Attendance & Leaves — Leave Balances (Manager Version) I

Leave Balance Overview

Overview Employees can view their leave balances as well as a history of hours used through the Leave
Balance Overview screen. Balances can be viewed for the last 18 months. Any adjustments
made to balances can also be viewed from this screen.

Guidelines The following guidelines apply to leave balances:
= Current Balances section provides a summary of the employee’s current balances and is
updated every 15 minutes.

0 Total Hours Available reflects the employee’s current available hours. This does
not take into account hours that are pending approval.

o0 Pending Timesheet Hours reflects all leave hours that have been
saved/submitted, but not approved. This would include pending hours from prior
pay periods.

o0 Net Hours Available reflects the actual number of leave hours the employee can
use.

= Pay Period Overview section provides leave balance information specific to the pay
period selected. This section also updates every 15 minutes, except for Leave Balance
Adjustments, which are updated nightly through the Time Eval process.

0 Only the Beginning and Ending Balance lines will display in this section unless
leave has been used, accrued and/or adjusted for that pay period.

o Pending Approval will only indicate those leave hours in the selected pay period,
which have been saved/submitted, but not approved.

= Only those leave types that have hours available for the pay period selected will display
on the screen.

= Leave Without Pay (LWOP) and Administrative Leaves will not be displayed on this
screen.

= Negative current or ending balances will display when present.

= Balances will be adjusted accordingly when changes are made to previous pay periods.
For example if a January timesheet with sick time was approved in April, all the balances
for January, February, March and April will be adjusted to reflect the use of sick time.

Key Activities The following activities will be covered in this section of the Attendance & Leaves User Guide.

Key Activity Page
Accessing The Screen 3
Viewing Leave Balances 6

Continued on next page
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Attendance & Leaves — Leave Balances (Manager Version) I

Leave Balance Overview, Continued

Leave Bal ance . . . Leave Balance Overview
Overview Screen This section contains eroa D3
the employeeis Ttle: |BO01863S - FAMILY SERVICES COUNSELOR Agency: |DCF - Children and Families

personal information.

Leave Balance Overview->Overview

Payroll Period

(&) 0972320051 0062005 This section provides a
© liamaons-tarza0ns list of the pay periods

These buttons are ) [0RI26/2005-08082005 available for Viewing.

used to scroll I

through the Payroll —

Periods. —
Leave Balance Overview->Details
Current Balances

Date ANNUVAL LEAVE SICK LEAVE REGULAR COMP LEAVE SPECIAL COMP LEAVE PERSOHAL HOLIDAY

Total Hours Available 12i08/2005 26.500 224.000 0.000 4.000 0.000
Pending Timesheet Hours 12/08/2005 24.000

ThIS Sectlon Het Hours Available 12i06/2005 2300 224.000 0.000 4.000 0.000

prOVIdes the leave < Pay Period Overview

balan ce dEIalls Date ANNUVAL LEAVE SICK LEAVE REGULAR COMP LEAVE SPECIAL COMP LEAVE PERSOHAL HOLIDAY
Beginning Balance 0952372005 450 22000 2000 400 1.00
Accrual 10i06/2005 400 4.00 0.00 0.00 0.00
Adjustments 092572005 10.00 0.00 0.0o 0.00 0.00
Used it 000 0.00 (20007 0.00 (1.00)
Ending Balance 10i06/2005 18.50 224.00 0.00 4.00 0.00

Qﬁ.n(linu Approval A 16.00 000 000 0.00 000

Cancel | Goto Time Entry

Key Information  The following information is provided for those leave types when the employee has available
balances.
e Current Balances Section:
0 Total Hours Available
o Pending Timesheet Hours
0 Net Hours Available
e Pay Period Overview Section:
O Beginning Balance
Accrual
Adjustments
Used
Ending Balance
Pending Approval

O O0O0OO0O0

NOTE: Information will only display once activity has occurred for a leave type. For example, if
the employee has not submitted any leave, then only the Beginning Balance and Ending Balance
rows will display for the pay period.

Continued on next page
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Attendance & Leaves — Leave Balances (Manager Version) I

Leave Balance Overview, Continued

Finding A Payroll - The People First System automatically displays the current payroll period upon entering the
Period Leave Balance Overview screen. If another payroll period is needed, use one of the following
buttons located below the Payroll Period box to move through the listing of payroll periods.

Button Function
: Displays the first page of listings, which are the oldest three (3) payroll

=] First Page periods.
= ; Displays the previous three (3) payroll period listings

Previous Page
=l Displays the next three (3) payroll period listings.

Next Page

Last Page Displays the last page of payroll period listings.

Accessing the Follow the steps below to access the Leave Balance Overview screen.
Screen

Step Action
1 Click on the My Direct Reports link from the Quick Links list on the People First Home
Page. The Management Menu screen will be displayed.

J E-Newsletter J Training Videos J HR Policy J Log OFF

Vielcome .

Today is Wednesday, September 6, 2006

Your Current Position is SENIOR NETWORK SYSTEMS AMALYST - SES
Your Email Address is

— Click the My Direct Reports quick link to access i

My Direct Reports .
| I— the Management section of the system. =

Aftendance & Leave
Training Management Theck Alll | Check Displayed Alerts| | Refresn List| Remove Aler
Job Reguisitions

Job Application

Health & Insurance

Personnel File

Org Management

NOTE: For information on logging in to the People First system, refer to the Navigating
the People First Web Site User Guide located at:
http://dms.myflorida.com/human_resource_support/people_first/for_hr_professionals/trai
ning_documents.

Continued on next page
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Attendance & Leaves — Leave Balances (Manager Version) I

Leave Balance Overview, Continued

Step Action
2 Click the radio button (circle) to the left of the employee’s information on the
Management menu to select the employee.

v J E-Newsletter J Training Videos J HR Policy J Log Off
Management Search
Select a record or change your search criteria * My Role View | G0| Search by Employee |G0 Search by Position |G0
Approvals First: Title:
Employee Time Entry Approval |+ Go My Direct Reports | GO Last Pos ID:
User ID or Emp ID:
Administration g Tem? [
Maintain Projs/Acts/SubActs w | |Go|
Personal Information Maintenance Results
EEO-VeteranAap i EmpID |Emp Name Emp Type Pos D |Pos Title Org. Org.
CLEM
Work Information Maintenance € Student/Gradte Assnt| 78020404 | OPS SENIOR CLERK 7803000000 ADMI
Action History b’ o i i 78003075 |PAROLE EXAMMNER 7303000000 EEE::
Time and Payrol Click on the radio button =
Employes Time Entry @'ﬁ 78003077 | PAROLE EXAMMER 7803000000 ADI!‘I
mployee T Enir g to select an employee -
Positions (4] o e 78020401|0PS PAROLE EXAMINER 7803000000 E\IBEI:‘:
OpeniCloze Vacancy v M
Ol Career Service 78003049 | STAFF ASSISTANT 7803000000 ey
ADMI
Performance Management
Performance Appraisal % ol Career Service 78000043 | STAFF ASSISTANT 7803000000 ELDEI::
i Ol Student/Gradte Assnt| 78020311 |OPS SENIOR CLERK 7803000000 E\EF;;:
Employee Training Entry % =
[altt . I Career Service 7R000N21 | FXFRUTIVE SFCRFTARY 7R03000000 .

NOTE: If there is no Employee Name or Employee ID, then it is an unfilled position.
The manager will need to check with his/her HR Office to determine the status of this
position.

3 Select Leave Balance Overview from the Time and Payroll drop down menu by
clicking the =1 button.

Iml [ELEEEL ) [ Actions | Personal Info | Time and Payroll I Job Applications. Org Management _

v | EnNewsietter | Tranngvideos | HRPolcy | Logof
[Employes Time Entry search
B Nork Schedule Assignment
and OT Request on Behalf * My Role View |GO! Search by Employee G2 Search by Position |82
First: Title:
= Regular Payroll Pay
Last: Pos ID
One-Time Pay Deductions My Direct Reports | G0 e
Recurring Pay Additives & Miltary Pay ser I or Emp Term? [
Recurring Pay Deductions
cJIP
Flexitle Work Schedule Results
Leave Balance Adjustments EmpID |Emp Name Emp Type PosID |Pos Title Org. Org.
2 :icrtlfrr'mual Leave Payout (] Student/Gradte Assnt| 73020404 OPS SENIOR CLERK 7803000000 i;ﬁ:l‘
24 A save Pay i
AFSWP Leave e
FHLAFSW P. Leave Request (0] Career Service 78003075 | PAROLE EXAMINER 7803000000 ileEr::
(@] . 7| PAROLE EXAMINER 7803000000 E\LDEr:I‘
Select Leave Balance Overview
. ol = - < 5 A 1 OPS PAROLE EXAMINER 7503000000 ;=
€ave Balance Overview -
||Leave Baarce Overview |« option from the Time and Payroll
v - t ®© 9| STAFF ASSISTANT 7803000000 [0y
Stop/Cancel Paymen d d M
— rop aown menu. cLEm
Employee Time Entry | | 3| STAFF ASSISTANT 7503000000 7o
T (o) Student/Gradte Assnt| 78020311 |OPS SENIOR CLERK 7803000000 EleEr::
Employee Training Entry |~ N
2] Carser Service TRINONZ1 | FXFOUTIVF SFORFTARY 7anaanonon| Y

Continued on next page
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Attendance & Leaves — Leave Balances (Manager Version) I

Leave Balance Overview, Continued

Step Action
4 Click the Go button. The Leave Balance Overview screen will be displayed.
Management Search
Select a record or change your search criteria. * My Role View |50 Search by Employee | G0
Approvals First:
Employee Time Entry Approval | Go My Direct Reports |60 Last:
User ID or Emp ID:
Administration P Uz D
Maintain ProjsdActz/SubActs | |Go
Personal Information Maintenance RESls
EEQ-VeleranAAp & EmpID |Emp Hame Emp Type PosID |Pos Title
Work Information Maintenance O Student/Gradte Assnt| 78020404 OPS SENIOR
Action History b O Career Service 78003075 |PAROLE EX2
Time and Payroll
Leave Balance Overn o1 a0 @ 2| Click the Go button to access the 78003077 |PAROLE EXA
eave e Overview < .
» — Leave Balance Overview screen.
Positions 78020401|0PS PAROLE
Open/Cloge Vacancy v
Career Service 78003045 | STAFF ASSI
Performance Management
Performance Appraizal ¥ Career Service 78000043 | STAFF ASSI

Training Student/Gradte Assnt| 78020311 | OPS SENIOR

Employee Training Entry |»

2|0|C |0 |0

Caresr Service TAMHNZ [FXFCUTVE &

Continued on next page
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Leave Balance Overview, Continued

Viewing Leave Follow the steps below to view the leave balances for a specific pay period.

Balances . . . .
NOTE: Refer to the Accessing the Screen procedures on the previous pages for information on

how to navigate to this screen.

Step Action

1 Click on the Radio button for the pay period desired in the Overview box. The leave
balances for that pay period will be displayed in the Details box. The Pay Periods are
listed in descending order, which means the current pay period is listed at the top.

Lepue Balance O

0
Payroll Period |
@ 9/23/2005-10/06/2005

O NENSAN05 N8:23/3005 Click on the radio button to the
O [osizer20cs 32035 left of the payroll period desired.
HEEEH 314
henu
Leave Balance Overview->Details
Current Balances
Date AHNUAL LEAVE SICK LEAVE REGULAR COMP LEAVE SPECIAL COMP LEAVE PERSOHAL HOLIDAY
Total Hours Available 120872005 26 500 224 000 0.000 4000 0.000
Pending Timesheet Hours 120872005 24000
Net Hours Available 12/08/200:3 2500 224,000 0.000 4.000 0.000
Pay Period Overview
Date AHHUAL LEAVE SICK LEAVE REGULAR COMP LEAVE SPECIAL COMP LEAVE PERSONAL HOLIDAY
Beginning Balance 0972372003 450 22000 20.00 4.00 1.00
Accrual 100672003 4.00 4.00 0.oo 0.oo 0.00
Adjustments 097252005 1000 000 000 000 0.00
Used Nig, .00 0.00 (20,007 0.00 ¢1.00)
Ending Balance 100672005 18.50 22400 0.oo 4.00 0.00
Pending Approval MiA 16.00 000 000 000 0.00

Cancel| Goto Time Entry

NOTE: The current pay period is automatically selected upon entering this screen from
the Time & Payroll menu. If entering this screen from the Employee Time Entry screen,
the pay period selected on the Employee Time Entry screen is automatically selected. .
2 Determine if another pay period needs to be viewed.

If... Then...
Yes Repeat Step 1.
No Proceed to Step 3.

Continued on next page
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Attendance & Leaves — Leave Balances (Manager Version) I

Leave Balance Overview, Continued

Step Action
3
If exiting to ... Then...
Time & Payroll Click on the Menu button located in the Overview section to
Menu return to the Time and Payroll menu.

Leave Balance Qverview->Overview
Payroll Period
@ 11/04/2005-11/17/2005
O 10/21/2005-11/03/2005

O 10/07/2005-10/20/2005 .
SEEE o Click on the Menu button located
in the Overview section to return
to the Time and Payroll menu.

Employee Time Click on the Go To Time Entry button located in the Pay
Entry screen Period Overview section to return to the Employee Time
Entry screen.

Leave Balance Overview->Details

Current Balances

Date ANHUAL LEAVE SICK LEAVE REGULAR COMP LEAVE
Total Hours Available 121082005 26.500 224.000 0.000
Pending Timesheet Hours 12082005 24.000
Het Hours Available 12/0852005 2500 224.000 0.000
Pay Period Overview
Date ANHUAL LEAVE SICK LEAVE REGULAR COMP LEAVE
Beginning Balance 0972372005 4.50 220,00 20.00
Acerual 10062005 400 400 0.0n
Adjustments 0852552005 10.00 000 0.0n
Used Tia 0.00
Ending Balance 10/06/2005 18.50 Click on the Go To Time Entry
e et e % | putton located in the Pay Period

Cance. Overview section to return to the

Employee Time Entry screen.
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