Lesson Objective:
Upon the completion of the Submit an Absence lesson, you will be able to:

« Submit an Absence Request for an Employee
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/"Employees, Managers, Absence AOR and Payroll Coordinators are prevented from “changing” or “editing” approved
leave. This primarily affects an employee submitting a multi-day absence (e.q., five days M-F, 8 hour a day for a total
of 40 hours).

If the absence requester attempts to remove one of the 5 days (e.g., change it from 5 days M-F to 4 days leave M-Th),
. they will not be able to edit/change the leave. Absence requesters will be forced to “Withdraw” the 5-day absence
. (M-F) and submit a new 4-day absence (M-Th).

This will also prevent the requester from “changing an 8-hour leave that was approved to “change” or “edit” to a 4-
hour leave for the day. They would have to “Withdraw” the 8-hour leave and then submit a new 4-hour leave. This
\ will keep CV360 in sync with Kronos and force the updates over to Kronos.
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Submit an Absence Request

= C DeKalb County

Good morning,  Joey Jackson !

Me My Team My Client Groups Benefits Administration Tools

Select the My Client Groups tab

QUICK ACTIONS APPS

Others

Person
from the CV360 homepage L
Identification Info
Mﬁiﬁe;seorgem Compensation
- C DeKalb County N ®

Good morning,

Me My Team My Client Groups

QUICK ACTIONS APPS

Joey Jackson

Benefits Administration Tools

Person
v/
Identification Info

Person
Management

Others

Compensation

+

Select the Person
Management tile within the
Apps area

360
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= C DeKalb County

Search Person

Person Management: Search @

4 Search

¥ Name |

From the Person Management:

** person Numher" ’

Search page, key in the Name or

¥ National ID |

Employee Number of the

* Keywords ‘

*Effective As-of Date ‘ 12/6/21 Ty ‘

|Agvanced ‘ Saved Search ‘AH People

* Required
** At least one is required

Include terminated work relationships

]

Employee

= C DeKalb County

Search Person

4 Search

** Name ‘

** Person Number ‘

* National ID ‘

* Keywerds ‘

Include terminated work relationships

*Effective As-of Date ‘ 12/6/21 fig ‘

Person Management: Search @

e | S
o 'Employees may be searched by
'Name, Person Number, or by

:\\K eywords

|Agvanced‘ Saved Search ‘AH People

* Required
** At least one is required

| Search ” Reset H Save... |

Select the
Search button
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Search Person

Person Management: Search @

A Search |Agvanced‘ Saved Search ‘AH People

* Required
** At least one is required

wk Name| ‘ * Keywords ‘ |
** Person Number | ‘ Include terminated work relationships
* National ID | ‘ *Effective As-of Date | 12/6/21 )

‘ Search H@H Save... |

4 search Results @

From the Search Results Actons v Miew'v Fomat~ 7

Person . . User Person Assignment
Number National ID Department Location 7 Job Status

02132 - FINANCE-UTILITY CUSTOMER OPERATIONS ANNEX - Mal... Employee 21040 - Accounting Te...  Active - Payr...

Name Actions

section, select the Employeels ——
Name “nk Columns Hidden 11

- C DeKalb County

: Person Management

From the Employment

Employment X
page, select the Panel
S Drawericon

Employment
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= C DeKalb County

: Person Management

Person Number

Employment X

Employment

Work Relationship @

Legal Employer DeKalb County GA
Worker Type Employee
Hire Date 1/1/20

Assignment: 21040 - Accounting Technician, Senior @

Country United States

LO [

N @

+ Compare

Absences
« Absence Records

Compensation
« Change Salary

« Individual Compensation
« View Compensation History

+ View Total Compensation Statement

Personal and Employment
* Person

« Employment

« Seniority Dates

« Work Relationship

* Talent Profile

« Document Records

« Document Delivery Preferences

« Person Identifiers for External Applications

Once the Panel Drawer opens,
select the Absence Records
link from the Absences
section
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/From the Absence Records ta b, \

= C DeKalb County

Babatunde Adeyemi: Person Management

BA

Manage Absences and Entitlements @

4 Absences
Most Recent or Current Absence
None recorded.

¥ Pending Actions

4 Existing Absences @

Mext Scheduled Absence ™ = @& S m e e e e e e e e e e e r e, e, —,————— -

| e |

v ‘ Status ‘

| Q@

Mg I‘ =+ Add I‘\v Recalculate | ¥ Time Period |Last & months

Dates

Mo data to display.

Employer

Type

! the Coordinatorcan review an
Employee’s Absence Records.

" From this page, the Coordinator
" would be able to view Existing

" Absences and Plan Participation
along with corresponding

Mone scheduled.

=" Detach

Processing

Status Actions

Assignment Duration Status

Select the Add button from
the Existing Absences section



Submit an Absence Request
Select the Advanced

Mode button from
the Existing Absences
section

Absence Administration @

*Absence Type | Annual Leave | Advanced Mode “
S B e
*Assignment | 46050 - Police Officer, Mas | I \

mployees may have multiplejobs\

46050 - Police Officer, Master

Basic Mode
9003 - Polling Place Security Guard * 4

associated with their employment |
*Start Date |m/d/w ”‘g| *Start Date Duration| |Hou|s record- SeleCt the appropriate :
“End Date|m/d/}’? He| “End Date[)uration| |Hou|s : Assign ment to submit the Ieave :

Duration 0 Hours

Single day

Details

R

Comments

Add

Attachment None -

4 | egislative Information

4 Descriptive Information
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:',Payroll Coordinators must select the Advance Mode button before entering
leave for the employee. The leave request will not reflect on the Kronos
‘timecard in Basic Mode.
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Absence Administration ®

*Absence Type | Annual Leave

*Assignment | 46050 - Police Officer, Mas

Advanced Mode

=

View » E AddI 4 Add Range of Dates &2

*Start Date

Mo data to displayg.

Select the Add
button from the
Advanced Mode
section

Total

Duration

0 Hours

*Job or Assignment or ID

e -

I,"The Duration field will auto populate.
Absence Coordinators have the

option to change the absence

duration.

Payroll Coordinators may enter a
“Range of Dates” for the leave
\ request. ,
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Submit an Absence Request
Users may receive an error message if the leave request is
summited for a day that does not match their Kronos schedule.
Ensure you are requesting leave for a scheduled workday.

—— o —
—

Absence Administration @

* Absence Type | Annual Leave

Basic Mode

* Assignment | 46050 - Police Officer, Mas |

Advanced Mode

View w < Add <+ Add Range of Dates &Y Add Weekly Recurrences ¢ Delete

* Start Date Duration *Job or Assignment or ID “
D Hol 46050 - Police Officer, Master N T . S j o _. __________________ S
| The Duration field will auto populate.

' Absence Coordinators have the option

Rowq Selected 1 1
|

' to change the absence duration.

Total 10 Hours
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Key in the appropriate Start

Date & End Date u

Absence submissions in CV360 are limited to whole hour, 0.5 hour, and 0.25-hour increments
(to align with Kronos rounding rules).
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Absence Administration @

*Absence Type | Annual Leave Basic Mode

*Assignment | 46050 - Police Officer, Mas Sel eCt th e
Advanced Mode Smeit bUtton

View v 4 Add < Add Range of Dates & Add Weekly Recurrences 3¢ Delete

* Start Date Duration *Job or Assignment or ID
1/26/22 [g Hou 46050 - Police Officer, Master
_______________________ -
Total 10 Hours

S— :"Select the Save button to
o .save the Absence request
.and submit it later

___________________________
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Employment X Absence Records X

Absence Administration @ swe || submt || cancel

*Absence Type | Annual Leave

Basic Mode

Single day ot
| © Error X

ANC-Please select [Advanced Mode] or [Edit Entries] button to enter the absence. (ANC--1)

ANC-Please select [Advanced Mode] or [Edit Entries] button to enter the absence.

Cause The message, ANC-Please select [Advanced Mode] or [Edit Entries] button to enter the absence., can not be accessed.
Action Report this problem to an administrator.

OK

Add

Attachment L g
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f,Payro// Coordinators may receive an error message if the leave request was
:submitted in Basic Mode. If the Error message appears, select ok, and resubmit
.the request in Advance Mode.
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Person Management

Person Number
052485

Absence Records x

Manage Absences and Entitlements @

4 Absences
Most Recent or Current Absence MNext Scheduled Absence
None recorded. None scheduled.

¥ Pending Actions

4 Existing Absences @

View v =+ add % Recalculate | ¥ Time Period |Last & months v ‘ Type | v | Status | v Q iz’ Detach
Dates Employer Type Assignment Duration Status g::&?smg Actions
1/5/22 - 1/5/22 DeKalb County GA Annual Leave 8.5 Hoursf@ In progress (]
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‘The status of the Absence
. request will display under
| the Existing Absences



