HRS Employee Self-Service (ESS)

SVM
e (lassified FLSA Exempt Employees

 Academic Hourly Employees
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SVM Approval Timeline

Time Entry Deadlines:

*  Employees should enter and submit all time entries by Noon on the Monday after the pay period ends.
* Supervisors will review exceptions and approve all time by the end of the work day on the Tuesday after the pay

period ends.

pay period Enter time and submit .
for whole week if not
each day
already completed.
>
END of
Enter time and submit
each day
Enter time and submit
for whole week if not
already completed.
>
First day of LAST morning to enter
next pay time and submit for
period prior 2 weeks.

Py

\WIJ WISCONSIN

WERAITY O6F WISCOMSIN-MATHROMN




2017 Bi-Weekly Pay Schedule

Biweekly Pay Schedule

University Staff, Academic Staff Hourly and Student Hourly
Final Calc and

Pay Period Pay Run ID Pay Period Confirmation Pay Date
Dec Bzoise  2016BW12B 12112016 - 1272472016 122972016 Moming 01/05/2017
Jan A 2017BWO1A 12/25/2016 - 01072017 011272017 Moming 01192017
Jan B 2017BW0O1B 01/08/2017 - 01/21/2017 01/26/2017 MNoon 02/02/2017
Feb A 2017BWO2A 01/22/2017 - 02/04/2017 02/092017 Noon 0211672017
Feb B 2017BW02B 02/05/2017 - 021872017 02/23/2017 Noon 03/02/2017
Mar A 2017BWO3A 02192017 - 03/04/2017 03/0%2017 Noon 03/M16/2017
Mar B 2017BW03B 03/05/2017 - 03182017 03/23/2017 Noon 03/30/2017
Apr A 2017BWO4A 03192017 - 04/01/2017 04/06/2017 Noon 041372017
Apr B 2017BW04B 04/02/2017 - 04/15/2017 04/192017 Noon 042772017
Apr C 2017BW0O4C 04/16/2017 - 04/29/2017 05/04/2017 MNoon 05112017
May A 2017BWO0O5A 043072017 - 05/M13/2017 05/17/2017 Noon 05/25/2017
May B 2017BWO05SB 05/M14/2017 - 052772017 06/01/2017 MNoon 06/08/2017
Jun A 2017BW0OBA 05/28/2017 - 06/M0/2017 06/13/2017 Noon 06/22/2017
Jun B 2017BWOGB 06/11/2017 - 0672472017 06/28/2017 MNoon 07/06/2017
Jul A 2017BWOTA 06/25/2017 - O7/08/2017 07/13/2017 Noon 07/20/2017
Jul B 2017BWO7B 07/092017 - 072272017 07/27/2017 Noon 08/03/2017
Aug A 2017BW0OBA 07/23/2017 - 08/05/2017 08/10v2017 Noon 08172017
Aug B 2017BW08B 08/06/2017 - 08/M19/2017 08/23/2017 Moming 08/31/2017
Sep A 2017BW09A 08/20/2017 - 09/02/2017 09/07/2017 Noon 09/14/2017
Sep B 2017BW09B 09/03/2017 - 09/M16/2017 09/21/2017 MNoon 09/28/2017
Sep C 2017BW0OSC 09/17/2017 - 09/30/2017 10/0972017 Noon 101272017
Oct A 2017BW10A 10/01/2007 - 101472017 10/18/2017 Noon 1002672017
OctB 2017BW10B 10152017 - 10/28/2017 11/02/2017 Noon 11/09/2017
MNowv A 2017BW11A 10/29/2017 - 111172017 11152017  Noon 11/22/2017
Nov B 2017BW11B 111212017 - 11252017 11/3002017  Noon 1200772017
Dec A 2017BW12A 11/26/2007 - 12/09/2017 12/14/2017  Noon 122172017
Dec B 2017BW12B 1210/2017 - 12/23/2017 12/28/2017 Moming 01/04/2018
Jan A 2018BWO1A 1202472017 - 01/06/2018 01/11/2018 Noon 01/18/2018

Payroll processing dates are subject to change. Changes will be communicated to institution payroll offices

and posted on the UW Service Center website:

https:/fuwservice.wisconsin.edu/administration/payroll/
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Outline

e ABSENCES: Pages5-13
- Viewing your Leave Balances
- Entering an Absence

e TIMESHEET ENTRIES: Pages 14 - 19
- View of Timesheet
- Entering (and submitting) Time Worked
- Reviewing Submitted Time

e SUPPLEMENTAL INFORMATION: Pages 20 - 32

* Different Scenarios
- Overtime: Paid vs. Comp Time Earned
- On-Call Hours
- Reporting Floating Holiday or Comp Time Usage
- Legal Holidays

e Troubleshooting
- Modifying a Pushed Back Absence

* Viewing your Absence Request History




ABSENCES

Note: This section does not apply to Academic Staff Hourly employees.
Proceed to Page 15 for Timesheet Entry information
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The Absence Entry and Approval Process

Employee

Log on to My UW Portal
View Leave Balances
Enter and Submit Request

Supervisor
Views Request

Approves
Denies
Pushes Back

System sends Approved Absence to your timesheet

e
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Log into the My UW Portal at
https://my.wisc.edu using
your Net ID and password “ WELCOME ACADEMICS SERVICES

CUSTOMIZE -

WORK RECORD NEWS RESEARCH .
Benefit Il Work Record |

Payroll Information

Makg

News About My

Activate Senvices

n ime and Absence |
= it * Progress o
You need to modity your ar,
/ NetlD account to aclivate Benefit Infoi CIICk the t pl
. essential UW services. = ~ -
Click on the Work Record tab = wiscaeer:  Time & Absence hyperlink >t
vha
e . . with Lynd:
== | M -
/ HR, Payroll and Benefits News | ore
| I —
* Campus Resources '
. ] P . | own Manager Time and Approval L Compns News
C||Ck on the Time and * UW-Madison Web Site in th  Personal Information
) + Academic Calendar mod
Absence ||nk + Schools and Colleges Employee Resources * Statement
¢+ Academic Departments David War
* ﬂ_dmir’gistrative Offices Make A Difference review
+ Libraries s Contest se
. 25‘3:55 to Campus IT My Professional Development . E‘ﬁeg tior
R You have no bookmarks. Add folders and . ?garl'.rsdfser 3
+ Student Services It_:oskr:arl;s to this portlet to keep useful Providing i
G . 0 x

a.lr\\l
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https://my.wisc.edu/

RSITY OF

Welcome LYNN A MARTINSEN. Sign Out

WELCOME ACADEMICS SERVICES WORK RECORD RESEARCH

Time and Absence Next - CIiCk on the Leave Balance Ilnk 4= Return to dashboard
NOTE: These balances are as of the last el
Enter Absence paer”.

Timesheet

Absence L eave Balance Time Entry Statements

Balances as of the last pay check
< Previous 1 2 Next> 1-10 of 11

Entitlement a = Balance E
ALRA Balance 000 =
Classified Furlough Allocated . 0.00| 1
Legal Holiday Balance YTD - 3675 =
Personal Holiday Balance E 23.00 E
Sabbatical Balance . 560.50) =
Sick Leave Balance (class) . 1374.61 &
Sick Leave Balance (uncls) . 000 =
Vacation Allocation Balance E 104.25 E
\acation Available . 10425/ =
Vacation Carryover Balance . 000 =
Prevous 1 2 Next> ssssmssssEEsssEEEEEEEEnEd

NOTE: If you have NO absences to request; you may click on the TIMESHEET link above to record your time.
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Entering an Absence

Time and Absence

4 Return to dashboard

Help

Click on Enter Absence —

(You will be asked to enter

Enter Absence
Timesheet

Absence Leave Balance Time Entry Statements

your Net ID and password again.)

MName Status Start - End Total

Unclassified Leave Report

NOTE: You will fill out 1

Request for EACH day and Request Absence
EACH type of absence.

1S SPECIALIST COMNF
Enter Start Date and Absence Mame. Then complete the rest of the required fields
before submitting or save for later your request.

Enter Absence Start Date \ T
*Start Date: ||:|2.l'28.l'2|:|12 IE,] View Maonthly Schedule

Leave Filter by Type to “All” =————— Friiter by Type: [An E
*Absence Name: | Select Absence Name =]
Select Absence Name from drop- o
down menu. After selecting an Requestor Comments: | ﬂ@
Absence Name, more fields will x
appear for you to fill out. * Required Fiekd
(See following page for commonly used Note: Floating Legal Holiday used and Comp Time used
Absence Names) are not reported on this screen. Those two types of

leave require a timesheet entry process.

{Lt }\I
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Commonly Used Leave Names

Here is the drop down menu~_|
for you to select your leave
type. The circled leave is the
most common that you will be
using. Be VERY careful to

select the correct Absence
Name.

REMINDER:

You will fill out 1 Request
for EACH day and EACH
type of absence.

Request Absence

HR ASST ADV

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

Absence Detail

*Start Date: 08012013 [+ View Monthly Schedule

Al -

Vacation (CLS) -
| Jury Duty (CLS)

commens  [ERIEHCONSS

Leave wio Pay Mon Deduct (C

*Absence Name:

Requestor CommentsLv wio Pay Craft Non Ded (CL -
Mil Lv 30 Day Paid I:CLE} -
Day Unp D (CL}
" Required Field Personal Holiday (CLS

F_‘,L:Lfessmﬂaf De_'.r_atu pment (C
= sabbatical (CLS) )

M Seied Ausence Name
Sick Leave (CLS)

Vacation (CLS)
[Wark Eumn".’thS'ﬁumulatq

Go To:

,{L-}\
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Entering an Absence

444 MPORTANT**+*
FOLLOW THESE STEP BY STEP

End Date: Required field
(Must be SAME as Start Date)

Reason: field is not used

Entry Type: Change to Hours Per Day

Hours Per Day: Enter number of
leave hours used per day

Request Absence

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

*Start Date: 03/26/2012 37,]
End Date: 03/26/2012 ilj

Filter by Type: | All |

View Monthly Schedule

*Absence Name: [Vacation (CLS) ;l Current Balance: 224.25 Hours™

Reason: | Select Absence Reason |

’IIIIIIIIIIIIIIIIIIIIIIIIIIIIIII-

= Entry Type | Hours Per Day _~ :€&—— || SUPER IMPORTANT. #1 MISTAKE

Hours Per Day 4.00
Duration: 4.00 Hours

Calculate End Date or Duration |

Click: Calculate End Date or Duration /)

(This will auto populate the Duration Hours field)

After filling out the required fields, you
will Submit the request to your

Requestor Comments: | :|Qf

* Required Field

**Disclaimer: The current balgnce does not reflect absences that have not been processed.
‘Wf'; Submit

supervisor for approval.

Go To:  View Absence Request History

View Absence Balances

(W) WISCONSIN
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Entering an Absence

1. Once you have submitted
your absence, you will see a
confirmation page.

Click the OIK button.

Submit Confi¢1ation

‘/ The Absence Request was successfully submitted.

NOTE: Your supervisor will either Approve,
Deny, or Push Back the absence.

SCENARIOS

#1. You have competed your absence and you
now want to enter your hours worked:

Click on the Timesheet link on the Menu and
proceed to page 18.

#2. You have more absences to request:

Click on the Absence Request link on the Menu.

2. The Request Details page appears:

|_

Search:
&

[ My Favorites
[» Inbound File Upload
— Self Senvice
= Time Reporing
— Report Time

1

== Absence Request

ompensation

[fTime and Labor

f Payroll for Morth America

i~ Global Payroll & Absence
Mgt

[ Payroll Interface

[ Workforce Development

[ Organizational Development

[» Set Up HRMS

[ UW Absence Management
Reports

[ LW Benefits Repors

[ UW Financial Reports

[ UW HR Reports

[ LW Payroll Reports

[» Reporting Tools

[ PeopleTools

= My Personalizations

= My Dictionary

= EEM

Request Details

HR. ASST ADV

View Request Status and Approval Details

Start Date: 11/05/2013

End Date: 11/05/2012

Absence Name: Sick Leave (CL3) Current
Reason: Regular

Partial Days: Hours Per Day

All Days Hours: 375

Duration: 375 Hours

Status: Submitted

Request History

Status Hame Date Comments

1 submitted 11/08/2013

Approval using TL Security

—~ Absence Management:Pending

|
) WISCONSIN
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Timesheet with Absences

Your absence request will appear on your

timesheet as soon as you submit it.

View By: Time Period - Date:  10/06/2013 [3) [ Refresh | =< PreviousNime Period Nesd Time Period ==

Populate Time From: Schedule Information

Reported Hours:  230.00Hours  Scheduled Hours:  20.00 Hours

From Sunday 10/06/2013 to Saturday 10/19/2013

{ Timesheet '|

Sun Mon Tue Wed Thu Fr Sat  Sun Mon Tue Wed Thu Fri Sat
106 107 108 1009 10M0 10M1 10M2 1013 1014 10M5  10M6 1017 10M8 10:°9  Total Time Reporting Code

Taskgroup

900 900 900 900 400 9.00 9.00 9.00 B7.00 * UW_DEFAUL O
B e mnnnnnnnmmmmnns T UW_DEFAUL @
= 8.00 Vacation - VACTN UW_DEFALULT
.......... L
0 Reported Time Status - click to hide
Date Status Total Time Reporting Code Iﬁf:ed Comments
10/07/2013 Submitted 9.00 9.00 C.,—.}
10/08/2013 Submitted 9.00 9.00 (.:3'
10/09/2013 Submitted 9.00 9.00 Q
10/10/2013 Submitted 9.00 9.00 Q
1001142013 Submitted 4.00 4.00 Q
10/14/2013 Submitted 9.00 9.00 Q
10/15/2013 Submitted 9.00 9.00 (.,—.}
10/16/2013 Submitted 9.00 9.00 Q
101712013 Approved 8.00 VACTN 9.00 Q
1011812 Submitted 5.00 4.00 Q

In this example the supervisor has approved the vacation request and it displays

“Approved”. Absences not yet approved by the supervisor will appear on the time d

sheet as “Needs Approval”. }} W]SCONS[N

L) UNIVERSITY OF WISCOMNSIN-MADIROMN
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TIMESHEET ENTRIES




Entering Time Worked

To access your timesheet, log into the My UW Portal at
https://my.wisc.edu using your Net ID and password

Go to the Work Record
tab

WORK EEDHD RESEARCH

Beaneft In Work Record

CI'Ck on Tlme and hCes . Payroll information H m
Absence ATTENTIO -. ! ffime and Absence | L g

You need to madify your ar,
Benefit Infou :
Click the t pl

wiscareer:  Time & Absence hyperlink patx

MNatD sccaunl 1o activals
essential UW services,

HRS Self Serice Links with Lynd:

Campus Quick Links

More =

HR. Payroll and Benefits News i

¢ Campus Resources Manager Time and Approval e i
e h Campus News
* UW-Madison Web Site in tF  Parsonal Information
* Academic Calendar miod

. ?fh?ﬂlﬁ 3""_'-1 Cr,uli.eges L——  Employee Resources — . ?mt'?w_'f‘m

Py
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https://my.wisc.edu/

Entering Time Worked

To enter time worked or to make adjustments to time
already entered, click on the Timesheet link

Time and Absence 4= RetL

Enter Absen

Timesheet
Absence Leave Balance Time Entry Statements
MName Status Start v End T
Personal Holiday (CLS) Submitted 08/15/2012 08/M15/2012

Unclassified Leave Report

NOTE: After clicking on the Timesheet link, a second Log On may be necessary using your
Net ID and Password.

(W) WISCONSIN
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Types of Timesheets

Elapsed Exception

This is the timesheet that Classified Permanent (FLSA exempt) employees will use.
Employees who use this timesheet enter total hours worked each day.

i)

Click for Instructions

View By: |Time Period |  Date: [03/252012 [ £ Retresh | == Previous Time Period

Mext Time Period
Populate Time From:

Schedule Information

Reported Hours: Q.00 Hours Scheduled Hours:  20.00 Hours

Mext Employes ==

From Sunday 03/25/2012 to Saturday 04/07/2012

J('TimlE:shlEuE:t VEE R
Sun Mon Twe Wed Thu Fri Sat

Sun Mon Tue Wed Thu Fri Sat
325 326 32T 328 329 330 33 4N 412 413 414 aj5 A1 A7

300 (800 |so00 ([so0 |

Total

| |2.00 [3.00 [2.00 |2.00 (800 | | 13.00

22
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Entering and Submitting Time Worked

Enter the total hours worked each day.

Timesheet will default to current pay period

Timesheet Sign Out

Employee |D;
° / \l

View By: Time Period - Date: 08M2/2012 E‘j 2 Retresh == Preyious Time Period Mext Time Period ==
Populate Time From: Schedule Information

Employee Record Mumber: 0

| Reported Hours:  0.00 Hours | Scheduled Hours:  30.00 Hours == Previous Employee

Mext Employes ==

From Sunday 08M12/2012 to Swturday 08/25/2012

f Timesheet '.I

Sun Mon Twe Wed Thu F° Sat Sun  Mon Tue  Wed  Thu  Fri Sat
812 8M3 8M4 815 8M6 817 818 819 820 B21 822 823 871 825 Total Time Reporting Code
800 800 800 B00 800 800 8O0 800 800 800
After you click the SUBMIT button, the Reported Hours will change from zero
Submit ] <€ | to number of hours submitted. Your supervisor is not able to approve your

submitted hours immediately. The hours must run through a Time
Administration process first.

\
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Reviewing Submitted Time

o g NIVERSITY OF WI
To view your submitted

hours, click on the Time My UW-Madison

Entry link.

WELCOME ACADEMICS SERVICES WORK RECORD RESEARCH

nd Absence

The “Needs Approval”
status will Change to \\ENtEF Absence
“Approved” when your Jimesheet

Y
supervisor approves your Abseé Leave Balance | Time Entry | Statements
hours and the hours run .
—_— < Previous 1 2 A 5 § 7 8 ... 49 50 MNext>
through the Time Admin
Date v Status Total
process. 10/15/2012 Needs Approval 8.00 Regular Hours
101272012 Needs Approval 7.25 Regular Hours
q 10/11/2012 Meeds Approval 8.00 Regular Hours
When the final payroll 101012012 Needs Approval 8 25 Regular Hours
process has run for the 10/09/2012 Needs Approval 8.25 Regular Hours
pay period, the status will 10/08/2012 Needs Approval .25 Regular Hours
" 10/06/2012 Taken by Payroll 6.00 Regular Hours
change to “Taken by 10/04/2012 Taken by Payroll 7.25 Regular Hours
Payrol |”. 10/03/2012 Taken by Payroll 7.25 Regular Hours

Py
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SUPPLEMENTAL
INFORMATION




Supplemental Info

e Different Scenarios:
— Overtime: Paid vs. Comp Time Earned
— On-Call Hours
— Reporting Floating Holiday or Comp Time Usage
— Legal Holidays

 Troubleshooting:
— Modifying a Pushed Back Absence

* Viewing your Absence Request History

Ol0,
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Overtime — Paid vs. Comp Time earned

To report Comp Time Earned or Overtime Paid, 2. Click on the Time Reporting Code drop down menu.

a row must be added to the timesheet. Select ECT10 for Comp Time Earned or EOT10 for Overtime
Paid. Please be VERY careful to select the correct code.

1. Click on the + button (far right) to add a row. Enter the number of hours earned in this row in the box
under the correct date.

1|Timesheet Sign Out
| Employee ID: |
JobTitle:  PRG ASST SUP ADV Employee Record Number: (
i)

Click for Instructions

ViewBy: TimePeriod v  Date: 06MG/2013 [ | Retresh | <= Pravious Time Pej Next Time Period »>

Populate Time From: Schedule Information

Reported Hours:  0.00Hours  Scheduled Hours:  80.00 Hours

From Sunday 06/16/2013 to Saturday 06/29/2013

{ Timesheet '.I

Sun  Mon Tue Wed Thu Fri Sat Sun  Won Tue Wed Thu  Fri Sat
6M7 6M8 6M9 6/20 6/21 622 627 624 6125 626 627 628 629

Total Time Reporting Code Taskgroup Task ProfileID  Rule Element1  Rule Element 2

800 8.00 800 800 800 800 800 800 800 800 w/, UW_DEFAUL Q Q Q [
0.50 ECT10 - Exempt Comp Time | » UW_DEFAUL Q Q Q Q \E
C 4

Submit your changes!

f”ﬁiﬁ'ﬁl
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On-Call Hours

To report On-Call hours, a row must be added

to the timesheet. 2. Click on the Time Reporting Code drop down menu.
Select SD225 for On-Call earnings code.

1. Click on the + button (far right) to add a row. Please be VERY careful to select the correct code.
Enter the number of hours taken in this SD225 row in the
box under the corre/ct date. /

Timesheet Sign Out

Employee ID:
Job Title:  PRG ASST SUP ADY Employee Record Number: 0
|
oClicl-(forInstruttions
ViewBy: TimePeriod v  Date: 06/16/2013 [H] (% Refresh == Previous Time Period ~ Next Time Period ==

Populate Time From: Schedule Information

Reported Hours:  0.00 Hours Scheduled Hours:  80.00 Hours

From Sunday 06/16/2013 to Saturday 06/29/2013

[ Timesheet '\ [

Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
6116 6M7 6M8 6M9 6/20 6/21 622 623 624 625 626 6127 6/28  6I29

800 800 8.00 800 8.00 8.00 8.00 800

Total Time Reporting Code

‘faskgroup Task Profile ID  Rule Element 1

Rule Element 2
UW_DEFAUL @, Q Q Q [E

16.0 160 160 16.0 50225 - Standby (2.25 perho » UW_DEFAUL Q, Q Q Q E
N

C

8.00 8.00

Submit your changes!

f”ﬁiﬁ'ﬁl




Reporting Floating Holiday or Comp Time usage

To report Comp Time Taken or use of
Floating Holiday hours, a row must be
added to the timesheet.

Click on the + button to add a row.

View TimeFericd »  Date: 08122012 [ |2 Retrash | << Previous Time Period  Mext Time Period 22

By:
Populate Time From:  Schedule Information
Reported Hours:  0.00 Hours Scheduled Hours: 20.00 Hours

From Sunday 01212 to Saturday 0872302042

Timashest | |
S5un. Mon Tue Wed Thu Fri 5at Sun Mon Tue Wed Thu  Fri Sat
12 BM3 B4 BMS BME  BMT BME BMD B BM R2 BX: W24 X Tofal Time Reporting Code Taskgroup Task Profile ID  Rule Element 1 Rule Element 2
&00 500 800 800 50D 800 &0D B00 800 00 » UW _DEFAULC wl A wl \j +
8.0 FLHOL - Floating Holiday — » UW_DEFAULC, 4 2 a 1= &

Select the Time Reporting Code of FLHOL (floating holiday use) or CTUSE (for
Comp Time taken). Enter the number of hours taken in this row in the box

under the correct date.

Submit your changes!

f”ﬁiﬁ'ﬁl
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Legal Holidays

**Legal Holidays are auto generated for each State paid legal holiday by HRS**

EXAMPLE:

Monday, September 2 was
Labor Day. It appears the
employee did not work AND no
leave was used that day.

HRS has given you the legal
holiday based on your
percentage of appointment

(this employee is full-time so 8
hours of legal holiday were used).

To verify how many hours HRS
is giving for a holiday, click on
the Summary of Hours link at

the bottom of the timesheet.
L

N

JobTitle:  PRGASST SUP Employee Record Number. 0

0

View By: TimePeriod: Date:  0B/25/2013 [3 |2 Refresh | << Previous Time Period Nt Time Period =
Populate Time From; Schedule Information

Reported Hours:  72.00Hours  Scheduled Hours:  0.00 Hours

From Sunday 08/25/2013 to Saturday 09/07/2013

{ Timesheet '.I

Sun

Mon Twue Wed Thu Fr
8126 8127 8128 8129

Sat  Sun  Mon ue
830 831 92 I3

Thu  Fri
95 96

Sat
T

8125 Total Time Reporting Code Taskgroup

875 850 B850 850 425 * UW_DEFAUL @
575 600 800 8.00 27.75 Vacation - VACTN UW_DEFAULT
g00 200 10.00 Sick Leave - SCKLV UW_DEFAULT

0 Reported Time Status - click to view

Summary of Hours

\
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Legal Holidays

SUMMARY OF HOURS Page

| Summary of Hours

8 hours of Legal Holiday are being given

to this employee.

Note: Summary of Hours is
updated when Time Admin
process runs NOT when you

just submit your time.

This page is accurate as of the [ast time administration process, Any changes or
additions will be incorporated in the next run of the time administration process.

EmpliD:;

Name:

Empl Rcd Nbr: 0 Working Title: PRG ASST SUP

Pay End Date: 09/07/2013

Customize | Find | i First E 1-40of4 |I| Last

I 1 LGHOL LegalHlday 2.000000 I

2 REGOO Reg Hour 34.250000
3 SCKLV Sick Leave 10.000000
4 VACTN Vacation 27.750000

Total80 for Empl_Rcd: 20.000000

Totald0 for Employee: 20.000000

Return

g'lﬁ-i-;?"ll
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ing a Pushed Back Absence

To modify an absence that was Pushed Back by your supervisor,
go to the Work Record tab, Time and Absence link.

Click on the Enter Absence link.

Enter Absence

Timesheet
Absence Leave Balance Time Entry Statements
< Previous 1 2 Mext>» 1-10 of 11 absences
Mame Status Start v End Total

Vacation (CLS) Approved 09/28/2012 09/28/2012 7.25
WVacation (CLS) Approved 09/27/2012 09/27/2012 7.25
WVacation (CLS) Approved 09/26/2012 09/26/2012 B
Personal Holiday (CLS) Approved 091472012 091472012 1
Personal Holiday (CLS) Approved 09/10/2012 09/10/2012 275
Personal Holiday (CLS) Approved 08/31/2012 08/31/2012 225
Personal Holiday (CLS) Approved 08/30/2012 08/30/2012 225
Personal Holiday (CLS) Approved 08/29/2012 08/29/2012 1.25
Personal Holiday (CLS) Approved 08/28/2012 08/28/2012 2
Personal Holiday (CLS) Approved 08/27/2012 08/27/2012 0.5

< Previous 1 2 Mext >

,{L-}\
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a Pushed Back Absence

Request Absence | 1. Click on View
Absence Request
History

*Start Date:
Filter by Type: All
Select Absg

*Absence Name:

Requestor Comments:

* Required Field

Go To: View Absence Reguest History

View Absence Balances

If an absence has been pushed back, the Edit
button will be modifiable. 2. Click on the Edit
button for the appropriate absence, make
necessary changes, and re-submit the absence.

Absence Request History

Specify the date range of interest. To retrieve a complete history, leave From and
Through dates blank and click Refresh. Selectthe absence name link to view reques

details. Select edit button to modify or delete the request.

From: 081

9/2011 [5]

Through:

011412013 [5)

Refresh

Absence Reques
Absence Name

Personal Holiday
(CL5)

Yacation (CLS)
Yacation (CLS)
Yacation (CLS)
Vacation (CLS)

Submit your changes!

Yacation (CLS)

t History
Status

Submitted

Approved
Approved
Approved
Approved
Approved

Start Date

Find | View All | 5
End Date Duration

0ans/2012

08/03/2012
0a/nzi2012
0ainz20€12
07312012
07i30/2012

08152012 7.25 Hours

08/03/2012 Mot Available
08/02/2012 Mot Available
08/01/2012 Mot Available
073112012 Mot Available
07i30/2012 Mot Available

{Lt }\I

W v

Nt/

First E 1-10 of 30 [} Last
Requested By dit

Employee A
Admin _Edit |
Admin _ Edit |
Admin _Edit |
Admin _Edit |

|

Admin
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our Absence Request Histor

Your Absence Request History can be viewed by going to the
Work Record tab and clicking on the Time and Absence link

The Absence tab shows

vauabsencelhistony To view your absence history for a specified

time range, click on the Enter Absence link.

Enter Absence <€

Timesheet
Absence Leave Balance Time Entry Statements
< Previous 1 2 Mext>» 1-10 of 11 absences
Mame Status Start v End Total

Vacation (CLS) Approved 09/28/2012 09/28/2012 7.25
WVacation (CLS) Approved 09/27/2012 09/27/2012 7.25
WVacation (CLS) Approved 09/26/2012 09/26/2012 B
Personal Holiday (CLS) Approved 091472012 091472012 1
Personal Holiday (CLS) Approved 09/10/2012 09/10/2012 275
Personal Holiday (CLS) Approved 08/31/2012 08/31/2012 225
Personal Holiday (CLS) Approved 08/30/2012 08/30/2012 225
Personal Holiday (CLS) Approved 08/29/2012 08/29/2012 1.25
Personal Holiday (CLS) Approved 08/28/2012 08/28/2012 2
Personal Holiday (CLS) Approved 08/27/2012 08/27/2012 0.5

< Previous 1 2 Mext >

UNEVERSITY C6F WISCOMNS]
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Request ADSENce | (i on View Absence

Request History
7

Filter by Type:

Absence Request

Change the dates to the
time span you would like to
view. Click Refresh.

LYNM
HR ASS

Select Absg

*Absence Name:

/

Requestor Comments:

* Required Figld From:

Go To: View Absence Reguest History

details. Select editb

Absence Request History

Specify the date range ofinterest. To retrieve
Through dates blank agld click Refresh. Select

on to modify or delete the r
08/19/2011 [

View Absence Balances

Absence Name Status
EM Submitted
Vacation (CL3) Approved
Vacation (CL3) Approved
Vacation (CL3) Approved
Wacation (CLS) Approved
Vacation (CL3) Approved

Through:

Start Date

complete history, le
absence name linM&\o view request

est.

01M4/2013 5

End Date

Wigw All | =

Find |V

The first ten
absences show. Click
View All to see all
absences in the date
comang  Fange selected.

First E 1-10 of 30 o Last

Duration Reguested By Edit

Dans2012

08/03r2012
0822012
0am2012
07312012
07302012

0ans2012

080312012
0822012
0812012
07312012
073002012

T.25Hours  Employee

Mot Available Admin
Mot Available Admin
Mot Available Admin
Mot Available Admin

Elefafafz |

Mot Available Admin

f”ﬁiﬁ'ﬁl

}}' WISCONSIN
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e After using My UW System Portal, you must be sure that you
Sign Out using the link in the upper right and you must close
the browser if you are using a public computer to ensure that
your personal data is kept private.

. Sign Out

(W}} WISCONSIN



Questions?

Please contact SVM’s ESS Coordinator, Susan Bethke
Room 2153A or 890-4533

susan.bethke@wisc.edu
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