Employee Self Service
Time Off Information

After you log into Employee Self Service, in the main menu, you will see a link to Time Off Information. Click
on this link to access your time off records.

% 4, Self Service

Navigate to your self 2ervice information and activities.

%_‘. Time Off Information

Reviewr time off taken and vacation, =sick and
personal time earned.

ersonal Information .| Payroll and Compensation
iew and update your personal information. Review your pay and compenzation history.
= Home and Maiing Address Update your direct depesit and other
=l Phone Numbers deduction or centribution information.

=] Email Addresses

= Vigw Pavcheck

EIN

2 More... ce of Deposit
- =l Weluntary Deductions
3 More...
Lzl Benefits
Review health, ingurance, avings, pension
or other benefitz information. Review and
update dependent and beneficiary personal
information.
[ Benefits Information
oD En_:lents and Beneficiaries
Time Off Information ot st A_page displaying your T!me Off Information
?elowlis ilrforms:gion nl:ou:l):I)Elr_tirl;le oijf“f\vnil:lll)le :m(llim:ttnken. Meed Help? Time Of Tip Sheet WI” appEar- The top pOrtlon Of the page
y e o Please spesoypamas contains a summary of your current Time Off
Balance Year-To-Date (in hours) Time Taken Year-To-Date (in hours) balances and the Tlme Off you haVe taken.
Vacation: 9118 Vacation: 25.00
Personal Time: 0.00 Personal Time: 0.00 . . .
Sick Time: 910.00 Sick Time: 000 Your maximum allowable sick time and
Non-Exempt Sick Bonus: 0.00 Non-Exempt Sick Bonus: 0.00 - h dlS Ia. ed
Maximum Balance Allowed {in hours) Vacatlon Ours are p y )
Vacation: 280.00 Sick: 910.00
Under Employee Detail, you can see your
. : vacation balance by month (as time will be
. :
‘ Select Year Ocurrentvear O Previous Year (O] | accru_ed)' The hours in blue are your prOjeCted
Vacation Balance by Month: 2008  (NOTE: hours in Blue Text are projections based on current employment status) Vacatlon balances based On your Current
Jan: 95,84 Apr: 102.85 Jul: 137.86 Oct: 172.87 emp|0yment status.
Feb: 79.41 May: 114.52 Aug: 149.53 Nowv: 184.54
Mar; g91.1@ Jun: 126.19 Sep: 161.20 Dec: 196.21
Select one or more to display in detail below You can I()Ok at a” Of your T|me Off
_— Time Tak _— = Time Added H H H H H
¥ vacation Person::];ay; en Sick Bonus Days O Acl::]:?ml(z; :(war(ls |nf0rma..t|0n, or JUSt I_nformatlon for the current
or previous year. This system began on 1/1/08
Type Date s e Entered by so no information prior to that date is available.
Bl s O 5, (EPERIT You may also view the Time Off information
Employee Yacation Thursday 0212152008 7.00 .
Employes Vacation  Wednesday 02/20/2008 7.00 of employees who report dlrectly to yOU (See
Emplovee Vacation Tuesday 8/ 952008 T.00

“Viewing Your Direct Reports’ Time Off
Information” below). You cansee even more detail about Titmg Taken and Time Added by “checking off” the
boxes under the Time Taken andXime Added banners.

Check off these boxes to see more detail about the
time you have taken off and the time that has been
added for you.
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If you want to see the vacation time you have taken,
check off the “Vacation” box. If you want to see the
sick time you have taken, check off the “Sick” box.
In the same way, you can also check your personal

time. Bonus Days are awarded to non-exempt staff
only.

You can also view time that has been accrued or

awarded by checking off the “Accrual & Awards”
box.

You may select all the boxes to view all your time
taken and time added.

Viewing Your Direct Reports’ Time Off Information

Select ome of mode 1o display in delail below

Tine Taken ——————————"— = Tne Kdded——
“l wacation [ PesonilDays [ siek U Bomus Days Ul Accimal & Bwands
Hears Hows
Tiwe Dt Taksn Badea THETE b

Emgliyed Vacabion Frigdry ar2 g 1200
Emploves Vacalion Thirgdiry QAFI008 1200
Employes Vacabion Wednasday 0202008 100
Emgliyed Vacibion Tussday nanmaanng T

O vacation [ personalbays [ sick [ Bonus Days Accrual & Awards

Select one or more to display in detail below

Time Taken ———— = Time Added

Al First (0 1.3 ars [P Last

Date Hours Hours

Time Off Information Returnto:  Self Seni

Below is information about your time off available and time taken.
If you have questions about this information, please speak to your manager.

Time Taken (in hours) current calendar year
Vacation: 4462 Vacation:
Personal Time: r.o0 Personal Time:
Sick Time: 188.25 Sick Time:
Non-Exempt Sick Bonus: 0.00 Non-Exempt Sick Bonus:

view Al First (1 12082

EmpliD  Name Job Title Select Employee

Select Year Ocurrent Year O Previous Year @ an Yiewing: Testcase TOS W

Meed Help? Tirne O Tip Sheet

Viewing: Testcase TOE Return o yourrecord'

1036124 Testcase, TOS Administrative Assistant Select Employae | -
1036123 Testease,Tirme OF HR Project LeadiBusiness Analy Select Employae |

Employee Detail

Tyve Taken  Added EETE4DY

Ermployee Wacation Actrual Process 014152008 11.87

Employee Sick Award Process 01i0172008 a10.00

Employee Yacation Beginning Balance 123172007 8417

Select one or more to display in detail below
—  TimeTaken ————————— — Time Added
Vacation Personal Days [ Sick Bonus Days Accrual & Awards

Hours

Type Date Taken

Employee Vacation Friday 022242008 12.00

Employee Vacation Thursday 0212102008 12.00

Employee Vacation Wednesday 0272012008 7.00

Employee Vacation Tuesday 02/19i2008 7.00

Employee Vacation Accrual Process 01/15i2008 11.67

Employee Sick Awvard Process 01/012008 910.00

Employee Vacation Beqginning Balance 12/31i2007 8417

ce Home

0.oo
0.00
0.00
0.00

] Last

Vacation Balance by Month: 2008

Jan: 8577 Apr: Jul: Oct:
Feh: 9452 May: Aug: Nowv:
Mar: Jun: Sep: Dec:

Select one or more to display in detail below

Time Taken —————————————— — Time Addedd

Click here to return to viewing your own
information.

Click on “Select Employee” to view an
employee’s information.

The name of the employee you are
viewing will appear here, in red.

You can view the Time Off information of employees who report directly to you by clicking on the “Select
Employee” button in their row. Under Employee Detail, you will see the employee’s name appear in red letters
letting you know you are viewing their data. Once you are finished viewing the employee’s data, you may
select another employee by clicking on their “Select Employee” button, or you may return to viewing your own
record by clicking on the “Return to your record” button near the top of the page.
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