MY LEAVE REQUESTS
FIO-04 | BUSINESS PROCESS PROCEDURE

FIO

The purpose of this Business Process Procedure is to explain how to create and view a Leave Request within
the Fiori “My Leave Request” application.

How to create My Leave request

1. Click on the “My Leave Request” tile to access the Leave Request app.

@ Home v a ® 8
Employee  Manager  Business Objects LMS &NCVIP  NC Org Charts  SAP GUI /
News Need Help? My Paystubs My Timesheet My Leave Request My Time Statements || My Benefits eBenefits My Addresses
HR-Payroll News How-To Videos and .. View my paystubs Manage working time Manage my leave re... View my Time State. Display Benefit plans Enroll Benefit plans Manage my addresses
Updates and Messages Confidential Missing Days Enrollment Platform
Self-Identification of || My Communication My Bank Details My Online My W-2/W-2C My Tax Withholding My Reports &
Disability Data Manage my Bank De Selections View & Print Manage my WA/INC4 Resources
Create/Maintain Disa Manage My Commu Manage My Online S View Reports and Re.
Voluntary
’ .
2. Today’s date is the default date shown.
L ot : ;
L --\_’) My Leave Request ¥ 4
= Emtitlerment
ems (&) I I
eave Type v abie Lz Ent
| Vacation Leave rcrers 0EE {
Sick Leave i 9T
Holdiy Liswe 12
Bonus Leave LWLDL2008 a
Special Bonus FYoae  OTOL201 9
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FIO-04 — My Leave Requests

3. Various leave balances for an employee show up under Entitlement.

~ Entitlement -

Items (10)

Leave Type

Vacation Leave

Sick Leave

Overtime Comp Time

Gap Hrs Comp Time

Holiday Comp Time

Validity

10/31/2013 - 12/31/9993

10/31/2013 - 12/31/9999

10/24/2013 - 12/31/9999

01/23/2014 - 12/31/9999

12/28/2013 - 12/31/9999

Available

91.25 Hours

127 Hours

0 Hours

0 Hours

0 Hours

More

Used

802.12 Hours

586.5 Hours

307.88 Hours

18.5 Hours

18 Hours

Show From | 08/23/2021

Entitlement

893.37 Hours

713.5 Hours

307.88 Hours

18.5 Hours

18 Hours

4. Request Overview is a list of an employee’s requests for leave and the Status of those requests.

Request Overview

Leave Typa

Sick Leave

Approved Loawve

Approved Leave

Appraved Loave

Approved Loavs

Approved Leave

Approved Leave

Approved Leave

Approved Laave

alidity

0021

026021

0222021

02182021

pr—

Stabus

Approves

Freddy L Fullnight

Che

Cuota Used

B

w Fram | OLDL2021 =

5. Click “Calendar” to view requests on a calendar. The legend below the calendar lists the different
leave options and their color code.

| [id] Calendar I Selemef Show From | 01/01/2021
l [i] Select a start and end date to create a new request; click an existing request to display
< August 2021 September 2021 >
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
3 1 2 3 AL\, 5 6 7 1 2 3] 4
32 8 9 10 1 12 13 14 ® 5 6 7 8 9 10 11
E2 15 17 18 19 20 7n 7 12 13 14 15 16 17 18
34 22 23 24 25 26 27 28 k2 19 20 21 22 23 24 23
= 29 30 31 ® 26 27 28 29 30
U Today Working Day Non-Working W zpproved B sent Il Fublic Holiday
Da Informed
B select=d ’ = B Rejected
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FIO-04 — My Leave Requests

6. Click “Items” to view the requests in a list format.

v Request Overview

Leave Type Valicity
Sick Leave 03292021
Apptoved Leave 0272672021

Approved Leave

Approved Leave 0272412021
Approved Leave 02232021
Approved Leave 02r22r2021
Approved Leave 02/18/2021
Approved Leave 022021
Approved taeve 02162021

tatus

Approver Quota

Uzed

15

P

oLvov202

7. Click the arrow to see additional details for a leave request. Only leave requests for future dates can
be edited or deleted.

»  Request Overview

[3 Calendar EESEESIEYEE)]

Loave Type

Sick Leave

Approved Leave
Appraved Leave
Approved Laave
Approved Leave
Appraved Leave
Approved Loave
Approved Laave

Approved Loavs

Validity

DaEara021

el rinra |

02282031

O2r2arddzl

X2 AL

0222r3021

0282021

DI

021672021

Status

Approves Cuots Used

Freddy L Fullnight
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FIO-04 — My Leave Requests

8. Current leave requests and statuses can be viewed here.

Approved Leave Atriance Houe: 1
O2a001 L* 2
Leave Type: A
\ =
) 1 Week I ]
c—f-r
{% Fusks
o “ i f ;
Hl 2 3 2 5 . il
Wesk A

| & Approved Lean | 2 Approved Lean | 2t Appeoved Lean | & Approved Lea | & Approwed Loaw

9. The “Colleagues” feature is not activated. You can use the 1 Week/1 Month toggle to navigate with
this screen.

T
A prnv&iLeave Abssance Houst: 1 Hous
e e, 1
Lesarens Typee: A

ﬁ_ e Im

Fa F 3 FL 5 i n

Week B

| % Approved Lea | & Approved Lean | %t Appeoved Lan | % Approved Lca-l % Mppeoved Lam

10. Click the Legend Icon to view the color codes.

d ok Fat
21 22 22 a4 P el r
sk B
Milimia § Muhsnng T = * = >
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FIO-04 — My Leave Requests

11. Click the Personalization Icon to show the employee’s name and job title.

21 a2 3 L

12. You can toggle to show or hide. It is not recommended to hide this information. Click OK when

finished.

Adjust "Colleagues”

-l
Colleagu& S
Name
Visible
Wilma S Muhanna
— (® Hide

Insurance Regulatory Analyst IlI

OK | Cancel
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FIO-04 — My Leave Requests

13. Click the leave request to view additional details.

< Today y February 28, 2021 - March 6, 2021
Sun Mon Tue Wed Thu Fr Sat
28 1 2 3 4% 5 6

Richard Allen Archie

Maintenance/Construction Technician 11l

£t Speclal Bonus

March 1, 2021 Alffp—

14. After viewing the details, click “Close” at the bottom of the window.

Wilma S Muhanna

Insurance Regulatory Analyst Il

Details

Title:

Approved Leave

Date:
February 22, 2021

Category:
Absence (Approved)
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FIO-04 — My Leave Requests

15. To view additional time periods, click the right and left arrows near the date.

Colicagues I

. —

21 &2 23 24 5 o] Fo
| & Approread Lo | £t Approvred Lam | & Appegreed Lan | &t Approed Lam l & Appeervad Lo

16. To navigate back to the previous screen, click “Show Request Details.” Then click “My Leave
Request” from the drop-down.

4\\} i My Leave Request ¥ '

v Request Overview

Calendar EENENHES)] Show From | 01/01/2021 =)
Leave Type Validity Status Approver Quota Used

08/16/2021 - 08/20/2021 Sent Freddy L Fullnight 40 Hours
Sick Leave 03/20/2021 Freday L Fullnight 8 Hours

Z ] g— s

A%tw\ed Leave Abserics Hours: 1 How
ORRR2021 . Eratus

i Wk g
Today Fobwuary 21, 2021 - Feteuary 27, 2021
Sur w o o
| 1 2 3 4 5 26 a7
N, SES—
Waak &
e s 4 Bppiowed Lady | £ Approved Lam | ¥ Appioved Ladn | S Approved Ladn | S Appiovid Lidn
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FIO-04 — My Leave Requests

17. Back on the main My Leave Request page, click “Create Request” to create a leave request.

Request Overview

Slek Loave 0arza2a2.

Approvsd Leave

Mpprowed Leave

Appeoded Lsave

Appieerd Lbave

18. From the create screen, select the “Leave Type” from the drop-down. Please note: The Leave Type,
as shown on the initial Leave Request dashboard, details leave types independently. In this example,
Approved Leave consolidates all approved leave quotas, or leave types, such as OT Comp, Holiday
Comp, and Vacation. The total number of available hours reflects the consolidated total for all
approved leave quotas or leave types.

< @ Create Request v

Leave Type Selection

Leave Type
General Data

*Start/End Date:
Appraver.

New Note

Adverse Weather Leave

Administrative Leave-CDE

Approved Leave
Approved Leave 9000
Bonus Leave 9100
CDE Comp Leave 9128
Sick Leave 9200
Parental Lv (8 wks) 9238
Parental Lv (4 wks) 9239
Holiday Leave 9300
Leave without Pay 9400
OMAL-Non-Discretionary 9530
OMAL-Discretionary 9531
OMAL-Emergency Closing 9532
OMAL-Relief Efforts 9533
OMAL-Medical 9534

9545

9547
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FIO-04 — My Leave Requests

19. For this example, we have selected Sick Leave for the Leave Type. Under Leave Type, note the
available hours listed, which are pulled from the Entitlement balance.

Leave Type Selection

eave Type : Sick Leave |

“5-!—;-... 307856 Hours avallable

General Data

&) Maore tham 1 day One day or less
*Start/End Date MM dadyyy - Mbidadany £
B 3 PO e W
Mew Note

20. Select “More than 1 day” if your request is for multiple days.

Leave Type Selection

eave Type

3 978.56 Hours available

General Data

Q. #) More than 1 day One day or less

*Start/End Date MM Ty - M a0 )
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FIO-04 — My Leave Requests

21. Click the Open Picker Icon to select the Start and End Dates for the leave.

Leave Type Selaction

Leave Type: | Sick Leave

3,978.56 Hours available

General Data

®) More than 1 day One day or less
sSrart/End Date: MMddivyy - MMdddyy -I
Appraver ¢ August 2021 '

Ne Ot
New Mote Sum Man Tus Wed Thu Fri  Sat

L
[y
(%]
(7]
£

w
(2]
=~

3 15 16 17 18 19 20 A

3 EEE 23 24 25 26 I7 B

22. The employee’s direct supervisor defaults as the Leave Request Approver.

Leave Type Selection

Leave Type: | Sick Leave ~

3,078.56 Hours available

General Data

&) hore than 1 day One day of less
*StartEnd Date: | 082212021 - 08/23/2021 Bl
16 Hours will be consumed
rpproverdll] F =ddy | Fullnight I”Ej
o
hew Note:
P
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FIO-04 — My Leave Requests

23. Under New Note, you can add an optional note about the leave request.

Leave Type Selection

Leave Type: Sick Leave v
3,978.56 Hours available
General Data
®) More than 1 day One day or less
LN e e e sy
*Start/End Date: | 08/15/2021 - 0871912024 _ B |
40 Hours will be consumed

Approver: | Freddy L Fullnight

New Note

m

0

24. When all the sections are filled out, click “Save” in the bottom right corner.

Leave Type Selection

Sleki Lisares

3978 56 Hours avallable

General Data

®) More than 1 day Oree cay or los

b [ DWrifranz) - canszozy
40 Heours will bi confurd

Freddy L Fullnight
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FIO-04 — My Leave Requests

25. When the leave request is saved, it appears as a new entry under Request Overview. It is a leave
request for a future date, and it can be edited or deleted. The edit and delete options are to the right.

Py

Request Overview

2 Colercir ) il T B

Leans Type Validity S2ahs B Ouata Usad
Seck Leave G 1aR02] - OHAVINE] Freddy L Fullnight A0 H: :‘_‘-
Shelk Laave D201 Freddy L Fulinight B &
Approved Leave Q2262021 hpiroresd 1
Appraved Leave QarZaduzl Appicrasd 1.5
Approved Loave Q2242021 Bt 15w

26. Click “My Leave Request” to go to a previous screen.

¢ D ] — .
w H{ﬁ,as‘. Creerview

I8 Calandsa = oms (39 — LU =

Leave Type valany Cussts sed

Slek Leave DAILGZ02] - DABAINI] w2y L Fulrigre o
Sick Leave DAZRM Fre 3
Approved Leave D22ET0EL ST

27. Click Profile to Sign out and click OK when the “Are you sure you want to sign out?” dialogue box
appears.

@ Home v Q @

Employee  Manager  Business Objects  LMS & NCVIP  NC Org Charts ~ SAP GUI ’
News Need Help? My Paystubs My Timesheet My Leave Request My Time Statements || My Benefits eBenefits My Addresses
HR-Payroll News How-To Videos and View my paystubs Manage working time Manage my leave re View my Time State. Display Benefit plans Enroll Benefit plans Manage my addresses

22

Updates and Messages Confidential Missing Days Enrollment Platform
! ication of || MyC ication || My Bank Details My Online My W-2/W-2C My Tax Withholding || My Reports &

Disability Datd Manage my Bank De. Selections; View & Print Manage my WAINCA Resources

CreatelMaintain Disa Manage My Comm Manage My Online . View Reports and Re.

Voluntary

Change Record

e 8/18/21 - Initial creation — Mayuri Surati
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