DHS Office of Organizational and Employee Development Absence Request Entry

Absence Request Entry

@>

Important:

e Discuss any absences with your supervisor prior to entering an absence event.

e Requests and approvals take place outside of the STAR system.

e If you want to use comp time that you have earned, you can enter it only as a time reporting code, not
as an absence. Refer to your time entry job aid for more information on how to enter time reporting
codes.

e Absences can only be edited during the current week or 30 days prior to the current date.
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Single Day Absence Request

1. Click the following link or enter the address into a Web browser.
e https://ess.wi.gov/

2. Login to STAR using your IAM account.
3. Click Absence Request on your STAR dashboard.
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Favorites =~ Main Menu ~
Home Worklist Sign out
Personalize Content | Layout (2) Hel|
Wisconsin Time and Absences o (&~ Wiscansin Employee Info o [ev
=] Timesneet [[==] Personal information Summa
Report your time and task details for a day, week, or time period Review a summary of your personal information
=] Absence Request Wisconsin Benefits o o
Navigate to the Time start page. -

iM%;BenemS Summary

Review a summary of current, past or future benefit enrolments.
Employee Leave Summary o (e~
Absence Balances Announcements o ev
Absence Duration
Legal Holiday 40.00 Hours No Current Announcements.
Balance
Personal Holiday ATDEETL
Balance
Sick Balance 177075 Hours

58‘& Company Directory o ev
Vacation Balance 87.50 Hours

Search by Name, Job Title, Department, or Email
Sabbatical Leave
alanes 112.00 Hours ®

4. Click the Calendar icon next to the Start Date field to select your requested day off.

Request Absence

Instructions

Enter Start Date and Absence Mame. Then complete the rest of the required fields before submitting or save for |ater your request.

Absence Detail (2

*Start Date |11/27/2015 |[H] A — View Monthly Schedule

Filter by T','pe|,.q|| v|
*Absence Name | Select Absence Name V|
Comments
Requestor Comments Fé
GoTo View Absence Request History View Absence Balances

5. Click the Absence Name drop-down box to select an absence type. The screenshot below shows a
vacation request.
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Instructions
Enter Start Date and Absence Mame. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail 1?7

*Start Date |11/27/2015 |[5) View Monthly Schedule

End Date | Eil
Filter by Type|_a|| v|
*Absence Name | yacation v| Current Balance £7.50 Hours
RBESOFI| Select Absence Reason V|
Partial Days| Mone v|
Duration Hours

Calculate End Date or Duration Forecast Balance

Enter the end date by clicking on the Calendar icon and selecting a day.

Instructions
Enter Start Date and Absence Mame. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (2

*Start Date | 11/27/2015 |[5 View Monthly Schedule

End Date |11/27/2015 <€
Filter by Type Al v]
“Absence Name [Vacation v| Current Balance 37.50 Hours
RBaSOI'I| Select Absence Reason V|
Partial Days| Naone V|
Duration Hours

Calculate End Date or Duration Forecast Balance

Select a reason for your absence by clicking the Reason drop-down box.
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Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (7

*Start Date |11/27/2015 |[H] View Monthly Schedule

End Date 11/27/2015 |[5]

Filter by Type | Al v|
*Absence Name | vacation v| Current Balance 35750 Hours
Reason | yacation v| —
Partial Days| Mone v|
Duration Hours
Calculate End Date or Duration Forecast Balance

8. Click the Partial Days drop-down box. Select All Days in the drop-down list.

Absence Detail (7

*Start Date |11/27/2015 |[& View Monthly Schedule
End Date E]
Filter by T','pe|A|| v|
*Absence Name [Vacation v| Current Balance 87.50 Hours
Reason [vacation v|

Partial Days ([YaE & V| €

All Days Hours
Duration Hours

Calculate End Date or Duration Forecast Balance

9. In the All Days Hours field, enter the total number of hours you are requesting off for the day.

Absence Detail (7

*Start Date |11/27/2015 |[5] Wiew Monthly Schedule

End Date [11/27/2015 |[H]

Filter by Type | Al v|
*Absence Name | vacation v| Current Balance 28750 Hours
Reason | vacation v
Partial Days | All Days v|
All Days Hours 5| €
Duration Hours
Calculate End Date or Duration Forecast Balance

e For example, enter “8” in the All Days Hours field if you are requesting off for an 8-hour
shift.
February 2016 v2 Page 4




DHS Office of Organizational and Employee Development

Absence Request Entry

Enter leave in hundredths of an hour.

o 2 hours 15 minutes = 2.25

o 4 hours 30 minutes = 4.5

10. Click Calculate End Date or Duration. This will calculate how many hours you are requesting off. If you
are requesting 2 days off and work 8-hour shifts, you will see 16 hours in the Duration field.

Absence Detail

&

*Start Date | 11/27/2015 |[5)

End Date 11/27/2015 |[5]]

Filter by Type [ Al v
*Absence Name | vacation V|
Reason | yacation V|
Partial Days| All Days M
All Days Hours 2.00
Duration |3.00 Hours <&
| Forecast Balance

| Calculate End Date or Duration

Wiew Monthly Schedule

Current Balance 37.50 Hours

11. Click Forecast Balance to verify you have the proper balance to request the total numbers of hours
off. You will see the screenshot below if you have enough balance to submit your absence request.

Absence Detail (2

*Start Date [11/27/2015 |[5]

End Date [11/27/2015 |[5]

Duration |5.00 Hours

Filter by Type [ All v
*Absence Name | yacation v
Reason | yacation V|
Partial Days | All Days v|

All Days Hours 8.00

Wiew Monthly Schedule

Current Balance 257.50 Hours

Your request 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.

Date Time: November 27,2015 at 09:37

Calculate End Date or Duration

Forecast Balance

View Forecast Details

12. Scroll to the bottom of the page and click Submit to submit your absence request.
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Filter by Type | Al V|
~Absence Name [vacation v| Current Balance 87.50 Hours
Reason | Vacation V|
Partial Days | Al Days V|
All Days Hours a.00
Duration 8.00 Hours

Your request 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.

Date Time: November 27,2015 at 09:37
Calculate End Date or Duration Forecast Balance

Comments /

Requestor Comments

View Forecast Details

Go To Wiew Absen equest Histary iew Absence Balances

Submit Save for Later

13. Click Yes to submit the absence request.

Request Absence

Submit Confirmation

‘/ Are you sure you want to Submit this Absence Request?

Yes Mo

14. Refer to “How to Verify an Absence Request” to ensure your absence request is eligible.

Multiple Days Absence Request

1. Click the following link or enter the address into a Web browser.
e https://ess.wi.gov/

2. Login to STAR using your IAM account.

3. Click Absence Request on your STAR dashboard.
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Favorites ~ | Main Menu ~
Home Worklist Sign out
Personalize Content | Layout \Z) Hel
Wisconsin Time and Absences s e~ Wiscansin Emplayee Info 2 o
E" Timesheet E Personal Information Summary
Report your time and task details for a day, week, or fime period Review a summary of your personal information
ﬁ Absence Request Wiscansin Benefits o ov
Navigate to the Time start page.
m
L" Benefits Summary
[EI¥ Review a summary o current, past or future bensfit enroliments
Employee Leave Summary S (B
Absence Balances Announcements e (B~
Absence Duration
Legal Holiday 40.00 Hours Mo Current Announcements
Balance
Personal Holiday 4.00 Hours
Balance
Sick Balance 1770.75 Hours
Eg_ﬁ Company Directory T 8
Vacation Balance 87.50 Hours
Search by Name, Job Title, Department, or Email
Sabbatical Leave
112.00 Hours
Balance ®

4. Click the Calendar icon next to the Start Date field to select the first day of your absence.

Request Absence

-
4

Instructions
Enter Start Date and Absence Mame. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (2

*Start Date | 11/23/2015 (5] < View Monthly Schedule
Filter by Type

Al V|

*Absence Name| Select Absence Name V|

Comments

Requestor Comments

*

Go To View Absence Request History iew Absence Balances

5. Click the Absence Name drop-down box to select an absence type. The screenshot below shows a
vacation request.
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Instructions

Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (2

*Start Date |11/23/2015 |5 View Manthly Schedule
End Date [#]
Filter by Type | Al v|
*Absence Name | yacation v| Current Balance 87 50 Hours

RBﬂSOﬂ| Select Absence Reason V|
Partial Days| Mone v|

Duration Hours
Calculate End Date or Duration Forecast Balance

Enter the end date by clicking on the Calendar icon and selecting a day.

Instructions
Enter Start Date and Absence Mame. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (7

*Start Date |11/23/2015 |[5] Wiew Manthly Schedule

End Date |11/25/2015 5] <€

Filter by Type | I v|
*Absence HName | acation v| Current Balance 5750 Hours
RBﬂSOﬂ| Select Absence Reason V|
Partial Da','s| None v|
Duration Hours
Calculate End Date or Duration Forecast Balance

Select a reason for your absence by clicking the Reason drop-down box.
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Instructions
Enter Start Date and Absence Mame. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (2

*Start Date | 11/23/2015 |[3) View Monthly Schedule

End Date |11/25/2015 |[3]

Filter by T','pe|_.a|| vl
*Absence Name | yvacation vl Current Balance 85750 Hours
Partial Days| None v|
Duration Hours
Calculate End Date or Duration Forecast Balance

8. Click the Partial Days drop-down box. Select All Days in the drop-down list.

Absence Detail (2
*Start Date |11/23/2015 |5 Wiew Monthly Schedule

End Date |11/25/2015 |[)

Filter by Typel_;\u v|
*Absence Name | Vacation v| Current Balance 27.50 Hours
Reason [ vacation v|

Partial Days [IIEE V€

All Days Hours
Duration Hours

Calculate End Date or Duration Forecast Balance

9. In the All Days Hours field, enter the total number of hours you are requesting off per day.

Absence Detail (2
*Start Date |11/23/2015 Eﬂ View Monthly Schedule

End Date |11/25/2015 |[5

Filter by Type|A|| v|
*Absence Name | vacation v| Current Balance 27.50 Hours
Reason [ vacation v|
Partial Days|A|| Days v|
All Days Hours 3 <
Duration Hours
Calculate End Date or Duration Forecast Balance

10. Click Calculate End Date or Duration. This will calculate how many hours you are requesting off. If you
are requesting 3 days off and work 8-hour shifts, you will see 24 hours in the Duration field.
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Absence Detail (2

*Start Date |11/23/2015 |[5)
End Date |11/25/2015 |[#)]

Filter by Type [ Al v
*Absence Name [vacation Vl
Reason | Vacation Vl

Partial Days | All Days v

All Days Hours 8.00
Duration |24.00 Hours
I H Calculate End Date or Duration : |

Forecast Balance

Yiew Monthly Schedule

Current Balance 37.50 Hours

11. Click Forecast Balance to verify you have the proper balance to request the total numbers of hours

12.

off. You will see the screenshot below if you have enough balance to submit your absence request.

Absence Detail (7

*Start Date | 11/23/2015 |[5

End Date 11/25/2015 |[5]]

Filter by Type Al v]
*Absence Name | acation V|
Reason | yacation V|

Partial Days | Al Days V|

All Days Hours 8.00

Duration 24.00 Hours

View Monthly Schedule

Current Balance 3750 Hours

Your request 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.

Date Time: November 27,2015 at 09:37

Calculate End Date or Duration

Forecast Balance

View Forecast Details

Scroll to the bottom of the page and click Submit to submit your absence request.
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*Start Date |11/232/2015 | View Monthly Schedule

End Date |1125/2015 |5

Filter by Typel,a“ vl
*Absence Name| Vacstion v Current Balance 87.50 Hours
Reason| Vacstion V|
Partial Days|,&;| Days v|
All Days Hours 8.00
Duration |24.00 Hours

Your request 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.

Date Time: November 27,2015 at 09:37

Calculate End Date or Duration \iew Foracast Details

RequestHistory View Absence Balances

Subm it Save for Later

13. Click Yes to submit your absence request.

Request Absence

Submit Confirmation

‘/ Are you sure you want to Submit this Absence Request?

Yes Mo

14. Refer to “How to Verify an Absence Request” to ensure your absence request is eligible.

How to Enter an Absence From Your Timesheet

You can enter absences from your timesheet only for the week you have access to. Refer to sections “Single
Day Absence Request” or “Multiple Days Absence Request” to enter future leave or multiple days that overlap
weeks.

1. Click the following link or enter the address into a Web browser.
e https://ess.wi.gov/

2. Login to STAR using your IAM account.
3. Click Timesheet on your STAR dashboard.
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Favaorites =

% £
) ‘_

Main Menu ~

Wisconsin Time and Absences - (BT
Timesheet <€
Report your time and task detailz for a day, week, or time period.
E" Absence Request
Mavigate to the Time start page.
Employee Leave Summary o (&
Absence Balances
Absence Duration
Legal Holiday 40.00 Hours
Balance
Personal Holiday 4.00 Hours
Balance
Sick Balance 1770.75 Hours
Yacation Balance 87.50 Hours
Sabbatical Leave 112.00 Hours
Balance
Details
4. Click the Absence tab at the bottom of the timesheet.
From 14/09/2015 to 14152015 (2
Comments Day  Date gf;:;‘“' FirstIn Out In Last Out PUT::|T"2 Reporting Code Quantity Rule Bement1  Date
Mon 11 New [ v @ 1 (4] =]
Tue  MA0 New [ | @ 1m0 4 =l
Wed 1111 New 1111
Thu 1112 New 1112
Fri 113 New 1113
Sat 11114 New 11114
sun 1115 New 1115
Submit Clear
§ummary§me;ticnz Payable Time
Absence Everts (7 Personalize | (2
Absence Take | [F=0
Select *Start Date End Date Absence Hame Reason #I::e Details Status Approval Menitor Source Cancel Edit
O Detailz Approval Monitor é\fj.en:.lwtnistratorﬁtsenca
Add Absence Event

5. Click Add Absence Event.
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Status Approval Monitor 5
Approval Monitor 'g

Summarny Absence Exceptions Payable Time
Absence Events (7
Absence Take =n
Select *Start Date End Date Absence Mame Reason 'IL'ISSE Details
O Details
‘ Add Absence Event ’

6. Enter the day of the absence. If it is a single day absence, your start date and end date will be the

same day.

Absence Events ||
Absence Take | [F0

- Uit . e
Raa&s on T,I' P Datalls Status

Start Dats End Date Abssnca Nams

sakct

11092013 | 11032015 |l Details New

Appro

7. Click the Absence Name drop-down box and select a name that describes your absence.

Absence Bvents |
Absence Take | [FH
solct strioats  Enonets A58 Nc3 Jgme Rezs 0n 'IL::pta Datalls status
11052015 | 11052015 Details Mew

Approval Mon

Approval Mo

You will see the following options when you click the drop-down box.

Summary | Absence | Excepfions | Paywfl
Absence Events |

Absence Take | [FH
Unit

sakct  *3tart Dets End Dts Ty Datalls Status
20150 (11082015 & Dietails Hew

Approval Monttor

8. Click the Reason drop-down box and select a reason that describes your absence.

Absence Events |

Absence Take | [F0)

Selct  *tart Date End Data Absance Name Rags on Duration #;Fta Detalis Status

{V| | Select Absence Reast Vn Hours  Detils New

1105201504 11082015 | |Sidleaw

Approval Monitor

Approwal Monitor

You will see the following options when you click the drop-down box.
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Absence Events
Absence Take | [FZ9
select “3tart Dats End Date Abse noe Name Reas on Dur atign .Iu_:;a Detals Status Approvwal Monitor Sowrca
9,201 5[H 092015 M | Sick Leawe b ll Seled Abcence Reason Hours  Degils New Approwal Monitor -';-J;:_-:_;f__r_:l
Sick- Death in Family =
- Sick- Empleyee lliness
3 AD Sent= e Si Exposure Contag Disease
Sick- Familyliness
Approwal Sick- MedicslDen &l Appt
Click the Details link.
Absence Bvents (7
Absence Take | [P0
felect  *3tart Dete End Dats Absance Nema Raason Duration '|L'|;|I)ti Detalls Hatus Approval Monltor Source q
110920156 11082015 | [SickLea v BV H New Agprova! Mrit Vanager
D820186 11082015 | |Sikleaw Sick - Employes llines: our = pproval Monitor Times heet

10. In the Absence Event Details window, click the Partial Days drop-down box. Select All Days.

55 Create Absence Reg
Absence Event Details

Laquisha Arvala
ISTEGHNIGAL SVGS GONSLT ADMR

4

Instructions

Enter SrtDate, End Date, and Absence Mame. Then complete the rest of the requined fizlds be re returning to the Times hest page.

Absence Detail (7

*Start Date 110502015 | ‘iew MonthiyCalendsr

End Date 11032015 |3

Filter by Type [ ~|
*Ahsence Hame | SidkLeaw vl Current Balance 1508.07 Hours
Reasan Sidc-Errflg_ﬁ_ =z v]
Partizlffays
All Days Hours
Duration Hours
‘Calculate End Date or Dura fion
Comments
Re porter Comments :

H=lp

11. Enter the requested number of hours off in the All Days Hours field. Then, click the Calculate End Date

or Duration button.
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55 Create Absence Reg
J 15 TECHNICAL SVC5 CONSLT ADMR

4

Instructions

Abs ence Detail 3

*Start Date |11092015 |

Enter Start Date, End Date, and Abssnce Mame. Then complete the restof the required felds befre retuming o the Timeshestpags.

Vizw MonthlyCalendar

[

Fitter by Type [ 4 V|
*Absence r-lam:—|53{_55-5 Vl Current Balance 1508 07 Hours
Reason | Sigk - Employee liness V|
Partial Days [ Al Caw Vl
I All D=ys Hours £.00 I
Duration (& 00 Houwrs
I {eccmrmcrees Galoulaie End Dateor Duraton ! I
Comments
Reporter Comments:
O Cancel

e Enter 8 in the All Days Hours field if you work 8-hour shifts.
e Enter 10 in the All Days Hours field if you work 10-hour shifts.
e If you are taking 3 hours off for a doctor’s appointment, enter 3 in the All Days Hours field.
Enter leave in hundredths of an hour.
= 2 hours 15 minutes = 2.25
= 4 hours 30 minutes =4.5

12. After you verify your request’s duration total, click OK.

Comments

Reporter Comments:

@ Can:e'
W

13. Click Forecast to verify you have the proper balance to request the total numbers of hours off.

Absence Events 1§ Personalize |12

Absence Take | [
unt

Select  *3tart Dets End Date Absents Nems Reaton Duration e Detalis atus Approval Monitor sourcs

1092015 [ | Sickleaw hd Sid(-Enﬂn}eelhes Hours  Degils New Approval Monitor

Dalate

Deke

14. You will see the screenshot below if you have enough balance to submit your absence request. At this

time your request has been saved, but not submitted.
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Time Status Summary Absence Excaptions Payabie Time

Your request 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.

Date Time November (19, 2015 at 16:03

Absence Events (7

Absence Take | ForecastResults | [FT)
*Start Date End Date Absence Name Reason Duration ]IfllnSc Details Status
¥
Watabion w| [vacation W 8.0 Hours Details Saved

Approval Monitor

Approval Monibor

Source Cancel Forecast

Forecast

=m

15. Click Submit to submit your absence request and timesheet.

Submit Clear

Summary Leave / Compensatory Time Absence Exceptions Payable Time

Your request 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.

Date Time:November 09, 2015 at 16:03

Absence Events (2

Absence Take | ForecastResults

*5tart Date End Date Absence Name Reason Duration LTE
Type

11/09/2015 5] [11/08/2015 | |Vacation v| Wacation ~ 8.00 Hours

Details

Details

Status

16. Refer to “How to Verify an Absence Request” to ensure your absence request is eligible.

How to Verify an Absence Request

1. Click the following link or enter the address into a Web browser.

e https://ess.wi.gov/
2. Login to STAR using your IAM account.
3. Click Timesheet on your STAR dashboard.

February 2016 v2
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Favaorites =

= {
N r
i

Wisconsin Time and

Absence Balances

Absence

Legal Holiday
Balance

Personal Holiday
Balance

Sick Balance
Yacation Balance
Sabbatical Leave

Balance
Details

Main Menu ~

Absences

Timesheet <=
Report your time and task detailz for a day, week, or time period.

E" Absence Request
Mavigate to the Time start page.

Employee Leave Summary

Duration

40.00 Hours

400 Hours

1770.75 Hours

87.50 Hours

112.00 Hours

(4]
=]
4

(4]
=]
4

4. Verify the Reported Status for the absence is in an Approved status.

From 01/17/2016 to 01/23/20 ki
Add . Punch _. . .
Comments Day Date FirstIn Out In Last Qut Total Time Reporting Code Quantity *Taskgr|
. sun M7 New \ v| 43582()
Maon 118 ADProved M — LGHOL - Legal Holiday Hours Taken 8.00 435820
] Tue 118 Submitted 8:00:00AM 12:00:00PN 4 DD‘ V| 435820
) Submitted 12:30:00P1 4:30:00PM 400\ v| 4358204
] Wed 1720 Submitted 8:00:00AM 12:00:00PN 4 DD‘ v| 435820
= Submitted 12:30:00P1 4:30:00FM 4.00] ~| 4358209
) Thu 1521 Submitted 5:00°00AM 12:00:00PN 400] v| 435821
- Submitted 12:30:00P1 4:30:00PH 4.00] v 435820
] Fri 1022 Submitted 8:00:00AM 12:00:00PN 4 DD‘ V| 435820
2 Submitied 12:30:00P1 4:30:00FM 4.00] V| 435820
. sat 123 New \ v| 435821
Submit Clear
5. Click the Absence tab at the bottom of the timesheet.
Submit Clear
Summary Leave / Compensatory Time Exceptions Payable Time
Absence Events (2
Absence Take Forecast Results =M
=Start Date End Date Absence Name Reason Duration $::e Details Status Approval Monit
011812016 011812016 Legal Holiday Legal Holiday 8.00Hours Details Approved Approval Monito
Add Absence Event
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6. Click the Forecast Results tab and review the Forecast Value. For a successful absence submission, the
value should be “ELIGIBLE.”

Submit Clear

Summary

“Start Date

Absence Events_(2 Personalize | (2
End Date Absence Name Reason Forecast Value Forecast DateTime Forecast Details
01/18/2016 Legal Holiday Legal Holiday ELIGIBLE 01/22/2016 3:44AM Forecast Details

01M8/2016

Add Absence Event

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

Eligible: The absence correctly forecasted.
Ineligible: The absence failed to forecast correctly. Review your absence balance, try to
reforecast, or edit the absence. If the absence is still in an ineligible status, contact your payroll

representative.

How to Edit an Absence Request

You cannot edit future absences. Absences can only be edited during the current week or 30 days prior to the
current date. Follow these steps to change the dates, duration, or reasoning for your absence request.

1. Click the following link or enter the address into a Web browser.

https://ess.wi.gov/

2. Loginto STAR using your IAM account.
3. Click Timesheet on your STAR dashboard.

Favorites = | Main Menu ~
Home Worklist Sign out
Personalize Content | Layout 2) Hell
Wisconsin Time and Absenc o o~ Wisconsin Employee Info o ov
E== Times heet E== Personal Information Summary
Report your time and task detalsfor a day, week or tine period ! Review a sumrary of your personal informetion.
F== Absence Request Wisconsin Benefits c ov
Navigate to the Time start page. —
[/V$Eanaﬁls Summary
& Review a surmmmary of current, past or future benefit enrollments.
Employee Leave Summary S (e~
Absence Baances B Announcements ~ ow
Absence Duration
Legal Holiday 40.00 Hours Mo Current Ainouncements
Balance
Personal Holiday 4.00 Hours
Balance
Sick Balance 1770.75 Hours -
-2 Company Directory c ov
Vacation Balance 87.50 Hours aam
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Absence Request Entry

4. Click the Absence tab.

Select Another Timesheet

*View By | Week Previous Week Mext Week

*Date | 11/30/2015 L

El

Reported Hours 16.00 Print Timesheet

Reported time on or after 12/04/2015 is for a future period.

From 11/30/2015 to 12/06/2015 (2

Add Punch

Day Date Reported Status FirstIn Qut Last Qut Time Reporting Code

Quantity *Tas kar]

Exceptions Payable Time

Summary | Absence

Absence Events (2

Comments Total
2 Mon 11730  Submitied 8:00:00AM 10:00:00AN 2.00] v| 435000}
o Submitted 10:00:01AN 12:30:00PN 2.50] v 435000
® Submitied 1:00:00PH 2:00:00P 1.00] v 435000
. Submitied 2:00:01PM 4:30:00PM 250| v| 435000
Tue 1211 Approved VACTN - Paid Vacation Time Taken 8.00 435000
o Wed 122 New \ v 435000}
o Thu 123 New \ v 435000
o Fi 124 New 435000
& sat 125 New 435000
& Sun 126 New, 435000
Submit Aar

5. You will see an absence event listed. Scroll to the right on an absence event an

d click Edit.

Clear

Exceptions Payable Time

Ecast Resulis
Absence Hame Reason Duration $C:e Details Status Approval Monitor Source Cancel
_ - I i i Employee
15 Vacation Vacation 800 Hours Details Approved Approval Monitor
oe PP Timesheet

t

Personalize | 2

Edit

Forecast

Note: If you are not able to edit the absence, review the Source Field. There may be instances where a

manager or payroll administer will need to make the changes.

e Employee Absence Request: The employee should be able to make the edits on their
timesheet.

e Employee Timesheet: The employee should be able to make the edits on their timesheet.

e Manager Timesheet: Contact your manager to make the edits.

e Manager Absence Event: Contact your manager to make the edits.

e Administrator Absence Event: Contact your payroll representative to make the edits.

6. The fields in the absence event are now editable.

Summary Absence Exceptions Payable Time
Absence Events (7 Personalize | &
Absence Take Forecast Results
*Start Date End Date Absence Name Reason Duration ::::e Details Status Approval Monitor Source Cancel Forecast Edit
210112018 2/01/2015 v P A q A Employee
12/01/20153]  [12/01/2015 | Vacation V‘ ‘ Vacation v 8.00 Hours  Details Approved Approval Monitor Timesheet O Forecast
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You can modify the following fields:

Absence Request Entry

Start Date

End Date
Absence Name
Absence Reason
Details

© 20 Ty

i. The Details link allows you to change the All Days Hours field if you need to change the
amount of hours you are requesting off per day.
7. After you have made the necessary edits, click the Forecast button.

Personalize | (2]

Reason Duration $::e Details Status Approval Monitor Source Cancel Forecast Edit
. " . . Employee
V l i ( Saved Approval Monite
8.00Hours  Details Saved Approval Monitor Timeshest O Forecast
8. Click Submit to resubmit your absence request.
Submit Clear

Summary || Absence | Exceptions | Payable Time

Your request 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.

Date Time: December 03,2015 at 10:30

Absence Events (2

Absence Take || ForecastResults
*Start Date End Date Absence Name Reason Duration #;:a‘a Details Status Approval Monitor
1210220155 |12/02/2015 |[5) | Vacation V| "‘u"acati-jn e 8.00 Hours Details Saved Approval Monitor

9. The Message box will appear letting you know that the changes have been applied. Click OK.
Message

Rules have successfully been applied. (13504, 1628)

Press OK to refresh your timesheet with updated payable time.

10. The Timesheet page will appear for you to review the changes on your absence request. The request

should have a status of Approved, letting you know that you have successfully resubmitted the
request.
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Actions = Earliest Change Date 12/07/2015
Select Another Timesheet

*View By | Week v| Previous Week  MextWeek

*Date |11/20/2015  |[5] &
Reported Hours 16.00 Print Timesheet

Reported time on or after 12/04/2015 is for a future period.

From 11/30/2015 to 12/06/2015 (7

ésﬂmmn(s Day Date Reported Status  FirstIn Out In Last Out P#E::: Time Reporting Code Quantity *Taskgroup
) Mon  11/30  Submitted B:00-DDAM 10:00-00AN 2.00| v| 435000060
o Submitted 10:00:01AN 12:30:00PN 2.50] v 435000060
o Submitied 1:00:00PM 2:00:00PM 1.00] V| 435000060
) Submitied 2:00:01PW 4:30:00PM 250 V| 435000060
O Tue 121 New / | V] 435000060
I Wed 12/2  Approved = VACTN - Paid Vacation Time Taken £.00 435000060
o Thu 1213 New | M 435000060
) Fri 4214 Mew 4350000A0

11. Refer to “How to Verify an Absence Request” to ensure your absence request is eligible.

How to Delete an Absence

You cannot edit future absences. Absences can only be edited during the current week or 30 days prior to the
current date. Follow these steps to change the dates, duration, or reasoning for your absence request.

1. Click the following link or enter the address into a Web browser.
e https://ess.wi.gov/

2. Login to STAR using your IAM account.

3. Click Timesheet on your STAR dashboard.

Favorites ~ | Main Menu ~
Home Worklist Sign out
Personalize Content | Layout ) Hel,
Wisconsin Time and Absenc < o Wisconsin Employee Info < o
F== Timesheet E== Personal Information Summary
®——J Report your time and task details for a day, week or time period #_——J Review a summary of your personal information.
=] Absence Request Wisconsin Benefits T (ov
) Navigate to the Time start page. —
[".’%-Eenems Summary
i Review a summary of current, past or future benefit enrolments.
Employee Leave Summary s ov
Absence Balances B Announcements s [ev
Absence Duration
Legal Holiday 40.00 Hours Mo Current Znouncements
Balance
Personal Holiday 4.00 Hours
Balance
Sick Balance 1770.75 Hours
P company Directory s |ov
Vacation Balance 87.50 Hours L

4. Click the Absence tab.
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Select Another Timesheet

Reported Hours 16.00 Print Timesheet

Reported time on or after 12/04/2015 is for a future period.
From 11/30/2015 to 12/06/2015 (7
égfw‘mwn(s Day Date Reported Status FirstIn Qut In Last Qut p#;s:l Time Reporting Code Quantity *Taskgr]
® Mon  11/30 Submitted 8:00:00AM 10:00:00AN 2.00‘ V| 435000
® Submitied 10:00:01AN 12:30:00PW 250] v 435000
o Submitied 1:00:00PH 2:00:00P 1.00] v| 435000
O Submitted Z00:01PM 4:30.00PM 250 v| 435000

Tue 121 Approved WVACTM - Paid Vacation Time Taken 8.00 435000
o Wed 122 New \ v 435000
® Thu 123 New \ v 435000
) Fri 1214 MNew 435000
] Sat 12/5 MNew 435000
]

Summary | Absence Exceptions Payable Time

Absence Events (7

*View By | Week ~ | Previous Week  Next Week

*Date [11/2012015 |5

Sun 1216 MNew 435000
Submit Clear

5. You wi

Il see an absence event listed. Scroll to the right on an absence event and click Edit. The fields in

the absence event are now editable.

Clear

Exceptions

t

Ecast Results
Absence Name Reason Duration $3;‘a‘e Details Status Approval Monitor Source cancel S et

15 Vacation Vacation 8.00 Hours  Details Approved Approval Monitor Emﬂ;éiit

Payable Time

Personalize | (1

Note: If you are not able to edit the absence, review the Source Field. There may be instances where a

manager or payroll administer will need to make the changes.

Employee Absence Request: The employee should be able to make the edits on their
timesheet.

Employee Timesheet: The employee should be able to make the edits on their timesheet.
Manager Timesheet: Contact your manager to make the edits.

Manager Absence Event: Contact your manager to make the edits.

Administrator Absence Event: Contact your payroll representative to make the edits.

6. Click the Cancel checkbox and then click Submit.

Summary

*Start Date

1201720155

| Submit | Clear

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

Absence Events (%2 Personalize | (2]
Absence Take || ForecastResults

End Date Absence Name Reason Duration .U(;:E Details Status Approval Monitor Source Cancel Forecast Edit
Employee
210112075 |5 [Vacation ~| [vacation v 800Hours  Details Approved Approval Manitor A i Forecast

Absence
Request
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7. A message box will appear. Click OK.

Message

Rules were applied, but did not produce Payable Time for the period in view. (13504,1628)

Review the status of Reported Time entered to ensure itis not pending approval.

OK

8. The absence request should be deleted from your timesheet. Absence balances will be updated when
the next payroll has been approved.

Troubleshooting

Error Message

You may receive this error after clicking the Forecast button. Several issues could cause this error. If you are
unable to resolve this error on your own, please work with your manager or payroll representative.

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
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