Changing absence workday.

You are able to change your absence (leave) request after it has been
submitted and/or approved. You can make changes to a few hours or whole
days.

Please note:

If you require a change to your approved Leave Without Pay request, you will
need to initiate a Service One request for People and Culture to action.

If you require a retrospective change to any leave taken prior to 29th May
2020, please contact payroll on payroll@flinders.edu.au.

Any changes required to be made for leave booked prior to 29 May 2020 and
being taken after 9 June 2020, will need to be amended per day notin a
block of dates.

1. Changing submitted and approved absence requests

1.1 Click the Absence application from the Workday home page

Absence
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Changing absence workday.

1.2 Select Correct My Absence from under the Request option.
Request

Request Absence

Correct My Absence

Request Return from Leave of Absence

1.3 Your absence calendar will appear

Absence Calendar
Michelle Clinton (zion)

Cickand crag onth calendar ot select date ange.
Select Date Range View Teams t f I M d d / k d
staff.flinders.edu.au/workday
Balances Today ¢ > May2020 v
EEEEEEEEEE w01 /20 Sinaay Wonday Tuesday Weanescy Thursdsy Fiday Sanurdsy

3 4 5 6 7 8 9
| - Amnual Leave
2072088 10 1 12 13 14 15 16
Special Paid Leave
3675
Total 17 18 19 20 21 22 23
08601
24 25 26 27 28 29 30

1.4 Click the date range of approved or pending approval absence you wish
to change.
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Changing absence workday.

1.5 The Correct Absence screen will appear.
Delete Leave - Select the minus button (=) (highlighted below) to
remove any days you wish to cancel completely.

Correct Absence
Michelle Clinton

Total
36.75 Hours

Monday, 4 May 2020 - Friday, 8 May 2020

Select All O 0 selected

it = The date range and
et Dae — total hours will change
Mg S0 | A e TsHon a at the top of the list as
S) Tuesday, S ey 2020 AnnualLesve you correct your
e - S— absence.
© Thursday,7 May2020  Annual Leave 7.35 Hours
< > v

Type O

Quantity per Day 0

> Details

£, | enter your comment
| |

A 4

1.6 Edit Quantity of Hours taken - To change the anantity of hours being
claimed on any given day/s , select the tick box U on the appropriate
date/s, you can then update the “Quantity per day” field in decimal e.g.
2.25 = 2hrs and 15mins, 2.5 = 2hrs and 30 mins, 2.75 = 2hrs and

45mins.
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Changing absence workday.

1.7 Add any relevant comment/s required and attach any supporting
documents if required. Click Submit.

~

40, | enter your comment

| |

o

J
Attachments
Drop files here
or
Select files
Submit Cancel

1.8 Once submitted, your change request will be sent to your supervisor for
approval. Your Absence Calendar will update to show your requested
changes.

Absence Calendar

Michelle Clinton Gins)

alendar or select date range.

Select Date Range View Teams
Balances Today ¢ > May 2020 v
Balance as of 1470172020 E Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Per Plan 1 2

3 4 5 6 7 8 9
| . Annual Leave | Annual Leave | . Annual Leave
207209583 Hours 10 1 12 13 14 15 16
Special Paid Leave
Total 17 18 19 20 21 22 23
761.086014 Howrs
24 25 26 27 28 29 30
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Changing absence workday.

1.9 Once your request has been approved, you will receive a notification in
Workday. If your approval has not been granted or further information is
required, you will receive an action to complete in your Workday inbox.

1.10 To view your approval notification, click on the notification in the top
right-hand corner of the system.

GRS

Your absence correction request will appear in the list to the right and the
details to the left as shown below.

Notifications

Viewing: All v Sort By: Newest

Absence Correction: Michelle Clinton

From Last 30 Days

Absence Correction: Michelle Clinton
Comect Time Off - Successfully Completed Q
22 second(s) ago

22 second(s) age

Your absence request for: Annual Leave 06/05/2020 - -7.35 Hours (Michelle Clinton) has been Successfully Completed by Christie O'Brien with comments: [not available]

Details  Absence Comrection: Michelle Clinton

1.11 Once approval of your Absence change has been completed, your
Absence Calendar will be updated to show the changes.

Absence Calendar

Michelle Clinton Gaie)

Click and drag on the calendar or select date range.
Select Date Range View Teams
Balances rody ¢ (5) May2020
sotace et | 1270172020 B9 sy vonas S y Wednesdsy Thursdsy o Saruray
Per Plan 1 2
Annual Leave
415557681 Hours
Long senice Leave 3 4 5 6 7 8 9
91.56875 Hours | .~ Annual Leave | -~ Annual Leave
Personal Leave
207203555 Howrs 10 1 12 13 14 15 16
Special Paid Leave
Hows
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2. Cancelling an unapproved absence request

2.1 Click the Absence application from the Workday home page

Absence

2.2 Select Request Absence from under the Request option.

Request

Request Absence

Correct My Absence

Request Return from Leave of Absence

Your Absence Calendar will appear, note that the leave requested is all grey
(there is no approved green tick on the request).

Absence Calendar

Michelle Clinton (iors)

Click and drag on the calendar or select date range.
Select Date Range View Teams

Balances Today (> March2020 -
Balance as of 1470172020 E Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Per Plan 1 2 3 4 5 6 7

Annual Leave

415.557681 Hours

Long Service Leave 8 9 10 M 12 13 14

91.56875 Hours Adelaide Cup | Annual Leave

Personal Leave

207209583 Hours 15 16 17 18 19 20 21

Special Paid Leave

36.75 Hours
Total 22 23 24 25 26 27 28
751.086014 Hours

29 30 31
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Changing absence workday.

2.3 Click the date range of approved or pending approval absence you wish
to cancel.

Note — If you want to edit the hours of an unapproved Leave Request
you will need to cancel the request and resubmit it.

The details of you request will appear.

Details =

When Tuesday, 10 March 2020 - Friday, 13 March 2020
Type Annual Leave

Requested 29.4 Hours

Initiated On 14/01/2020 02:00 PM

Absence Event  Absence Reguest Michelle Clinton

Comment (empty)

[ Cancel this Request ]

Close

You have the option to Cancel this Request or Close to proceed with your
request.

2.4 Select Cancel this Request
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Changing absence workday.

The Cancel Business Process absence request window will appear.

Cancel Business Process 2
Absence Request: Michelle Clinton

For Michelle Clinton
Overall Process  Absence Reguest: Michelle Clinton
Overall Status In Progress

Due Date 15/01/2020

Details

Request Details 4 items =@
Date aa;:fthe Type Requested gi':_::f
10/03/2020 Tuesday Annual Leave 7.35 Hours A
11/03/2020 Wednesday Annual Leave 7.35 Hours
12/03/2020 Thursday Annual Leave 735 Hours
13/08/2020 Friday Annual Leave 7.35 Hours V]
< >

2.5 Enter a comment for reasoning.

[/_) enter your comment ]
|

Process History

— Due 15/01/2020
Request Time Off- Step Completed

— Due 15/01/2020
Approval by Manager— Awaiting Action

Attachments

2.6 Click Submit.

=D -
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Changing absence workday.

The Event Cancelled window will appear.

2.7 Click Done.

Event Canceled B &
Absence Request: Michelle Clinton actens

©

Process Canceled

> Details and Process

If you were to go back into your Absence Calendar, your leave will no longer
show.

Absence Calendar

Michelle Clinton (i)

Click and drag on the calendar or select date range.

Select Date Range View Teams
Balances Today ¢ > March 2020 v
Balance as of 1470172020 E Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Per Plan 1 2 3 4 5 6 7
Annual Leave
15557681 Hours
Long Servce Leave 8 9 10 1 12 13 14
91.56875 Hours Adelaide Cup
Personal Leave
“““““““““““““ 15 16 17 18 19 20 21
Special Paid Leave
25 Hows
Total 22 23 24 25 26 27 28
751.086014 Hours
29 30 31
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