State of Delaware ESTAR \] O b Al d

Employee State Time & Attendance Reporting

DHSS Job Aid 2: Requesting Time Off

1. Employees can submit time off requests, track the status ofrequests, and view the history of past
requests using the “My Time Off” function. When an employee requests time off, an email is sent to
notify the manager that a request was made.

2. From the home screen, select Schedules = My Time Off.
:\D Time Entry @ Schedules
) My Timesheet [ My Calendar

#* My Time Off

# My Swap Requests

ﬂ Reports

lad View Reports

g7 My Contact Preferences

3. The Request List window appears. Select Create New Request.
Regquest List

L Create New Request

Current Past

The create Time Off Request window appears. Click “Continue” at the bottom of the Time off
window for Sick, Vacation and Other.

I need to request time off for...

FMILA, sndiof SLsi Liave ADSRID Tiemir O o7 Sick, Vacation, and Other

Fieason for Leave Time off Request:

= Sefious Health Condiion = Apnual Time

= SN0 HHAI Conginon of Famsly Memzgr s Opmp Temg

= Parental Care {NewDorn, Adootion, Foster Care Piscement) = Floatng Hobday

= Miltary « Serice Member Cansghe Leare * Sk

= Mitary - Velan Cangiier Leave = [Parsonal Days

- Miltaey - Exigesty Famidy Leave + Lnead

—
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Choose the type of time off from the Pay Code drop-down list.

Create Time Off Request
Pay Code: M

ALT Annual Leave Taken
CIF Compassionate Immediate Family

»

Dates:

CNI Compassionate Not Immediate
CTT Comp Time Taken
FHD Floating Holiday
FMLAC FMLA Comp Time Taken
FMLAF FMLA Floating Holiday
FMLAS FMLA Sick Leave Paid -
FMLAL FMLA Leave - Unpaid
FMLAY FMLA Vac Leave Paid

— annual Lez JDA Jury Duty Attendance

Comments:

m

= Annuzl Lz LVBON Bone Marrow Donor Leave
LVDSV Disaster Service Volunteer
LVMEX Leave for competing in Exams

IWORG Droan Donor | ezave I S

Enter the day on which you want to begin your time off in the Start Date field, or click the calendar
icon to display a calendar from which you can choose the date.

Create Time Off Request

Pay Code:  ALT Annual Leave Taken b
Dates: 09/22/2015 (4| To | 09/22/2015/[3
Comments:

=P Next
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Full Day:
Select Next to display the details of your time off request.

Create Time Off Request

Pay Code:  ALT Annual Leave Taken b
Dates: 00/22/2015 3 To| 09/22/2015/F
Comments:

B Nexd

The Request Details window appears. The hours requested defaults to the scheduled hours for that day.
If no exceptions prevent you from submitting the request, click the Submit button to submit your
request. You are notified of a successful submission.

Request Details

Action Date Pay Code Hours
E',]J x Tue 02/22/2015  ALT Annual Leave Taken 75
Comments
48 Back & Submit
Click OK.
Status *

The request has been successfully submitted

QK

You are returned to the Request List window. Your new request appears as Pending. A system

generated email is sent to your manager.
Request List

E',}' Create New Request

Type Start Date ~ End Date Status
Time off - ALT Annual Leave Ta... D08/22/2015 082272015 Pending

Updated 5/4/16 DHSS Job Aid 2: Requesting Time Off Page 3 0of 8




State of Delaware ESTAR \] O b Al d

Employee State Time & Attendance Reporting

Partial Day:
For a partial day follow steps 1 thru 5. There must be a note to accompany your request in the
Comments field if you are requesting less than a full day. The note must include exact times.
Example: Dr. Appointment from 2:30PM to 3:30PM
Select Next to display the details of your time off request.

Create Time Off Request

Pay Code: | SLT Sick Leave Taken R

Dates: 09/22/2015 8 To | 09/22/2015[3

Comments: | Ex: Dr Appointment From 2:30PM To
3:30PM|

= Nexi I

If you are taking a partial day you can modify the hours requested at this time and add any additional
leave taken in the day. To add additional leave, click the Plus icon and choose the proper pay code and
hours. If you make any changes here you must select Update to save it and proceed.

Request Details

Action Date Pay Code Hours
x Tue 08/22/2015  SLT Sick Leave Taken 1.0
Tue 08/22/2015  ALT Annual Leave Taken 0.5

Comments

Ex: Dr. Appointment From 2:30PM To 3:30PM. Taking Annual
Leave After My Appointment To Cowver My Last 30 mins of Work.

48 Back .3—,’ Update

If no exceptions prevent you from submitting the request, click the Submit button to submit your
request. You are notified of a successful submission.

Request Details

Action Date Pay Code Hours
E,'} x Tue 0922/2015  SLT Sick Leave Taken 1.0
E',}‘ x Tue 092272015  ALT Annual Leave Taken 0.5
Comments

Ex: Dr. &ppointment From 2:30PM To 3:30PM. Taking Annual
Leave After My Appointment To Cover My Last 30 mins of Work.

48 Back & Submit
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Click OK.

Status X
The request has been successfully submitted

QK

You are returned to the Request List window. Your new request appears as Pending. A system
generated email is sent to your manager.

Request List

E,':',J Create New Request

Current Past

I.Tdiﬁ AariDate EndDaie Alatus
Time off - SLT Sick Leave Take...  08/22/2015 D8/2272015 Pending

If there are multiple types of leave and there is a change, the entire Time Off Request needs to be
canceled and re-submitted.

8. Multiple Days:
For multiple days follow steps 1 thru 5. Select the start and end dates, then select next.

Create Time Off Request
Pay Code:  ALT Annual Leave Taken b

Dates: I 10/30/2015/3| To 11{05;2015@'

Comments: Wacation
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The Request Details window appears. The hours requested defaults to the scheduled hours for that day.
If no exceptions prevent you from submitting the request, click the Submit button to submit your
request. You are notified of a successful submission.

Request Details

Action Date Pay Code Hours
EDJ R Fri 10/30/2015 | ALT Annual Leave Taken 75
'f:,] x Sat 10/3172015 | ALT Annual Leave Taken
EBJ R Sun 11/01/2015  ALT Annual Leave Taken
E,'_—',,J x Mon 11/02/2015 ALT Annual Leave Taken 75
f,]:‘ R Tue 11/03/2015 | ALT Annual Leave Taken 75
E,T,l x Wed 11/04/2015 | ALT Annual Leave Taken 75
EB:‘ x Thu 11/05/2015 | ALT Annual Leave Taken 75
E,'}‘ R Fri 11/06/2015 | ALT Annual Leave Taken 75
Comments
Vacation

4@ Back & submit I

Click OK.

Status ®
The reguest has been successfully submitted

OK

You are returned to the Request List window. Your new request appears as Pending. A system
generated email is sent to your manager.

Request List
lf,}‘ Create New Request

Current Past
Type * Start Date « End Date Status
Leave - Employee Health Condit... | D&2%2015 O720/2015 Approved
Time off - ALT Annual Leave Ta... 10/30/2015 11/06/2015 Pending

If there is a change, the entire Time Off Request needs to be canceled and re-submitted.
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Exceptions:
If exceptions prevent you from submitting the request, do one of the following:
e Click the Back button to return to the previous window to make changes.

Request Details

Action Date Pay Code Hours
E',:'.J x Tue 09/2272015 | SLT Sick Leave Taken 1.0
E'.}‘ x Tue 09/22/2015 ALT Annual Leave Taken 0.5

Comments

Ex: Dr. Appointment From 2:30PM To 3:30PM. Taking Annual
Leave After My Appointment To Cover My Last 30 mins of Work.

e Select the Delete icon to remove the row and then click the Update button.
Request Details
Action Date Pay Code Hours
Tue 08/22/2015  5LT Sick Leave Taken 1.0
07 oA Tue 09/22/2015 ALT Annual Leave Taken 05

Comments

Ex: Dr. Appointment From 2:30PM To 3:30PM. Taking Annual
Leave After My Appointment To Cover My Last 30 mins of Work.

¢ Back |

10.

When your manager approves the time off request, the requested time posts to your timesheet as
time off. You receive an email message when your manager approves or rejects your request.
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11. E-mail Notification
E-mail messages are sent to the following recipients state outlook account when times off requests are
submitted.

Time Off Requests Email Notifications, Triggering Events and Recipients

EVENT
SUBJECT
EMAIL
S IESORORiEN Time Off Request  “Employee Name”  Manager and
off request — Pending has requested time  Delegates
off. Please review.
Approval of time Time Off Request  Your time off Employee
off request — Approved request has been
approved.
Rejection of time Time Off Request  Your time off Employee
off request — Rejected request has been
rejected.

Syl E RO REN Time Off Request “Employee Name”  Manager and
off request — Cancelled by has cancelled his or Delegates
BEFORE TOR is Employee her request for time

approved off.

Rejection of Time Off Request ~ “Manager Name”  Employee
ELJ ()RR i — Cancelled by has cancelled your

request Manager request
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