Time Off: Entering & Correcting Employee Time Off

Timekeeper

Entering Time Off on behalf of an Employee
From a worker’s Related Actions:

1. Click Time and Leave > Enter Time Off.
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2. Select the date for which you wish to enter time off & click the
Request Time Off button. The Enter Time Off box appears.
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4. Enter the Time Off type and amount of time needed. Click OK.

The request will route to the manager for approval.

6. The employee will receive notification in Workday that a Time Off

request has been entered.
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Correcting an Approved Time Off for an Employee
From a worker’s Related Actions:

1. Click Time and Leave > Correct Time Off.
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2. Use the Correction to Requested box to correct the amount of

time off requested. You may need to adjust hours. Take note of

the available projected balances.

Correct Time Off
To correct a previously approved time off entry, update the Correction to Requested with the correct total time off.
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Projected Balances
The projected balances below are caleulated as of | 10 721/ 2016 224
Projected Balances Tracked in Hours 5 items
Time Off Plan Type Available Requested Remain
Sick Leave Hourly Time Off Plan Sick Leave (Hours) 41535 o 41
Sick Payout (Hours) (System Use Only)
Unexcused Sick Leave (Days 4+)
Special Privilege Hourly Time Off Plan Special Privilege (Hours) 24 [
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Unexcused Sick Leave Hourly (Days 1-3) Time Off Plan Unexcused Sick Leave (Davs 1-3) 24 o

will receive notification in Workday of the adjustment.

2. The request will route to the manager for approval. The employee



