STAR PeopleSoft Job Aid: Absences for
Less Than Your Scheduled Hours

This job aid provides instructions to new employees about how to enter absences for less than your
scheduled hours.

Use Partial Days if the following instances apply:

e You are not taking a full day of leave

e  Your STAR PeopleSoft schedule does not match your normal work hours. (To check your STAR
PeopleSoft schedule, click the View Monthly Schedule link on the Absence Request page.)

e You are using more than one type of leave to cover the absence

ENTERING ABSENCES FOR LESS THAN YOUR SCHEDULED HOURS

The following process can be used for entering future, current or prior time period absence requests.

1. Begin by accessing the Employee Self-Service Landing Page: https://ess.wi.gov

Navigate to the Absence Request Page.

Navigation: Main Menu > Self Service > Time Reporting > Report Time > Absence Request

3. Enter the desired Start Date.

Select the appropriate Absence Event by first selecting a value in Filter by Type to narrow your

options. Then select the desired Absence Name from the list.

Absence Detail (7

*Start Date [ 12/17/2015 |3 View Monthly Schedule
Filter by Type | All v |
4. “Absence NﬁlTlEl Select Absence Name V|

Comments

Requestor Comments

R

GoTo View Absence Request History View Absence Balances

Additional fields become available after entering the Absence Name.

If required, select an appropriate Reason from the Reason list.
5. o Reason is required for all state employees when using an Absence Name of Sick Leave.

o Additional requirements for selecting a Reason are at the discretion of your agency.



https://ess.wi.gov/

STAR PeopleSoft Job Aid: Absences for Less Than Your
Scheduled Hours

Step Action

Enter either the desired End Date or the desired Duration in hours.

o If entering Duration: enter the total amount of hours for the absence. Portions of time
need to be entered in hundredths instead of minutes (7.5 for 7 hours and 30 minutes,

etc.).
Absence Detail
6. *Start Date |12/17/2015 |3 Wiew Monthly Schedule
( End Date )
Filter by Type |Vacation hd |
*Absence Name |Vacation v| Current Balance 149 50 Hours
[ Reason |Vacation h |]
Partial Days | None v|
[ Duration 20.00 Hours ]
Calculate End Date or Duration Forecast Balance

* To enter a partial day, you must select a value other than None for the absence hours to

calculate correctly.

Click the Partial Days list and select an appropriate Partial Day value.

Absence Detail

*Start Date |12/18/2015 |[3] View Monthly Schedule
End Date El
Filter by Type |\-"acati0n v |
7 *Absence Name |\-"acati0n v| Current Balance 14950 Hours
' Reasol |

Partial Day
Start Day Only
Duration | Start and End Days

Calculate End Date or Duration Forecast Balance

Use the following table to help determing which Partial Days selection is appropriate for your
situation.




STAR PeopleSoft Job Aid: Absences for Less Than Your
Scheduled Hours

Step Action

Use the following table to help determing which Partial Days value is appropriate for your

situation.
Additional Fields to
Value Select when... Complete
...all days of your absence will be full days All Days Hours
but your assigned STAR PeopleSoft
Enter your actual work da
All Days Schedule does not match actual work 4 y

hours
hours.

End Day Hours

...just the last day of your absence will be a | Enter the number of hours
End Day Only partial day. you will be out on your last
day of absences

Start Day Hours

...just the first day of your absence will be a | Enter the number of hours
Start Day Only | partial day. you will be out on your first
day of absences

Start Day Hours and End

Day Hours
Start and End ...both the first and last day of your absence | Enter the number of hours
Days will be partial days. you will be out on your first

day of absences and your
last day of absences

* Important: Enter the total amount of hours of leave on each applicable day in portions of

time (7.5 for 7 hours and 30 minutes, etc.)

Click Calculate End Date or Duration.
8. o If End Date was entered above, the Duration is calculated by PeopleSoft.

o If Duration was entered above, the End Date is calculated by PeopleSoft.
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Action
Click Forecast Balance.
This process validates your balance and is required prior to submitting the absence request.
Absence Detail
*Start Date 12/17/2015 [ View Monthly Schedule
End Date |12/23/2015 |
9 Filter by Type | Vacation v|
’ *Absence Name |\-"acati0r| vl Current Balance 149.50 Hours
Reason |\-"acatior| i |
Partial Days | All Days vl
All Days Hours 4.00
Duration 20.00 Hours
[ Calculate End Date or Duration Forecast Balance ]
Note: If the error message “Your leave can not be submitted”dispalys, a change will need to be
made to the type of leave being taken or the number of hours being used. An absence cannot
be submitted when an error message appears.
Click View Forcast Details link to review details about your leave.
Absence Detail (7
*Start Date 1211772015 | ‘iew Monthly Schedule
End Date 12232015 [W
Filter by Type |V.1-:ah0ﬂ |
9 *Absence Name |Va-:au-:}n - Current Balance 149 50 Hours
Reason | Vacation W
Partial Days | All Days )
All Days Hours 4.00
Duration 20.00 Hours
Your leave cannot be submitted. Please check the following:
1- The total reported and leave hours do not exceed the schedule
hours in submitted day
2- The leave requested is no more than 30 days old
3- You are requesting more leave than your balance allows
4. You are not submitting leave on an Off Day
5-¥Your schedule might be incorrect
Date Time: Hovember 18,2015 at 22:31
Calculate End Date or Duration Forecast Balance {Fiew Forecasi Detalis
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Action
Take note of your available absences and values. If for instance, you do not have enough of the
type of leave you are requresting, you will need to return to the Absence Request page and
update the Absence Name field or reduce the hours you are taking.
Click Return to Absence Request to make necessary updates.
10 Forecast Balance Details Persanalize | (2
’ Forecast Results Accumulator Results =M
Absence Name Forecast Element Value
Personal Holiday Absence Unpaid Hours 10.00
Personal Holiday Personal Holiday Balance 0.00
[Return to Absence Request ]
Update your request as necessary.
Click Forecast Balance.
Absence Detail
*Start Date |12/18/2015 |3 View Monthly Schedule
End Date [12/21/2015 |[&)
Filter by Type [Vacation vl
*Absence Name |Vacation v| Current Balance 149 50 Hours
11. Reason |Vacation hd |
Partial Days | All Days v |
All Days Hours 4.00
Duration [8.00 Hours
Your requéest has been successfully validated! You may submit
Please be aware that forecasting validates against data currently in
the system. If you are forecasting future leaves ensure you will not
draw your balance in a way that might cause you to overdraw in
the future.
Calculate End Date or Duration [ Forecast Balance ] View Forecast Details
Click View Forcast Details to view your updated balances.
Your request has been successfully validated! You may submit
12 Please be aware that forecasting validates against data currently in
. the system. If you are forecasting future leaves ensure you will not
draw your balance in a way that might cause you to overdraw in
the future.
Calculate End Date or Duration Forecast Balance [ View Forecast Details ]
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Action

Forecast Balance Details.

Click Return to Absence Request.

You should now see your Scheduled Hours listed and your remaining balances reduced in the

Forecast Balance Details
Forecast Results | Accumulator Results | [F5))
Absence Name Forecast Element Value
13. Vacation Absence Unpaid Hours 0.00
Vacation Vacation Balance 8.00
Vacation Vacation Carry Over 0.00
Vacation Vacation Carry Over 0.00
acation Scheduled Hours 8.00
Return to Absence Reqaes:]

Personalize | ¢

14. Click Submit.

A submit confirmation window displays.

Click Yes.
Request Absence
15. Submit Confirmation
‘/ Are you sure you want to Submit this Absence Request?
Yes No
Click OK.
Request Absence

Submit Confirmation
16.

‘/ The Absence Request was successfully submitted.

17. End of procedure.
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ENTERING CURRENT ABSENCES FOR LESS THAN YOUR SCHEDULED HOURS

The following process can be used for entering current and prior time period absence requests only.

Step Action

1. Begin by accessing the Employee Self-Service Landing Page: https://ess.wi.gov

Navigate to the Time Sheet.

Navigation: Main Menu > Self Service > Time Reporting > Report Time > Timesheet

3. Click the Absence tab.

Click Add Absence Event.

Summary || Leave / Compensatory Time l Absence l Exceptions | Payable Time

Absence Events (¢
Absence Take
Unit

4. *Start Date End Date Absence Name Reason Type Details Status Approval Monitor
Details Approval Monitor
[ Add Absence Event ]
Absence Entitlement Balances Personalize | (7
Entitlement Name Balance as of 10/03/2015* From To Accrual Period

5. Select the Start Date/End Date of the Absence(s).

6. Select the Absence Name.

7. Select a Reason.

Click the Details link.

Summary | Leave/Compensatory Time | Absence | Exceptions | Payable Time

Absence Events (2

8. Absence Take
*Start Date End Date Absence Name Reason Duration ¥;§e Details
[12;13&015 ) [12/132015 |[§) [SickLeave v| [Sick - Employee lliness v |] Hours
Add Absence=ent



https://ess.wi.gov/
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Step Action
Start Date/End Date, Absence Name/Reason are populated from the prior screen.
Absence Detail
*Start Date [12/13/2015 |5 View Monthly Schedule
End Date [12/13/2015 [[ij
9 Filter by Type| Al v|
' *Absence Name [ Sick Leave v| Current Balance 53665 Hours
Reason | Sick - Employee lliness v |
Partial Dﬁy5| MNone v|
Duration Hours
Calculate End Date or Duration
* To enter a partial day, you must select a value other than None for the absence hours to
calculate correctly.
Click the Partial Days list and select an appropriate Partial Day value.
Absence Detail
*Start Date [12/13/2015 |5 View Monthly Schedule
End Date[12/13/2015 |5y
10. Filter by Type| All v|
*Absence Namel Sick Leave v| Current Balance 536.65 Hours

Reason)| All Days
End Day Onl
Partial Days
Start Day Only
Duration | Start and End Days

Calculate End Date or Duration

Use the following table to help determing which Partial Days value is appropriate for your
situation.
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Step Action

Use the following table to help determing which Partial Days value is appropriate for your
situation.
Additional Fields to
Value Select when... Complete
...all days of your absence will be full days All Days Hours
but your assigned STAR PeopleSoft
Enter your actual work da
All Days Schedule does not match actual work ¢ Y
hours
hours.
End Day Hours
...just the last day of your absence will be a | Enter the number of hours
End Day Only partial day. you will be out on your last
day of absences
Start Day Hours
...just the first day of your absence will be a | Enter the number of hours
Start Day Only | partial day. you will be out on your first
day of absences
Start Day Hours and End
Day Hours
Start and End ...both the first and last day of your absence | Enter the number of hours
Days will be partial days. you will be out on your first
day of absences and your
last day of absences
* Important: Enter the total amount of hours of leave on each applicable day in portions of
time (7.5 for 7 hours and 30 minutes, etc.)
1 After you have made your Partial Days selection and entered the corresponding hours fields,
' click Calculate End Date or Duration.
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Action

Click OK.
Absence Detail
*Start Date|12/13/2015 |[5 View Monthly Schedule
End Date 12/13/2015 |[i]
Filter by Type| All v |
*Absence Nan‘le| Sick Leave v| Current Balance 536.65 Hours
Reason | Sick - Employee lliness M
Partial Days| All Days v|
12. All Days Hours 4.00
Duration Hours

Calculate End Date or Duration

Comments

Reporter Comments: F

oK I Cancel

13. Click Forecast.

Click Submit.

| Submit I Clear

Summary | Leave / Compensatory Time | Absence || Exceptions || Payable Time

14. Absence Events (2

Absence Take || Forecast Results

*Start Date End Date Absence Name Reason Duration .'#;‘;‘,‘E Details Status Approval Monitor Source Cancel Forecast
Employee
1211220155 1271372015 [ [Sick Leave | [sick - Employes liness v Hours  Details Saved Approval Monitor areshoct m} Forecast

A submit confirmation window displays.

Click Yes.

Request Absence

15. Submit Confirmation

“ Are you sure you want to Submit this Absence Request?

10
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Step Action

Click OK.

Request Absence

Submit Confirmation
16.

“ The Absence Request was successfully submitted.

=S

17. End of procedure.
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