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Guide Usage and Disclosures

Guide Information

This guide is designed based on the Oracle Cloud HCM delivered setups; some
fields may differ from your instance configurations. For example, some fields may
be required in this guide that are not required in your instance. Additionally, some
of the training topics discussed in this guide may not apply to your organization,
but we know you'll find it helpful. If you would like a custom guide for your
organization, please contact our Training Team at learn@camptratech.com.

How To Use This Guide
This guide is intended to assist Admin users with their day-to-day tasks in Oracle
Cloud. A few notes before you begin:

1. Any fields with an asterisk are required fields.

2. Based on your configurations, approval workflows may in place for the
training topics below; those tasks would need to be approved before
the additions or updates are visible in your instance.

3. You may have specific flexfields in your instance that require inputs;
this guide is a generic tool and will not include those specific flexfields.
You will see those fields as a context segment or not visible at all in our
Oracle instance.
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Overall Process Flow
Before we begin with the training content, It's important to understand the overall
process flow of information in Oracle Cloud for the Absence module.

Maintain Manage Report and
Human Resource Absence Absence »  Analyze
Specialist Enrallments Pracessing Absence Data
Workers and SCh:dL"E End
Managers Absences
Administrators Setup Maintenance Tasks, such as Managing Absence
Plans and Types

Absence Management Work Areas

To manage absences, start from the following work areas:

Role

HR Specialist
Manager
Waorker

Administrator

Navigation to Work Area

Select Navigator =My Client Groups =Person Management
Select Navigator =My Team >Absences

Select Navigator *Me >=Time and Absences

Select Navigator =My Client Groups >Absences

—




Glossary of Terms

Here we've included common terms associated to the Absence module. Please review
the terms below to familiarize yourself with the Oracle Cloud terms used throughout this
guide.

Absence Entitlement Band

¢ Alevel that determines the payment that employees must receive for a specific
number of days during a long leave of absence based on their length of service.

Absence Entitlement Plan

¢ A benefit that entitles employees to receive payment while on long leaves of
absence.

Absence Plan
¢ There are a variety of Absence plans; Vacation, PTO, Sick, FML:A, etc with highly
configurable rules that enables an organization to efficiently manage employees
leave locally and globally.

Absence Reason

¢ A reason for the leave. For example, an absence reason for a Sick day could be
“_° . »
sick child.

Absence Type

¢ A grouping of absences, such as illness or personal business, that are handled
together for reporting, accrual, and compensation calculations.

Accrual Band
< Arange of eligibility criteria that identify how much paid time eligible employees
accrue over the course of an accrual term. The criteria may be years of service,
grades, hours worked, or some other factor.

Accrual Carryover

¢ Amount of unused time in the previous accrual term that an employee can use in
the next accrual term.

Accrual Ceiling




¢ Maximum amount of time that an employee can accrue in an accrual term.
Accrual Period

< A time interval, such as one month, in which employees accrue time within an
accrual term.

Accrual Plan

< A benefit that entitles employees to accrue time for the purpose of taking leave.
Accrual Term

¢ Period of time, often one year, for which accruals are calculated.
Process

< A program that you schedule and run to process data and, if appropriate, generate
output as a report. Also known as scheduled process.




Absence Administration
Create Eligibility Profiles

Navigation: Home>My Client Groups>Absences>Eligibility

Profiles>Create>Submit

From the home screen, click My Client Groups

Q, search

Good afternoon, Patrick Jones!

Me My Team My Client Groups ke Benefits Administration

QUICK ACTIONS

Journeys

" Add a Pending Worker

& Add a Nonwarker B

© :
&

Compensation

[ Pending Workers (o

(03]

(¥} Personal Detaiis

Succession Plans Talent Pools

(9 Additional Person Info

Next, click Absences

Good afternoon, Patrick Jones!

Me My Team My Client Groups

QUICK ACTIONS APPS

M Experience Design Studio

& Hire an Empl

d a Contingent Worker
& Add a Pending Worker
& Add a Nonworker
9 Pending Wor

son

Talent Pools

¥ Employment Contracts

ange Location

Benefits Administration

Sales Knowledge Help Desk B

Click My Client Groups

O *

™

New Person

Person
Management

F

Career
Development

i)

Mass Updates

&l

Performance Talent Review

&y

Workforce
Structures

Payroll

Payroll Supply Chain Planning

Cash \

i %y
Person
Management

;8

New Person Compensation

Click Absences
O

i

Profiles

@
L8

Talent Review

G2

Succession Plans

il

Performance

=

Data Exchange

sty

Workforce
Structures

!

Mass Updates

a3

Workforce
Modeling

Scroll down and click Eligibility Profiles. If preferred, we can also search the
words Eligibility Profiles in the Search box at the top




Absence Administration

L R R

Formulas and Rates

@ Rate Definitions

Eligibility

@ Eligibility Profiles.

Click Eligibility Profiles

Time Periods

@ Repeating Time Periods

From the Eligibility Profiles Screen, we can create a new Eligibility Profile or
manage existing profiles. First, we'll create an Eligibility Profile. Click Create then,
Create Participation Profile

{ Eligibility Profiles

PRVSRVEIR. &

4 Search ‘ Advanced ‘ Saved Search

Click Drop down

o

4 Search Resufis

View v | 4 Create s Detach

Creae Participant Profle

No search conducted.

Name Profile Usage Profile Type Status Hierarchy  Assignment to Use

Click Create Participant Profile

Enter the Name, change the profile usage to Global. Ensure the profile is Active
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Create Participant Eligibility Profile e

i Entersthelbelow/information™
Eligibility Prcfile Definition @ it sttt

"Nam4 Absence Profile- PT Employees H Deserption ‘

Profle TypePrtcipant Asignment o Use
“Profile Usagel Global v

[ View Hierarchy |

Eligibility Criteria @

Personal  Ermployment  Derved Faclors  Other  Labor Relations

Gender PersonType Disabled Uses Tobacco SeviceAreas Home Location Postal Code Ranges Opied for Medicare  Leave of Absence  Termination Reason  Qualification  Competency Marital Status  Religior

Viewv & i Detach

“Sequence  “Gender
No data to dispiy.

Exclude  StartDate End Dat

Next, select the applicable Eligibility Criteria. Select the applicable Tab and the
corresponding Tab that includes the necessary information. If we aren’t sure, we
can click through each tab until we find the information we need. Click + to add a
row. Add the Sequence number 1

= Qan
Create Participant Eligibility Profile
AN PR N e A e % -

Eligibility Profile Definition @

“Name [ Absence Profile- PT Employees Description |

Profile Type Participant *Assignment to Use | Any assignment - enterpris
*Profile Usage | Globa! v )

[ View Hiererchy |

L . Click Criteria Tab
Eligibility Criteria @

Personal Uerived Factors  Other  Labor Relations

Assignment Category

View v - 4 X Delete i Detach

Assignmen’ Status  Hourly or Salaried ade Job Pesion Payroll Salary Basis Department Legal Entities Performance Rating  Quartile in Range  Work Location ~ Range of Scheduled Hours  Feople Manager  Jot Function

Click Assignment Category

“sequence

Exclude  StartDate

< ‘ O _1/1951 Y

Click +

Next, from the drop down menu, select the Value




Create Participant Eligibility Profile swe | [ Swemaciose
NN TR EERT. 4 SN B ey T A o

Eligibility Profile Definition @

“Name ‘Absen(el’vohle- PT Employees Description ‘

Profile Type Participant *Assignment to Use | Any assignment - enterpris
*Profile Usage | Global v

[ View Hierarchy |

Eligibility Criteria @

Personal Employment Derived =actors Other ~Labor Relations

Assignment Status  Hourly cr Salaried ~ Assignment Category Grade Job Posifon Payroll Sclary Basis Depariment  Legal Entitiss  Performance Rating  Quartie inRange  Work Location  Renge of Scheduled Hours  Pzople Manager  Job Functi

Viewy 4 /X Delete

Expand Drop down
“sequence “Full Time or Part Time Exclude Start Date

O 11951 (i

1| | Part-time
Haurly

Hourly with fixed hours per week
Nenstandard employment

Nat applicable to employee
Other

Partfixed horizontal tme

Part temporary horizontalti .
Click Value

Fart temporary vertical iy

oY Partfima castal -

If applicable, we can add additional values to the profile but selecting additional
Eligibility Criteria. For example, Assignment Status with a Sequence of 1

Create Participant Eligibility Profile

#2

Eligibilty Profile Defintion @

Profile Type Participant *Rssignment ta Use | Any assignment - enterpric
*Profile Usage | Global v

Loty Followithe,same,process;to,add|additional
Elighilty Criteria ® ligibility/Criteria

Rersonal | Em) nt | Derived Factors  Other  Lator Relations

Assignment Status | Houry o Salaried  Assignment Calegory Grade Jab Positon Payrol Saery Basis Departent  Legal Ertiies  Performarce Raling  Quarilein Renge  Virk Localion  Range of Scheduled Hours  People Manzger Job Funcion JobFar 3 v
viewy [F]/ X oete G Detach

“ssquence  “Assignment Status Exclude  Start Date End Date

i‘ 1 ‘A(tiva-szroHEHgil)\s ‘ | O ‘1/1/1951 Y ‘wwmzﬁs‘
|

Click View Hierarchy to view the Eligibility Profile information. Once reviewed,
click OK




Eligibility Criteria

View v | [} Detach

Click View Hierarchy Profile Criteria

4 Employment
4 Assignment Category
Parttime
4 Assignment Status

Active- Paymll Elighle

Click OK

Click Save and Close to create the Eligibility Profile

anw R o @

Create Participant Eligibility Profile

Save

V% o0
Eligibility Profile Definition @
Profile Type Partcipant *Assignment to Use
“Profe Usage

JEligibility Criteria ©

Personal  Employment Derlved Facicrs  Omher  Labar Relations

Click Save and Close

Assignment Status  Houly cr Salaried  Assignment Category  Grace Job Fosifon  Payioll  Salary Basis  Dzpariment  Legal ntiies  Performance Rating  Quariile inRange  Work Locaion  Range of Scheduled Hours  Peoole Manager  Job Function JabFamr 3 v
Viewv 4 / ¥ Delete [s} Detach

“Sequence  “Assignment Status Exclude  StartDate End Date

‘ z‘ ‘A((ive-?ayrdl Eigible v‘ O ‘1/1/195' E‘.‘ ‘12/31,/47125‘,‘

Manage Eligibility Profiles
Navigation: Home>My Client Groups>Absences>Search Eligibility Profiles

From the home screen, click My Client Groups

]
1n |

—
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Scroll down and click Eligibility Profiles. If preferred, we can also search the
words Eligibility Profiles in the Search box at the top




Absence Administration

L R

Formulas and Rates

@ Rate Definitions

Eligibility

@ Eligibility Profiles.

Click Eligibility Profiles

Time Periods

@ Repeating Time Periods

From the Eligibility Profiles Screen, we can create a new Eligibility Profile or
manage existing profiles. We'll manage an Eligibility Profile by entering the Name
and click Search

FEVIETRR. & - — —

SN L & W PRV, & BB BB W
A Search Advanced ‘ Saved Search

o

Assigament to Use

Absence Profile- |

Enter Profile Name

o e

A Search Reufe

Click Search

Viewy o Create v X Delete [ Detach

Name Frofilz Usage Profile Type Status Hierarchy ~ Assignmentto Use
Absence Profile- PT Employees Global Participant Active ] Any assignment - enterprise

Click Eligibility Profile Name

]
13 |

—



{ Eligibility Profiles

4 Searcr

Name | Absence Profile-
s

4 Searcn Results
Viewy 4 Craate v ) Delste s Detach

Name Profile Usage Profile Type

Abdsence Profile- PT Emplgyees

Global Participant

Click Name

Status Hierarchy  Assignment to Use

Adtive =] Any assignment - enterprise

Ve [ e

Update the applicable information. Click View Hierarchy to view the Eligibility
Profile updated information. Once reviewed, click OK

Click View Hierarchy

Click Save and Close

Eligibilty Criteria
'] Detach
Profile Criteria
4 Employment
4 Assignment Category
Partiine
4 Assignment Status

Active- Paymll Elighle:

14

—




Edit Participant Eligibility Profile Absence Profile- PT Employees se |\ Sovemnd Gose

Click Save and Close

Eligibilty Profle Definition @
“Name ‘ Absence Profile- PT Employees Description ‘

Profile Type Participant *Assignment to Use | Any assignment - enterpris v
Profile Usage Glokal

Update)the)below/information

[ View Hierarchy |

Eligibilty Criteria @
Personal  Employment Derived Factors  Other  Labor Relations

Assignment Status  Hourly or Salaried  Assignment Categery  Grade Job Position Paymll  Salary Basis Department Leqal Enfities  Peformance Rating Quartile inRangz  Work Location  Range of Scheduled Hours — People Manager  Jab Function

Viewr 4/ XDelete 7 Detach

“sequence  “Assignment Status Exclude  StartDate

‘ 1 ‘ ‘Azti\/e - Payroll Eligible v ‘ [}

Manage Derived Factors
Navigation: Home>My Client Groups>Absences>Derived Factors

From the home screen, click My Client Groups

Q

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Service Help Desk Exp!

Click My Client Groups
QUICK ACTIONS

ox
9" Hire an Emp
) i 74
New Person Person
Management

*
9" Add a Contingent Worker
" Add a Pending Worker

Add a Nonwarker ﬁn %’

Compensation 3 Performance Career Talent Review

Pending Workers
Development

[elye]

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Additional Person Info

Next, click Absences




Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Payroll Supply Chain Planning Cash

QUICK ACTIONS APPS

CM Experience Design Studio o % O 9
] (7 E%

New Person Person Compensation
Management

%
(" Hire an Employee

Click Absences

dd a Pending Worker = o
ol )

%* Add a Nonworker Performance Telent Review Succession Plans

9 Pending Workers

& person I @ [Fg 53 <::—i-‘>

Talent Pools Workforce Mass Updates Workforce Data Exchange

VY Employment Contracts Structures Madeling

hange Location

Scroll down and click Derived Factors. If preferred, we can also search the words
Derived Factors in the Search box at the top

{ Absence Administration

@ Absence Categories

Formulas and Rates

@ Rate Definitions

Eligibility
O
@ Eligibility Profiles

Time Periods

Click Derived Factors

Derived Factors includes age, compensation, length of service, hours worked, full-
time equivalent, and a combination of age and length of service. These are the
derived factor components that can be added to the Eligibility Profile

]
16 |

—



Derived Factors @

Age Length of Service Age and Service  Compensation  Hours Worked  Full-Time Equivalent

4 Search

4 Seareh Results @

Viewvy o Create ] Detach
Name

No search conducted

Saved Search

Greater than or Equal
Ageto Use toAge Less ThanAge Units

We can create a new Derived Factor or manage existing Derived Factors. We'll
manage a Derived Factor by entering the Name and click Search

{ Derived Factors @

¥ b /J‘/ VEER, &
Age Lengihof Service  Age and Sence  Compensation  Hours Worked  Full-Time Equivalent

Enter Name

4 Search Resulis O
Viewy o Create /Edit X Delete & Detach
Name

Age 55 and above

Age 55-59

Highlight the row and click Edit

—

17

Saved Search

Click Search

Greater than or Equal
AgetoUse foAge Less Than Age Units
Person's 5 150 Years
Person’s 5 60 Years




Derived Factors ©

Age Lengih of Senvice  Ageand Service  Compensation  Hours Viorked  Full-Time Equivalent

A Search Saved Search

Search

Click Edit
4 search Resuls @

Viewv 4 Create.

Grester than or Equal
Name Ageto Use o Age

Delete &} Detach

Less Than Age Units

Age 55 and above Person's 55 150 Years I

Person’s 55 60 Years

Age 55-59
Highlight the Row

Update the applicable details and click Save and Close

Edit Derived Factor Age

Definition

Update the applicable;details

Range of Values

st onor Gt e —

Determination

* Determination Rule | End of year |  Determination Formula

Rounding

[— [——
[ smora ol e ana e

Click Save and Close

Add Absence Reasons

Navigation: Home>My Client Groups>Absences>Absence
Reasons>Create>Submit

From the home screen, click My Client Groups
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Scroll down and click Absence Reasons. If preferred, we can also search the
words Absence Reasons in the Search box at the top




¢{ Absence Administration

Wit 10 £ A I

Work Schedule Assignment

Absence Processes

Schedule and Monitor Absence Pracesses

Configure Absence Batch Parameters

®©o

Absence Definitions

Absence Reasopsd

Absence Certifications e REs O
Absence Plans

Absence Types

Leave Agreements

Click Create

{ Absence Reasons ¢

4 Search ‘Agvanced ‘ Saved Search | Application D

™ At le
** Status “Effectve As-of Date | 9/28/22 7Y
‘Sear(h ‘

A Search Feals

Vew v

Name Status Effective Start Date Effective End Date

Click Create

No search conducted.

Absence Reasons can be associated to multiple Absence Types or we can create a
specific reason for a specific type. Enter the Effective Date, Name, and
Legislation. The Status will populate to Active

]
20 |

—



Create Absence Reason

*Session Effective Datl!
Enter Effective Date
4 Basic Details

Effective Start Date 1/1/51

“Legislatigall United States

“Status | Active v

Management User-defined

“Namd | Depencent lliness

Select Legislation

Description

Effective End Date

4 | egislative Informatian

Segment
4 Descriptve Information

Segment

Click Save and Close

= QQ

Create Absence Reason ® = ===

Click Save and Close

“Session Effective Date | 1/1/51

4 Basic Details

Effeciive Start Date 1/1/51 “Legislation | United States v
A Fe— s

Management User-dfined

Description

Effective End Date

4 egislative Information

Segnent
4 Descriptive Information

Segment

Add Absence Reasons To An Absence Type
Navigation: Home>My Client Groups>Absences>Absence
Type>Search>Edit>Select and Add>Save and Close

From the home screen, click My Client Groups
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Scroll down and click Absence Types. If preferred, we can also search the words
Absence Types in the Search box at the top




{ Absence Administration

SR
Absence Processes

Schedule and Monitor Absence Processes

® O

Configure Absence Batch Parameters

Absence Definitions

Absence Reasons
Absence Certifications
Absence Plans

Leave Agreements

Click Absence Types

Absence Categories

Enter the Absence Type Name and click Search

¢ Absence Types

” Name| Paid Time Off

* status

Enter Name

4se

earch Results
Viewv 4 Creste (i End Date X Delete ¥ Export

Name

Paid Time Off

Click the Absence Type Name

ced | Saved Search | Applicaion D

** Legislative Data Group v
** Management v
*Effective Asof Date | 9/28/22 %

Pattern Status Management  Legislation

Generic abse... Active User-defined  United States

*Atlea

earch

Effective Start
Date

1151




Absence Types @

45z [ Advanced| aved Sarch | ppiction Defit

™ At least oneis

** Name | paid Time Off “* Legislative Data Group v
“ Leg\slatmn “Effectve As-cf Date 9/28/22 rY

e ]

esults
Viewv 4 Ceate [ EndDate ¥ Delete 7 Export

Name Pattern Status Management  Legislation

Paid Time Off

Effective Start  Effective
Date Date

Generic abse.-  Active User-defined  United States ~ 1/1/51

Click Name

Enter the Session Effective Date; this is the effective date of the addition of the
Reason to the Type. Click Plans and Reasons

Enter Session Effective Date

Effective Start Date 1/1/51 Effective End Date

Pattemn Generic absence Legislation United States

Management User-definad

Plans and Reasons | Display Features  Action ltems  Additional Details

Click Plans and Reasons

Type Attributes

4 Abs:

View v [ Selectand Add /' Edit ‘ v

“Plan “status Priority Concurrent  Effective Start

Date
Paid Time Off Active 10 Yes /51
4 Absence Reasons
View v [} Select and Add Y
. Linkage Effective Start
Reason Renoey Default bate

No data to display.

Click Edit then Update. Next, under Absence Reasons, click Select and Add




View Type Paid Time Off ¢ o |[seomdaoe || col

“Session Effeciive Date 1/1/51 ]

4 Basic Detals
Effective Start Date 1/1/51 Effectve End Date

Pattem (Generic absence Legislation Unitad States Correc:

Management User-defined Click Update
TypeAlriblies Plans and Rezsons Cispay Features  Acion lems  Additional Defalls
4 Absence Plans @

Viewv B SelectandAdd ¢/ Edit v [k EndDate 3 Delete

“Plan “status Priority Concurrent

Effective Start ~ Effective End
Date Date

Paid Time Off Active 10 Yes 1/1/51

4 Absence Reasons

View v Edit v [ EndDate X Delete
Linkage Default Effective Start  Effective Enc

Reason Reason Dtz

Click Selectand Add
No deta fo dispiay.

Select the Reason from the drop down and click OK

Select and Add Reason to Type

Effective Stert Date  1/1/51 Effective End Cate

Select Reason

Click OK

Click Save and Close




= QQn %

Edit Absence Type Paid Time Off® s |saoan cosa

Click Save and Close

*Session Effective Date | 1/1/51 s

4 pasic Detalls
Effective Start Date 1/1/51 Effectve End Date
Pattern Generic absence Legislation United States

Management User-defined
Type Attributes ~ Plans and Reasons  Display Features  Action ltems  Additional Details

4 Absence Plans @

Views [ SdectandAdd /' Edit| v [ EndDate X Delete

Effective Start
Da

“Plan *status. Priority Concurrent

Paid Time Off Active 10 Yes 17/51

4 Absence Reasons
vieww [ Selectand Add /' Edit ‘ v figEndDate 3 Delete

Linkage

N Effective Start
Reason Reason Default Date
lliness No No 1/1/51

Remove Absence Reasons From An Absence Type
Navigation: Home>My Client Groups>Absences>Absence
Type>Search>Edit>Save and Close

From the home screen, click My Client Groups

Q search aw B .

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Sales Service Help Desk Exp!

Click My Client Groups
QUICK ACTIONS

Hire an Emp

o &

x
Add a Contingent Worker
Journeys New Person Person
Management

Add a Pending Worker

" Add a Nonworker ﬁn %
o

Compensation Performance Career Talent Review

Pending Workers
Development

Person

00

Succession Plans Talent Pools Workforce Mass Updates Payroll

Additional Person Info Structures

Next, click Absences




Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Adminis

QUICK ACTIONS
M Experience Design Studio

Hire an Em
ox
& Add a Contingent Worker
O Add a Pending Worker
& Add a Nonworker

Pending Workers
Q) Person

Talent Pools

VY Employment Contracts

Changs

Payroll

New Person

il

Performance

sty

Workforce
Structures

Supply Chain Planning

Person
Management

Talent Review

a3

Mass Updates Workforce
Modeling

Compensation

Click Absences

Succession Plans

=

Data Exchange

Scroll down and click Absence Types. If preferred, we can also search the words
Absence Types in the Search box at the top

{ Absence Administration

Absence Processes

@
®

Absence Definitions

Absence Reasons
Absence Certifications
Absence Plans

Leave Agreements

Absence Categories

Configure Absence Batch Parameters

Schedule and Monitor Absence Processes

Click Absence Types

Enter the Absence Type Name and click Search




Absence Types @

| Agranced| saved search | Appication D

4 Search
*Atlea
- Name| Paid Time Off ** Legislative Data Group v
* status ™ Management v
Enter Name
** Legislaion *Effective As.of Date | 9/28/22 ®
earch

Vieww 4 Creste f EndDate X Delete 7 Export

Pattern Status Management  Legislation E:::"VE strt

Name

Paid Time Off Generic abse--  Active User-defined  United States ~ 111/51

Click the Absence Type Name

{ Absence Types®

| Advancec | Saved Search | Applcaton efit

** At least oneis

** Name | Paid Time Off ™ Legislatve Data Group v
“snfie V] e ]
** Logislation “Effectve As-of Date 9/28/22 [

=

st

Vieww e Create [ End Date X Delete ¥ Export

- Effective Start  Effective
Name Pattern Status Management  Legislation Date Dite

Generic abse... ~ Active User-defined  United States  1/1/51

Click Name

Enter the Session Effective Date; this is the effective date of the removal of the
Reason to the Type. Click Plans and Reasons

]
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View Type Paid Time Off @

“Session Effective Date

4 Basic Det

Enter Session Effective Date
Effective Start Date 1/1/51 Effective End Date
Pattern Generic absence Legislation United States

Management User-definad

Plans and Regsons

@

Type Attributes Display Features  Action ltems  Additional Details

P

Click Plans and Reasons

View v [ Selectand Add /' Edit ‘ v

“Plan “status Priority Concurrent  Effective Start
Date
Faid Time Off Active 10 Yes /s

ce Reasons
View v [} Select and Add e
. Linkage Effective Start
Reason Reason Default Date
No data to display.

Click Edit then Update. Next, under Absence Reasons, highlight the row of the
Absence Reason and click Delete

= aawpPro @

View Type Paid Time Off c T

*Session Effective Date | 1/1/51 rY

‘ it v H History

Effective Start Date 1/1/51 Effectve End Date

Pattern Generic absence Legislation United States Correct

Click Update

Management User-defined
Type Atiioutes  Plans and Reasons  Display Features  Actcn fems  Acdiional Decalls
4 posence Plans @

Viewv [ Selectand Add /' Edit ‘ v fREndDate X Delete

. . . Effsctive Start  Effective End
Plan Status Priority Coneurrent Bate
Paid Time Off Active 10 Yes 1751

4 Aosence Reasans

Viewy [ Selectand Add Edit‘v [ End Date

“Reason ] ;T::g: Defaut El:ecwe Start Effective End
Click Delete
Iliness No No 17/51

Click Save and Close




Edit Absence Type Paid Time Off o

*Session Effective Date | 1/1/51 fig

4 Basic Detalls
Effective Start Date 1/1/51
Pattern Generic absence

Management User-defined

4 Absence Plans @

“Plan

Paid Time Off

4 Absence Reasons
Viewv B SelectandAdd  Edit v G End Date
“Reason

No data fo dispay.

Viewv [ SelectandAdd /' Edit" (g End Date X Delete

Delete

TypeAttributes  Plans and Reasons  Display Fealures ~ Action lterrs ~ Additional Details

QA s

Swe || Saveand Close

Click Save and Close

Effective End Date

Legislation United States

* Effective Start
status Priority Concurent EMTC
Active 10 Yes st
Linkage Effective Start
Reason Default Date

Manage Absence Reasons
Navigation: Home>My Client Groups>Absences>Absence Reasons>Edit>Submit

From the home screen, click My Client Groups

Q

Good afternoon, Patrick Jones!

Me My Team My Client Groups

QUICK ACTIONS

* Add a Contingent Worker
(51" Add a Pending Warker
Add a Nonworker
Pending Workers
Person
Personal Detais

Additional

Benefits Administration

Compensation

[o}e}

CsJ

Succession Plans

Next, click Absences

Service

Click My Client Groups

Journeys

Talent Pools

—

foX.]

New Person

il

Performance

&y

Workforce
Structures

Person
Management

F

Career
Development

&

Mass Updates

Talent Review

Payroll

]
0|



Good afternoon, Patrick Jones!

Me My Team
QUICK ACTIONS

(CM Experience Design Studio

| Add a Contingent Worker
& Add a Pending Worker
Add a Nonworker
Pending Workers
Person
Employment Contracts

Change Location

Scroll down and click Absence Reasons. If preferred, we can also search the

My Client Groups Ben

[oX

New Person

il

Performance

sty

Workforce
Structures

Talent Pools

Administration Payroll

Supply Chain Planning

Person
Management

(@]

i

Talent Review

& a2

Mass Updates Workforce

Modeling

words Absence Reasons in the Search box at the top

{ Absence Administration

Work Schedule Assignment

Absence Processes
@ Schedule and Monitor Absence Processes

Configure Absence Batch Parameters

Absence Definitions

Oy
@ Absence Certifications

Click Absence Reasons

Cash Mai

Compensation

Click Absences

Succession Plans

=

Data Exchange

Enter the Absence Reason Name and click Search




Absence Reasons @
‘ Advanced ‘ Saved Search | Application D

4 Searcn
™ Atlea

*Efectve As.of Date |9/28/22 r

Click Search

Nams” lliness

Enter Name

4 Searcn Results

Effective End Date

Create [t End Date % Delete 7 Export

View v
Name Legislation Status Effective Start Date
lliness United States Active 151

Click the Absence Reason Name

{ Absence Reasons @
| Advanced | Saved Search E

*Effective As-of Date | 9/28/22 e

Create [if End Date ¥ Delete 52 Export
Effective Start Date Effective End Date

View v

Name Legislation Status
1151

United States Active

Click Name

Click Edit then Update

321

—




= anwro @

View Reason lness =N

*Session Effective Date | 3/28/22 fo

4 Basic Detalls ‘ Edit \ v H Hislory‘
Effectve Start Date 1//51 Legislation United States pl Upide
Name llness Status Active Cormegt
Management User-defined Click Update
Descrption
Effectve Enc Date

4 egislative Informatian
Context
Segment

4 Descriptive Information
Contaxt
Segment

Update the applicable details and click Save and Close

= Qnw

Edit Absence Reason Illness save ) Sove and s |

Click Save and Close

R TR Y Update the,applicable details

4 Basic Detalls
Effective Start Date 1/1/51 Legislation United States

Management User-defined

Description

Effective End Date

4 |egislative Information

Segment
4 Descriptive Information

Segment

Manage Absence Plans
Navigation: Home>My Client Groups>Absences>Absence Plans>Edit>Submit

From the home screen, click My Client Groups

]
33 |
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Scroll down and click Absence Plans. If preferred, we can also search the words
Absence Plans in the Search box at the top




{ Absence Administration

Ko
Schedule and Monitor Absence Processes

@ Configure Absence Batch Parameters

Absence Definitions

Absence Reasons

Absence Certifications

Absence Plan,

Absence Types

Click Absence Plans

Leave Agreements

Absence Categories

Formulas and Rates

Enter the Absence Plans Name and click Search

4 Search

[ Adtanced | Saved earch | Apoliction D

 Atle

e ml Paid Time Off ** Legislative Data Group
“Effective As-of Date | 9/28/22 I}

Enter Plan Name

4 Search Results

Click Search
Viewv 4 Create g EndDate 3 Delete % Export

Plan Plan Type Status Legislation Legislative Data Group Management g:::"ve sart Effective End Date
Paid Time Off Accrual Active United States  US Legislative Data Group User-defined ~ 1/1/51

Click Absence Plan Name

]
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* pian ‘ Paid Time Off ** Lepislative Data Group
** status *Effective As-of Date | 9/28/22 [

Vieww o Create ff End Date 3 Delete 7= Export

Plan FlanTyps  Status Legislation  Legislatire Data Group Management  ENect"® S gitecive End Date

Accrual Active United States  US Legislative Data Group User-defined  1/1/51

Click Name

Enter the Session Effective Date then, Edit and Update

View Plan Paid Time

*Session Effectve Dats|

Enter Session Effective Date

Effective Start Date 1/1/51 Effective End Date

Plan Type Accrual Legisiation United States
Management User-defined

Plan Attributes  Participation Accrugls  Enfries and Balences  Additional Details

4 Genera

Paid Time Off Legislative Data Group US Legislative Data Group

Status Active

Description

¥ Enable concurrent entitlement

B Frocessing Level Assignment

Plan UOM Hours i
Canversion Formula

Alternative Schedule Category Plan Category

Legislative Grouping Code

Term @

Type Anniversary year Anniversary Event Rule Rehire date

ance Display

Worker Balance Display Manager Balance Display

Update the applicable details and click Save and Close

| Advanced | saved Search | Appiication D!

** At le

[ Search |

QaowpRQ

Cancel

‘Edi("HE

Click Update




Edit Absence Plan Paid Time Off @

Bt Y Updatethe.applicable.details

s Z ) oyl

4 Basc Detals
Effective Start Date 1/1/51 Effectve End Date

Plan Type Accrual Legislation United States
Management Usar-defined

Plan Attributes  Participation Accruals Entries and Balances  Additional Details

4 General Attributes

*Plan | Paid Time Off Legislative Data Group US Legislative Data Group

Description ¥ Enable concurrent entitlement
Processing Level Assignment
4

Plan UOM Hours Conversion Formula -
Schedule Category
Grouping Code

4 Plan Term @

*Type | Anniversary year v Anniversary Event Rule | Rehire date v

4 Balance Display

QN

Save ‘ Save and Close

Click Save and Close

Add Absence Types

Navigation: Home>My Client Groups>Absences>Absence Types>Create>Submit

From the home screen, click My Client Groups

Q

Good afternoon, Patrick Jones!

Me My Team My Client Groups ez _Benefits Administration Sale Service

Click My Client Groups
QUICK ACTIONS

ox
(9" Hire anEm

QO *

Add a Contingent Worker
Journeys New Person Person

Management

Add a Pending Worker

Add a Nonworker ﬁn %’

Compensation Performance Career

Pending Workers
Development

[elye]

Succession Plans Talent Pools Workforce Mass Updates
Additional Structures

Next, click Absences

Talent Review

Payroll

]
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Adm 0 Payroll

QUICK ACTIONS

M Experience Design Studio

Hire an Empl

| Add a Contingent Worker

Add a Pending Worker

Add a Nonworker

Pending Workers

Person

Employment Contracts

Change Location

[oX

New Person

il

Performance

sty

Talent Pools Workforce
Structures

Person
Management

(@]

i

!

Mass Updates

Scroll down and click Absence Types. If preferr
Absence Types in the Search box at the top

Compensation
Click Absences

Talent Review Succession Plans

a3 &

Workforce Data Exchange
Modeling

ed, we can also search the words

Absence Processes

Schedule and Monitor Absence Processes

Configure Absence Batch Parameters

Absence Definitions

Absence Reasons
Absence Certifications
Absence Plans

Leave Agreements

Absence Categories

Click Absence Types

Click Create




Absence Types @

Yl L

4 Search

- sze‘

4 Search Results

View v

Name

Click Create

No data tc display.

™ Legislative Data Group v
" Management v
“Effectivz As-of Date 9/28/22 e

Pattern

Status

Management  Legislation

A el . 3
Saved Sezrch | Application D)

nzen

At le:

Effective Start
Date

Enter the Effective As-of Date, the Legislation and Pattern will default. These can

be updated, if needed. Click Continue

Enter Effective As-of Date

Click Continue

Enter the required information in each tab for the new Absence Type. On the
Type Attributes Tab, enter the Name, Legislative Data Group, and change the

Status to Active

—



Create Absence Type @

Effective Start Date 9/28/22
Pattern Generic absence

Management User-defined

Description

“UoM

“Legislative Data Group

"Status;
4 Duration Rules @

Minimum Duration Alert

Type Attributes  Plans and Reasons  Display Features  Action ltems  Additional Details

Enter Name

Enter Legislative Data Group

“Maximum Duration 4,160

Effective End Date

Legislation United States

Conversion Formula

Validation Formula

II

Eligibility Profie

T

[] Display balance in approval notification

I

“Partial Day Rule | Unlimited v
Schedule Hierarchy Start Point | Assignment hours details

Session Effective Date 9/28/22

sic Details
Effective Start Date 9/28/22
Pattem Generic absence

Management User-defined

Enter Information in Each Tab

Type Attributes | Plans and Reasons  Dsplay Fealures  Action ltems  Additicnal Datails

4 pbsence Plans @

view v [ Select and Add Edit v

“Plan

No datato display.

4 Absence Reasors

view v El Select and Add Edit v { E

*Reason

No datato display

Click Save and Close

Effective End Date

Legislation United States

. Effective Start
status Priority Concurrent  £1e¢
Linkage Effective Start
Reason Default Date




QN w
Create Absence Type @ sl somamd oo

Click Save and Close

Session Effective Date 9/28/22

4 Basic Details
Effective Start Date 9/28/22 Effective End Date

Pattern Generic absence Legislation United States

Management User-defined
Type Attributes  Plans and Reasons  Display Fealures  Action l'ems  Additional Details

4 Absence Plans @

Viewy [l Selectand Add  Edit v EndDate  Delee

“Pian *status Priority Conourent  CTectve start
Date
No data to display.

4 Absence Reasons

Viewv B Select and Add Edit v (@ EndDate Delete

“Reason Linkage

Effective Start
Reason Default Date

No data to display

Manage Absence Types

Navigation: Home>My Client Groups>Absences>Absence
Types>Search>Update>Submit

From the home screen, click My Client Groups

Qe Ow B @
Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration

Click My Client Groups
QUICK ACTIONS

O %

]

Journeys New Person Person
Management

x
[ Add aContingent Worker
Add a Pending Worker

" Add a Nonworker ﬁn %
o

P Warkers Compensation Performance Career Talent Review
Development

00

Succession Plans Talent Pools Workforce Mass Updates Payroll
Additional Structures

Next, click Absences




Good afternoon, Patrick Jones!

Me My Team

QUICK ACTIONS

erience Design Studio

* Hire an Emp

| Add a Contingent Worker

Add a Pending Worker

Pending Work
Person
Employment Contracts

Change Location

My Client Groups Bene

Talent Pools

dministration

[oX

New Person

il

Performance

sty

Workforce
Structures

Chain Planning

Person
Management

(@]

i

Talent Review

& a2

Mass Updates Workforce
Modeling

Compensation

Click Absences

Succession Plans

=

Data Exchange

Scroll down and click Absence Types. If preferred, we can also search the words
Absence Types in the Search box at the top

< Absence Administration

T Bk

Absence Processes

®O

Absence Definitions

Absence Reasons
Absence Certifications
Absence Plans

Leave Agreements

Absence Categories

Schedule and Monitor Absence Processes

Configure Absence Batch Parameters

Click Absence Types

Enter the Absence Type Name and click Search




Absence Types @

A Search

Enter Name

Vieww 4 Create [ EndDate 3 Delete [ Export
Name

Paid Time Off

Click Absence Types Name

Absence Types @

4 Search

** Name | paid Time Off

4 Search Results
View v < Create [ End Date 3 Delete [ Export

Name

Paid Time Off

Click Name

[Advanced | saved Search | Application D
 Atlea

“Effective As-of Date | 9/28/22 [

Click Search

Fattern Status Management  Legislation E':f"’es'a“
Genericabse- Adtive Userdefined  United States 111151

[ Agvancea |

*Effective As-of Date | 9/28/22 ]

Pattern Status Management  Legisl

Generic abse... Active User-defined Unite

Enter the Session Effective Date then, Edit and Update

—




View Type Paid Time Off @

Session Effective Date

4 3asic D

Enter Session Effective Date
Effectve Start Date 1/1/51
Pattern Generic absence

Management User-definec

Type Attributes  Plans end Reasons  Display Features  Action ltsms  Additionel Details

4 General Attributes
Nams Paid Time Off

Desaiption

UOM Hours
Legislative Data Group US Legisltive Data Group

Status Active

4 Duration Rules @
Minimum Duration Alert None
Maximrum Duration Alert Error

Maximum Duration 4160

-Ended Absenice Rules

— Evaluate absences for schedule changes

Effective End Date

Legislation United States

Conversion Formula
Validation Formula
Eligibiity Profile EW/T Absence Plan Eligibility
Legislative Grouping Code

—_ Display balance in approval nofification

Partial Day Rule Unlimited

Schedule Kierarchy Start Point

Evaluation Period at Absence Entry 365 Calendar days

Update the applicable details and click Save and Close

Edit Absence Type Paid Time Off @

“Session Effective Date | 9/28/22 3

Effective Start Date 1/1/51 J
Pattern Generic absence

Management User-definec

Type Attributes  Pians and Rezsons  Display Features  Acion tems  Additional Details

4 Gerieral Attrioutes

“Name | Paid Time Off

Description

I

UCM Hours

*Legislativa Data Group US Legislative Data Group

“Status | Active
4 Duration Rules @
Minimum Duration Alert | None

Maximum Duration Alert | Error

“Maximum Duration 4160

4 pen Fodod Abcarce Bles

Manage Repeating Time Periods

Y

plicable,details

Click Save and Close

Effective End Date

Legislation United States

Canverson Formula

Validaton Formula

Eligibility Profile | EWT Absence Plan Eligibilii

Legislative Grouping Code

[ Display balance in approval notification

Schadule Hierarchy Start Peint

I

Navigation: Home>My Client Groups>Absences>Repeating Time

Periods>Update>Submit

From the home screen, click My Client Groups

—

44

Click Update

‘ tit| v ‘ History

Correct

QN R &

Edit | ¥




Q Ny P @ B

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Scroll down and click Repeating Time Periods. If preferred, we can also search the
words Repeating Time Periods in the Search box at the top




{ Absence Administration

it AP

Leave Agreements

Absence Categories

Formulas and Rates

@ Rate Definitions

Eligibility

@ Eligibility Profiles

Time Periods

Repeating Time Periods

Click Repeating Time Periods

From the Repeating Time Periods Screen, we can create a new Repeating Time
Period or manage existing Repeating Time Periods. We'll create a Repeating Time

Period by clicking Create

4 Search

Name ‘

Description ‘

Actions ¥ i Detach

Name

Click Create

Biweekly Starting Monday
Daily

EWT Weekly - starting Monday

Monthly Accrual Processing Period

Payroll Weekly Starting Monday

Projects and Payroll Weekly Starting Monday
Projects Weekly Starting Monday
Semimonthly

STR Biweekly Starting Saturday

Description
Delivered biweekly period that starts on Monday.

Delivered daily period

EWT Weexly - starting Monday

Delivered monthly period to accrue absence balances as of the start of each month.
Delivered weekly period for payroll that starts on Monday.

Delivered weekly period for projects and payrol that starts on Monday.

Delivered weekly period for projects that starts on Monday.

Delivered semimonthly period that starts on the 1stand 16th of every month,

Biweekly Starting Saturday

Advanced

Enter the Name, Period Usage, Period Type, Period Length, and Sample Start

Date

]
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Q Qv

Create Repeating Time Peri

‘Namel Manthly Accrual

Description

Period Usage [_] Time Card
[ Approwal

V) Accrual Processing

[ overtime s

[ Balances
Period Definition
“Period Type | Monthly v
*Period Length | Calendar month v
*sample Start Date | 9/1/22 to Select Type, Length, and Start Date

Time Period Preview ®

Preview Period Start Date | m/d/yy lig
Preview Period End Date | m/d/yy to

[ Preview Time Periods |

Click Save and Close

Q0w

[ Save and Close

Create Repeating Time Period ®

N FEVERFERT, m e PETTRTERT )
. Click Save and Close

Description

*Period Usage || Time Card
[ Approval
¥ Acerual Processing
[J overtime
[ Balances
Period Definition

“Pariod Type | Monthly

“Period Length | Calendzr month v

*Sample Start Date | 9/1/22 [

I

Time Periad Preview @
Preview Period Start Date | m/d/yy s

Preview Period End Date | m/d/yy by

[ Preview Time deriods |

Absence Fast Formulas

Navigation: Home>My Enterprise>Setup and Maintenance>Task>Search>Search
Fast Formulas

From the home screen, click My Enterprise

47 )
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Good afternoon, Patrick Jones!

My Enterprise Tools Configuration Others
QUICK ACTIONS Click My Enterprise
]| Available Features = &
e =1
O el goe (o

Offerings New Features Feature Updates Setup and
Maintenance

Things to Finish

0 -

You have no open notifications.

Good afternoon, Patrick Jones!

¢ Fixed Assets My Enterprise Configt
QUICK ACTIONS
=1 {é}
oo (e I

New Features Feature Updates Satup and
Maintenance

< Tl Click Setup and Maintenance
Things to Finish

You have no open notifications.

Expand the Tasks and click Search




Shares O
srores (KD
snares (R
snares R
snar=s R
snares (RED
shares (RED
shores D
snares (D)

=

=
snar=s ERD
snores @R

Change Feature Opt In

Search Tasks ‘ ‘E‘

Initial Users

View w Format v

Detach Show | Required Tasks

Task

Run User and Roles Synchronization Pracess

Columns Hidden 4

Expand Tasks

Manage Implementation Projects
Copy Configurations

Manage Configuration Fackages
Manage Export and Import Processes
Purge Export and Import Processes
Manage Setup Content

Review Topology

Click Search

Enter Task Name Fast Formulas in the search bar and click Search

Name

No results found.

Enter Task Name

Match With Tasks, Task Lists Business Objects

Click Fast Formulas

Type




FEVER LRI,

Fast Formulas H ‘

Match With Tasks Task Lists, Business Objects
Name

Define Fast Formulas

Type
Task List
Fast Formulas Task

Click Fast Formulas

From the type drop down, select Absences, and click Search

Fast Formulas ©

B o B 7
‘kgvanced ‘ Saved Search | All Formulas v

* Fequired

wowa ] “ekcnessarto 5202
Type v Legislative Datz Group

4 Seare

[

Click Search
Actions v View y Acnizl Camyover Select Absence
P—

Jescription Compiled Legislation Code Legislative Data Group Effactive Start Date Effective End Date Eit
Aconual SubFomus
Mo search conductz|

Acion Type Due Date
Age Caluialion

Age Dateminstion Date

Below we can review the Absence related Fast Formulas




Fast Formulas @

*Effective As-of Date | 1/1/51 fe
Legislative Data Group | US Legislative Data Group

Code

Q00000000

us

us

4 search
Formula Name ‘ Compile Status
Reviewthe below/Rast|Formulas

4 search Results - Nt e
Actions w View v Formatw = Edit ¥ etach

Formula Name Type Deseription

GLB_DEDN_CBID_AUTOINDIRECT Auto In

GLB_DEDN_PRORATION Payroll -

GLB_DEDN_DUMMY_GUARANTEED_NET Oracle P.

GLB_DEDN_CALCULATOR Oracle P

Transfer Incentive Compensation to Payroll BatchLo... Transfer Incentive Co

GLB_DEDN_TOTAL_OWED Oracle P.

GLB_DEDN_WSA Oracle P.

US e-IWO Outbound Validation Rule Extract

-IWO Processing Overrides Formula Oracle P

US e-IWO Y or N Validation User Tab

Data Group

Effective Start D)
1/0
11/01
10
1o
1/1/00
/0
1/1/01
10

/o

o

Control Absence Approvals For HR Initiated Transactions
Navigation: Home>My Client Groups>Absences>Absence

Types>Search>Update>Submit

From the home screen, click My Client Groups

Q

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Sale: Service
Click My Client Groups

QUICK ACTIONS

O %

]

Add a Contingent Worker
Journeys New Person

Add a Pending Worker

Add a Nonworker I U
o

P Warkers Compensation Performance

00

Succession Plans Talent Pools Workforce
Additional Structures

Next, click Absences

Person
Management

=

Career
Development

&

Mass Updates

Talent Review

Payroll

O s B

fa

—

]
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Good afternoon, Patrick Jones!

Me My Team

QUICK ACTIONS

erience Design Studio

* Hire an Emp

| Add a Contingent Worker

Add a Pending Worker

Pending Work
Person
Employment Contracts

Change Location

My Client Groups Bene

Talent Pools

dministration

[oX

New Person

il

Performance

sty

Workforce
Structures

Chain Planning

Person
Management

(@]

i

Talent Review

& a2

Mass Updates Workforce
Modeling

Compensation

Click Absences

Succession Plans

=

Data Exchange

Scroll down and click Absence Types. If preferred, we can also search the words
Absence Types in the Search box at the top

< Absence Administration

T Bk

Absence Processes

®O

Absence Definitions

Absence Reasons
Absence Certifications
Absence Plans

Leave Agreements

Absence Categories

Schedule and Monitor Absence Processes

Configure Absence Batch Parameters

Click Absence Types

Enter the Absence Type Name and click Search




Absence Types @

A Search

Enter Name

Vieww 4 Create [ EndDate 3 Delete [ Export
Name

Paid Time Off

Click Absence Types Name

Absence Types @

4 Search

** Name | paid Time Off

4 Search Results
View v < Create [ End Date 3 Delete [ Export

Name

Paid Time Off

Click Name

[Advanced | saved Search | Application D
 Atlea

“Effective As-of Date | 9/28/22 [

Click Search

Fattern Status Management  Legislation E':f"’es'a“
Genericabse- Adtive Userdefined  United States 111151

[ Agvancea |

*Effective As-of Date | 9/28/22 ]

Pattern Status Management  Legisl

Generic abse... Active User-defined Unite

Enter the Session Effective Date then, Edit and Update

—




View Type Paid Time Off @

Session Effective Date|

4 3asic Detals

Enter Session Effective Date

Effective Start Date 1/1/51 Effective End Date

Pattem Generic absence Legislation United States Correct

Management User-definec

Click Update
Type Attributes  Plans end Reasons  Display Features  Action ltsms  Additionel Details

4 General Attributes

Name Paid Time Off Conversion Formula

Validation Formula
Desaription Bligibility Profile EV/T Absence Plan Eligibility

Legisative Grouping Code
UOM Hours __ Display balance in approval notification
Legisltive Data Group US Legislative Data Group

Status Active

4 Duration Rules @

Minimum Duration Alert None Partial Day Rule Unlimited

Maximum Duration Alert Error Schedule Kierarchy Start Point

Maximum Duration 4160

ndad Abserice Rules

— Evaluate absences for schedule changes

Evaluation Period at Absence Entry 365 Calendar days

Click the Display Features tab and click Actions then Update

Saveand Close

View Type Paid Time Off c

“Session Effective Date | 9/28/22 7Y

4 Basic D ‘ it v H History‘
Effectve Sart Date 1/1/51 Effectve End Date
Pattern Generic absence Legislaticn United States
Maragement User-defined
Type Attributes  Plans ard Reascns | Display Featyres | Action ftems  Additional Dztails
45ecions O e
Click Display Features Click Update —
[ra]r]

Correct
¥ Employees ¥ Managers ¥ Administrators

T
Comments Fisld Displayand .. Displayand .. Displayand
Attachments Field Nctenabled  Not enabled Not enabled
Reason Field Do ot display Do not display ~ Da not lisplay

_ Employees — Managers — Administrators

Scroll down and under Approval and Processing Rules, across from Approval
Processing, we can Enable or Not Enable Approvals. Under Administrative

Transaction, Not Enabled will remove any approvals for HR Initiated Leave
Requests

—

)|
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Absence Type Paid

4 Qualf ]
[ empioyees [ Managers [ Administrators
Employse Manager Self-  Administrative
Usage UsigeTVRe  gair.semvice  Service Transaction
No data fo display.

and Pro

yies O

¥ Employees ¥ Managers ¥ Admiristrators

e S, s e
Concurrency Rule
Deferred processing on subseqent absences Rule
Additional payload attribute Rule
Approvals reset on update Rule
Approval processing Rule Enabled v | | Not enable ] [ Not enable v

Deferred processing on initial entry Ry

Select Not Enabled

¥/ Employees ¥ Managers ¥ Administrators

Click Save and Close

Edit Absence Type Paid Time Off o

Click Save and Close
[ Employees [ Managers [ Administrators
" Employes Maznager Self-  Administrative
Usage UsageWPe  qeirservice  Service Transaction
Ne catato dispiay.
4 ppproval and Processing Rules @
' Employees ¥ Managers ¥ Administrators
Employee  Manager Sslf- ~ Administrative
Usage UsigeTPe  seit.senvice  Sevice Transaction
Concurrency Rule
Deferred processing on subsequent absences Rule
Additional payload attribute Rule
Approvals reset on update Rule
Approval processing Rule
Deferred processing on nital entry Rle
! Empioyees ¥ Managers V! Administretors

Add Absence Plan Balance Adjustment Reasons

Navigation: Home>My Enterprise>Setup and Maintenance>Task>Search>Search
Global Absences Lookups>Select>Update>Submit

From the home screen, click My Enterprise

]
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Good afternoon, Patrick Jones!

My Enterprise Tools Configuration Others
QUICK ACTIONS Click My Enterprise
]| Available Features = &
e =1
O el goe (o

Offerings New Features Feature Updates Setup and
Maintenance

Things to Finish

0 -

You have no open notifications.

Good afternoon, Patrick Jones!

¢ Fixed Assets My Enterprise Configt
QUICK ACTIONS
=1 {é}
oo (e I

New Features Feature Updates Satup and
Maintenance

< Tl Click Setup and Maintenance
Things to Finish

You have no open notifications.

Expand the Tasks and click Search




- Manage Implementation Projects
Change Feature Optin | Search Tasks ‘ (2]
- Copy Configurations
s €D |nitial Users « Manage Configuration Packages
« Manage Export and Import Processes
shares R View w Format v Show | Required Tasks v = Purge Export and Import Pracesses
- Manage Setup Content
Task
snares @R « Review Topology
Run User and Roles Synchronization Pracess .
snares @R
Columns Hidden 4
snares (R Expand Tasks Click Search
snares (RED
shares (RED
shares @D
snares @D
snares @R
snares @R
=

Enter Task Name Manage Global Absences Lookups in the search bar and click
Search

Malch With Tasks T#lsts Business Objects

Name Enter Task Name Type Deails

Wanage Global Absenzes Leokups Task

Click Manage Global Absences Lookup




Lir K TR

Manage Global Absences Loskups

Match With Tesks Task Lists Business Objects.
Type Deils

Name

Manage Giosal Absznces Lookups

Task

Click Task Name

Click ANC_ABS_PLAN_OTHER_REASONS

Manage Global Absences Lookups

Actions w Viewv /g Detach
Name
ANC_ABS_DISEASE_CODE

ANC_ABS._ILL_SPL_COND

*_SPL_COND

N_OTHER_REASONS,

REPORTING_ORG

Click Lookup Name

ANC_ADJ_REASON

ANC_BLOCKED_LEAVE

Click + to add a New Balance Adjustment Reason. Enter the Lookup Code, Start
Date, Meaning, and Description




Manage Global Absences Lookups @

4 Common Lookup Type

Actions v View v Format v @ Freeze wrap
Lookup
Lookup Type a< Meaning Description Module Configuration  RCST Access Secured
Level
ANC_ABS_PLAN_OTHER_REAS.. | Absences plan other reasons || [Apsence Pian Entry Otner reasons | Gloal Absences Extension Secure

4 ANC_ABS_PLAN_OTHER_REAS( Click +

Actions v View v Format v

- [ Enter Applicable Information [ [

Displaya s ¢
Sequence

Lookup Code abled Start Daa nd Date Meaning & Description Tag

[ [evrcovoewrren] | | & e G| [mawy Go] [covpLeme | [Exorea Loave Hous I

S v et wavemz  [compensatoy | [Compensatos Reason \

> et iomo \ | & [ B [maver 6] [Assences pan oier ssoneaseer] | ||
> ewr Leave ponamion | | & [imes1 ) [rsuerz 6] [Leave Donation | [eave Donaton ian I
Sr— \ | & [ ] [revee G [Lmsmwontewrie | | I
> ewremmaose | | & [imesr o] [reuee to] [Feneoscstonsn raon | | I
> ewrsioc e Py | | & [ ] [rsuer 6] [siokLemwe pavou I I
> ewrvacanion pivour | | @ [ | [mevea G [vawsien e || ||

Click Save and Close

Manage Global Absences Lookups @

4 Common Lookup Type )
Click Save and Close
Aclions v View v Format v e Freeze Wrap
Lookup
Lookup Typ2 A9 Meaning Descripticn Wodule Configuration ~ REST Access Secured
Level
ANC_ABS_PLAN_CTHER_REAS. Absences plan other reasons. ‘ ‘Ahszn[e Flan Entry Otherreasons | Glodal Absences Exlension Secure
4 ANC_ABS_PLAN_OTHER REASONS: Lookup Codes
Adors v Vievy Fomdtvy 4 X F @ etach | Wrap
e [ ] \ I |
Display & ¥ " .
Lookup Code Soquonce | EMbled SrtDate  EndDete Meaning A9 Description Tag
} | EWT_COVID_EXPIRED \:| v ‘1/1/1951 E‘e‘ ‘Mr‘d“)‘)‘b‘ F‘O‘ ‘CDV\D Leave ‘ ‘Exnwea Leave Hours ‘ ‘
P CE v 1110001 12374712 ‘CEHEE\ Ermor ‘ ‘C\EHES Emor Plen Absence ‘
b ocP v 100t 13 TH2 ‘Cumnematnry ‘ ‘Cumpensamw Reason ‘
}  EWTINLLOAD D v ‘wrwn E‘g‘ ‘-zwm E“.‘ ‘Ahsewcss u\anuthevreasuns/\ossr‘ ‘ ‘ ‘

Settings To Allow HR To Enter Absence With A Negative Balance
Navigation: Home>My Client Groups>Absences>Absence Plans>Edit>Submit

From the home screen, click My Client Groups




Q Ny P @ B

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Scroll down and click Absence Plans. If preferred, we can also search the words
Absence Plans in the Search box at the top




{ Absence Administration

Ko
Schedule and Monitor Absence Processes

@ Configure Absence Batch Parameters

Absence Definitions

Absence Reasons

Absence Certifications

Absence Plan,

Absence Types

Click Absence Plans

Leave Agreements

Absence Categories

Formulas and Rates

Enter the Absence Plans Name and click Search

4 Search

[ Adtanced | Saved earch | Apoliction D

 Atle

e ml Paid Time Off ** Legislative Data Group
“Effective As-of Date | 9/28/22 I}

Enter Plan Name

4 Search Results

Click Search
Viewv 4 Create g EndDate 3 Delete % Export

Plan Plan Type Status Legislation Legislative Data Group Management g:::"ve sart Effective End Date
Paid Time Off Accrual Active United States  US Legislative Data Group User-defined ~ 1/1/51

Click Absence Plan Name

]
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{ AbsencePlanso

| Advanced | saved Search | Appiication D!

** At le
* pian ‘ Paid Time Off ** Lepislative Data Group
** status *Effective As-of Date | 9/28/22 [
[ Search |

Vieww o Create ff End Date 3 Delete 7= Export

Plan FlanTyps  Status Legislation  Legislatire Data Group Management  ENect"® S gitecive End Date

Paid Time Off

Accrual Active United States  US Legislative Data Group User-defined  1/1/51

Click Name

Enter the Session Effective Date then, Edit and Update

QaowpRQ

Cancel

*Session Effectve Dats|

e P Enter Session Effective Date
4 3351 D

‘ i | v H His
Effective Start Date 1/1/51 Effective End Date
Plan Type Accrual Legisiation United States
Management User-defined

Click Update

Plan Attributes  Participation Accrugls  Enfries and Balences  Additional Details

4 General Attributes
Plan Paid Time Off Legislative Data Group US Legislative Data Group
Status Active
Description ¥ Enatle concurrent entitlement
B Frocessing Level Assignment

Plan UOM Hours i
Canversion Formula

Attemative Schedule Catagory Plan Caregory
Legislative Grouping Code
4PlanTerm @

Type Anniversary year Anniversary Event Rule Rehire date

4 Balance Display

Worker Balance Display Manager Balance Display

Click the Accruals Tab and under Plan Limits, check the box Allow negative

balance. Additionally, we can enter a negative balance limit to ensure the negative
leave doesn’t exceed a specified amount

—

]
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Edit Absence Plan Paid Time Off

Effective Start Date 1/1/51 Effective End Date

Plan Type Accrual Legislation  United States
Management User-definzd

Plan Aftibutes ~ Participation

Accruals

Entries and Balancss  Additional Details

ual Attibutes

Click Accruals
Matrix

) Formula

Accrual Method Incremenal
e
Formula Accrual Proration Rule
*Vesting Rule Balance Frequency Source Person primary frequency

4 Plan Limits

Ceiling Rule | Include in matrix v

Ceiling Proration
Rule.

¥ Allow negative balance

Accrual Definiti

Check Checkbox

None v

Enter Limit

Negative Balanc

4 Year End Processing

Click Save and Close

QN %
Edit Absence Plan Paid Time Off save | Sove and Clese

Click Save and Close

Effective Start Date 1/1/51 Effective End Date

Plan Type Acerual Legislation United States
Management User-defined

Plan Atiributes  Participation ~ Accruals  Entries and Balances  Additioral Details

4 Accrual Attributes

Accrual Definition (& Matrix Payment Percentzge 100 P
Formula

Accrual Method Incremental

Accrual Proration Rule | None v

*Vesting Rule | None Balance Frequency Source Person primary frequency

Partial Accrual Period
Formula

II

lan Limits

Ceiling Rule | Include in matrix v

e [ S i
Rule | NONe Annual Accrual Limit Rule -

ST R
Limit

4 Year End Processing

Create A Calendar Event

Navigation: Home>My Enterprise>Setup and Maintenance>Workforce
Information>Create>Submit

From the home screen, click My Enterprise

—
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w
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Good afternoon, Patrick Jones!

My Enterprise
QUICK ACTIONS Click My Enterprise
A = o
O <J goe (o

Offerings New Features Feature Updates Setup and
Maintenance

Things to Finish

~

0 =

Created by Me You have no open notifications.

Good afternoon, Patrick Jones!

Configuration
QUICK ACTIONS
=1 .4"3}
<J I 453 73

New Features Feature Updates Satup and
Maintenance

< Tl Click Setup and Maintenance
Things to Finish

e

o -

You have no open notifications.

Click Workforce Information under Functional Areas




Functional Areas Change Fealure Optin ~ S8arch Tasks | (&)

= Inftial Users Shares KD Workforce Information
= Enterprise Profile Shared D View w Format w
* Legal Structures charee D Task
. WManage Value Sets for Global Human Resources

Organization Structures shares D

Wanage Availability Lookups

Financial Reporting Structures — ] Manage Geooraphy Trees
= workforce Structures srares Manage Calendar Events
- Review Calendar Events Coverage

Users and Security Py ~ |

Work Shifts
HCM Data Loader ared
srare: 2D Work Warkday Pattems
shares @R Wark Schedules
~ Basic Payroll = Manage Resource Exceplions
Click Workforce Information Work Schedule Excoptions
~ Base Pay =
Columns Hidden 4

* Benefits snarcs (R
* Individual Compensation shares (B

Workforce Compensation =
= Total Compensation Statements =

Click Manage Calendar Events

Functional Areas Change Feature Opt In | S6arch Tasks | [a]
* Initial Users shares (EED ‘Workforee Information
* Enterprise Profile share: (D View v Format w wrap
* Legal Structures srares D Task
. Manage Value Sets for Global Human Resources
Organization Structures F— . ]
Wanage Availability Lookups
Financial Reporting Structures shares (D Manage Geoorapny Trees
* Workforce Structures Shares @ Wanage Calendar Event
. Review Calendar Events Coverage
Users and Security shares R .
Work Shifts Click Manage Calendar Events
HCM Data Loader -
srares @ Work Workday Patterns
Warkforce Information snares (2D Work Schedules
- Manage Resource Excepti
Basic Payroll =
Work Schedule Exceptions
* Base Pay =
Columns Hidden 4
“ Beneiis snares (RED
* Individual Compensation Sharee D
Workforce Compensation =
~ Total Compensation Statements =

Click Create




Calendar Events

4 Searcn [ Advanced| saved Search | Al Ciendr Events

** At least cne is|
** Short Code

)
4 Search Results

Actons v Visw v Format v Manage in Spreadshest

Name Category Shol

ode

Hierarchy
Type $Sart Date End Date Description

No search conducted.

Click Create

Enter the Required Information such as Name, Category, Start and End Date, and
Short Code. If we wish to restrict this holiday to US Only, we will need to attach
this holiday to a Hierarchy

Create Calendar Event

PRV R,

CalenarSient Enterathe below/information
“Name ‘ Juneteanth Observed ‘ *Short Code
“Category P—

[ Half day for elapsed work schedules

“Start Date | 6/20/22 12:00 AM lig
“End Date | /29/22 12:00 AM [y

Coverage @
— : I

Coverage Source

View v [ Include @ Exclude (¥ Override Reset

Click Submit

]
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= Q0w

Create Calendar Event [ s

_ Click Submit
Calendar Event

“Name ‘Juns(semh(}hselved “Shert Code | JN022
*Category | Public holicay v Description

(] Half day for elapsed work scheules

*Start Date | 6/20/22 12:00 AM fe
e

“End Date | 9/29/22 12:00 AM

Coverage )

Coverage Source

Viewv g Incude @ Exclude () Override ~ Reset

Daily Absence Management

View Employee Absence Plans
Navigation: Home>My Client Groups>Absences>Absence Records

From the home screen, click My Client Groups

Q, search

Good afternoon, Patrick Jones!

Me My Team My Client Groups ez _Bensfits Administration Sales  Service e Help Desk

Click My Client Groups
QUICK ACTIONS

Hire an Emp
|19y
Joumeys New Person Person
Management

" Add aNonworker 8 ﬁﬂ % Eg

Compensation Performance Career Talent Review

(9 Pending Workers
(77 g Development

e Q.0 : y

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Additional Person Info

Next, click Absences




Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Payroll Supply Chain Planning Fo y
QUICK ACTIONS APPS

M Experience Design Studio e o
4 74 )

New Person Person Compensation
Management

%
(" Hire an Employee

o
V" Add a Contingent Worker

Click Absences

9 Add a Pending Worker = ) B vany
g o a4 &

¥ Add a Nonworker Performance Talent Review Succession Plans

ding Workers

/) el e

Talent Pools Workforce Mass Updates Workforce Data Exchange

() Employment Contracts SR LAEERN

ange Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top

{ Absence Administration

Fiz.

What do you want to do or manage?

Search for tasks 9]

Person Management

Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name




Absence Records

- . T ’ S % 2o KL
|Sa\M l |

Advanced Search:Sally

Name Business Till Work Email Person Number
Direct Reports £
Q Sally Littie Consultant 1009
Michael Burke
Mg mketter @camptratech.com
Manager
_— Click Employees Name
Rishi Verma
RV
Director
v Victor Lopez

Director

Under Plans, we can review the plans in which this employee is enrolled

@ Manage Absences and Entitlements @
Y

Sally Little 1009

None recerded. None scheduled.

» 2ending Actions

4 Zxisting Absences @
Viewy & add s Recalculite| v P:"::: st manthe - Twm‘ | status v| © &ipetach
Processing

Dates Employr Type Assignment Duration Status Stats Actions

No data to display.

42 on @

4ol

View v ‘ Accaals | ¥ H Enroliments znd Adjustments | ¥ ‘ Statas | Active v 0

Plan Assignment  Type Status Snroliment  Enrojment Eggﬂfﬂ’m Balance
Paid Time Off G (e Active YT 11621 240 Hours
Sick Leave Consultant Acaual Activa 8117 2/28/19 9493 Hours

Manually Enroll An Employee Into A Plan
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Enrollment and Adjustments>Add Enrollment>Submit

From the home screen, click My Client Groups

—

]
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top




Absence Administration

i AL A A
What do you want to do or manage?

[search for asks 9]

Person Management

. Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name

{ Absence Records

EL SRR Search
Person
| sally l v |
Advanced Search:Sally
Name Business Title Work Email Person Number
Direct Reports £
Sally Littie Consultant 1009

Michael Burke
M8

Manager

mketter @camptratech.com

_— Click Employees Name
Rishi Verma

Director

Victor Lopez

Director

Under Plans, click Enrollment and Adjustments then Add Enrollment

]
|
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Manage Absences and Entitlements @

Sally Little 1009

4 Absences
Most Recent or Current Absence Next Scheduled Absence
None recorded None scheduled

» Pending Actions

4 Existing Absences @

N T oo 2] s o omr

Dates Employer Type Assignment Duratio

o data to display.

4 Plan Participation @

4 plan Balances

View v | Accruals | ¥ atus | Acti
Add =

Plan Assignment status
Update ent < Tvee

A — Delete Enroliment Click Add Enroliment JE— Jr— o
Adjust Balance
Initiate Donation

4 Qualified Entitlements Transfer Balance

View v__ Balance As-of D|  Disburse Baance ]| ©
Update Balance Details

(=] Plan Pel.

Expand the drop down for Select Plan and select the plan and enter the Start
Date. The Start Date can be the hire date or the date in which the employee

became eligible for this plan. Click Submit

Add Enroliment

o Select Plan | Sick Leave

* Start Date | 116121

Select Plan

Enter Start Date

Click Submit

The Plan has been successfully added. To update the balance for an accrual, if

needed, we would need to Run Accruals For All Active Plans

]
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g Manage Absences and Entitlements @

Y -
> Sally Little 1009

None recorded Nonz schecued.
¥ Pencing Acions
4 Byicting Absences @
Time " .
Viewv o Add % Recalulte | v Perl':;d Type‘ ‘ smms‘ V| © HDetach
Dates Employer Type Assignment Duration Status :{:f;:s"“ Actions
Ne data to display.
4 Plan Participation @
4 planEaances
View v | Accruals ‘ ¥ || Enrollments and Adjustments ‘ v | Status ‘ Active v @
Balancz
Enroliment  Enroliment
Plan Assignment  Type Status Start Date End Date g:léulamn Balance
Paid Time Off Consultant Accrual Active 6/mjn 1/16/21 240 Hours
Sick Leave Consuitant Acerual Active i6j21 0 Hours

Manually Adjust Plan Balance
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Enrollment and Adjustments>Adjust Balance>Submit

From the home screen, click My Client Groups

Q search aw B .

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Sales Kno e Help Desk Exp

Click My Client Groups
QUICK ACTIONS

O %

]

Journeys New Person Person
Management

0%
[ Add aContingent Worker
\dd a Pending Worker

" Add a Nonworker ﬁn %
o

Compensation Performance Career Talent Review

(9 Pending Workers
/ Development

. o0
() Personal Detaits =] 5%7 @

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

V]  Additional Person Info

Next, click Absences

]
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Payroll Supply Chain Planning Fo y
QUICK ACTIONS APPS

M Experience Design Studio e o
4 74 )

New Person Person Compensation
Management

%
(" Hire an Employee

o
V" Add a Contingent Worker

Click Absences

9 Add a Pending Worker = ) B vany
g o a4 &

¥ Add a Nonworker Performance Talent Review Succession Plans

ding Workers

/) el e

Talent Pools Workforce Mass Updates Workforce Data Exchange

() Employment Contracts SR LAEERN

ange Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top

{ Absence Administration

Fiz.

What do you want to do or manage?

Search for tasks 9]

Person Management

Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name




Absence Records

GLAAHREY Search
Person

|Sa\M l |

Advanced Search:Sally

Name Business Till Work Email Person Number
Direct Reports £
Q Sally Littie Consultant 1009
Michael Burke
Mg mketter @camptratech.com
Manager
_— Click Employees Name
Rishi Verma
RV
Director

Victor Lopez

Director

Under Plans, highlight the row of the plan and click Enrollment and Adjustments
then, Adjust Balance

@ Manage Absences and Entitlements @
< \' y Sally Little 1009

None recorded. None scheduled.

¥ Pending Actions

4 Existing Absences @

Ti 5
e [Lastomonts | e ] status | ] © & peun

Viewv o Add “w Rs(akulx(e‘ v N
Period

Dates Employer Type Assignment Duration Status

No data to display.

>

| Aceruais | v | Enroiments ana Adusments [ ¥ | status [ acive v]e ‘ Enrolment

Plan Assignment  Type status
Start Date
Add Enrolment

Paid Time Off Update Enrollment Consultant Accrual Active &/1/17

Delete Enrolment
Sick Leave Consultant Accrual Active 116/21

Adjust Balance,

4 Qualiied Entidemens Click Adjust Balance

View v »

Update Balance Details

Plan PlanPeriog  hayment

Percentage

Select the Reason, enter the Adjustment Amount, and the Date. When entering
the adjustment amount, to add to the balance, simply enter the amount. To
remove from the balance, enter a negative entry. Click Submit

]
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alance

Select Reason
Plan Sick Leave

)
0 Clerical Error v

* Adjustment Amoun! 120

Enter Adjustment Amount

'Dall 118i21 i ‘i

@ Enter Date

Click Submit

Next, to update the balance, we need to Run Accruals for Selected Plan. As a
note, this process will only update the balance for one pay period; if you need to
update the balance for multiple pay periods, follow the Calculate Accruals &
Balance Process. Highlight the row of the plan and click Accruals, then Run
Accruals for Selected Plan

#  Manage Absences and Entitlements @

€ ® ) salyLittle 1009

Mas: Recent or Cureent Aosence Next Scheduled Absence

None recorced, Nonz scheduled.

» Pending Actions

4 Existing Abserces @

i o
Viewy o Add % Rem\cu\ate" Pﬂlx Type‘ V‘ S'am‘ V| © =iDetach
Dates Employer Type Assignment Duration Status :"::":5"‘“ Actions
No data to isplay.
4 Plan Participation @ Expand Drop down
4 flan Belarcss
View v rcliments and Adjustments | ‘ Saus | Acte ] e
Run Accuals 0 All ACtive Plans: Balance
Plan Assignment  Type Status Enrollment Enfolment o yc ation Balance
Run Accruats or Selectec Plen | . StartDate  Enc Date Date
Click Run Accruals for Selected Plan
Paic Time Off Consultant~ Acarual Adtive 6117 16/ 240 Hours
Sick Leave Consultant~~ Acarual Adtive 1716721 0 Hours

4 Qualfied Enttlements

Enter the Balance As-of Date and click Submit




Run Accruals for Selected Plan Sick Leave Enter Balance As-of Date

* Balance As-of Date | 9129122 [

(®) Calculate accruals and balances

() Witndraw accruals and balances

Click Submit

The Plan Balance has been updated

¢ 1@ Manage Absences and Entitlements @
L
¥ ) Sa 009
None recorded. None scheculed.
¥ Fending Actions
4 yisting Absences @
Vewy & Add tRemlcuIne" eriod Tyoe v | Status v| © lulDetach
Dates Employer Type Assignmnt Duration status m"‘g Actions
No data te display.
4 lan Participation @
A Dlan Baances
Vews | accnas | v | Enclientsand Adustnens | ¥ | Siaus| Acte ‘e
Balance
Enroliment  Enroliment "
Plan Assignment  Type Status Start Date End Date gtl;ulauon Balance
Faid Time Off Consutant Accal Acdive 6 16721 20 Hoirs
ISi(kLeave Consultant Accal Acive 5721 1B 120 Hours

Update Balance Details
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Enrollment and Adjustments>Update Balance Details>Submit

From the home screen, click My Client Groups




Q Ny P @ B

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top




Absence Administration

L B AP
What do you want to do or manage?

[search for asks 9]

Person Management

. Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name

{ Absence Records

GLAAARY Search
Person

|Sa\M l |

Advanced Search:Sally

Name Business Title Work Email Person Number

Direct Reports 9 £

Sally Little Consultant 1009

Michael Burke
M8
Manager

mketter @camptratech.com
_— Click Employees Name
Rishi Verma

Director

Victor Lopez

Director

Under Plans, highlight the row of the plan and click Enrollment and Adjustments
then, Update Balance Details

]
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L
4 Existing Absences @

Ti ;
Viewy o Add % Recslaulie | v Pm'i';: Last 6 months Type‘ | status v © EoDetah

Dates Employer Woe Assignment Duration Status Procassing Actions

No datato diplay:

4 Plan Participation @

4 tlanBaances

View | Accuals | ¥ | Envollments and Adustments | ¥ | Status | Acie vleo
Add Enrcliment Balance

Enroliment  Enrclimsnt :

Plan Assignment Status Calculation Balance
Update Envolment 9 e StartDate  EndDate Date

Paic Time OFf Daeiz Enolment Consuliant  Accrual Active e/ 11621 240 Hours
Adust Balance

Sick Leava Consubant Accrual Active 11621 13121 120 Hours

Iniiate Dongion

Transfer 3zlance

4 Qualfied Enftements  DEburee Bslanee
Update Balarce Defalls.
Ve Balace Asf D

Payment Qualified

Plan . . Plan Period o Used  Remaining
Click Update Balance Details Percentage Entitlement

FMLA 9130121 - 912 o 480 Hours 0 Hours 480 Heurs

Enter the Balance As-of Date and click the Arrow to populate the Balance Details

Enter Balance As-of Date

Update Balance Details : Paid Time Off

Balance As-of Date [ gpgon o O

Balance 340 Hours

Value Reason

e cercem

We can update the Value, Reason, or Void the entry. Click Submit




Update Balance Details : Paid Time Off

Balance As-of Date /2922
Balance 340 Hours
View v  im| Detach

Date Type Reason

19/20/22 Adjustment 10‘ |C\Er\(:al Ermo ‘

Click Submit

Next, to update the balance, we need to Run Accruals for Selected Plan. As a
note, this process will only update the balance for one pay period; if you need to
update the balance for multiple pay periods, follow the Calculate Accruals &
Balance Process. Highlight the row of the plan and click Accruals, then Run
Accruals for Selected Plan

¢ 18 Manage Absences and Entitlements @

® ) salyLittle 1009

Mas: Recent or Cureent Aosence Next Scheduled Absence
None recorced, Nonz scheduled.

» Pending Actions

4 Existing Abserces @

i o
Viewy & Add “IRem\cu\ate" Pﬂlx Type‘ V‘ S'am‘ V| © =iDetach
Dates Employer Type Assignment Duration Status :"::":5"‘“ Actions
No data to isplay.

4 Plan Participation @ Expand Drop down
4 flan Belarcss
View v | Acauas | ¥ | Enliments and Adustments | v SIalu;‘A(\ive v ‘ )

Run ACouals 0 AllActive Plans

Balance
Plan Assignment  Type Status Enrollment Enfolment o yc ation Balance
Run Accruats or Selectec Plen | . StartDate  Enc Date Date
Click Run Accruals for Selected Plan
Paic Time Off Consultant~ Acarual Adtive 6117 16/ 240 Hours
Sick Leave Consultant~~ Acarual Adtive 1716721 0 Hours

4 Qualfied Enttlements

Enter the Balance As-of Date and click Submit




Run Accruals for Selected Plan Sick Leave Enter Balance As-of Date

* Balance As-of Date | 9129122 [

(®) Calculate accruals and balances

(O) Withdraw accruals and balances

Click Submit

The Plan Balance has been updated.

View Current & Projected Leave Balance

Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Select Plan>Enter Projected Date>Arrow

From the home screen, click My Client Groups

Q

Good afternoon, Patrick Jones!

Me My Team My Client Groups

Click My Client Groups
QUICK ACTIONS

%
[9]° Hire anE:

Hiring journeys New Person Person
Management

) : il &

Compensation Goals Performance Career Talent Review
Development

Succession Plans Talent Pools Workforce Mass Updates
Structures

Next, click Absences




Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Payroll Supply Chain Planning Fo y
QUICK ACTIONS APPS

M Experience Design Studio e o
4 74 )

New Person Person Compensation
Management

%
(" Hire an Employee

o
V" Add a Contingent Worker

Click Absences

9 Add a Pending Worker = ) B vany
g o a4 &

¥ Add a Nonworker Performance Talent Review Succession Plans

ding Workers

/) el e

Talent Pools Workforce Mass Updates Workforce Data Exchange

() Employment Contracts SR LAEERN

ange Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top

{ Absence Administration

Fiz.

What do you want to do or manage?

Search for tasks 9]

Person Management

Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name




Absence Records

RLLRe Search
Person

|Sa\M l |

Advanced Search:Sally

Name Business Tille Work Email Person Number

Direct Reports @ £

Sally Little Consultant 1009

Michael Burke

Mg mketter @camptratech.com
Manager
_— Click Employees Name
Rishi Verma
RV
Director
v Victor Lopez

Director

Under Plans, click the Plan Name

@ Manage Absences and Entitlements o

\' J Sally Litde 1009

4 yjsting Al [€]
s, Ti v
Views  HAdd % Reclalte | v " 9 Type | | status v
Period
Dates Employer Type Assignment Duration Status :::f;:s““ Actions
No data to display.
4 Plan Participation @
4y .
View v ‘Ac(ma\s [+ H Enrollments anc Adj\.s\mems"‘ stats | Actve v o
Balancz
" Enroliment Enroliment
Plan Assignment  Type Status e Encomte g:lculawn Balance
Paic Time Off Consultant Accrual Active sy ezt 240 Hours
Consultant Acarual Active 1/16/21 nyn 120 Hours
Click Plan Name
Viewv Balance As-of Date | 9/29/22 ] ®
Payment Qualified
Plan Panperod  TUTER s Used  Remaining
FlLA 3m021-92.. 00 480 Hours 0 Hous 480 Hours

Enter the Balance Calculation Date and then, click the Arrow

—

]
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Accrual Plan Balance : Sick Leave Click Arrow

Bal 9122122 gl @
Plan Period Start Date  1/1/22

palance 18327 Hous Enter Balance Calculation Date

Summery  Details

View v iz’ Detach

Additional

Date Information

Status

831122 eriodic acerua Projected
7131122 eriodic accrua Projected
630122 Periodic accrual Projected

531122 Periodic accrual Projected

Scroll down to view the Plan Details. We can review the Balance as of the
Balance Calculation Date. Projected, under the Status column, represents a
projected accrual. We can also view the accrual rates under the Hours column as
well as the Date in which the accrual is applied

Accrual Plan Balance : Sick Leave

Balance Calculation Date | gior20 te| ©

Plan Period Start Date  1/1/22

Balance 18327 Hours

summary  Details Review;the below,
information

View v [z Detach

Additional

Date Type Information

ours. Status

83122 Periodic accrual Projected

731022 Periodic accrual Projected
63022 Periodic accrual . Projected

5/31/22 Periodic accrual Projscted

Update Absence Plan Enrollment Date
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Enrollment and Adjustments>Update Enrollment>Submit

From the home screen, click My Client Groups




Q Ny P @ B

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top




Absence Administration

L B AP
What do you want to do or manage?

[search for asks 9]

Person Management

. Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name

{ Absence Records

GLAAARY Search
Person

|Sa\M l |

Advanced Search:Sally

Name Business Title Work Email Person Number

Direct Reports 9 £

Sally Little Consultant 1009

Michael Burke
M8
Manager

mketter @camptratech.com
_— Click Employees Name
Rishi Verma

Director

Victor Lopez

Director

Under Plans, highlight the row of the plan and click Enrollment and Adjustments
then, Update Enroliment

]
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A | Manage Absences and Entitlements ¢

< 1¥] s Iy Litt 1009

A
4 By sting Absences @
Vewy 4 Add % Recalculate | ¥ verod Type v | Status V| @ =l Detach
Dates Employer Tpe Assignment Duration Status :2:"5““'9 Actions
No data te cisplay.
4 Plan Participation @
4 Dlan Balances
Viewv  Accruals ‘ ¥ || Enrollments znd Mjuﬂmenh‘ v | Status | Active vie
Adg Enrolment Balance
Enroliment  Enroliment .
Plan Assignment Status Galculation Balance
o Trpe sobie  EndDae o
Paid Time Off Dot Emlent Consubant  Aceruzl Active s 1116721 240 Hours
Adjust Baance Click Update Enrollment
Sick Leave Consultant  Accrual Active 1716721 121 120 Hours
Iiiate Donation
Trangfer Balance
4 Quaifed Enftements | DSbusE Bdance
Update Balance Cetais
Vew v Balance Aseof D m [
Payment Qualified -
Plan Flan Period Percentage Entitlement Used Remaining
FMLA 95021-92.. 00 480 Hus 0 Hours 430 Hous

Update the Plan Enroliment Start Date and click Submit

Update Enrollment : Sick Leave

f
* Start Date | 1/1721

End Date | m/dlyy

Enter Start Date

Click Submit

Review Accrual Rates
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Select Plan>Enter Balance Calculation Date>Arrow

From the home screen, click My Client Groups
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top




Absence Administration

PRVERTE.

What do you want to do or manage?

[search for asks

Person Management

Absence Record

. Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name

{ Absence Records

SR Search
Person

|Sa\M l |

Advanced Search:Sally

Name Business Title Work Email Person Number

Direct Reports 9 £

Sally Little Consultant 1009

Michael Burke

MB mketter @camptratech.com
Manager

Click Employees Name

Rishi Verma

Director

Victor Lopez

Director

Under Plans, click the Plan Name

]
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A Manage Absences and Entitlements o

Little 1009

B
4 yicting Absenices @

Ti v
Viewv o Add e Remlculake" Pe;;: T)'pe‘ ‘ Stam‘ V]| @ Detach

Dates Employer Type Assignment Duration Status

Processing
satus Actions

No data o display.

4 Plan Participation @

4 PlanBaances

View v

Accruals| ¥ Enml\mn\sand‘djunmems"] Status | Active vl o

Balance

Enroliment  Enroliment oo o Balance
Date

Plan Assignment  Type Status ba onc oaty

Paid Time Off Consultant Acarual Active sy nela1 240 Hours

Consultant Accrual Active 176/21 Vel 120 Hours

Click Plan Name

4 Quaiiied Entitements

View v Balance As-of Date | 9/29/22 ty| ©

Plan Planperio  Lyment Quaified

Percentage Entitlement Used  Remaining

FMLA A021-92. 00 480 Hours 0 Hours. 480 Hours

Enter the Balance Calculation Date and then, click the Arrow

Accrual Plan Balance : Sick Leave Click Arrow

Balance Calculation Date [ 9222

Plan Period StartDate ~ 1/1/22

Balance 18327 Hours Enter Balance Calculation Date

Summary  Details

View v

Additional

Information Status

Date Type

831122 Periodic accrual Projected
731122 Periodic accrual Projected
6130122 Periodic accrual Projected

531122 Periodic accrual Projected

Scroll down to view the Plan Details. We can review the accrual rates under the
Hours column as well as the Date in which the accrual is applied




Accrual Plan Balance : Sick Leave
Balance Calculation Date | grpprn ta| ©
Plan Period Start Date 11122

Balance 18327 Hours

Summary  Detals Review,the below;

Additional

Date Type Information

Hours Status

83122 Periodic accrual Projected
73122 Periodic accrual Projected
630122 Periodic accrual Projected

5134/22 Periodic accrual Projected

Run Accruals Process For An Employee

Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Accruals>Run Accruals for Selected Plan>Enter Date>Submit

From the home screen, click My Client Groups

Qs NOw B @ @

Good afternoon, Patrick Jones!

Me My Team My Client Groups Help Desk

Click My Client Groups
QUICK ACTIONS APPS

" Hire an Empioyee
) @) 9"
Hiring Journeys New Person Person

Management
gx y
4" Add & Pending Worker

" Add a Nonworker 5 =
;) Gl

Compensation Performance Career Tallnt Review
Development

s i & @

Succession Plans Talent Pools Workforce
Structures

Payroll

Next, click Absences




Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Payroll Supply Chain Planning Fo y
QUICK ACTIONS APPS

M Experience Design Studio e o
4 74 )

New Person Person Compensation
Management

%
(" Hire an Employee

o
V" Add a Contingent Worker

Click Absences

9 Add a Pending Worker = ) B vany
g o a4 &

¥ Add a Nonworker Performance Talent Review Succession Plans

ding Workers

/) el e

Talent Pools Workforce Mass Updates Workforce Data Exchange

() Employment Contracts SR LAEERN

ange Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top

{ Absence Administration

Fiz.

What do you want to do or manage?

Search for tasks 9]

Person Management

Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name




Absence Records

RLLRe Search
Person

|Sa\M l |

Advanced Search:Sally

Name Business Till Work Email Person Number
Direct Reports £
Q Sally Littie Consultant 1009
Michael Burke
Mg mketter @camptratech.com
Manager
_— Click Employees Name
Rishi Verma
RV
Director

Victor Lopez

Director

After a balance adjustment, we need to Run Accruals for Selected Plan. We can
Run Accruals for All Active Plans, if needed. As a note, this process will only
update the balance for one pay period; if we need to update the balance for
multiple pay periods, follow the Calculate Accruals & Balance Process. Highlight
the row of the plan and click Accruals, then Run Accruals for Selected Plan

Manage Absences and Entitlements @
V)| sallyLite 1009

None recorced, Nenz scheduled.

» Pending Actions

4 Existing Abserces @

Type‘ v‘ S!atus‘ v| ® o Detach

Time
Period

Viewy  #Add s Recalculate \ v

Processing

Dates Employer Type Assignment Duration Status Stan Actions
No data t display.
Expand Drop down
View v | Accruals h Enrliments and Adjustments | ¥ ‘ Status ‘ Active v ‘ )
RunAL 07 All Active Plans Balance
Plan Assignment  Type Status Enrollment Enfolment o yc ation Balance
Run Accruals o Selects¢ Plan | g . StartDate  Enc Date Date
! Click Run Accruals for Selected Plan
Paic Time Off Consubant  Accrual Adtive 617 1716/21 240 Hours
Sick Leave Consubant  Accrual Adtive 1716/21 0 Hours
4q

Enter the Balance As-of Date and click Submit
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Run Accruals for Selected Plan Sick Leave Enter Balance As-of Date

* Balance As-of Date | 9129122 [

(®) Calculate accruals and balances

(O) Withdraw accruals and balances

Click Submit

The Plan Balance has been updated.

End Date A Plan
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Enrollment and Adjustments>Update Enrollment>Submit

From the home screen, click My Client Groups

Q

Good afternoon, Patrick Jones!

Me My Team My Client Groups 1 Sales

Click My Client Groups
QUICK ACTIONS

%
[9]° Hire anE:

Hiring journeys New Person Person
Management

) : il &

Compensation Goals Performance Career Talent Review
Development

Succession Plans Talent Pools Workforce Mass Updates
Structures

Next, click Absences




Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Payroll Supply Chain Planning Fo y
QUICK ACTIONS APPS

M Experience Design Studio e o
4 74 )

New Person Person Compensation
Management

%
(" Hire an Employee

o
V" Add a Contingent Worker

Click Absences

9 Add a Pending Worker = ) B vany
g o a4 &

¥ Add a Nonworker Performance Talent Review Succession Plans

ding Workers

/) el e

Talent Pools Workforce Mass Updates Workforce Data Exchange

() Employment Contracts SR LAEERN

ange Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top

{ Absence Administration

Fiz.

What do you want to do or manage?

Search for tasks 9]

Person Management

Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name




Absence Records

ARG Search
Person

|Sa\M l |

Advanced Search:Sally

Name Business Till Work Email Person Number
Direct Reports £
@ Sally Littie Consultant 1009
Michael Burke
L mketter @camptratech.com
Manager
_— Click Employees Name
Rishi Verma
RV
Director
v Victor Lopez

Director

Under Plans, highlight the row of the plan and click Enrollment and Adjustments
then, Update Enroliment

Manage Absences and Entitlement

Sally Little 1009

S % 0 ity 20 A e w0 B B g .
sting =30]
o Time | |5t 6 months v )

Vieny 4 Add s Recalculate | ¥ perod Type v | Status v| @ o Detach
Dates Employer Tpe Assignment Durafion Status :::;fs“'"“ Actions
No data te display.
View v Ac(ma\s“‘ Enm\lmemgendl\djus(menls‘" Staas  Actve Ve

Adg Enrolment Balance

' Enroliment  Enroliment '
Plan Assignment  Type Status soaoas Endpute  Calculaion Balance
Date

Delzte Enroliment - -
Paid Time Off Consultant  Accrual Ative &1 115721 240 Hours

Adjust Baance Click Update Enrollment
Sick Leave Consultant  Accrual Ative 16/ 131721 120 Hours
4 Quaifed

Update Balance Celai:
Viewy BalanceAsofD_ o |l g

Payment Qualified

Plan Plan Period Percentage Entitlement Used Remaining
FMLA 95021-92.. 00 480 Hours 0 Hous 430 Hours

Update the Plan Enroliment End Date and click Submit

]
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Update Enrollment : Sick Leave

Submit || Ce ]
i e Enter End Date

Click Submit

Delete Plan Enrollment
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Enrollment and Adjustments>Delete Enrollment>Submit

From the home screen, click My Client Groups
Q search IR =

Good afternoon, Patrick Jones!

Me My Team My Client Groups

Click My Client Groups
QUICK ACTIONS APPS

ox
[¥]" Hire an Empioyee

O %

Hiring journeys. New Person Person
Management

gx
" Add 2 Pending Worker

" Add a Nonworker @ S Dﬂﬂn %’

Compensation Goals Performance Career
Development

Succession Plans Talent Pools Workforce Mass Updates
Structures

Next, click Absences

—
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Payroll Supply Chain Planning Fo y
QUICK ACTIONS APPS

M Experience Design Studio e o
4 74 )

New Person Person Compensation
Management

%
(" Hire an Employee

o
V" Add a Contingent Worker

Click Absences

9 Add a Pending Worker = ) B vany
g o a4 &

¥ Add a Nonworker Performance Talent Review Succession Plans

ding Workers

/) el e

Talent Pools Workforce Mass Updates Workforce Data Exchange

() Employment Contracts SR LAEERN

ange Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top

{ Absence Administration

Fiz.

What do you want to do or manage?

Search for tasks 9]

Person Management

Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name




Absence Records

GLAAHREY Search
Person

|Sa\M l |

Advanced Search:Sally
Name Business Till Work Email Person Number
Direct Reports £
Q Sally Littie Consultant 1009
Michael Burke
Mg mketter @camptratech.com
Manager
_— Click Employees Name
Rishi Verma
RV
Director

Victor Lopez

Director

As a note, this process should only be used to remove a plan entered or added in
error. If an employee is no longer eligible for the plan, the plan should be end
dated with the end date being the plan ineligibility date. Under Plans, highlight the
row of the plan and click Enrollment and Adjustments then, Delete Enrollment

Manage Absences and Entitlements @
sally Lite 1009

- T -
y ’ Time a5t 6 months v
Viewv o Add "% Recalculate v Period T,’pe‘ v SOAtus‘ V| © el Detach
Dates Employer Type Assignment Duration Status ';:f"':s‘"“ Actions
No data to disoly.
iew v ‘Azxruals"‘ Enrollments and Adjustments v‘ tatus | Actve )
‘Add Enrolment Balance
Enrollment  Enroliment
Flan Assignment e Status Calculation Balance
R— o e SartDate  EndDale  pop

Paid Time Off IM Consuitant Accrual Active 6/11/17 ne/21 240 Hours
Adjus! Ealance

Sick Leave Click Delete Enroliment Consuitant Accrual Active 1716721 By 120 Hours

4 Qualfied Enttlements

Update Balznce Defails

Viewv  Balance As-of D] E‘e‘ (]
Plan Plan Perid ::‘{c':’g“ . E“?‘:::f‘:: Used  Remaining
FMLA 93021-92. 00 480 Fours D Hous 480 Hours

The Absence Plan will be deleted.

Enter An Absence Request On Behalf Of An Employee
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Add>Submit

From the home screen, click My Client Groups
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top




Absence Administration

i AL A A
What do you want to do or manage?

[search for asks 9]

Person Management

. Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name

{ Absence Records

AL Search
Person
| sally l |
Advanced Search:Sally
Name Business Title Work Email Person Number
Direct Reports £
9 Sally Littie Consultant 1009
Michael Burke
Mg mketter @camptratech.com

Manager

Click Employees Name

Rishi Verma

Director

Victor Lopez

Director

Under Existing Absences, click Add

]
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Manage Absences and Entitlements ®

\@ Sally Little 1009

ent or Cul

None recorded. None scheduled.

» Pending Actions
4 Byisting Abserices @

View v " Recalculate | ¥ P:'_’": Last 6 months S Type‘ v | status v © ElDetach

rios

Processing
Dates Click Add Employer Type Assignment Duration Status Status
No data te display.
4pan
470038
View v ‘ Aceruals | ¥ H Enrollments and Adjustments | ¥ ‘ Status ‘ Active v|ie
Balance
Enroliment  Enrollmsnt
Plan Assignment  Type Status Strtbate  EndDate Calculation
Date
Paid Time Off Consutant  Accrual Active 611 1716/21
Sick Leave Consutant  Acerual Active 1/16/21 1131721

Expand the Absence Type drop down and select the Plan

Absence Administration @
@ Sally Little 1009

A

“Absence Type

Expand Drop Down

FMLA- Sick

FMLA - Unpaid

FMLA - Vecation

Paid Time Off

Sick Leavz

Select Absence Type

If the employee will only need to be off for one day, click Single Day, enter the
Date, Start Date Duration, Comments and click Submit

—

]
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Absence Administration ® swe [ st |

@ Sally Little 1009
y —_— — B R vy Click Submit

*Absence Type | Paid Time Off v

Basic Mode Check Check box
Single day

“Start Date Duration m Hours
End Date
. Enter Start Date .
Duration & Hours Enter Start Sate Duration

Details

Comments

4 | egslative Information
4 Descriptive Information

Segment

If the employee will need to be off for more than one day, Enter the Start Date,
End Date, Start Date Duration, Comments and click Submit

Absence Administration @
\g' Sally Little 1009

PRV EII. & Y R . PRVIRERR. & Click Submit

*Absence Type | Paid Time Off v [ Advanced Mode

Basic Mode
Enter Start Date
Single day [
‘StartDateDuration| g
“End Date | 10/3/22 ta
puration 8 Hours Enter Start Date Duration
ration © lour Enter End Date

Details

Comments

4 | egislatve Information
4 Dexcriprive Information

Segment

HR Approve Absence Request
Navigation: Home>My Client Groups>Absences>Absence Records>Search

Employee>Select Absence Date>Submit

From the home screen, click My Client Groups

]
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Admini ion
Click My Client Groups

QUICK ACTIONS

X

i

New Person Person
Management

\dd a Pending Worker

Add a Nonwarker ﬁn %

Performance Career Talent Review

Pending Workers
Development

Person

Q0

Succession Plans Talent Pools Workforce Mass Updates Payroll
Structures

Good afternoon, Patrick Jones!

Me My Team My Client Groups 3enefits Administratio Payroll Supply Chain Planning
QUICK ACTIONS

M Experience Design Studio

Q% ‘ 5
New Person Person Compensation
Management

Hire an Employ

Add a Contingent Worker
Click Absences

Add a Pending Worker = O -
il ™ (%)

Add a Nenworker Performance Talent Review Succession Plans

Pending Workers

¥ 8 & 2

Talent Pools Workforce Mass Updates Workforce Data Exchange

Employment Contracts Structures Modeling

Change Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top




Absence Administration

i AL A A
What do you want to do or manage?

[search for asks 9]

Person Management

. Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name

{ Absence Records

EL SRR Search
Person
| sally l v |
Advanced Search:Sally
Name Business Title Work Email Person Number
Direct Reports £
Sally Littie Consultant 1009

Michael Burke
M8

Manager

mketter @camptratech.com

_— Click Employees Name
Rishi Verma

Director

Victor Lopez

Director

Under Existing Absences, click Absence Request Date

]
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4 Absences

Mos: Recent o” Current Absence

Schedule

Type Vacation e
Assignment Assignment
Dates 1/4/22 - 1/5/22

Dates 9/30/22 - 9/30/22
Status Completed

Status Avaiting approval
Duration 16 Hours Durstion & Hours
¥ Pending Actions

4 Bisting Absencas @

Pericd

Status v| © lalDetach
Dates Employer Tyee Assignment Duration Status Processing Status Actions
US1 Legal Entty Sick 8 Hows @ Avaitngapproval @ 2

Click Absence Request Date

ances
View v »
Balance
Enroliment  Enrcliment
Type status Sartbate  EndDate g:‘ke:ulauon Plan Balance Assignment
Accrual Adtive &/1/15 3R Sick

80 Hours Vica Presiden

Click Submit

QN s
Absence Administration @

PV R S,

swe | subme
Robert Jackman 541

Click Submit
Absence Type Sick

Advanced Mode
Basic Mode

Single day ||
“End Date | 9/30/22 fo “End Time | 430 PM

Duration 8Hours

Details  Linked Absences  PlanUse  Action Items.
add
Attachment "¢ F

4 | egislative Information
4 Descriptive Information

Segment

The leave request has been Approved and the Status is now Scheduled
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Manage Absences and Entitlements @
Robert Jackman 54

4 Absences
Mast Recent ar Curent Absence Next Scheduled Adsence
Type Vacation Type Sick
Assignment Assignment
Dates 1/4/22 - 1522 Dates 9/30/22 - 9/30/22
Status Completed Status Scheduled
Duration 16 Hours Duration 8 Hours

» Pending Actions

4 Existing Absences @
o Time | a6t 6 months N
Viewv 4 Add ‘s Recalculate | v period Type ~ | Status v| ® & Detach

Dates Employer Type Assignment Durztion Status Processing Status Actions

9/30/22 - 3/30/22 US1 Legal Entity Sick 8 Hours i Scheduled ] =

4 Plar Participatcn @

4 Plan Balances

View v ‘ Acaruals | ¥ H Envollments and Adjustments | + ‘ Status ‘ Adtive e
Balance

Type status 52;':;";:' E:;“['._["‘:“' Calculation  Plan Balance Assignment
Date

Accrual Active 61115 33122 Sick 80 Hours Vice Prasiden

Withdraw An Absence Request
Navigation: Home>My Client Groups>Absences>Absence Records>Search
Employee>Actions>Withdraw>OK

From the home screen, click My Client Groups

Q search aw B .

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Sales Service Help Desk Exp!

Click My Client Groups
QUICK ACTIONS

Hire an Emp * o
4 74
Journeys New Person Person
Management

x
Add a Continges

Add a Pending Worker

" Add a Nonworker ﬁn %
o

Compensation Performance Career Talent Review

Pending Workers
Development

Person

00

Succession Plans Talent Pools Workforce Mass Updates Payroll

Additional Person Info Structures

Next, click Absences
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Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Administration Payroll Supply Chain Planning Fo y
QUICK ACTIONS APPS

M Experience Design Studio e o
4 74 )

New Person Person Compensation
Management

%
(" Hire an Employee

o
V" Add a Contingent Worker

Click Absences

9 Add a Pending Worker = ) B vany
g o a4 &

¥ Add a Nonworker Performance Talent Review Succession Plans

ding Workers

/) el e

Talent Pools Workforce Mass Updates Workforce Data Exchange

() Employment Contracts SR LAEERN

ange Location

Click Absence Records under Person Management. If preferred, we can also
search the words Absence Records in the Search box at the top

{ Absence Administration

Fiz.

What do you want to do or manage?

Search for tasks 9]

Person Management

Work Schedule Assignmen

Absence Processes

® Schedule and Monitor Absence Processes
@ Configure Absence Batch Parameters

Click Absence Records

Enter the employees name in Search for a Person box, once the employees name
is shown, click the employees’ name
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Absence Records

ARG Search
Person

| sally

]

Advanced Search:Sally

Name

Direct Reports

0

Saly Little

Business Tille

Consultant

Work Email Person Number

1009

Michael Burke

M8
Manager
Rishi Verma
RV
Director

Victor Lopez

Director

mketter @camptratech.com

Click Employees Name

Under Existing Absences, click Absence Request Date

ecent o Current Al
Type Vacation
Assignment

Dates 1/4/22 - 1/5/22

Status Completed
Duration 16 Hours

¥ Pending Actions

4 Bysting Absencas @

Nex. Scheduled Absence

Type
Assignment

Dates

Status

Durztion

Sick

930722 - 930122
Awaiting approval

8 Hours

P Type

v| © ialDetach

Viewy  Fadd o Recaluu\ate" . Status
ericd

Dates Employer Tyoe

9/30/22 - §/30/% US1 Legal Entity Sick

Click Absence Request Date

4 plan Participation @

ances
View v »
Balance
. Enroliment  Enrcliment
Typ2 Status stars Date End Date Caleulation  Plan
Date
Accrual Active 6115 331722 Sick

Click Actions then Withdraw

—

110

Assignment Duration Sfatus

8 Hours @ Avalting approval

Processing Status Actions

[ 2

Balance Assignment

80 Hours Vice Presiden.




QAR

Manage Absences and Entitlements ®

Sally Little 1009

None recorded.

¥ Pending Acticns

4 Existing Absences @

Period e

Type Paid Time Off
Assignment

Dates 10/3/22 - 10/3/22
Stetus Scheduled

Duratien & Hours

Click Withdraw

Vieww  +Add s Recalulate | v < stas | v & petsen
Dates Employer Type Assignment Durstion $tatus
1073722 - 1053722 ERPWebTutor USA Inc. Paid Tima OFf 8 Hours 1§ Scheculed
Expand Actions
View v »
Balance
Plan Assignment  Type Status et Eneolment ga:ulaﬁwn Balance
.

Click OK. The leave request has been Withdrawn

Manage Absences and Entitlements o
Sally Little 1009

Nex: Schedued Atserice
Non ecorded Type Paid Time Off
Assignment
Dates 10/3/22 - 10j3/22
Starus
Duration 8 Hours
¥ Pending Actions
4 Existing Absenzes @
¢ Ti s v
Vewy 4 Add % Recalculate | v 'me Type | Status V| ® [l Detach
Feriod

Dates Employer pe Assignment Duration Status :::f::s'"“ Actions
032- 103722 ERPWebTutor USA Inc. Faid Tme Off & Hows © Withdrawn ] [~ ]

sticn @

‘e

View v ‘ Accruals ¥ H Enroliments ardAdjustmenh‘ v ‘ Status. ‘ Active

Calculate Accruals & Balance Process For Employee Population
Navigation: Home>My Client Groups>Absences>Schedule and Monitor Absence
Processes>Enter Data>Submit>View Log

From the home screen, click My Client Groups

]
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Q, search

Good afternoon, Patrick Jones!

My Client Groups
QUICK ACTIONS
(" Hire an Employee
(9" Add a Contingent Worker
ox
(4" Add a Pending Worker
5" Add a Nonworker

(9 Pending Workers

) Personal Details

Additional Person Info

Succession Plans

Benefits Administration

Click My Client Groups

Journeys

Compensation

[o}e}

=]

Talent Pools

X

i

New Person

il

Performance

i/

Workforce
Structures

Help Desk

r(—ey
Person
Management

T

Career
Development

&

Mass Updates

Talent Review

Payroll

Ny P @ B

Next, click Absences

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Adminis Payroll Supply Chain Planning

QUICK ACTIONS

HCM Experience Design Studio o
Person
Management

Hire an Employee

New Person Compensation

O %
[¥] Add a Contingent Worker

Click Absences
= O Sy
il ™ ()

Performance Succession Plans

& Add a Pending Worker

Profiles. Talent Review

% Pending Workers

)

Mass Updates

&3 P

Data Exchange

o/

Workforce
Structures

Workforce
Modeling

Talent Pools

v}/ Employment Contracts

Change Location

Click Schedule and Monitor Absence Processes under Absence Processes. If
preferred, we can also search the words Schedule and Monitor Absence Records
in the Search box at the top




< Absence Administration

[ search for tasks Q
Person Management

Absence Records

. Work Schedule Assignment

Absence Processes

@l Schedule and Monitor Absence Processes
: Click Schedule and Monitor Absence Processes
Configure Absence Batch Parameters

Absence Definitions

@ Absence Reasons

Under Submit Jobs click Run across from Calculate Accruals and Balances

{ Schedule and Monitor Absence Processes

4 Submit Jobs
Batch Process Name Job Description Run
Frocess EVen's Processs absence daia in response to HCM everts B
Evaluate Absences Calculates enttiements for unprocessed absences B
Evaluate Certication Updates Evaluates Cerficaton due ates an upciates absence detalls vnen dLe date (s passe B
Updzte Accrual Olan Enroliments Evaluates employes 2vents fr enrallment and termination nto accrual pians. B
Calculate Accruals and Balarces Generate detalls and balances for accrual plans or compensatory time expirations for comensatory fime plars &)
Migrate Previcus Versions of Absence Caia  Transfers data, such as absence lypes, absence catagories, aczrual Olans. and employze absence fecorcs from earler versions cf absence management to the currant version. B
Withdraw Acciuals and Balarces Wihdrans accrual detalls ard balarces for accrual plans. B
Generate Dally Breakiown of Absence Detalls  Generatss a dally breakdoan 0f absence detals for 'eporiing puroses B

4 Supplementzl Detais

View @ FlatList () Hierarchy

View v Sra'us‘AH v ‘ Time Range‘us' hour v ‘ ® o
Process Name ProcessID Status  Scheduled Time o‘ﬂmt Farameters View Log
Precess Click Hstory Mapping Cata 1516573 Wait 9/29/22 ¢.C0P. 1516573 lo¢
Perform Object Sharing RuleAssi... 1516551 Wait 9029122 6:38 P RECORDS_SINCE_LAST_RUN, Malching, false, 1000, 1000. 2, ORA_AccessGroup, ORA_ProcuctGroup 1516551Iog
Perform Object Sharing Rule Assi... 1516550 Wait 9129/22 €38 P. RECORDS_SINCE_LAST_RUN, Matching, false, 1000, 10C0. 2, ORA_AccessGroup, CRA_PriceBookHeacer 151655010¢

Enter the Basic Options. Enter the Effective Date; this is the date the accruals will
be ran through from the last balance calculation date. We can select Run as Test
to review the information in the log before updating the actual accrual and
balances. We can enter a Person if we want to run this process for one Employee.
If we do not enter a person, the process will run for all employees enrolled in all
leave plans. Next, we can enter the Absence Plan for which we want to process
the accruals and balances. Click Submit then OK
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(@ Tris process will e queued up forsutmission at pesiton 1

lances for accrual plan [ Notify me whenthis process encs Click Submit

ETTR— —

Basic Options
Parameters

* Efectve Dae 92022 0

[ Run as test

Ententhe below/information

] clude racs satements i zudt fog

/ Increment effective dete

Basic Details
oo Empioyer [EFPYeuor v =
Porson st e | =
crargs s Lastn

Payrall

Legislative Data Group

I

Payroll Relationship Group

Absence Plan [Pai Time O [v]
[)

=y el

We can monitor the Process under Supplemental Details. We can click Refresh to
update the Status. Once the Status is Succeeded, click the Paper under View Log
to view the details of the process

B 1516609 - Notepad
pa

File  Edit  View

lccrual Process Job Parameters

Plan name :Paid Time OFF
erson :

Effective Date :2022-09-29

Test Run N

Trace N

Business Unit :Camptra Org

Legal Employer :ERPHebTutor USA Inc.
Person Selection Rule :

Payroll Definition

Legislative Data Group

Changes Event Type

Payroll Relation Group :

Accrual Period Start Date :

Accrual Period End Date

Increment Effective Date  :Y

Plan Mode :ORA_ANC_ALL_PLANS

[2022-69-29 20:33:16.613] Entering: anc_process_utils.start _slaves

[2022-09-29 20:33:16.627] Time: 29/69/22 20:33:16
[2022-09-29 20:33:16.627] p_job_run_id:

[2022-69-29 20:33:16.627] p_person_id:

Ln1, Col 1

Schedule Calculate Absence Accrual Process

Navigation: Home>My Client Groups>Absences>Schedule and Monitor Absence
Processes>Advanced>Enter Parameters>Enter Schedule>Enter
Notification>Submit

From the home screen, click My Client Groups
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Q, search

Good afternoon, Patrick Jones!

My Client Groups
QUICK ACTIONS
(" Hire an Employee
(9" Add a Contingent Worker
ox
(4" Add a Pending Worker
5" Add a Nonworker

(9 Pending Workers

) Personal Details

Additional Person Info

Succession Plans

Benefits Administration

Click My Client Groups

Journeys

Compensation

[o}e}

=]

Talent Pools

X

i

New Person

il

Performance

i/

Workforce
Structures

Help Desk

r(—ey
Person
Management

T

Career
Development

&

Mass Updates

Talent Review

Payroll

Ny P @ B

Next, click Absences

Good afternoon, Patrick Jones!

Me My Team My Client Groups Benefits Adminis Payroll Supply Chain Planning

QUICK ACTIONS

HCM Experience Design Studio o
Person
Management

Hire an Employee

New Person Compensation

O %
[¥] Add a Contingent Worker

Click Absences
= O Sy
il ™ ()

Performance Succession Plans

& Add a Pending Worker

Profiles. Talent Review

% Pending Workers

)

Mass Updates

&3 P

Data Exchange

o/

Workforce
Structures

Workforce
Modeling

Talent Pools

v}/ Employment Contracts

Change Location

Click Schedule and Monitor Absence Processes under Absence Processes. If
preferred, we can also search the words Schedule and Monitor Absence Records
in the Search box at the top




< Absence Administration

Search for tasks

Person Management

. Work Schedule Assignment

Absence Processes

@l Schedule and Monitor Absence Processes

: Click Schedule and Monitor Absence Processes
Configure Absence Batch Parameters

Absence Definitions

@ Absence Reasons

Under Submit Jobs click Run across from Calculate Accruals and Balances

{ Schedule and Monitor Absence Processes

4 Submit Jobs
Batch Process Name Job Description
Frecess Even's Processes absence Caia n fesponse (o HC everts
Evaluate Absences Calculates enttiements for unprocessed absences
Evaluate Certication Updates Evaluates Cerficaton due ates an upciates absence detalls vnen dLe date (s passe 3
Updzte Accrual Olan Enroliments Evaluates employes 2vents fr enrallment and termination nto accrual pians.
Calculate Accruals and Balarces Generate detalls and balances for accrual plans or compensatory time expirations for comensatory fime plars

Migrate Pravicus Versions ofAbsence Daia  Transfers data, Such as absence types, absence categories, aczrual olars and employee absence fecords from earfer versions cf absence management to the curent version.

Withdraw Accruals and Balances Withdraws accrual details and balances for accrual plans.

Generate Dally Breakdown of Absence Details  Generass a daly breakdown of absence dstais for reporiing purposes.

4 Supplementzl Detais

View @ FlatList () Hierarchy

View ¥ Resubmit Sratus‘AH v ‘ Time Range‘us' hour v ‘ ® o
Process Name ProcessID Status  Scheduled Time o‘ﬂmt Farameters View Log
Precess Click Hstory Mapping Cata 1516573 Wait 9/29/22 ¢.C0P. 1516573 lo¢
Perform Object Sharing RuleAssi... 1516551 Wait 9029122 6:38 P RECORDS_SINCE_LAST_RUN, Malching, false, 1000, 1000. 2, ORA_AccessGroup, ORA_ProcuctGroup 1516551Iog

Perform Objact Sharing RuleAssi.. 1516550 Wait 9129/22 £:38 P RECORDS_SINCE_LAST_RUN, Matching, false, 1000, 1000 2, ORA_AccessGroup, ORA_PreeBookHeacer 151655010

Click Advanced




= QQaw PR

@) This process will be queued uf for submissicn at pesition 1
== ==

Name Calcuate Actruels and Balances Click Advanced

Description Generates etais and balances for accrual pian [T] Natiy me when thic process ends

Schedule Assoon 2 possible Submission Notes ‘ ‘

Basic Options
Parameters

* Effective Datz ‘m‘zz fig
[ Run astes:
[ nclude trace staements n zuit log
v Incrament sffctivs date

Pin Type [ Al v

Basic Details

erson | v|
Business Ut | v |

Legal Employer | [+

Person Seecton Rule | [+]

Cranges sice Last Run | v
Fayol | v |
Legislative Data Group ‘ v|

Enter the Basic Options. Enter the Effective Date; this is the date the accruals will
be ran through from the last balance calculation date. We can select Run as Test
to review the information in the log before updating the actual accrual and
balances. We can enter a Person if we want to run this process for one Employee.
If we do not enter a person, the process will run for all employees enrolled in all
leave plans. Next, we can enter the Absence Plan for which we want to process
the accruals and balances. Click Schedule

(@ This process wil be queued up for submission at positon 1

Description Ge [ Nty me when tisprocess ends

Schedule 45 so0n 3 poss Submision ot |

Entersthe below/information

Advanced Options

* Effective Date 92922
[ Runastest Click Schedule

[ Include trace statements n audt log

V] Increment effective date

Plan Type [ Al v

Basic Details

v | [+

Legal Employer | ERPWebTutor USA nc. ‘ v |

Person selection Rule | [v]

e
T

Legislative Data Group | v |
PayrollRelationship Group | v

Avsence P [ i o7 B

On the Schedule tab, click Using a schedule. Select the Frequency from the drop
down, enter the Start Date and End Date, click Notify me when this process
ends. Click Notification

]
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(@ This process wil be queusd up for submission &t position 1

Neme Cacuats A<cruals and Bslances zl%\‘mucn is sent no mattar fthe pracess ends in ertor

Dascription Generates defails anc balances for accrua plan... /| Nty me when this process ends
Schedule Using a schedule Submissicn Notes
Advanced Options " i
nterthe Below/Information

Parameters  Schedule

Nctifcation

Run () As soon as pessible

Click Nofification
(® Using 2 screcule

s | 1[x

“ St T ae——
* End Date | 12/31/22 844 PM E‘. (UTC+00:00) Coardinated Univarsal Tme (UTC)

Manage Times

Click Create and enter the Create Notification details and Click OK

Click Create

Create Notification X

™ Address Type | Emil Address v
* Recipient | mkestter@camotratech.con

* Condition

Enter Create Notification Details

Click Submit then OK




(@) is pracess will be queued up for submission at pasiton 1

Process Options

Click Submit

Name Calculate Accuas and 3alances

Description Gererates de:ails ard balances for accrual plan v’| Nofify me when this process ends

Schedulz Using & schecule submissior Notes

Advanced Options

Parametes  Schedule  Nofification

Very 3 R
Recipient Condition

meetier@cempt...  On Success,Cn Warning, On Eor

We can monitor the Process under Supplemental Details. We can click Refresh to
update the Status. Once the Status is Succeeded, click the Paper under View Log
to view the details of the process

B 1516609 - Notepad
pa

File  Edit  View

lccrual Process Job Parameters

Plan name :Paid Time OFF
Person :

Effective Date :2022-09-29

Test Run N

Trace N

Business Unit :Camptra Org

Legal Employer :ERPHebTutor USA Inc.
Person Selection Rule :

Payroll Definition

Legislative Data Group

Changes Event Type

Payroll Relation Group

Accrual Period Start Date

Accrual Period End Date

Increment Effective Date  :Y

Plan Mode :ORA_ANC_ALL_PLANS

[2022-69-29 20:33:16.613] Entering: anc_process_utils.start _slaves

[2022-09-29 20:33:16.627] Time: 29/69/22 20:33:16
[2022-09-29 20:33:16.627] p_job_run_id:
[2022-69-29 20:33:16.627] p_person_id:

Ln1, Col 1 Unix (LF)




Thank you for reviewing and using our guide; we hope you have found it helpful. If you have
any questions on the content included in this guide, please contact our Training & Learning
team at learn@camptratech.com

Version Revision

History Date Author Changes
Version 1.0 Megan Ketter Initial Version
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