Absence-Transfer Balances from one Empl Record to Another

Check Balances and Empl Records(subtract any that haven’t been finalized).

Nav>Workforce Administrator>Absence Administration Tile>Review Absence Events and then Absence

Add Search Criteria, Search

[image: ]

[bookmark: _GoBack]Click on the first Empl Record and then Next in List until you find all Empl Records with Absence Balances. Note Empl Records and balances to adjust.
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Adjust Balances

Nav>Global Payroll & Absence MGMT

I know that I want to move 7.00 hours of CSL from Empl Record 1 and 13.35 hours of SHL from Empl Record 2 to Empl Record 7. Use the ENT Calendar that will run next (in this case, the December Entitlement run (ENT2021M12). 
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OR, to save seeing a lot of records, I put the Calendar ID I want.
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Click on ENT2021M12 for the Empl Record you want and add the (minus) adjustment, add comment, if applicable, Save. Click Return to Search to make other adjustments.
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Find the next Empl Record for adjustment. Click on ENT2021M12 and add the (minus) adjustment, add comment, if applicable, Save. Click Return to Search to make other adjustments.
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Now, apply the positive balances to the Empl Record you want.

[image: ]

Add + as many rows as needed, enter Element Name, Balance Adjustment(s), Begin and End Dates, Comment if you choose, Save.
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During the absence recalculation process, the system will reduce the balance in Empl Record 1 and 2 and add the balance to Empl Record 7. You can let it process normally or run an Off Cycle on Demand process.

That’s it! 
image4.png
Absences

Enter any information you have and click Search. Leave fields biank for a list of all values.
ind an Existing Value
¥ Search Criteria
EmplID | begins with v
Empl Record | = v
Pay Group | begins with v
Calendar ID | begins with v
Name | begins with +
Period Begin Date | >= v

Period End Date | <= v

O Case Sensitive

Search Results

Clear | gasic searcn (& save searcn Citteria

View All 110001218 v | b M
Empl ID - Pay Group Calendar ID Name Period Begin Date Period End Date
P1SOAM | 150 CNV2021M02 020112021 0200112021
1 P1S0AM | 150 ENT2021MO1 o1/01/2021 013112021
1 PISOAM | 150 ENT2021M02 020112021 0212812021
1 PISOAM | 150 ENT2021M03 0310112021 033112021
1 PISOAM | 150 ENT2021M04 040112021 04302021
1 P1SOAM | 150 ENT2021MO5 0510112021 0573172021
1 PISOAM | 150 ENT2021MO06 0810112021 061302021
1 P1SOAM | 150 ENT2021MO7 0710112021 0713112021
1 P1SOAM | 150 ENT2021M08 08/01/2021 0813172021
1 P1SOAM | 150 ENT2021M09 0910112021 091302021
1 PISOAM | 150 ENT2021M10 10/01/2021 103112021
1 P1SOAM | 150 ENT2021M11 110112021 1113012021

1 P150AM ___ 150 ENT2021M12 12/01/2021 12312021 |





image5.png
Absences

=nter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

v Search Criteria

Empl ID | begins with v

Empl Record | = v
Pay Group | begins with v Qa
[ Catendarip T begins with v TT150 ENT2022M12 | Q@

Name | begins with v
Period Begin Date | >= v

Period End Date | < v

O case Sensitive

i Clear | gsic earcn & save searen Crtena

Search Results

View All 13073 v
EmplID | Empl Record Pay Group Calendar ID Name " Period Begin Date Period End Date.
1 P150AM | 150 ENT2022M12 1200112022 1213112022
2 H150AM | 150 ENT2022M12 1200112022 1213112022
7 E150AM | 150 ENT2022M12 1200112022 1213112022





image6.png
Absences

Employee ID

Pay Group  P150AM

Calendar ID 150 ENT2021M12

Balance Adjustments

B Q

‘Element Name Description

CSLE 150 Q| 150 Sick Leave WVC

Description  PT Faculty WVC
Begin Date  12/01/2021

Empl Record 1

Pay Entity 150 ABS1
EndDate  12/31/2021

1101 v
Balance Adjustment  Begin Date End Date Comments
-7.000000 | 12/01/2021 12/31/2021 (=]

! Return to Search

Previous in List

H Nextin List H Notify ‘

View All




image7.png
H150AM | 150 ENT2022M12 12/01/2022 12/31/2022





image8.png
Absences

Pay Group  H150AM Description  Hourly WVC Pay Entity 150 ABS1
Calendar ID 150 ENT2022M12 Begin Date  12/01/2022 EndDate  12/31/2022

Balance Adjustments

110f1 v | ViewAll

Balance Adjustment Begin Date End Date

Description Comments

Q| 150 HRLY Sick Lv WVC 13350000 | 12/01/2022 12/31/2022

- Return to Search Previous in List H Nextin List H Notify ‘





image9.png
E150AM

150 ENT20220M12

12/01/2022

12/31/2022





image10.png
Absences

Employee ID
Pay Group

Calendar ID

3alance Adjustments

5 Q

“Element Name

CSLE 150 Q

NSLE 150 aQ

E150AM
150 ENT2022M12

Description

150 Sick Leave WVC

150 Non-Comp Sick Lv WVC.

Name
Description  Exempt WVC

Begin Date  12/01/2022

EmplRecord 7
Pay Entity
End Date

150 ABS1
12/31/2022

Balance Adjustment  Begin Date
7.000000| |12101/2022

13.350000

1200112022

-‘ Returnto Search || Previous in List

Nextin List ‘ Notify ‘

End Date

12/31/2022

12131/2022

View All




image1.png
Review Absence Balances

Enter any information you have and click Search. Leave fields biank for a list of all values.
Find an Existing Value
¥ Search Criteria
Empl D | begins with v
Empl Record | = v
Name | begins with v
Last Name | begins with v
Second Last Name | begins with v
Alternate Character Name | begins with v

Middle Name | begins with v

O Case Sensitive

Search Results

Clear | gasic searcn (& save searcn Citteria

View All 8 v
EmplID | Empl Record FirstName LastName Second LastName Alternate Character Name Middle Name
0 (blank) (blank) s
1 (blank) (blank) s
2 (blank) (blank) s
3 (blank) (blank) s
4 (blank) (blank) s
5 (blank) (blank) s
3 (blank) (blank) s
7 (blank) (blank) s





image2.png
Current Balance. Forecast Balance Forecast Messages

Employee ID

Absence Entitlement Current Balance

7 Q

Accumulator Balance | | Userkeys | Iy

Empl Record

1

Element Name

CSLE 150_BAL

Accumulator Period Entitiement Element
Year to Date CSLE 150
Return to Search Previous in List Next in List

Notify Refresh

Name

Amount

7.000000]

From

01/01/2021

Through

1213112021




image3.png
Current Balance. Forecast Balance

Employee D 1

Absence Entitlement Current Balance

5 Q

Accumulator Balance | | Userkeys | Iy

Accumulator Period

Year to Date

Return to Search

Forecast Messages.

EmplRecord 2

Element Name

SHL E 150_BAL

Entitiement Element
SHLE 150
Previous in List Nextin List |

Notify Refresh

Name

Amount

13.350000

From

01/01/2021

Through

1213112021




