Worklist

[> Tree Manager

[ Reporting Tools

[» PeopleTools

— Change My Password
— My Personalizations Reject All Unprocessed Rows |

— My System Profile
B save | [=] Hotify |

Approve All Unprocessed Rows |

— My Dictionary

This is the page where managers approve or reject their employee’s Education Support Leave. Managers do
not have the ability to add or delete Education Support Leave for their employees. Managers can click either
the “approved” checkbox of the “rejected” checkbox for each row of Education Support Leave. Please note
that a manager will only be able to see (and approve or reject) their employee’s (or direct report’s) Education
Support Leave.
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Managers have the ability to click the “Approve All Unprocessed Rows” and “Reject all Unprocessed Rows”
buttons as shown below:

(’: Approve Education Support

[- My Favorites

[> SAO Support :
¢ State of Georgia Approve Education Support Leave
Eé:}fszl:siuiher Report Use this page to approve or reject your employee’s yearly "Education Support Leave” hours. Flease remember a user may take

up to 8 hours of "Education Support Leave” per calendar year.

[~ Manager Self Service

= Time Management

Asprote Tme ana
— Approve Time and Approve Education Support Leave

Exceptions . -

— Manage Individual *Filter By: | Show All

Exceptions
— Payable Time

v Refresh Grid Data Below |

i Customize | Find | = First B 115 0r15 B Last
— Exceptions

— Approve Education n
Support ASAVINCKI Aaron Savincki 07/31/2015 1.00

[ Report Time
[> View Time
— Manager Search Options ASAVINCKI Aaraon Savincki  08/01/2015 1.00 4
[- Job and Personal
Information
[ Compensation and Stock
[> Learning and Development
I Performance Management ASAVINCKI Aaron Savincki  08/03/2015 2.00 v
— Review Transactions
[ Agency Security
[ Agency Security Reset ASAVINCKI Aaron Savincki  08/04/2015 1.00
[ Workforce Administration
Benefits
E Compensation EBLY Ed Bly 09/28/2013 2.00
[ Time and Labor
B PR e Rei AT EBLY Ed Bl 09292013 1.00 v
I Global Payroll & Absence v :
Mgmt
[- Payrall Interface EBLY Ed Bly 09/30/2013 1.00
[ Workforce Development
[ Organizational Development
> Enterprise Leaming EBLY Ed Bly 10/02/2013 2.00 v
[ Workforce Monitoring
[» Set Up HRMS
b Enterprise Components EBLY Ed Bly 07/07/2015 1.00 .
[ Worklist
[ Tree Manager
[ Reporting Tools
[ PeopleTools
— Change My Password
— My Personalizations Reject All Unprocessed Rows |

— My System Profile
B save | [=] Notify |

ASAVINCKI Aaran Savincki  08/02/2015 2.00

Approve All Unprocessed Rows |

— My Dictionary

When the “Approve All Unprocessed Rows” button is clicked — all rows that are not already “approved” or
“rejected” are marked as “approved”.

When the “Reject All Unprocessed Rows” button is clicked — all rows that are not already “approved” or
“rejected” are marked as “rejected”.

The manager must always “Save” the page (by clicking the “Save” button) after clicking either the “Approve
All Unprocessed Rows” button or the “reject All Unprocessed Rows” button.
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Managers have access to a “filter” as shown below to help limit the results which are displayed in the grid.
The manager must click the “Refresh Grid Data Below” button for the filter to take effect:

@ Approve Education Support

y Favorites
Support .
of Georgia Approve Education Support Leave
"',:' Publisher Report Use this page lo approve of reject your employee’s yearly "Education Support Leave™ hours, Please remember a user may take
Senvice up be & hours of Education Support Leave™ per calendar year.
Manager Selfl Service
= Time Managament
Tl
i Time and Approve Education Support Leave
Em:apdnns

En1g" Individual

Filter By:[ Show Al v Retresh Grid Data Below

Date
Emplayee ID
[ Show All
voe r— o | et | s

ASAVINCK] Aaron Savincki  0T312015 1.00

 stomiz | Fig | &1

Absence Reguesis

- Approve Educaion
Support

[+ Repon Tima

[: Wiew Time

- Manager Search Opligns ASAVINCK] AGnon Savincki 080172015 1.00
> Job and Parsonal

If the manager chooses “Show All” — all rows of Education Support Leave are shown for the manager’s direct
reports (or direct employees):

| "

[» My Favarites

[» SAO Support .

b State of Georgia Approve Education Support Leave

b XMP Publisher Report Use this page to approve of reject your employes’s yearly "Education Support Leave” hours. Please remember a
gfﬂzlzgsglcsilf&wice up to & hours of "Education Support Leave” per calendar year.

= Time Management
[» Manage Schedules _
= Approve Time and Approve Fancation Sunnort | save
Exceptions
— Manaage Individual
Exceptions
— Payable Time
— Exceptions
— Absence Requests
— Approve Education
Support
[ Report Time
[ View Time

*Filter By: | Show Al Refresh Grid Data Below |

Customize | Find | B0 | 38 First Bl 1450115 I Last
First Last
e e

ASAVINCKI Aaron Savincki  07/31/2015 1.00

If the manager chooses “Date” —then a “From Date” and a “To Date” must be entered before clicking the

“Refresh Grid Data Below” button. Only rows of Education Support Leave with a date between the “From
Date” and “To Date” are displayed in the grid:
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Q_ Approve Education Support

[> My Favorites

[ SAC Support i
* State of Georgia Approve Education Support Leave
Eég}fszllfi:zher Report Use this page to approve or reject your employee’s yearly "Education Support Leave™ hours. Please remember a user may take

up to & hours of "Education Su ort Leave” per calendar year.
k- Manager Self Service P PP P ¥

= Time Management
[ Manage Schedules
< Approve Time and
Exceptions
— Manage Individual
Exceptions
— Payable Time
— Exceptions
— Absence Reguests

Approve Education Support Leave
“Filter By: | Date | Refresh Grid Data Below |
From Date: El

To Date: E}

[> Report Time Customize | Find | First Bl 145 or 15 B0 Last

> View Time
— Manager Search Options
[» Job and Personal

ASAVINCKI Aaron 07/21/72015 100 o o

If the manager chooses “Employee ID” — then an “Employee ID” must be entered before clicking the “Refresh
Grid Data Below” button. Only rows of Education Support Leave for the specified employee will appear in
the grid when this option is utilized:

& Approve Education Support

[ My Favorites

[» SAC Support .

b ST Approve Education Support Leave

b XMP Pub_llsher Report Use this page to approve or reject your employee’s yearly "Education Support Leave” hours. Please remember a user may take
b Self Service . up to & hours of "Education Support Leave” per calendar year.

= Manager Self Service

= Time Management
[» Manage Schedules
= Approve Time and

Approve Education Support Leave
Exceptions
— Manaqge Individual

*Filter By:l Employee ID v |
Exceptions
~ Payable Time Empoyee:[ @

— Exceptions
— Absence Requests

— Approve Education
Support

[ Report Time
[ View Time

— Manager Search Options
I: Inh and Parennal

Refresh Grid Data Below |

Customize | Find | First Kl 14501 15 B Last

First Last
e g [ o

ASAVINCKI Aaron Savincki  07/31/2015 1.00 J J |—|

If the manager chooses “Status” —then a “Status” (approved, rejected, or unprocessed) must be entered
before clicking the “Refresh Grid Data Below” button. Only rows of Education Support Leave that have the
specified status will appear in the grid when this option is utilized:

<>: Approve Education Support

[> My Favorites

[» SAO Support -
b State of Geargia Approve Education Support Leave
ggg'}fslzt:\?itzherRepon Use this page to approve or reject your employee’s yearly "Education Support Leave” hours. Please remember a user may take

up to & hours of "Education Support Leave” per calendar year.
~ Manager Self Service P i p ¥

= Time Management
[ Manage Schedules
= Approve Time and
Exceptions -
_ Manage Individual *Filter By: | Status v Refresh Grid Data Below |
Exceptions
— Payable Time Status: a
— Exceptions
— Absence Reguests
— Approve Education
Support
[> Report Time
[ View Time

Approve Education Support Leave

it
om0, i, v o |

ASAVINCI Aarnn inelki  OT7/340046 100 (] (]
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3. The Administrator Education Support Leave page

Navigation: Global Payroll & Absence Mgmt > Payee Data > Administer Education Support

(’: Administer Education Support
> My Favorites
- SAO Support P -
- State of Georgia Administer Education Support Leave
E)S(z}fszl:eiuiher rEEEL Use this page to approve or reject yearly "Education Support Leave” hours. Please remember a user may take up to 8 hours of
[ Manager Self Service Education Support Leave™ per calendar year.
[> Agency Security

© Workforee Administat | Approve Education supportteave |
[ Workforce Administration Approve Education Support Leave

- Benefils

> Compensation *Filter By: | Show All v Refresh Grid Data Below |

> Time and Labor

&> Payrall for North America Customize | Find | & | First BN 149 or 19 B Last
[~ Global Payroll & Absence First
N R e e
< Payee Data
[ Assign Earnings and 00991850 Martha varn 07/07/2015 3.00 (] O = =
Deductions
[- Leave Donations 00991850 Martha Varn 07/30/2015 1.00 (] (] =]
[> Maintain Absences
> Create Overrides DD991850 Martha Varn 07/312015 2.00 (] (] =]
[> Adjust Balances
el BN =le] = ASAVINCKI Aaron Savincki 0713172015 1.00 (] (] =
ASAVINCKI Aaron Savincki 08/01/2015 1.00 () ] =
n ASAVINCKI Aaron Savincki 08/02/2015 2.00 (] (] =
Processing ) .
[ Payment Processing ASAVINCKI Aaron Savincki 08/03/2015 2.00 =) (] =]
[ Time and Labor / GL Costs
> Leave Donation Processing ASAVINCKI Aaron Savincki 08/04/2015 1.00 [} (] E|
> Payroll Interface o
> Workforce Development ASAVINCKI Aaron Savincki 08/09/2015 2.00 (] O [=]
[ Crganizational Development
[ Enterprise Leaming EBLY Ed Bly 09/28/2013 2.00 (] (] = -
> Workforce Monitoring
[ Set Up HRMS
> Enterprise Components
- Waorklist Approve All Unprocessed Rows |
> Tree Manager
- Reporting Tools Reject All Unprocessed Rows |
[- PeopleTools
— Change My Password
— My Personalizations M Ml

This is the page where administrators can view, add, delete, approve, and reject employee’s Education
Support Leave.

Administrators can add rows for any employee as shown below:

[€l Aaminister Eaucation Support
> My Favorites
[» SAD Support i ;
R erreetr Administer Education Support Leave
Eﬁf&‘:’r‘:’.ﬁner Report Use this page to approve or reject yearly "Education Support Leave” hours. Please remember a user may take up to 8 hours of
I Manager Self Service Education Support Leave™ per calendar year.
[ Agency Security
§ Woriforce Adminstat  Approve Education supportteave |
> Workforce Administration ST BT ) T e LT
[- Benefits
[- Compensation *Filter By:| Show All v Refresh Grid Data Below |
[ Time and Labor
[ Payroll for North America i
- Global Payroll & Absence 1
N e
= Payee Data
I» Assign Earnings and 00991850 Martha wvarn 07/07/2015 3.00 (] O EINE =
Deductions
- Leave Donations 00991850 Martha warn 07/30/2015 1.00 [m} O E INE
[> Maintain Absences
I» Create Overrides 00991850 Martha warn 07/31/2015 2.00 o J E INE
[ Adjust Balances
— Add a PQI Payee ASAVINCKI Aaron Savincki 07/31/2015 1.00 (] (] E INE
— Review Job Information
— Administer Education ASAVINCKI Aaron Savincki 08/01/2015 1.00 (] ) E INE
Support
I Absence and Payrall ASAVINCKI Aaron Savincki 08/02/2015 2.00 @ @ E INE
Processin,
[» Payment F?mcessmg ASAVINCKI Aaron Savincki 08/03/2015 2.00 vl @] E IlE
[> Time and Labor / GL Costs
> Leave Donation Processing ASAVINCKI Aaron Savincki 08/04/2015 1.00 (] (] E INE
[- Payroll Interface
I Wovrkrorce Development ASAVINCKI Aaron Savincki 08/09/2015 2.00 (] () E INE
[- Crganizational Development
- En?em,,se Leaming P EBLY Ed Bly 09/28/2013 2.00 @ @ E INE I
> Workforce Monitoring
- Set Up HRMS
Emﬁ:ﬁé{w Components Approve All Unprocessed Rows |
[ Tree Manager
[ Reporting Tools Reject All Unprocessed Rows |
[ PeopleTools
— Change My Password
— My Personalizations EI E'“ﬂl
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Administrators can delete rows for any employee as shown below:

(’: Administer Education Support
[ My Favorites
[ SAO Support i i
I State of Georgia Administer Education Support Leave
gég}?szwlu:her Report Use this page to approve or reject yearly "Education Support Leave” hours. Please remember a user may take up to 8 hours of
b Manager Seif Service Education Support Leave” per calendar year.
[> Agency Security
© Workiorce Adminsat
[» Waorkforce Administration Approve Education Support Leave
[ Benefits . .
[> Compensation *Filter By: | Show All v Refresh Grid Data Below |
[> Time and Labor
v Payroll for North America Customize | Find | 1] First Bl 118011~ ™ - ast
= Global Payroll & Absence |
Mgt B
= Payee Data
I> Assign Earnings and 00991850 Martha Vam 07/07/2015 3.00 ] ] =} =11
Deductions
[» Leave Donations 00991850 Martha Warn 07/30/2015 1.00 (] (] [+] [=]
[» Maintain Absences
[ Create Overides 00991850 Martha vam 07/312015 2.00 O O [+ =]
[ Adjust Balances
Add a POl Pavee ASAVINCKI Aaron Savincki 07/312015 1.00 (] O [+ =1
Review Job Information
— Administer Education ASAVINCKI Aaron Savincki 08/01/2015 1.00 O ] = =
Support
> Absence and Payrall ASAVINCKI Aaron Savincki 08/02/2015 2.00 O @ [+ =
Pracessin
I+ Payment Igrocessmg ASAVINCKI Aaron Savincki 08/03/2015 2.00 ¥ [+ =]
[ Time and Labor / GL Costs
> Leave Donation Procassing ASAVINCKI Aaron Savincki 08/0412015 1.00 (] (] [+ =1
[ Payroll Interface
I Woyrkfurce Development ASAVINCKI Aaron Savincki D8/09/2015 2.00 J O [+ =]
[ Crganizational Development
I En?erpr\se Leamning p EBLY Ed Bly D09/28/2013 2.00 O (] [+ =] -
[ Workforce Monitoring
[ SetUp HEMS
[> Enterprise Components
& Workilst Approve All Unprocessed Rows |
[ Tree Manager
[ Reporting Tools Reject All Unprocessed Rows. |
[ PeopleTools
— Change My Password
— My Personalizations ﬁsil Emﬂl

Administrators can approve and reject any row of Education Support Leave for any employee as shown below:

(€ Aaminister Education Support
[ My Favarites
[ SAQ Support ini i
b Stale of Georgia Administer Education Support Leave
b EALE F'ub_\lsher Report Use this page to approve or reject yearly "Education Support Leave” hours. Flease remember a user may take up to 8 hours of
E \hgﬂilrlg‘;;lgilf%wice “Education Support Leave” per calendar year.
> Agency Security
b Worklorce Admiisiai
[ Workforce Administration i ETE ) e T
[ Benefits . -
[> Compensation *Filter By: | Show All v Refresh Grid Data Below |
[ Time and Labor
b P TR AT Customize | Find | 01 | First Bl 119 07 19 B Last
== Global Payroll & Absence t T | ge—
e gy R
= Payee Data
[> Assign Earnings and 00991850 Martha varn 07/0712015 3.00 () (] =1 =
Deductions
I Leave Donations 00991850 Martha wvarn 07/30/2015 1.00 (] (] [=1
[> Maintain Absences
[» Create Overrides 00991850 Martha wvarn 07/31/2015 2.00 (] (] [=1
[> Adjust Balances
— Add a POl Pavee ASAVINCKI Aaron Savincki 07/31/2015 1.00 (] (] [=1
— Review Job Information
— Administer Education ASAVINCKI Aaron Savincki 08/01/2015 1.00 O v [=]
Support - -
[> Absence and Payroll ASAVINCKI Aaraon Savincki 08/02/2015 2.00 (] (] =1
Processini
[ Payment F?messmg ASAVINCKI Aaron Savincki 08/03/2015 2.00 T ] [=]
Time and Labor / GL Costs
E Leave Donation Processing ASAVINCKI Aaraon Savincki 08/04/2015 1.00 (] (] =1
Payroll Interface
E Wovrlcforce Development ASAVINCKI Aaran Savincki 08/09/2015 2.00 (] (] [=1
[» Organizational Development - .
[> Enterprise Learning EBLY Ed Bly 09/28/2013 2.00 (] (] =+ [=] -
[» Workforce Monitoring
[- Set Up HRMS
[» Enterprise Components
b Worklist Approve All Unprocessed Rows |
[» Tree Manager
[> Reporting Tools Reject All Unprocessed Rows |
[- PeopleTools
— Change My Password
— My Personalizations ES&I oty
v TS -T)
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Administrators have the ability to click the “Approve All Unprocessed Rows” and “Reject all Unprocessed
Rows” buttons as shown below:

| (’: Administer Education Support
[ My Favarites
[ SAO Support S i
b State of Genrgiz Administer Education Support Leave
b XMP Publisher Report Use this page to approve of reject yearly "Education Support Leave” hours. Please remember a user may take up to 8 hours of
E mlgxglglf\‘iemce "Education Support Leave” per calendar year.
[ Agency Security
" Workforce Adminsiat
b Workforce Administration Approve Education Support Leave
[ Benefits
[ Compensation *Filter By:| Show All v Refresh Grid Data Below |
[ Time and Labor
i Payroll for North America Customize | Find | 2 First Bl 119018 I Last
= Global Payroll & Absence st
oo i o e e
=~ Payee Data
[ Assign Earnings and 00991850 Martha Varn 0710712015 3.00 J OJ EI -
Deductions
[» Leave Donations 00991850 Martha Varn 07/30/2015 1.00 (] (] [=
[> Maintain Absences
[» Create Overrides 00991850 Martha Varn 07/31/2015 200 (] (] [=]
[ Adjust Balances
— Add a POl Payee ASAVINCKI Aaron Savincki 071312015 1.00 [l (H] =
— Review Job Information
B s ASAVINCKI Aaron Savincki 08/01/2015 1.00 0 7] [=]
Support
& Absence and Payroll ASAVINCK Aaron Savincki 08/02/2015 2.00 ] (] =
Processin:
b Payment F?messmg ASAVINCKI Aaron Savincki 08/03/2015 2.00 vl O =
[- Time and Labor / GL Caosts
[» Leave Donation Processing ASAVINCKI Aaron Savincki 08/04/2015 1.00 O (] [=]
[ Payroll Interface
b Wo‘,:'kforce Development ASAVINCKI Aaron Savincki 08/09/2015 2.00 L L [=]
[ Crganizational Development
b E,ﬁerprise Leamning & EBLY Ed Bly 097282013 2.00 m] ] = .
[ Workforce Monitoring
[ Set Up HRMS
[ Enterprise Components
b Warklist Approve All Unprocessed Rows |
[ Tree Manager
[ Reporting Tools Reject All Unprocessed Rows |
[» PeopleTools
— Change My Password §
— My Personalizations %I Emﬂl

When the “Approve All Unprocessed Rows” button is clicked — all rows that are not already “approved” or
“rejected” are marked as “approved”.

When the “Reject All Unprocessed Rows” button is clicked — all rows that are not already “approved” or
“rejected” are marked as “rejected”.

Administrators have access to a “filter” as shown below to help limit the results which are displayed in the
grid. The administrator must click the “Refresh Grid Data Below” button for the filter to take effect:

d

[ My Favorites
- SAD Support i 1
(- State of Georgia Administer Education SUppOI‘E Leave
: L‘ﬁ’s':"r:é:"“ﬂam Usé Tis page 1o approve of feject yearly "EGULaton SUpport Leave™ hours. Please remember 3 USer may take up 1o 8 hours of
b Manaser Son - Edutation SUppom Leave” per calendar year
[ Agency Security
[+ Agendy Security Raset -
. Warkforce Administration Approve Education Support Leave
[+ Benefits
_‘i Compensation Refresh Grid Data Below
- Time and Labor Date
i Payroll for North America Emplayes 1D Cuptomice | Find | 2
|- Global Payroll & Absence r - AL

mt

= Payee Data
I» Assign Earnings and et oTmTIROS
Deductions
[ Leave Donations 07302015
[ Maintain Absentes
. Bdiorst LYEY ATFHASBIE e W a T} [l 1]
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If the administrator chooses “Show All” — all rows of Education Support Leave are shown regardless of who
the employee reports to:

(’: Administer Education Support

[> My Favorites

[ SAO Support ini i
e, Administer Education Support Leave
Eg}fszl;\?itzher Report Use this page to approve or reject yearly "Education Support Leave” hours. Please remember a user may take up to 8 hours of

"Education Support Leave” per calendar year.
[ Manager Self Service pp p ¥

[> Agency Security
[ Agency Security Reset
[ Waorkforce Administration

[ Benefits
[» Compensation ilter By:l Show All v | Refresh Grid Data Below |

[> Time and Labor
[> Payroll for North America
= Global Payroll & Absence
Mgmt
= Payee Data
[» Assign Earnings and 00991850 Martha arn 07/07/2015 3.00 (] O = =
Deductions

Approve Education Support Leave

anoosncn Bk 3 OZmomns c 4 nn N

If the administrator chooses “Date” — then a “From Date” and a “To Date” must be entered before clicking the
“Refresh Grid Data Below” button. Only rows of Education Support Leave with a date between the “From
Date” and “To Date” are displayed in the grid:

(’: Administer Education Support

[ My Favorites

[ SAD Support P =

{ State of Georgia Administer Education Support Leave

B L L 2 R R Use this page to approve or reject yearly "Education Support Leave” hours. Please remember a user may take up 1o & hours of
b E2 R . "Education Support Leave” per calendar year.

[ Manager Self Service

[ Agency Security

> Werdorce Admiistat
[ Workforce Administration Approve Education Support Leave

[> Benefits -

[ Compensation *Filter By:l Date v | Refresh Grid Data Below |

[ Time and Labar

[> Payroll for North America From Date: [#]

= Global Payroll & Absence

IMgmt To Date: [

= Payee Data
[ Assign Earnings and
Deductions Custnmze|Fm|E|| Firs tn 1190719 I Last
[» Leave Donations D ejected
[ Maintain Absences -
[ Create Overrides Ancnsccn aznzmnac 1]

If the administrator chooses “Employee ID” — then an “Employee ID” must be entered before clicking the
“Refresh Grid Data Below” button. Only rows of Education Support Leave for the specified employee will
appear in the grid when this option is utilized:

[ My Favaorites

<>: Administer Education Support
[ SAC Suppaort

L State of Georgia Administer Education Support Leave
[- XMP Publisher Report

- Self Service

[ Manager Self Service

> Agency Security

> Agency Security Reset

[ Workforce Administration

[- Benefits .
[ Compensation *Filter By:l Employee ID v | Refresh Grid Data Below |

> Time and Labor

[+ Payroll for North America Employee ID: (&}

= Global Payroll & Absence

Use this page to approve or reject yearly "Education Support Leave™” hours. Please remember a user may take up to 8 hours of
"Education Support Leave” per calendar year.

Annrove Fducation Sunnort | eave

:?:.n;;ee i customize | Find | 20| 8 First Bl 1190119 B Last
Deductions
I> Leave Donations 00991850 Martha wvarn 07/07/2015 3.00 O =+ = =
[» Maintain Absences
[> Create Overrides nnooicen hdacth . N7/20004E 400 ol 1
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If the administrator chooses “Status” — then a “Status” (approved, rejected, or unprocessed) must be entered
before clicking the “Refresh Grid Data Below” button. Only rows of Education Support Leave that have the
specified status will appear in the grid when this option is utilized:

SEATTIT,

| (’: Administer Education Support

[» My Favorites

[ SAQ Support P -
b State of Georgia Administer Education Support Leave

I XMP Publisher Repaort Use this page to approve or reject yearly "Education Support Leave” hours. Please remember a user may take up to 8 hours of

> Self Service X "Education Support Leave” per calendar year.

[» Manager Self Service

[» Agency Security

> Workiores Adminstt
& Workforce Administration Approve Education Support Leave

[> Benefits

Filter By: | Status v Refresh Grid Data Below |

Status: &}

[ Compensation

[ Time and Labor

[ Payroll for North America
= Global Payroll & Absence

IMgmt - . | .
ng'ayee Data - customize | Find | 2] 2 First Bl 1490119 B 1 st
Deductions

[» Leave Donations
[ Maintain Absences

[ Create Overrides nnagigan Martha

00991850 Martha Varn 07/07/2015 3.00 L O

Aarn N7/307015 400 [ (|

If an administrator attempts to enter more than 8 hours of Education Support Leave for an employee in a
single calendar year — the following message will appear (any rows that were ‘rejected’ do not count towards
the total of 8 hours per calendar year):

[: My Favorites
[ SAC Support
[: State of Georgia
[ XMP Publisher Report
[- Self Service
[ Manager Self Service
[: Agency Security
[ Agency Security Reset
[» Workforce Administration
[- Benefits
[: Compensation
[» Time and Labor
(> Payroll for North America
- Global Payroll & Absence
Mgmt
= Payee Data
[: Assign Earnings and
Deductions
[» Leave Donations.
[> Maintain Absences
[» Create Overrides.
b Adjust Balances For the 00891850 employee you are attempting to save 9 hours in 2015. You
- AR—V—‘:&Z;’JO;E?”%?N Ation may only save & hours per employee per year
— Administer Education
Support OK
[ Absence and Payroll
Processing

[> Payment Processing
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End of Calendar Year Reporting

At the end of the calendar year, data from the interim solution will be compiled by DOAS for state reporting.
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