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Approving Absence Requests

This document provides the step-by-step instructions used to approve an employee’s absence
request when it appears on the Worklist.
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1 Verify that you are in the Cardinal HCM application and click the Worklist link located at the top of the
page.

Favorites = Main Menu > Wog(ist > Worklist

2 New Window @ Help [,/ Customize Page 5] http
Worklist for KATHY CARDINAL

Work List Filters: b () Feed
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Date From Work Item Worked By Activity Priority Link

LReportedTime, 1164475
LByPosMgmt, 1901-01-01. N. 0

RANSACTIONID:5

~=OAWDEFN ID:TLByPosMgmt MarkWorked Reassign
MPLID:00464841900
MPL_RCD:0 PUNCH TYPE:X
RDCRA1A

LPayableTime, 2664679
LByPosMgmt, 1901-01-01. N. 0
RANSACTIO
EOAWDEFN ID:TLByPosMgmt
EMPLID:00246767700
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2 Select the Link for the item you wish to approve. Absences are listed as TLReportedTime.
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Favorites  Main Menu > Workist > Workist
Approve Payable Time
Approve Time for Time Reporters
Description Value
Time Reporter Group =
LastName [ Q
FirstName Q@
Business Unit Q
Job Code Q@
Department Q@
Reports To Position Number Q@
Location Code Q
Workgroup Q
Position Number Q@Q
Clear Selection Criteria Save Selection Criteria Get Employees
Start Date: 06/10/2012 3y End Date: v S
oSeled to view Instructions
Employees For Customize | Find | View A1 1 B Frst Kl 011 I Lot
Total on “ 8
Select Namea Employee ID Rec:‘:j Payable Productive Ove;‘;g: Re?;(l:n‘r Department Workgroupv 5::'“” Location Code Position Number
Hours TRCs
Employee Name 00246767700 0 32000000 0.000000  0.000000 32.000000 10015 VDOTNONEXM 50100 10 22175
SelectAll Deselect All
Go To: Manager Self Service
Time Management

3 The Timesheet Summary page displays. Note the the page prefills with the Empl ID of the selected
employee.

4 The selected employee’s name and other information display at the bottom of the page. Click the
employee’s name, which appears as a link, to open the Timesheet page.
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Favorites = Main Menu > WoLkist > Worklist

B NEW WINUOW  \i/ Help  H3 nup

Timesheet
BobBuilder ________ Employee ID: 00513987900
Job Title: Admin & Office Specialist Il Empl Record: 0

*View By: Week v Reported Hours: 8.00 Previous Week Next Week
Date: (112212012 5§ % Scheduled Hours: 40.00

Reported time on or before 11/24/2012 is locked
From Thursday 11/22/2012 to Wednesday 11/28/2012

Thu Fri Sat Sun Mon Tue Wed Total _. - Business
11122 1123 11124 11125 11126 14127 11128 | Hours ||'me Reporting Code R Unit
8.00 8.00 VAC - Vacation VDOTCOMREQ 50100
) Reported Time Status
» Reported Time Summary
|
bsence Event- selectto
| saveforLater || Submit ] B Approve I Deny
GoTo: Manager Self Service
Time Management
Punch Timesheet
Return to Select Emplovee
5 Click the Absence Event — select to view link to open the Absence Events section.
Favorites ¢ Main Menu > Worklist > Worklist
Thu Fri Sat Sun Mon Tue Wed Total - Business
1122 1123 11124 1125 11126 1127 1i28 Hours |'Me Reporting Code Taskgroup Unit
8.00 5.00 VAC - Vacation VDOTCOMREQ 50100

» Reported Time Status

» Reported Time Summary

Absence Event - selectto hide

Absence Events
" AbsenceTake BRIl

Select  *Start Date End Date Absence Name Reason Duration ‘lI{::e Details Status Approval Monitor Sour|

11/26/2012 1142602012 Vacation Vacation 8.00 Hours | Details Meeds Approval Approval Monitor Empl

Select All Deselect All

leAddhbsence Event |

Absence Entittement Balances Customize | E1

Current Balances

Entitlernent Name Balance as of 10/09/2012* From To Accrual Period
Family Medical Leave 0.00 Hours | 01/10/2012 |01/09/2013 Yearto Date =
VSDP Sick Leave 0.00 Hours | 01/10/2012 | 01/09/2013 Yearto Date

6 Click in the check box located under the Select field to approve the absence.
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Favorites | Main Menu > Worklist > Worklist
- i - -
Military Bank Leave 0.00 Hours 01M10/2012 |01/09/2013 Yearto Date

Employee Suggestion

0.00 Hours | 01/10/2012 | 01/09/2013 Yearto Date
Program

ST TR RERRE I 0.00 Hours 01/10/2012 | 01/09/2013  Year to Date

Program
EMergercy Semcs 0.00 Hours 01/0/2012 | 01/09/2013 Yearto Date
Volunteer
Educational Leave wio Pay 0.00 Hours | 01M0/2012 01/09/2013 Yearto Date
Educational Leave wi Pay 0.00 Hours 0110/2012 |01/09/2013 Yearto Date
Victim of Disaster 0.00 Hours 01/10/2012 |01/09/2013 |Yearto Date

Converted Disability

: 0.00 Hours | 01/10/2012 | 01/09/2013 Yearto Date
Credits

PlonaiedEeats ey 0.00 Hours 01/10/2012 | 01/09/2013  Year to Date
Share) -

**Disclaimer The current balance does not reflect absences that have not been processed.

Save for Later Submit Approve Deny

Go To: Manager Self Service

Time Management
Punch Timeshest

Return to Select Employee

7 Scroll to the bottom of the page and click the Approve button.

Are you sure you want to approve the time selected? (13504 2500)

Once Approved the status cannot be reverted back.

Select Yes to confirm and complete the status change, Mo to return to the
page without updating the status.

8 The above confirmation message appears. Click the Yes button to confirm your approval of the absence
selected.

Page 4 of 5 Rev 11/11/2013



A carDinar] Time & Attendance Job Aid

Approving Absence Requests

Favc;r'rtes Mainlv'lenu > Worklist >  Worklist

Timesheet

Approve Confirmation

o

The Approve was successful.

9 The Approve Confirmation message displays. Click the OK button.

Favorites : Main Menu > Worklst > Worklist
- i - -

Date: 102212012 & b Scheduled Hours: 40.00

Reported time on or before 11/24/2012 is locked
From Thursday 11/22/2012 to Wednesday 11/28/2012

Thu Fri sat Sun Mon Tue Wed Total _ ) Business
11122 11123 11124 11126 11126 1127 11128 Houre | 'me Reporting Code UELEnTy Unit
8.00 8.00 VAC - Vacation VDOTCOMREQ 50100

} Reported Time Status

} Reported Time Summary

Absence Event - selectto hide

Absence Events

WSS ST  Forecast Results |

Select *Start Date End Date Absence Name Reason Duration ‘lI{::e Details Status Approval Monitor Sourc)
(] 111262012 1112602012 Vacation Vacation 8.00 Hours | Details Approved Lpproval Monitor Empl

Select All Deselect All

| AddAbsenceEvent |

Absence Entitlement Balances
Current Balances

Customize | &

Entitlement Name Balance as of 10/09/2012** From To Accrual Period

10 The absence Status indicates Approved.
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