N\

workday.

1.

Log into Workday

a.

b.

From:

Workday:
Entering Administrative Leave

https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld?returnTo=%2foregon%2fd%2f

home.htmld

Enter your User name and Password, then Click “Sign In”

Username

Password

2. Answer your security questions, then Click “Submit”

2-Step Verification

What award are you proudest of?

Sy

What is your favorite musical band?

Sy

For Workday password and login help contact OEDHR.OED INFO OEDHR@oregon.gov

For additional Workday resources CLICK HERE



https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld?returnTo=%2foregon%2fd%2fhome.htmld
https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld?returnTo=%2foregon%2fd%2fhome.htmld
mailto:OEDHR.OED_INFO_OEDHR@oregon.gov
https://www.oregon.gov/das/hr/pages/workday.aspx

/\ Workday:

workd ay. Entering Administrative Leave

3. On the Home screen, Click the Absence worklet

Absence

4. Click Request, Cancel, or Correct Absence from the Absence header at the top of the Workday screen.

Absence

2 ) Absence Calendar

N, ' .o Clicklink below to go to your Absence Calendar,

Request, Cancel or Correct Absence

5. Click the down arrow next to the
Month to select a different month.

Today = { > March 2020

Sunday Monday < 2020 S

Mar 1 3
Jen Feb her
April
May Jun Jul Aug

Sep Oct Nov Dec

6. Click on the Calendar Dates to select the day(s) for the absence. A dark blue circle will appear on the
date of the selected days. To de-select a day click again.

Today {0 > April2020

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

29 30 31 Apr @ 2 3 4

26 27 28 29 30  May 1 2

For Workday password and login help contact OEDHR.OED INFO OEDHR®@oregon.gov
For additional Workday resources CLICK HERE



mailto:OEDHR.OED_INFO_OEDHR@oregon.gov
https://www.oregon.gov/das/hr/pages/workday.aspx

Workday:
workd ay. Entering Administrative Leave

1 Day - Request Absence

8. Type Misc in the Select Absence Type, then Enter, to search for Miscellaneous Paid Leave

7. Click the blue Request Absence button at the bottom right
of the Workday Absence Calendar window

Select Absence Type

When  Wednesday, April 1, 2020

Type *| Misc

OR

Locate and select Miscellaneous Paid Leave from the scroll bar window

Military

Miscellaneous Paid Leave

Megotiated Leave
Personal Business

Personal Protection Leave

Pre-Retirement Counseling

Search

For Workday password and login help contact OEDHR.OED INFO OEDHR@oregon.gov
For additional Workday resources CLICK HERE
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Workday:
workd ay. Entering Administrative Leave

9. Click Next when Miscellaneous Paid Leave is Select Absence Type
selected for Type and your position is auto

entered into the position field
When Wednesday, April 1, 2020

Type * | x Miscellaneous Paid Leave

Position *  x Training & Development
Specialist 2

10. To change the number of hours of Leave: Click Edit Quantity per Day

Request 1 item E |_-'
*From *To *Type (D)::ntiw per Toil
04/01/2020 04/01/2020 *® Miscellaneous Paid Leave & hours & hours Edit Quantity per Day
a. enterstart and end time
b. enter the number of hours in Quantity per Day (remember to use 3-minute increments)
c. enteracomment
d. Click Done
1 item
Date Start Time A End Time g::nmy per T

Wed, Apr 1, 2020

Deone Cancel
12. Click “Submit” m

If this is FMLA/OFLA leave you MUST start from Step 6 to enter a second request with the
FMLA/OFLA designation AFTER submitting the Miscellaneous Paid Leave request.

For Workday password and login help contact OEDHR.OED INFO OEDHR@oregon.gov
For additional Workday resources CLICK HERE
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Time System:
Entering Administrative Leave

1. Loginto Time System
a. From the EDweb Home page

b. Click Time System from the Tools menu on the left pane

State of Oregan
‘ 5@55 mens around the department with.... m

ontent Management | Log-off | Help EDweb
Welcome : Here is your Employee ID Number.
Leslie Use it to log on fo Workday today.

raa!s. OR0045024

fools Agency News
Bon Hecarding

P Time System * Inform
i a ce: Frequently Asked Questions
Time System ¥ staff Search
A System Status | - 0
=i P Help Desk

¥ UlHold Times  *
¥ Email Archive  ©

Information

P News
P sections

A

Featured Information

2. Select Leave Request from Employee Functions Menu
Emplovee Functions

1_Enter Weekly Time
2. Leave Request

A

dit Standard Time Sheet
Section / Job Code List
Due Dates
Historical Time Sheets
Historical Leave Requests

ER - T B = W £

3. Select the Month and Day from the drop down boxes

Month: | January v | | Year: 2019 v

| Day(s): ]| Ll Ll Ll ]
| Leavetype Be | M || Br || Mi [ B | M || Be || Mi || Br || 3 |

4. Select Other Paid Time from the Leavetype drop down box

Month: January v | Year: 2019 v

Day(s): 2 2| 2| 2| ]
Leavetype | Be | i || Br || Mi || B | M || Be || Mi || Br || 3 |

For EDweb or TIME System password and login help contact Help Desk 503-947-1633
For questions related to payroll contact PAYROLL.OED PAYROLL@oregon.gov



mailto:PAYROLL.OED_PAYROLL@oregon.gov

Time System:
Entering Administrative Leave

Enter the number of hours and Minutes in the Hr and Mi boxes (3 minute increments)

Month: January v | Year: 2019 v

Day(s): v v v v =
Leavetype Hr Mi He || M H || M H || M H | M
| ' L & I |

Read the statement and Click “Save” to save your leave request.

a. You must enter the same information in Workday

b. Leave type in Workday is “Miscellaneous Paid Leave”

ATTENTION
By submitting vour leave request, you are acknowledging that vou have entered the same information
into Workday for approval by vour manager. You are responsible for ensuring that yvour leave request entries

in TIME accurately match vour leave request entries in Workday.

Save

Requesting Leave Donations
e If you have exhausted ALL accrued leave and are in leave without pay (LWOP) status due to a
sick leave-related issue®, you may ask to be placed on the current month’s donated leave list.
(SEIU Human Services Coalition Collective Bargaining Agreement, Article 56.1.C)

e To request leave donations, you need to (preferably in writing) let your supervisor, union
steward, or Human Resources representative know that you would like to request leave
donations.

e The manager and/or Human Resources representative will contact the Employment
Department’s Payroll Office to have your name added to the current month’s donated leave
list. A union steward will contact Human Resources or your supervisor to forward the
employee’s request.

*A sick leave-related issue is defined by the SEIU Human Services Coalition Collective Bargaining Agreement in
Article 56, Section 2, as: an employee’s own illness or injury, and/or a need to attend to the employee’s or the
employee’s spouse’s immediate family, or the equivalent of each for domestic partners (parent, wife, husband,
children, brother, sister, grandmother, grandfather, grandchild, or another member of the immediate
household where the employee’s presence is required because of illness or death.

Names remain on the donated leave list for only one calendar month at a time.

For EDweb or TIME System password and login help contact Help Desk 503-947-1633
For questions related to payroll contact PAYROLL.OED PAYROLL@oregon.gov



https://pstat-live-media.s3.amazonaws.com/attachments/document_30/6041785/1c6b8104-134d-418b-8ace-bec319fc6761/EDPUB184_0119.pdf?Signature=TD%2By2EdIFsh5fhrW4G%2BENS7c45Q%3D&Expires=1587051297&AWSAccessKeyId=ASIASVLI4DFUXNYASPM3&x-amz-security-token=IQoJb3JpZ2luX2VjEL///////////wEaCXVzLWVhc3QtMSJIMEYCIQCB4kA7x6WVfJAdmZO9Z/LEGRGfLbj40Wr6hHjqio%2B/%2BAIhAMsYX3O%2Bf6vYS%2BROSTqB04JcRVkS/OdQTq3G8N932o8HKr0DCKf//////////wEQABoMMTgzMjkyOTI2MzEzIgwV3fW2HgvQ1eB7OZkqkQMi%2BT02JC3JLuWmul4Zh7IJpQmqe5cQN3SkzPTVj2/9s%2BtkE4bVvwFt0GdtoGTCmKHfI9ksVgvEYWg1v8XVjfpilWSgVxZ5ZX2KCrEBZmTC8TR1WDv5ce2wgMddUobunvxcHI079qkgjiO39%2Br1Q6uIS3EwfN%2BHfdv2iz8zmXpKzk%2B/sYiAYHfF9x8xN3chG9xBEjRJ1aRPGkO/crveqTMh0nYcW2w5QgEQTsdi/2Gi/gHpNSUpyAjNDT8ZbqVItTUjR47wYo7y%2BX7qudRN5PrpUY6QcU1TKw9SnPalM2NLk7e4lRnTBjQijIh/4uUrFeEnWvE87CCcXJ2JZlZOU%2BfQ5Yuy4RCxyXqvscOEZDauqF4GzPUTg1cwfTjoVyMixoWXocZ2qFNL1uV3AkaFh3tbjSALwRvw11g82LU/PTHt6AiPfBofbCwh5cSS1xzthpCnpmdsV%2BWUty0OWIRnmh9EdxvXR8haH4jC2SbNTc/s2cb%2BTYcthIxANtwZRciHWNfvWlyfQxBeQJILBN/%2B4%2BcRzDCWtMPzBTrqAWlNdmgta5lymlTNx5VcnWpcxfbhcb4f%2Bg0Z51c4ewMMGuR7sbIqN8o5zrvTegiY2ZowwA0b0JtALUNvNx1Do7%2BFXQl/3YHS7K2EaVPrw7oqN9rXLFW8nrft9c1qu9doafcyOrmmKDLeot0/5unjxyWV5lrLr6XyD984FDXH%2Byyria/4e0yBkRPWlcoanbbYT2B%2B8JuaAO6Nipf2R4EQpuXqo76ZGZV5PTHYbV3kmyc8CXgcUIJgbuIvzknsHvhKblfHf1kIhAfKgrINkjAE0mT%2BWwFOf5Vj1%2Bz3H0scl3PnRgD/nZPV9g5ziw%3D%3D
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