WORKDAY QUICK REFERENCE GUIDE

Employee: Request or Correct Sabbatical '
Using Workday Desktop or Mobile App. PayPal
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All Sabbaticals need to be entered into Workday regardless of what system you request Time Off . You may create your
request for Sabbatical Time Off up to 3 months prior to your eligibility date. If needed, you can apply for a Sabbatical
extension after the eligibility period has expired. Sabbatical Policy

Steps to Take
Request Time Off:

Balances

1. Select ‘Time Off’ icon > Select ‘Time Off’ button. et o781
Navigate to the month to initiate the time off.

3. Sabbatical requests MUST be entered as 20 Business days
in 4 Consecutive Weeks regardless of your schedule (8 or
10 hour days). To unselect days, click on the specific days
to be removed.

e If located in Israel, you can select Sun-Thursday dates.

e All other locations, must select Mon-Fri dates. Even if
you work 4 day/10 hour shift you must still enterina 5
day work week for your Sabbatical Time Off.

9
e If there is a Holiday (Public) during your Sabbatical, you
will need to leave that Holiday day unmarked and then Type % x Sabbatica g

add a date at the end to make it 20 days.

Daily Quantity * 1

4, Select 20 Days—Request Time Off’. btat e o
5. ‘Type”: Select 'Sabbatical’. Corment
6. ‘Daily Quantity’: 1Day will default in. Do not change.
Sabbatical Time Off e ’
7. Enter ‘Comment’ next to your photo. a
8. If applicable, attach supporting documentation. Aniachments
9. Select ‘Submit’. S
The request will route to your manager to approve. sE\mmese
o Cancel
Continued..
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View Transaction Status & Cancel if
Not Approved:

1. Loginto Workday.
2. Select ‘Inbox’ icon.

3. Select ‘Archive’ tab > Select and review the
transaction:

4. If transaction is ‘Successfully Completed’, the
changes have been made/approved in the sys-
tem.

5. If transaction is ‘In Progress’, select the
‘Process’ tab to review with whom the transac-
tion is ‘Awaiting Action’ for approvals.

6. To cancel the transaction, only If the transaction
is ‘In Progress’ you may select ‘Cancel’. It is re-
quired to enter a comment, then hit 'Submit'.

Actions (1)

Sort By: Newest

From Last 30 Days

Contact Change: Kate Smith |

Time Off Request: Kate Smith (

Archive e

11 second(s) ago - Successfully Completed o
1 minute(s) ago - In Progress: Multiple Parties o

View Event Time Off Request: Kate Smith

1 minute(s) ago - In Progress: Multiple Parties

For Kate Smith (
Overall Process  Time Off Request: Kate Smith )

Overall Status  In Progress

Process o

Details

Process History 3 items

Process

Request Time Off

Request Time Off

Request Time Off

<

Step

Request Time Off

Approval by Manager

Approval by Manager

cancel o

Status

Step Completed

Not Required

Awaiting Action

Person

Kate Smith )

Wes
(Manager) -

Correct My Time Off
Balances Today || ¢ @ September
Correct Approved Sabbatical Time Off: et [winms @]
. . . 40 Hours - Sabbatical
1. Select ‘Time Off icon > select ‘Time Off Correc- | ©
tion’. e —
8Hours 2 3 4 ) 5 6 7
2. You are brought to a calendar view. Click on the (g Tine S
first row of approved Sabbatical.
3. Check the box next to the date(s) that would like | selectau ﬂe selected
to correct or check box next to ‘Select All'.
e Note: You can remove an entire week of Sab- Correct 4 items 0
batical at a time, however each week will need
to be selected and completed individually.
4. Daily Quantity: Enter ‘0’. —y B Tuesday, September 4,2018 Sabbatical 0 Days
5. Enter ‘Comment’ next to your photo.
| k b —y ﬂ Wednesday, September 5, 2018  Sabbatical 0 Days
6. Click ‘Submit'.
The correction will route to your manager to approve. ® = Thursday, September 6, 2018 Sabbatical 0 Days
tR:E:r?ntothé process gcg; E?)caf;i\évaeiek of your Sabbatical O m Friday, September 7,2018 Sabbatical 0 Days
Once approved, the Sabbatical grey bar will remove
from your calendar view.
Type % | ¥ Sabbatical =
Daily Quantity 0 e
Unit of Time Days
Comment
a Enter Comment Here o
. . o Cancel
Verify Sabbatical Time Off has been cancelled:

Once it has been approved by gour Manager - you
can verify your Sabbatical has been canceled.

1. Select ‘Time Off’ icon > Select ‘My Time Off’.

2. Under ‘Time Off Requests’ tab you will view a
matrix of all the approved requested & corrected
Time Off dates.

|

My Time Off

Time Off Requests Time Off Balances as of Current Date

Time Off Requests 26 items

Date Day of the Week Type Requested Unit of Time Status
3. Those that have been corrected are located un- ‘
der :Requested, column Wlth a negatlve i S|gn 08/31/2018 Friday Sabbatical 1 Days Approved
prior to the number. 08/31/2018 Friday Sabbatical -1 | Days Approved
Continued..
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Workday Mobile to Request Sabbatical:
Download Workday App Guide.

Note: Icons vary slightly between iOS and Android
devices. The location of icons are the same on both
devices.

Request Sabbatical on Workday Mobile:

1.

2.

N oo v s

Select ‘Time Off’ icon.

Using the arrows at the top corner of the screen,
navigate to the month to initiate the time off.

Select the consecutive 20 date(s) you would like to
take time off. The dates will highlight in orange.

e Sabbatical requests MUST be entered as 20 Business
days in 4 Consecutive Weeks regardless of your
schedule (8 hour days or 4/10’s etc.).

o If you work a 4/10 shift gou must still enter in a 5 day
work week for your Sabbatical Time Off — regardless
of what days of the week they are.

e If there is a Holiday (Public) during your Sabbatical,
you will need to leave that Holiday day unmarked
and then add a date at the end to make it 20 days.

e To unselect days, click on the date

Select 20 Days—Request Time Off'.
‘Type: Select ‘Sabbatical’.

Review: 1day will default in, do not change.
Select ‘Submit’.

The request will route to your manager to approve.

Correct Approved Sabbatical on Mobile:

1.

2.

Select ‘Time Off' icon.

Time Off: You are brought to a calendar view. Click
on the grey icon showing the time off you would like to
correct.

Next screen, select edit (pencil) icon.

e Note: On Mobile, you are only able to edit one day at
atime. On desktop, you are able to edit one week at
a time.

Edit Day: Select ‘Delete’ button.

Enter ‘Comment’ next to your picture to let your man-
ager know why there is a change.

Click ‘Submit’.

The correction will route to your manager to approve.

Time Off

24

31

Sun Mon

25

Holiday

o

Tue Wed Thu Fri Sat

29 30

Holiday

Review

Monday, December 4, 2017
Sabbatical

Tuesday, December 5, 2017
Sabbatical

Wednesday, December 6, 2017
Sabbatical

Thursday, December 7, 2017
Sabbatical

Friday, December 8, 2017
Sabbatical

o

°1Day

1 Day

1 Day

1 Day

1 Day

31
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December 2017
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Edit Day

Maon, Dec 11,2017

Type

Sabbatical

Quantity

1

Unit
Days
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