Salaried Staff Leave Tracking

Supervisor Manual
As of August 18, 2009

Beginning May 1, 2009, Andrews University began tracking the vacation time of salaried staff. Time is
accrued through the payroll process, based on years of service, according to the official leave policy.
Leave taken is reported outside of the payroll process via leave reports, which cover a monthly period.
Leave reports are available for entry on the first day of the month being reported, and they must be
submitted for approval at least five days before the end of the month.

As the supervisor of at least one salaried staff member, you will be responsible for approving the leave
reports submitted on a monthly basis. Once your supervisee submits their leave report, you will have
until the end of the month to approve it. While some employees may submit their leave reports early in
the month, we recommend waiting until their submission deadline has passed to approve the report.
You may make changes to a leave report once submitted to you for approval, but no changes can be
made once approved. Please note that a leave report should be submitted and approved, even if zero
(0) days were taken during the month.

Leave report approvals may be accessed via the Vault, or directly by clicking on the following link:
www.andrews.edu/go/myleavereport

Please follow the instructions below to approve your supervisees’ leave reports or set up a proxy.

Approving Leave Reports:

Home Personal Informal Student Services Employee Services  Financial Services  Financial Aid

Welcome, Bobbi Whitlock-Santos (not Bobbi Whitlock-Santes? Logout) & Print Page

Log Out

tep Selection Criteria
My Choice
Access my Leave Report: r
Approve or Acknowledge Time: ®
Act &3 Proxy: wy
Act &3 Superusen: D

Proxy Set Up

STEP 1: Select “Approve or Acknowledge Time,” verify that “Self” is selected in the “Act as Proxy” list,
and then click on the “Select” button. If someone is acting as a proxy for you, they would want to choose
your name from the “Act as Proxy” drop down list.
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If you are also a salaried staff member, this is the same screen where you would select “Access my Leave
Report”. Supervisors may be unable to view this select screen/approve leave reports until at least one of

their supervisees have started a leave report.

Employee Services WebTailor Administration Financial Services Financial Aid

Help Leave Report

Department and Description My Choice Leave Periad
95,5150, ITS-ADMINISTRATIVE SYSTEMS @ ML, &z O

Sort Order
My Choice

Sort employees’ records by Stitus then by Neme:

Sort employees' records by Name: O

STEP 2: The system will display the list of departments in which you have a supervisee that you are
responsible for approving leave reports. Select the desired department and leave report period, choose
the order by which you would prefer the leave reports to be sorted, and then click the “Select” button.

Note that you will only be able to approve leave reports for one department and one leave period at a
time. If you only have one reporting department, it will be pre-selected for you.

Sorting by status and then by name will sort by the status of the leave report, as explained below. We
recommend using this sort order to help highlight the action you must take for each report.



Salaried Staff Leave Tracking—Supervisor Manual |3

& Brint Page

Log Cut Q Click under Approve/Acknowledge or Return for Correction, and then dick Save. For more detailed information,
Help click the employee's name.

COA: S, &ndrews University Chart

Department: 5150, ITS-ADMINISTRATIVE S¥STEMS

Leave Period: May 01, 2009 te May 31, 20035

Act as Proxy: Mot &pplicable
dl

Leave Period Leave Entry Status: Cpan until May 26, 2009, 11:55 B.M, €

[ Seizst New Dzgarims ] [ Seiest &l Spprove or FY

Pending

b(1] MName and Required Total Total Total Queue Approve or  Return for Other
Pasition Action Days Hours Units Status e ST Information

000133064 Jennif E] Approve 5.00 .00 .00 D D

In Progress

b{1] Name and Position Total Days Total Hours Total Units Other Information

000002455 Marvin Earl Budd .00 .00 .00 Leave Balance
551503 - 00
Not Started
i Name and Position Other Information
000010234 Erzdley John Christensen
551501 - 00
000067099 Todd Lee Freeman
551506 - 00
oooooz7zz Ronzlg Alan Mzumann
551508 - 00
000067 127 Fobert Jamas Steele
551509 - 00
000022664 Kenneth Lynn Zzhm
551502 - 00

Pay Ewvent Transactions

Action required by all approvers:

Time or Leave Transactions Approved or FYI:

Time or Leave Transactions Awaiting Approval or FYI:
Total:

Mom O e

STEP 3: The webpage will display the leave report status of all of the employees under your direct
supervision. Leave report statuses are as follows:

Not Started—the leave report has never been viewed/opened

In Progress—the leave report has been viewed/started, but not submitted for approval
Pending—the leave report has been submitted for approval, but has not yet been approved
Completed—the leave report has been approved and is final; leave taken has been recorded

Please note that salaried staff members who do not report directly to you, but are in the department
you have selected, will appear on the list as long as their leave report status is Not Started. Once their
leave report is started, they will only appear on the list of their direct supervisor.

As a reminder, the deadline for that month’s leave report is found next to “Leave Period Leave Entry
Status”.
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If, after the deadline, a leave report’s status is still Not Started and you know that your supervisee took
time during the month, please contact payroll for assistance.

If, after the deadline, there are leave reports with a status of In Progress, you must complete STEP 4 for
each of them. Proceed to STEP 4 by clicking on the link containing their name.

Leave reports with a status of Pending are ready for your approval. While it is possible to approve
pending leave reports directly from this screen, it is encouraged that you review the details of the leave
report prior to approving it. To view a leave report for a particular supervisee, click on the link
containing their name. Proceed to STEP 5.

Please note that you should never check the “Return for Correction” box on the screen above. This
functionality is not applicable to our supervising structure.

Welcome, Bradley Christensen (not Bradley Christensen? Logout) & Print Page
LanEis @ To sel=ct the next or pravious smployes (If 3pplicable), click sither Next or Previous.
Help

Employes 10 and Home: o Depertment and Deseription: © 5150 s soMmISTRTILE SySTENS

Title: S5150: Transaction Status: In Progress

Leave Report

Earnings Totel Total Fridey, Ssturdey , Sundey, Mondey , Tuesdey , Wednesdsy, Thursday , Friday , Ssturday , Sundey , Mondey , Tuesday , Wednesday, Thursday , Friday , Seturday , Sunday , Monday , Tuesday , Wednesday, Thursday , Fridey , Ssturdey , Sundey , M
D

éys Units Méy  Méy 02, May 03, Méy 04, May05, May 06, May 07, May  May 09, Méy10, My 11, May 12, Meéy 13, May 14, May  May 16, Méy 17, May 18, May 19, May 20, Méy 21, May  May 23, May24, M

o1, 2009 2009 2009 2008 2008 2008 08, 2009 2009 2009 2009 2009 2009 15, 2008 2008 2009 2009 2008 2009 22, 2009 2008 2
2009 2009 2009 2009

Total

Darys:

Total o

Units:

Leave Balances as of Apr 07, 2009

Type of Leave Hours or Days Banked Date Available Avsilable Beginnin g Balanee Earned Taleen Avsilable Balance

Salaried Vacation Time Days o Apr 16, 1550 3.83 o o -3.83
Routing Queue

Name
Marvin Earl B

Sradiey John Christersen Inthe

STEP 4: When an employee starts but does not submit their leave report by the submission deadline, it
is necessary for the supervisor to submit the leave report on their behalf. After clicking on the name link
for an In Progress report, the above screen appears. You must click on the “Submit” button; this
immediately brings up the screen for STEP 5.

The “Submit” button is only available once the employees’ submission deadline has passed.
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Log Qut @ o sslect the naxt or pr

Help

J Porsie seufficent Leave Salance forSelared Vacation Time

Employes 10 and Neme: Department snd Deseription:
Ties T

e v ) (Gowree ) [ Gomes

o set Sun  Mom  Tue o set Sun  Mon  Tue  Wed  Thu P Set  Sun  Mon  Tue  Wed  Thu P Set  Sun_ Mon  Tue  Wed  Thu  Fi set  sun
eits  MayDI, May02, Miy03, May0s, Mey0S, Msy05, Miy07, MayOS, Mer09, Mey10, Mey1t, Mey12, Meyi3, Mey1s, Mey1s, Mey1s, Mari7, Myis, Miy10, Mey20, Mey2i, Mey22, Mey23, May2s, Mey25, Mey26, Mey27, Mey2s, Msy20, Mey30, Mey3i,
oe 2008 9

2008 2003 2008 2009 2008 2008 2008 2008 2009 2008 2o 2009 2008 2008 2008 2009 2009 2008 2008 2009 2009 2003 2008 2009 = 2008 2008 003 2009 2009
Totsl Units
Leave Balances 25 of Apr 24, 2000
Type of Lemve Hours or Days Banked Dt Availsble Avsilable Beginning Baisnce Esrmea Taken Avsilable Bslsnce
Time o e 25 :s o
Mads by Confdentisl e,

shitt Time Entry Dete Hours

v ) (oo [ hongerecos ) (2es comment ] (i)

STEP 5 (a): The leave report will display the total number of vacation days requested by your supervisee,
as well as the dates on which vacation time was taken (you may need to use the horizontal scroll bar to
view the entire month).

Here you can also view leave balance information. Please keep in mind that the leave taken in the report
you are viewing will not appear in the “Taken” column until you approve the leave report.

Finally, you can view routing queue information. This will be most helpful if you are the supervisor of an

employee with more than one supervisor or when a proxy might have approved a leave report on your
behalf.

If corrections need to be made, please click the “Change Record” button and proceed to STEP 5 (b).

Once you are satisfied with the leave report, click on the “Approve” button. Be certain, as no changes to
the leave report may be made once approved. It is for this reason that we recommend that you wait
until the final five days of the month to approve leave reports, even if submitted early by your
supervisee.
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Personal Information Student Services Employee Services WaebTailor Ad ration Financial Services  Financial Aid
Welcome, Bradley Christensen (not Bradley Christensen? Logout) & Print Page
Log Qut . . . - .
ﬂ Select the link under a date to enter hours. Select Hext or Previous to navigate through the dates within the period.
Help

m No hours entered.

Leave Report

Name: Jennifer Kate Janssen
Title and Number: Banner Suppart Specialist -- $51507-00
Department and Number: ITS-ADMINISTRATIVE SYSTEMS -- 5150
Leave Report Period: Apr01, 2009 to Apr20, 2009
Submit By Date: Aprio7, 2009 by 12:00 B.M,
Earning Total Total Wednesday Thursday Fridey Saturday Sunday Mondey Tuesday

Deys  Units  Apr 01, 2009 Apr 02, 2009 Apr 03, 2009 Apr 04, 2009 Apr 05, 2009 Apr 05, 2009 Apr 07, 2009
Salari=d Vacation Time 1 1 Enter Days Enter Days Enter Days Enter Days Enter Days Enter Days
Total Days: 1 1 o o o o o o
Totel Units: o o

n | PrevicusMere | [Preview | [ Comments | [Cpreve |

—>
Submitted for Approval By: Eobbi Jo Whitlack-Santes on &pr02, 2009
Approved By:
Waiting for Approval From: Bradley John Christensen

STEP 5 (b): To make changes to a supervisee’s leave report, please following the instruction found in the
Salaried Staff Leave Tracking—Employee Manual, STEP 3 (a-c).

Changes may be necessary because a supervisee took vacation and started their leave report, but did
not complete it by the deadline. Changes might be needed because something did in fact change
between the time that the supervisee submitted the leave report and the time that you are going to
approve it. Changes might also be needed if the employee missed the deadline entirely.

Please do not approve until you have corrected time for the entire month, not just the days displayed.

Once changes are complete, you may approve directly from this screen by clicking on the “Approve”
button, or click on the “Previous Menu” button to return to the screen shown in STEP 5 (a).
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Home Personal Information Student Services Employee Services WebTailor Administration Financial Services  Financial Aid

Welcome, Bradley Christensen (not Bradley Christenzen? Logout) & Print Pags

Log Qut @ o sslsct the next or previous employes (if spslicable), dick sither Next or Pravious.

Help

ﬁ Time transaction successfully approved.

—

/

ﬁ Passible Insufficient Leave Balance for Salaried Vacation Time.

Employee 1D and Name:
Titles 5!

Department and Description:
Trensection Stetus:

Leave Report

Esrnings Total Totsl Fridey, Seturdey, Sundey , Mondey , Tuesdey , Wednesdey, Thumday Fridey , Ssturdey , Sundey , Monday , Tuesdey , Wednesday, Thursday Fridey , Ssturdey , Sundey , Mondey , Tuesdey , Wednesday, Thu.—sda,
Deys Units May  May 02, May 03, Msay 04, May 05, May 06, May O Msy  May 09, May 10, May 11, Mey12, May 13, May 1. May  May 16, Meay 17, Mey 18, May 15, May 20, May 2

0i, 2008 2000 2009 2009 2008 2008 08, 2000 2008 2000 2009 2000 2008 i5, 2009 2000 2000 2009 2009 2000

2009 2009 2008

5

e
Total 6
Deys:

Total

Units:

Leave Updated for Salaried Vacation Time

Lesve Code Posted Days

Saimred Vmzation Time AT
Total: 6.00

Leave Balances as of Apr 03, 2009
Type of Lesve Hours or Days Banked Date Avsilable Avsilable Beginning Balence Esrned Taken Avsileble Balence

Salaried Vazation Time Days o Apr 30. 2007 1083 .23 5 5.06

STEP 6: Upon approving a leave report, you should receive a message that the “Time transaction was
successfully approved.”

If your supervisee requested more vacation time than they have accrued to date, a warning message of
“Possible Insufficient Leave Balance for Salaried Vacation Time” will be displayed. Salaried staff
members are allowed to have up to two weeks negative balance, but a negative balance at end of
employment will be re-couped in the last two paychecks.

Once STEP 6 is completed, you may navigate to the next supervisee’s leave report by clicking the “Next”
button, or return to the screen shown in STEP 3 by clicking the “Previous Menu” button.

Leave reports must be approved by the last calendar day of the month, in order to ensure that Finance
can arrive at an accurate leave accrual.

If you have not approved leave reports for all of your supervisees by four (4) days before the end of the
month, you will begin receiving a daily reminder, via email, until all leave reports have been approved.

If vacation time taken comes to your attention after you have approved the leave report, please add the
additional time to the next months vacation days taken. If this situation arises, you can use the “Add
comment” button (see screen from STEP 5) to put an explanation with the following month’s leave
report. For instance, your supervisee forgot to report 2 days in August, and you’ve already approved
their leave report for August. Add two days to whatever time reported in September, and add a
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comment to September’s leave report with an explanation. You, as the supervisor, can add the
additional time and comment after the submission deadline, before you approve, or you may direct your
supervisee to do so before they submit the leave report for your approval. HOWEVER, if the unreported
time is in the month of APRIL, please contact payroll immediately.

Completed leave reports can be viewed at any time by clicking on the name link from the screen shown
in STEP 3.

Setting up a Proxy:

FARM FAIT THE WORLD.

ersonal Information  Student Services Employee Services

Welcome, Bobbi Whitlock-Santos (not Bobbi Whitlock-Santos? Logout) & Print Page

Log Cut

H=p Selection Criteria

My Choice
Aceess my Lesve Repork: ra

Approve or Acknowledge Time: (5
Act & Broxy: =t v

Act & Superuser; 0

Proxy Set Up

STEP 1: Select the link “Proxy Set Up” located at the bottom of the page. The following page does take a
little while to load, so please be patient. A loading error may occur if you click twice; if this occurs, page-
back and try again.

Proxies can be used temporarily if you will be out of town (but keep in mind that leave reports can be
approved from anywhere you have an internet connection), or on a more regular basis if you wish your
administrative assistant to approve leave reports on your behalf.

Proxies can only approve leave reports for you. They may not submit your personal leave report on your
behalf. Additionally, you are the ONLY person who can setup your proxies; neither payroll nor any
proxy can do this on your behalf. Please plan ahead.
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|TH. CHANGE THE WERLD.

Home Personal Information Student Services Employee Services WaebTailor Administration Financial Services

& Brint Page

Log Cut
Help Name Add Remowe
< Back [ 22rriner ate 12rmmer, T10nz3EN ¥ O -

STEP 2: The system will display an alphabetically-sorted (by last name) drop-down list of all current non-
student employees. Select the desired name and check the “Add” box. Then click on the “Save” button.

Home Personal Information Student Services Employee Services WebTailor Administration Financial Services Financial Aid

Welcome, Bradley Christensen (not Erzdley Christensen? Logout) & Print Page
Log Out
Help Name Add Remowe
< Back Jennifer Kate Janssen, JJANSSEN O <

[10==th Otu abara, sBars ¥ O

STEP 3: Once listed as a proxy, an individual can be removed by checking the “Remove” box and then
clicking the “Save” button.

You can return to the main menu by clicking on the “Time Reporting Selection” link at the bottom of the
page.



