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Business Process Description

The Absence Management Report (Audit & Detail) is designed to assist the Customer Service
Representative (CSR) with payroll processing and leave requests. It displays the employee(s) leave
request status for a specific payroll as well as tracks the approval notification.

Major Features
The Absence Management Report provides the following information:

Column Heading Description

Organization Name of the organization to which the employee belongs

Employee Name Name of the employee

Period Start Date Period start date of the leave request

Period End Date Period end date of the leave request

Supervisor Supervisor of the employee / Approver of the leave request

Absence Request Status Status of the Absence Request

Absence Type Type of absence request such as “Annual Leave” or “Court Leave”

FMLA Leave Code Family Medical Leave Act leave code

Time Entered Total number of leave request hours

UoM Unit of Measure, i.e., Hours

Absence Start Date Start date of absence

Start Date Full Day Indicates whether the start date is a full day

Start Date Start Time Specifies the start date start time

Start Date End Time Specifies the start date end time

Absence End Date Specifies the absence end date

End Date Full Day Indicates whether the end date is a full day

End Date Start Time Specifies the end date start time

End Date End Time Specifies the end date end time

Last Submitted By Name of the employee who last submitted the leave request

Last Submission Date Specifies the last submission date of the leave request

Approval Date Approval date of the leave request

Approval Name Name of person who approved the timecard

Last Update Date Indicates the last update date

Last Updated By Specifies the name of the employee who last updated the leave
request

Timecard Entry Created Specifies whether a timecard entry was created and if there were
any errors

Timecard Entry Error Message | Indicates the timecard entry error message and corrective action

An electronic copy of the report can be generated on demand as a concurrent request. The output is tab-
delimited, so it can be easily exported into Excel.
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Trigger
¢ Run this report when you need to determine the status of the leave requests.

Responsibilities
e OTL CSR - Agency
e OTL Super Timekeeper — Agency
Prerequisites
e Users, Supervisors, Timecard, and Leave Request information must be loaded.

Menu Path
e Process and Reports > Submit Request
Training Exercise

Create an Absence Management Report
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1. Start the task using the following responsibility and menu path to open the Submit a New
Request form:

Responsibility: OTL CSR — Agency

Menu Path: Process and Reports - Submit Requests

Havigator

Fersonalize

[JOTL C5R TMA
[z Preferences
=] Motifications Summary

[T Process and Reports

(i Submit Requests

=] OTL Time Accounting

© Submit a New Request |

What type of request do you want to run?

® Single Request C :

This allows you to submit an individual request.

" Request Set

This allows you to submit a pre-defined set of
reguests.

@—E 0K Cancel |

2. | Select the Single Request radio button. (Default)

3. | Click the OK button to open the Submit Request form.
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Submit Request

[= »

Fun this Request...

Copy...

MName  A0AKS

Operating Unit R0

FParameters
Language | FindXxDAI%

MHame Application
DAL Automatic Timecard Generation plocess Hzustom
. DAl DCPS 3DA Quthound Repart wzustom
At these Times...
WHDAL Leave Availability Report HHCustom
Run the Jab Al TL Ahsence Management Reports WHICUS
>€}{DAI Tirnecard Approver Delegation Report Hzustom
. DAl Timecard Approver Subordinate Report HZustom
Upon Completion..— |00 Timecard Audit Report MHCustom
DAl Timecard Detail Report HHCustom
DAl Timecard Summary Report Hzustom
Layout DAl Timekeeper Report WHCUstom
M otify WHDAL Transfer Time from OTL to BEE HHCustom
Print to
A e e e o e e e | »
Help (C) Eind | oK | |Cancel |
]
4. Enter XXDAI% in the Name field and press the Tab key for a list of standard reports available to
this responsibility.
5. Select the “XXDAI TL Absence Management Reports” from the Reports list.

Click the OK button to open the Parameters form for this report
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= *®

Fun this Reguest. ..
Copy...
Narme
Operating Unit
= x

Payroll TMA TMAPRL Bi-Weekly Payroll
Payroll Start Date
Payroll End Date

Report Type | [ZEV B EARE:

Employee Name

Supervisor Name | Find|%
Organization Payroll Start Date Fay Period =
Absence Type | | Z-DEC-2014 28-DEC-2014-10-JAMN-2015 =
11-JAN-2015 11-JAN-201 5-24-JAN-201 5
Absence Request Status | | 25-Jan-2015 25-JAN-2015-07-FEE-2015
08-FEE-2015 08-FEB-2015-21-FEB-2015 = »
Find Help

J

a) Payroll: Click the Payroll List of Values (LOV) button to auto-populate the Payroll field.

b) Payroll Start Date: Click the Payroll Start Date LOV to select the Pay Period of the
report.

¢) Payroll End Date: Click the Payroll End Date LOV to select the Pay Period of the report.

Note: Yellow fields are required parameter fields.

Click the OK button to close the Payroll Start and End Date prompts.
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Submit Reqeust - Parameters

O Parameters

Payroll

Payroll Start Date
Payroll End Date
Report Type
Employee Mame
Supenvisor Name
Organization
Absence Type

Absence Request Status

TMA TMAPRL Bi-Weekly Payroll
08-FEB-2015

07-FEB-2015

Audit

SERVICE, STEVE TMA

1]

QK | Qancel}l Clearj Help)

Annual Leave

BRAC Restored Leave
Comp Time Taken

Court Leave

Leave Without Pay (LWOP)

Religious Comp Time Taken

The following parameters are optional; however, it is recommended that you populate some of the
optional parameters such as “Report Type” and/or “Employee Name” to reduce the report’s output.

Note: In the event that you do not select any of the optional parameters, the report’s output
will be generated for all employees in the organization.

o Report Type: Select “Audit” (used for Employees) or “Detail” (used for Supervisors).
o Employee Name: Select an employee’s name to review a single employee’s leave request.

e Supervisor Name: Select a supervisor’s name to review a single supervisor’'s assigned
employees leave requests.

e Organization: Select an organization to review the organization’s leave requests.

e Absence Type: Select a specific “Absence Type” such as:

e Restored Annual Leave 1
e Restored Annual Leave 2
e Restored Annual Leave 3
e Sick Leave

e Time off award

e Travel Comp Time Taken
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Submit Request - Parameters

‘© Parameters

Payroll TMA TMAPRL Bi-Weekly Payroll
Payroll Start Date 08-FEB-2015
Fayroll End Date |07-FEB-2015
Report Type |Audit
Employee Mame SERVICE, STEVE TMA

Supervisor Name
Organization
Absence Type

Absence Request Status —_—>
1]

Ok Qanceljl Clear) Help)I
10. Absence Request Status: Select a specific “Absence Request Status” such as:
e Approved ¢ Rejected e Saved for later
. e Return for correction e  Withdrawn
e Pending Approval
11 Click the OK button to close the Parameters prompts. This will complete the Parameters entry.
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Submit Request

O Submit Request

Run this Request...
( Copy. ,I
Mame |){KDA| TL Absence Management Reports
Dperating Unit |
Parameters |T|"u'1."—". TMAPRL Bi-Weekly Payroll:08-FEB-2015:21-FEB-2015:Audit-SERVICE, STEVE TMA,
Language |American English
( Language Settings... I Debug Options
At these Times. .
Run the Joh |As Soon as Possible ( Schedule. . J
Upan Completian...
v Save all Output Files Burst Output
Layaut | ( Options... ,I
Motify ——
. | : ( Delivery Opts ,I
Print ta |n0prmt < 12 )
| Hep©) ( Sumt | | Cancel ]

12. | Click the Submit button to run the report.
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Decision
© Decision
@ Reguest submitted.
(Request ID = 19041428)
Submit another request?
Mo
4—
13.

Decision — If you would like to submit another request, click the

MNo .
the —_)I button to submit the request.

A¥ Mlavigator - OTL CSR TMA

Functions Documents

Process and Reports:View Regquests

Top Ten List

Preferences
- Process and Reports
Submit Requests

View Requests ﬁ_

Motifications Summary

+ OTL Time Accounting
\‘_I

[ %] [0

(_omn )

14.

a) Selectthe View Requests function.
b) Click the Open button to open the Find Requests form.

Note: Double-clicking the View Requests function will open the Find Requests form.
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Find Request

O Find Requests

' My Completed Requests
My Requests In Progress
@« All My Requests

' Specific Requests
Request ID
Mame
Date Submitted
Date Completed
Status
FPhase

Requestar

[Include Reguest Set Stages in Query
Order By  Request 1D
elect the Number of Days to View:

Submit a New Request... )I Clear

15.

Click the Find button to display the Find Requests form.

Note: The Find Requests form defaults to All My Requests.
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Requests
O Requests
Refresh Data A 16a )I Submit a Mew Request... J
Request ID Parent
Mame | Phase Status Parameters
l 19041428 *XDAI TL Absence Manage Completed MNormal OTL CSR TMA, 58009, 0, 86, | =
19041113 KXDAI TL Absence Manage Completed MNormal Super Timekeeper DAL, 5500¢
19040973 KXDAI TL Absence Manage Completed Mormal Super Timekeeper TMA, 5800¢
19040960 KXDAI TL Absence Manage Completed Mormal Super Timekeeper TMA, 5800¢ -
19040951 KXDAI TL Absence Manage Completed MNormal Super Timekeeper TMA, 5800¢
16b E
Hold Request Wiew Deta Wiew Qutput J
Cancel Request Diagnostics JI View Log... )j

16.
a) Click the Refresh Data button if the report does not display as Completed in the Phase

column and Normal in the Status column.

b) Click the View Output button to view the Absence Management Report. The Request
ID number should match the number show on the Decision prompt in step 12.

Note: This process may require the Refresh Data button to be clicked multiple times. If the
report does not display in a Complete and Normal status, please contact the DAI Agency Help

Desk for assistance.
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Absence Management Report

Absence Request Audit Report for Period Starting 08-FEB-15 as of 23-FEB-2015 12:07:29

Organization Employee Name Period Start Date Period End Date
TMA TEST ORGANIZATION SERVICE, STEVE 8-Feb-15 21-Feb-15
TMA TEST ORGANIZATION SERVICE, STEVE 8-Feb-15 21-Feb-15
Supervisor Lhsence Bequest S5tatus Ahsence Type FMLA Leawve Code
SERVICE, ADAM Approved Annual Leave
SERVICE, ADAM Approved Annual Leave
Time Entered UaoM Absence Start Date Start Date Full Day Start Date Start Time Start Date End Time Absence End Date
16 Hours 19-Feb-15 ¥ 20-Feb-15
16 Hours 19-Feb-15 ¥ 20-Feb-15
End Date Date Full Day End Date Start Time End Date End Time Last Submitted By Last Submission Date
Y 18-Feb-15
Y 18-Feb-13
Approval Date Approver Name Last Update Date Last Updated By
18-Feb-15 SERVICE, ADAM 2/18/2015 8:29 SERVICE, ADAM
18-Feb-15 SERVICE, ADAM 2/18/2015 8:29 SERVICE, ADAM

Timecard Entry Created Timecard Entry Error Message

Error Timecard craation/update failed because of Key member sacurity validation. You have not been setup as a Key Member on the Default Project/Task assigned to you. Please follow up with Time keeper/Cost Accounting user to corract the Key member

(Note: Report image compressed due to the number of columns.)

Result

Congratulations! You have successfully generated and reviewed the Absence Management Report.
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