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SPS Workday Leave

Overview

v" Phase Il
v" Workday TimeTracking and Absence

v Automation of ETR/PTR Process
v Gross Payroll Process
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SPS Workday

Types of Leave

v Leave On Timesheet
v Leave Requests, Full Day

v" Leave of Absence

v"Leave for Contractual Employees
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SPS Workday

Time Entry

v Employee
v Manager
v Timekeeper

v “Codes”
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SPS Workday

Leave of Absence

v FMLA
v LWOP
v Military

v Discipline
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SPS Workday

Timesheet

|
I Total Hours 47 Categories

Week May 1] TimeEntry Codes >

Time Off 5

Previous Week

STATEWIDE PERSONNEL
—=8'Y 8§ T E M——



SPS Workday

Timesheet

I Total Hours A7 ¢ TimeEntry Codes

Week May 1 © Exempis: Regular
Bilingual Pay

. Asbestos Pay
Previous Weelt

Holiday Adjustment

State Emergency Release

v Wed, 5/

State Emergency Release
Worked
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SPS Workday

Timesheet

Total Hours 47

Week May 1

Previous Week

v Wed, 5/

2 items

&« Time Off

Accident Leave
(Timesheet)

Accident with Sick Pay
(Timesheet)

Annual Leave
(Timesheet)

Bereavement
(Timesheet)

Cash Overtime
Compensatory Time
(Timesheet)

Cash Overtime

search
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SPS Workday

Request Time Off

When Tuesday, May 24, 2016

Type *

Daily Quantity * ¢

Unit of Time (empty)

Comment

D enter your comment

ttachments

Drop files here

or

Select files
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SPS Workday

Leave Resources

v DBM Website, State Employees, Leave
v DBM Website, State Employees, Policies
v' SPS Resources, Leave Codes Chart

v In Workday
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