My Team Absence Dashboard workday.

The My Team Absence Dashboard gives Managers quick access to several
reports and tasks for managing team absences.

Go to the Menu on the top left-hand side of .
the home page. — MENU

=5  Team

Under the Team category, select My
Team Absence.

My Team Absence

Performance Review and
Development — Manager

My Team Management

This page defaults to the My Team — Time Off Balances tab and displays
the leave balances for your team.

Employees who have excess annual or long service leave balances
o will be marked with a flag, making them easily identifiable and will
display at the top of the report.

< My Team Absence
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My Team Absence Dashboard workday.

To view the individual report, click on View More.

My Team - Current Long Service Leave Time Off Balance e
Y
Difference
Time Off between
Balance in Maximum Balance &  Over
Worker FTE hours Hours Maximum hours | Maximum?
1.00 45174 47775 | > Yes
3.99
0.0 399.10 430.02 -30.92
1.00 130.15 47775 -347.60
1.00 413.33 47775 -64.42
1.00 197.89 47775 -279.86
1.00 298.29 47775 -179.46
1.00 11713 47775 -360.62
.00 175.18 47775 -302.57
-
4 4
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My Team Absence Dashboard workday.

You can then view the full report, including Future Approved Time Off.

< My Team - Current Long Service Leave Time Off Balance FE

Worker FTE Time OFf Balance in hours Maximum Hours hours  Over Maximum? Future Approved Time Off | Future Approved Time Off Entries.

30257

This information is particularly helpful when a team member has
excess leave balances - you can easily identify if they have a plan in
place for reducing the leave balances, in accordance with the
Enterprise Agreement (EA).

To view the leave balances for your team and their subordinates, select the

FL — Time Off Balances for My Organisation with Subordinates on the right-
hand side of the dashboard.

(2! Reports

Absence Calendar

FL - Time Off Balances for My Organisation with Subordinates
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|
FL-Timeott for My Oraanisation with Suborcl x * Enter Manager details

Note: Bal calculate. If your report runs slowly, suggest limiting your search to one Time Off Plan. ° T|Ck the InCIude Su bordlnate
Organisations checkbox
to be entered here .
S + Select the Time Off Plan(s)

SedeTmeolifin ¥ X AmallemsTie0nn € = el « Revise the date, if required
an(s
» Long Service Leave Time ®
2::;::\Leave'ﬁmeﬂﬂ ° Select OK
x )

Enter a Supervisory Organisation %

»

Plan

Balance as of *| 62/06/2025 [

=y - )

The FL - Time Off Balances for My Organisation with Subordinates report will
appear.

FL - Time Off Bal for My C isation with Subordi @ a8 =

Enter a Supervisory Organisation

Include Subordinate Organizations ~ Yes

Balance as of 02/06/2025
T2nems &=l E
il Timeof Plans for Worer R
Employee ID Worker Primary Job Employee Type: Time Off Plan Unit of Time Balance  Supervisory Organization
Continuing Annual Leave Time Off Plan Hours 99.36
Long Service Leave Time Off Plan Hours 5318
Personal | Leave Time Off Plan Hours 2947
Continuing Annual Leave Time Off Plan Hours 10139
LongSeniceLeave Time ff Plan Hous
Personal | Leave Time Off Plan Hours 7421
Continuing Annual Leave Time Off Plan Hours 4603
Long Senics Lewe Time 0 Plen o wm
Personal | Leave Time Off Plan Hours 90.62
- AenualLeere TimeoffPlan Hous
Long Service Leave Time Off Plan Hours
Personal I Leave Time Off Plan Hours 514
Continuing Annual Leave Time Off Plan Hours. 2 - >, -
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Click on the My Team — Time Off tab to view your team’s upcoming time off.

< My Team Absence

My Team - Time Off Balances [ My Team - Time Off

Start Date 02/06/2025 EndDate 02/07/2025 &

Default date range is 1 month

My Team - Time Off & (2 Reports
06/2025 o Absence Calendar
Workschedule  02/June-  03June-  O4fune-  OSUume-  O6Mune-  O7/June-  QBfme-  09/June-  10une-  1iune-  12/dune-  13Uume-  T4une-  15fume-  16une- | 17)
Worker porcertage [ e ‘Wed e T & S Voo T Wea T T 5 & Vion FL- Time Of for My Organisation with Subordinstes
001 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
100 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
100 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
100 000 000 000 000 000 000 000 000 000 000 000 00 000 000 000
100 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
100 000 000 000 000 000 000 000 000 735 000 000 000 000 000 000
100 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
100 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
100 000 735 735 735 738 000 000 000 735 235 735 735 000 000 735
< >

To change the date range, click on View More.

My Team - Time Off X | Enter your required date
range and select OK.

Start Date *| 36/12/2824 [0

EndDate =* | 28/81/2025 [}
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My Team Absence Dashboard

The My Team — Time Off report will display. In the Time Off Hours column,
click on the value against the employee to view detailed information.

My Team - Time Off it LEN.

StartDate 30/12/2024  EndDate 28/01/2025

Hint “Time Off Hours' employee, this drill - and the status. day chedued o work

E TS
122024 ovzms

o Work schedule Time Off

percentage 30Dec IDec OlJan O2dan O3/ O¥n OSJan OUan O7Jan OB/n O9/an 10an 1/ 12n W Ve TSUan TeMan 170 18/an 19 20uae 2Vn 22U Z3dn 240 25%n 2600 27/ 28dan  Hous
Moo -Toe -Wed T -Fi  -Sst -Son -Mon -Tue -Wed T  -Fi -Smt -Sun -Mon -Tue -Wed -The  -Fi -Sst -Sun -Mon -Toe -Wed -Thu  -Fi  -Sst -Sn -Mon -Toe

00 367 73 000 736 000 000 000 367 735 OO 735 000 000 000 36 738 000 735 000 000 000 3 000 000 000 000 000 000 000 Sy 4
2 000 000 000 000 000 000 000 000 000 000 OO0 D060 000 000 000 000 000 003 000 000 000 000 000 OO0 000 000 000 000 000 00D ago
100 5 oo P 00 000 735 735 735 735 735 000 000 735 756 oo 000 735 735 73 00 735 14
100 445 440 000 440 440 000 000 445 440 440 440 440 000 000 445 440 440 440 440 000 000 445 000 000 000 000 000 000 000 000 6620
o 000 000 00 0X 0% 00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 OO0 OO0 000 000 000 0O 00
% o o oo w0 om om om o 000 000 000 00 O 000 000 000 000 000 000 0% 000 00 000 000 000 000 00
) 000 000 00 0M 000 000 000 000 000 000 OO0 000 000 000 D00 000 D000 000 000 000 000 DOO 000 000 000 000 0% 000 0 000
o 000 000 000 000 000 000 D000 000 000 000 OO0 D0O0 000 000 000 000 000 000 000 000 000 000 000 000 0O 000 00 000 000 000
o o 0w 0w w0 om 0w 0w w0 00 000 O 000 00 00 00 00 00 00 000 00 000 000 00 0 00
100 735 o 735 735 000 735 735 000 000 OO0 000 000 000 000 000 000 OO0 D000 000 003 000 000 000 OO0 000 000 000 000 4410
10 o 73 7. 000 000 000 000 000 000 000 000 000 000 000 OO0 000 000 000 D03 000 ) 00 000 000
100 735 o 73 00 00 73 735 735 735 735 000 000 735 735 735 73 735 000 000 735 735 735 735 735 000 000 000 73 14700
100 600 000 000 000 000 000 735 735 735 735 335 000 0K 00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 3275
100 000 000 0 735 735 000 735 735 73 73 73 00 O0® 73 735 73% 000 000 | 735 735 73 O oM 000 000 000 000
® 000 000 000 000 000 000 000 000 000 000 000 000 000 000 00 0% O 00 3% 00 000 736 000 000 000 000 1840
) 000 000 000 000 000 000 00C 000 000 OO0 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 00 000 000 000 000 000

‘ ) 2

The employee’s daily scheduled hours and time off booked are displayed.
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Through this report, Managers of Academic Staff can identify if
Academic Staff took annual leave of 20 days (pro rata for part time
staff) during the December/January period, per clause 30.3 of the EA.
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My Team Absence Dashboard

workday.

You can also view your team’s
leave by selecting the Absence
Calendar on the right-hand side of
the dashboard.

Team Absence Calendar

Organizations

x =]

Workers l

Include Self

IE] Reports

Absence Calendar

FL - Time Off for My Organisation with Subordinates

The Team Absence Calendar box
will auto populate. Select OK.

The Team Absence Calendar will appear. You can navigate through as you
would your own calendar. Please note the view defaults to Week — you can
select one of the other options from the drop down.

Team Absence Calendar

< > 11-17May 2025

Defaults to Week view but this can be changed
through the options in the drop down.
Tha 1573 P 1613 s
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To view Time Off for your team and their & Reports

subordinates, select the FL — Time Off Absence Calendar

for My Organisation with Subordinates I ——
on the right-hand side of the dashboard.

FL - Time Off for My Organisation with Subordinates X ° Manager detalls defaults In
Include Subordinate Organizations ° Ti C k th e I n CI u d e S u bo rd i n ate

Organisations checkbox

e [ezrrzons & « Dates default in - revise, if

Eniiete +[owrrzoes B required
 Select OK

»

Filter Name l

Manage Fiers
o= Save

0 Saved Filters

=) GED

The FL - Time Off for My Organisation with Subordinates report will appear.

FL - Time Off for My Organisation with Subordinates = it 8 =
Include Subordinate Organizations  ves StartDate  02/06/2025
Organizations. EndDate  30/06/2025
Displays workees in your supervisory organization with approved time off between yeur nominated dates. Does net include werkers on Laave of Absence of unapproved time off.
17 tems Ao =26
Employee 10 Workes Time Off Date. Day of the Week e Off Type Uni Unit of Time: Manage: "
5725 sty Anousl Lesve Hous
osr2025 weessny  eeslleseTmeof  owsllene Hous
120872025 Thursday AnvuslLeve Hours
vowmas s Aanua Hours
simerzs oo Ammusl Lo Hous
o225 Tussaa Aarsl Leave Hous
02028 p— semuslLee Hours
ooms  Tma " Al Lenve Hou
os/2025 e Annus Lesve
Fli taff.fi
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