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My Pack Portal — “For Managers”

In WolfTime, Managers can:

e Approve one or many absence requests from their direct reports

¢ Deny an absence for their direct reports (requires comments, such as; entered wrong # of hours)
¢ Add an absence for their direct reports

e View their direct reports’ absence requests

e View balances for their direct reports

e Electronically review and certify your employee’s balances at the end of the year

NOTE: If you are not listed as the direct report for a particular employee in the HR System under Reports To,

you will not have access to their leave records.

MvyPack Portal

MY PACK HOME FOR STUDENTS FOR FACULTY & STAFF MY TAB FOR MAMAGERS

Favorites- | Main Menu-

Wou have no Alerts right now.

Pending Approvals £ v

Mo approvals are pending at this time.

Scroll down to:

My Employees Absences

Approve Absence
' !Requests

~ Approve the absence requests
submitted by your employees
(also listed in the Pending
Approvals section).

Absence Balances
View an employee’'s absence
balances.

Absence Request History
I View an employee’s absence
request history.

Submit Absence Request Apprv/iReview Abs Help with WolfTime
l lSubmit an absence request for l \/‘ Certification Help with WolfTime
one of my employees. = Complete the annual certification
of absences




Once on the Absence Request page you can “select” an employee’s hame to see the details of the leave

request.

Absence Requests

Margot Henion

Human Resources Consultant

Select the requestor's name link to approve or deny the request. To view all requests or
previously approved/denied requests, use the Show Requesis by Status and select the
Refresh button.

*Show Requests by Status | Pending v Refresh

Absence Requests personaiie | Find |~ | BB Fist @ 1210121 ® Last
Name Employee ID Job Title Approval Process Absence Name Start Date End Date Status Submitted

*Request
FMLA-
Intermitnt
Range

Workers
Human Rezources Consultant Absence Reguest Comp Doctor 06/29/2017 06/29/2017 Submitted  06/29/2017
Appointmnt

*Request
Employee DT Lo B2 V114 -0 Human Resources Specialist Absence Reguest FMLA - 07/03/2017  07/07/2017 Submitted  06/29/2017
Continuous

Approved

Human Resources Consultant Absence Reguest FMLA- Use  07/10/2017 07/14/2017 Submitted 06/29/2017
Sick
Approved

Human Resources Consultant Absence Request FMLA - Use  O7M7/2017  07M7/2017  Submitted  06/29/2017
Sick
Approved

Human Rezources Consultant Absence Reguest FMLA - Use  07/06/2017 07/07/2017 Submitted 08/29/2017
Sick
*Request

Human Rezources Consultant Absence Reguest m:eﬁ_itnt 0772017 07/21/2017 Submitted  06/29/2017
Range

Engineer Absence Reguest 0?!03«'20% 07/03/2017 Submitted  07/02/2017

here

Verify the begin date, end date, reason for the absence and total number of hours taken. Then click approve

or deny.
Ls

Absence Detail (¢
Start Date 07/03/2017
End Date 07/03/2017

Absence Name *Request FMLA-Intermitnt Range Current Balance 0.00*
Reason Care for Child

Status Submitted

Comments

Requestor Comments every tuesday

Approver Comments

‘ Go To View Absence Request History View Absence Balances
If you deny an absence you must

Return to Absence Requests NCSU Leave Programs

give a reason in the comment box.

Approve Deny

*Disclaimer The current balance does not reflect absences that have not been processed.



If you would like information on the various leave programs or policies, a link to the ‘NCSU Leave Programs’ is

available at the bottom of the page.

You can also review request for multiple employees by go to the MY PACK home page under “Pending

Approvals” Click on one of the absences to be reviewed and it will pull up all pending approvals for

you. To review the absence request you will need to select each individual by clicking on their name.

This will show the details of the employee’s request. Once you have reviewed the absences you can

select ALL and do a mass approval or select each one individually for approval. Both the

manager/supervisor and the employee will receive an email with the approval or denial.

Faveriles blam Menu = Human Rescurces Systems  ~ 0
Multipie Absence Requests
Search

Absence Requests

Absence Detail

Selnct

Employes: Stans

LETTE

“Employee 10

Resources Active
Specialist
Employees ID
and names  |HSSESIET
here
Active

Deselect All

Select Al

Approver Commants
Approve Deny,

Multiple Absence Requests

Absence Details

Instructions

View Request Stalus and Approval Details

Details

Start Date 05

End Date 0518

Absence Name Sick Leave
Reason Sick Leave

Status Approved

Additional Infarmation

Total Hours Taken 16000000

Request History

Approval Process Status Name Date

Manager Sell Service =

Tume Managemenl =

* St Dane “Fod Date “Absence Mame
osntzoT aantzonT Workers Comp Doctar Appointmnt
05222017 OS31°2017 Leave Without Pay
151 W2017 052572017 Workers Comp Waitng Penod
oriazmT aroasmT Waorkers, Comp Waiting Period
aFiazmMT QFFRmT AnmualVacation | eave
Forecast

Current Balance -72.00 Houwrs**

Personalze | &2

Comments

Flu

> Approve Tine and Exceplions  »

Mullgde Absence Requesls

Cancel Absence Renquests

Personalize | Find | View Al| | [« First 4 1.5
Reason Balancs Entry Source  Status
Uther Net Avadable

Lesave Without Pay Mot Avantable Submitted

Subrmitted

Cithes Mot Avatable

Other Not Available A Submitted

Adminisirator
Haours:  Absed

Event

Submitted

AnnualVacation 22133



To Add an Absence for an Employee

Supervisors can submit absence request for their direct reports if the employee is not available to submit

their own request. The following are examples of how to access the absence request page:

1. From the “For Mangers” tab on the main MY PACK page and click on “Submit Absence Request”.

My Employees Absences OV

Absence Balances
View an employee's absence
balances.

Approve Absence
l ,/‘Requests
~ Approve the absence requests
submitted by your employees
(also listed in the Pending
Approvals section).

Absence Request History
View an employee’'s absence l
request history. =

Submit Absence Request Apprv/Review Abs Help with WolfTime
l Submit an absence request for | J‘Certiﬁcation Help with WolfTime
one of my employees ~" Complete the annual certification
of absences.

Select the employee to add the absence too,

MYPACK HOME FOR STUDENTS FOR FACULTY & STAFF MYTAB = FOR MANAGERS = HR DASHBOARD

Favorites  ~ ‘ Main Menu  »
Regyiest Absence
Employee Selection Criteria

Select the employee you'l be working with. You can inifiate fransactions only for employees who reported to you as of the date you entered on this page

As Of Date 071052017 [&) Refresh Employees

Find Employe:
_employees Personaize | @ First (4 1-40f4 2 Last
Select Name Empl ID Job Empl Status HR Status Position
Select 0 Active Aclive 00105252
Select 0 Active Active 00043494
Select 0 Active Active noo41117
Select 0 Active Aclive 00041123

On the next screen, add the start date and absence name and comments.

Absence Detail (¢

*Start Date 07/05/2017  |[5]

*Abhsence Name | Select Absence NMame -

Comments

Requestor Comments @



Fill in the start date, end date, absence name, reason, whether partial day or not and the number of hours
and any comments. Be sure to click on the “Forecast Balance” to ensure they are eligible for the request.

Once completed you can submit the request.

Instructions ’[.'J

Enter Start Date and Ab ce Mame. Then complete the rest of the reqguired fields before submitting or save for later your request

Absence Detail (7
~Start Date [07/05/2017 |[5] _
End Date | E]
=Absence Name | AnnualVacation Leave v h Current Balance 79.99 Hours™
*Reason | Select Absence Reason L
Partial Days | Mone -
Duration Hours

Forecast Balance

Additional Information

Scheduled Daily Hrs {if not 8) h

Workflow

Allow Request By Employee and Manager

Request As Employee -

Comments

Reguestor Comments

Go To View Absence Request History View Absence Balances
Return to Direct Reports MNCSU Leave Programs
Submit Save for Later

Once you enter the Absence Name, more fields will become visible.

o For Exempt Employees, you must enter Total Hours Taken.

¢ For Non-exempt employees, remember that dates matter. Do not put in dates that span a
weekend unless those days should count toward the absence. Use the Partial hours
field(S) for any absence less than a full day, as needed.

o Before you submit the absence, you must click on the “forecast balance” button. The
system will let you know if the person is ELIGIBLE (and you can approve the absence) or
INELIGIBLE, in which case you cannot approve the absence. If COMP is returned, the
person is eligible, it just means that COMP time was used for at least a portion of the
absence.

¢ Once you have forecasted the balances to ensure they have the leave available, you can

Submit the Absence request or you can Save it for Later.



¢ Once you submit the transaction, it is automatically approved. You and your employee will
both receive emails about the transaction.

Forecasting
All leave request require forecasting prior to submittal to ensure employee has leave to use.

Enter the start and end dates of the absence request, the absence name and then click

Forecast Balance.



TIPS and TRICKS

Saving Favorites - Most Used Screens

Click the three stacked bars in the upper right corner on your landing page

MyPack Portal )

MYPACK HOME  FOR FACULTY & STAFF | MYTAB

Favorites - Main Menu =

The following drop down will appear, select add to favorites

Search oo

Add To Homepage

Add To NavBar

roatoracre: QU || Add to Favorites -

MavBar

My Preferences Flease Enter a Unique Description for this Favorite

NC State Homepage *Description  JAbsence Reguest

MNC State Directory

QK Cancel

Sign out

Once you select add to favorites the following screen will populate. You are able to change the

description if you would like, click ok to save.

In order to view your saved favorites click the navigation button and then click My Favorites.

MyPack Portal )

MYPACK HOME ~ FOR FACULTY & STAFF  MYTAB

Favories MainMeny =



Your navigation bar will populate; click on My Favorites to view all of your saved Favorites.

MNavBar #

NavBar: My Favorites - 3
- - =" Edit Favorites
Ve
Recent Places Recent Places

My Favorites _

% Mevigater

Nawvigator

My Favorites

MyPack MyPack Homs

MyPack Home

Aged Cut COMP Report

Assign Entittements and Takes

Create and Maintain Absences

Distribution Setup

EE Address

Job Data

Modify a Person



View Absence Requests

Once on the Request Absence panel a page displays with all the employees who have you listed as their
Supervisor/Reports to on the JOB page in the HR system. Select the direct report for which to you wish to

add an Absence by clicking on the ‘Select’ button next to their name.

MYPACK HOME FOR STUDENTS FORFACULTY & STAFF MYTAB FOR MANAGERS HR DASHBOARD

Favorites Main Menu ~ « » Human Resources Systems + > Manager Self Service « > Time Management « > ReportTime =+ > AbsenceRequest

Request Absence

Employee Selection Criteria
Select the employee you'll be working with. You can initiate transactions only for employees who reported to you as of the date you entered on this page.

As Of Date 05/22/2017 [ Refresh Employ2

Find Employee

Margot Henion's employees Personalize | & First ‘& 1-40f4 ‘b Last
Select Name Empl ID Job Empl Status HR Status Position
Select 0 Active Active 00105252
Select Em ployee 0 Active Active 00043494
‘ Select 0 Active Active 00041117
Select names 0 Active Active 00041123

On the next page, you will enter the date of the absence and the type of absence.

MyPack Portal -MP910PRE

MYPACK HOME FOR STUDENTE FORFACULTY & STAFF MYTAE FOR MANAGERE HR DASHBOARD

»
]

Favontes = Main Menu =

Request Absence

Employee photo and

name

Instructions

tete the rast of (e raqured fekds Balcre submiTing of save for later your request

Absenge Detall 5

“&tart Date 05

“Absance Nams| Selecl Absence Name
Comments

Requestor Commonts ®

Go Ta

e Request History

10



* Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.
Absence Detail (7

*Start Date |05/22/2017 |3

End Date [05/23/2017 |[ij

*Absence Name AnnualVacation Leave - Current Balance &1.33 Hours™
'Reasoné AnnualMacation -
Partial Days Start and End Days -

Start Day Hours |2.00

End Day Hours |4 00

Forecast Balance

Additional Information

Scheduled Daily Hrs (if not 8)

Workflow

Allow Request By Employee and Manager
Request As Employee

Comments

Requestor Comments @

Go To View Absence Request History View Absence Balances

Return te Direct Reports NCSU Leave Programs

Submit Save for Later

Viewing Absence History

In order to view your employee’s Request Absence History go to “For Managers” then select
“Absence Request History”.

My Employees Absences oV

lg

Absence Request History
View an employee’s absence
request history.

Absence Balances
View an employee’s absence
balances.

Approve Absence
l !Requests
= Approve the absence requests
submitted by your employees
(also listed in the Pending

Approvals section).

Submit Absence Request Apprv/Review Abs Help with WolfTime
l Submit an absence request for l Certification Help with WolfTime
one of my employees = Complete the annual certification
of absences.

11



Select an “as of date” (remember the history begin date cannot be earlier than July 1, 2017)

Then select the employee to review.

Absence Request History

Employee Selection Cijiteria
Select the employee you'll be working with. You can initiate transactions only for employees who reported to you as of the dafe you entered on this page.

As Of Date 07/05/2017 |[5] Refresh Employess

Margot Henion's employees Personalize |
Select Name Empl ID Job Empl Status HR Status
Select 0 Active Active
Select 0 Active Active
Select 0 Active Active
Select 0 Active Active

Instructions
Spi’fy the date range of interest. To retrieve a complete history, leave From and Through dates blank and select the Refresh button. Select the absence name

jew request details_select edit button to modify or delete the text

From 11/23/2016  |[s1) Through 08/20/2017  |[31) Refresh
Absence Request History Personalize | Find | View All | = | m First ‘4 1-30f3 '} Last
Absence Name Status Start Date End Date Duration Requested By
Approved FNILA - Use Vacation Data Saved 05/22/2017 05/31/2017 80 Hours Employee Absence Request
Annual/Vacation Leave Data Saved 05/11/2017 05/11/2017 4 Hours Employee Absence Request
Annual/Vacation Leave Approved 05/05/2017 05/05/2017 8 Hours Employee Absence Request

Return to Absence Request

View Absence Balances
To view your employee balances (review absence balances and you can forecast their leave accruals)

Use the “For Managers” tab and go to “Absence Balances” then select the employee to view.

12



My Employees Absences (O v |
Approve Absence Absence Request History Absence Balances
| Requests | View an employee’s absence | View an employee's absence
~ Approve the absence requests request history. balances.
submitted by your employees

(also listed in the Pending
Approvals section).

Submit Absence Request Apprv/Review Abs Help with WolfTime
I Submit an absence request for | ‘Ceniﬁcation Help with WolfTime
one of my employees ~’ Complete the annual certification
of absences.

All Balances are as of the date listed, which is the last time the Wolftime process ran. This process will

run once a week, usually on Monday nights.

View Absence Balances

Employee Selection Criteria
Select the employee you'll be working with. You can initiate transactions only for employees who reported to you as of the date you entered on this page.

As Of Date 07/06/2017 |[5] Refresh Employees
Find Employee

Margot Henion's employees Personalize | (2 First ‘4 1-40f4 '»/ Last

Select Name Empl ID Job Empl Status HR Status Position

Select Active Active 00105252
Select Active Active 00043494
Select Active Active 00041117
Select Active Active 00041123

13



Instructions

Absence balances are shown below. Balances shown in the Absence Balances seclion are current as of the last
Absence processing run. Additional sections may also be provided for employees with Comp Leave or Adverse
Weather balances. Details and remaining balances in these sections may include updates for the current but not

vet finalized Absence processing run.

Balance as of 06162017 From

Absence Entitlement Balances

Current Balances

Entitlement Name

Community Service Remaining
TOTAL Comp Leave Available
Future Sick Accrual thru 12/31
Future Vac Accrual thru 12/31
Sick Leave Available

Vacation Leave Available
Comp Time

Comp Time Granted

Comp Time Taken/Faid
Comp Time Balance

Adverse Weather

Adverse Weather Takan
Adverse Weather Made Up
Adverse Weather Balance

Go To Forecast Balance
Return to Direct Reports

24.00 Hours

0.00 Hours

43.00 Hours

55.01 Hours

33.50 Hours

79.99 Hours

01/01/2017

01/01/2010

01/01/2017

01/01/2017

01/01/2017

01/01/2017

Hours as of 06M672017
017
017
0.00

Hours as of 061672017
0.00
0.00
0.00

Personalize | (2]

To

120312017

12312017

1213172017

12312017

1213172017

While a manager can cancel absences for their employees from this page, we recommend just denying

the absence as if it was entered by mistake.

To get more information on Comp Time granted or taken or Adverse Weather granted or taken, please click on

the corresponding links.

14



Entering Family Medical Leave/Family lliness Leave requests for employees

1. From the Managers Dashboard click on Submit Absence Request under the My Employees Absences

section.

My Employees Absences OV

Absence Balances
View an employee's absence
balances.

Approve Absence
l ‘/!Requests
=" Approve the absence requests
submitted by your employees
(also listed in the Pending
Approvals section).

Absence Request History
View an employee’s absence l
request history. v

Submit Absence Request Apprv/iReview Abs Help with WolfTime
| Submit an absence request for | \/‘Certiﬁcation Help with WolfTime
one of my employees = Complete the annual certification
of absences

2. Click the Select box to the left of the employee that you want to request the absence for

Request Absence

Employee Selection Criteria
Select the employee you'll be working with. You can initiate transactions only for employees wh

As Of Date 05/24/2017  |[3) Refresh Employees
Select Name

— Select ] Employee A
Select Employee B

15



3. Under Absence Name select Request FML (or FIL) Continuous (or Intermittent)

Instructions

Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail 2

*Start Date 05/24/2017 [

End Date 3

Absence Name| *Request FMLA-Intermitnt Range v

Current Balance 0.00 **

Workflow
Allow Request By Employee and Manager
Request As Employee v
Comments
Requestor Comments F
r

4. Enter Start and End dates for the request

Instructions

Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (2

*Start Date 05/24/2017  |[3)

End Date |06/30/2017  |[31)

*Absence N3 : VLA-Intermitnt Range v | Current Balance 0.00™

*Reason | Care for Parent v |

End Day Hours

Workflow

Allow Request By Employee and Manager

Request As| Employee v

16



5. Select the Absence Reason from the drop down list

Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail
*Start Date 05/24/2017 |39

End Date 06/30/2017 |[3

v Current Balance 0.00**

*Absence Name “Request FMLA-Intermitnt Range

*Reason | Care for Parent
Birth or Adoption
End Day Hours | Care for Child

Care for Parent

Care for Spouse

Workflow Mililary
Personal lliness or Injury

Allow Request By | Select Absence Reason

Request As Employee

6. For Intermittent FML and FIL requests employees have to enter their proposed intermittent schedule

in the Comments field otherwise the request will be denied. If the absence is not for intermittent leave

then comments are not required and you can skip this step if you do not wish to enter any comments.

Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail 2
“Start Date 05/24/2017  |[31)

End Date|08/2012017 |[3)

v Current Balance 0.00**

*Absence Name| *Request FMLA-Intermitnt Range
*Reason| Care for Parent

End Day Hours

Workflow

Allow Request By Employee and Manager

£ Balances

View Absence Request History

Return to Direct Reports NCSU Leave Programs

Submit Save for Later

7. Click Submit

17



Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail 7

*Start Date |05/24/2017 |3
End Date |06/30/2017  |[s1)
*Absence Name| "Request FMLA-Intermitnt Range v Current Balance 0.00**
*Reason | Care for Parent v

End Day Hours

Workflow
Allow Request By Employee and Manager
Request As| Employee v
Comments
Requestor Comments | Work 4 hours per day. @
p

Go Tg ew Absence Request History View Absence Balances

o Direct Reports NCSU Leave Programs

Save for Later

8. The following message will appear:

Request Absence

Submit Confirmation

‘/ Are you sure you want to Submit this Absence Request?

Yes Mo

Click Yes and the request will be sent to the Leave Administration Unit for review.

18



t and the number of hours used

Instructions
tter Start Date and Absence Mame. Then complete the rest of the required fields before submitting or save for lster your request.

\bsence Detail
End Date [05/25:2017 |1

*Aheence Mame | Workers Comp Doctor Appointmnt ¥
Partial Days | Start Day Only b
Start Day Hours 2
Duration Hou
Calculste Duration
\dditional Information
Scheduled Daily Hrs (if not 8)
Workflow
Allow Request By Employes and Manager
Request As| Employes ¥
-omments
Requestor Comments | \WC Physical therapy appointment \{
A
oTo \iegw Absence Request History \figw Absence Balances

Return to Direct Reports MCSU Lesve Programs
Subrnit Seve for Later _

6. Click Submit

[ R R TR W] - | T I PR LW - TR 1 W U R e L - PEILAT LA b el A W

Request Absence

Submit Confirmation

“ Are you sure you want to Submit this Absence Request?

Yes No

7. Choose Yes

8. This page will pop up showing that you have entered the requested time.
19



\iew Request Status and Approval Details

Details

Start Date 052502017
End Date 05252017
Absence Mame Workers Comp Doctor Appointrnnt

Partial Days Start Day Only
Start Day Hours 2.00

Duration 2.00 Hours.
Status Submitted
Additional Information

Scheduled Daily Hrs (if not 8)

Workflow

Allow Request By Employes and Manager
Request As Employes

Request History

Approval Process Status Name Date

Absence Request Submitted Andre Young OR25/2017

Return to Direct Reports

9. Then Click Return to Direct Reports

Comments.

WC Physical therapy appointmeant

MCSLU) Leave Programs

Personalize |

First

20



For Manager (WC Appointments)

1. From the Managers Dashboard click on Submit Absence Request under the My Employees Absences

section.

My Employees Absences oV

Absence Balances
View an employee's absence
balances.

Approve Absence
l \/!Requests
= Approve the absence requests
submitted by your employees
(also listed in the Pending
Approvals section).

Absence Request History
View an employee's absence l
request history.

Submit Absence Request Apprv/iReview Abs Help with WolfTime
| 'Submil an absence request for | ‘Ceniﬁcation Help with WolfTime
one of my employees = Complete the annual certification
of absences

. Click the Select box to the left of the employee that you want to request the absence for
Step 2
Request Absence

Employee Selection Criteria
Select the employee you'll be working with. You can initiate transactions only for employees wh

As Of Date 05/24/2017  |[31) Refresh Employees
Select Name

Select
Select

21



7. Enter the Start Date and End date. Use the drop down to choose the Absence Name. Click on Workers Comp
Doctor Appointment.

Absence Detail (7

*Start Date [05/22/2017 |[5] 8. Enter
End Date 05/22/2017 |[5] Total
*Absence Name | Workers Comp Doctor Appointmnt v
*Request FIL - Continuous HOUFS
Partial Days | *Request FIL -Intermitnt Range
.| *Request FMLA - Continuous Taken —
Duration | +gequest FMLA-Intermitnt Range
—| Annual/Vacation Leave Whatever
Calculate Duration spproyed FIL - Intermitnt LWOP
Approved FMLA - L\WOP the
Approved FMLA - Use Bonus
Additional Information Approved FMLA - Use Comp nUmber Of

Approved FMLA - Use Sick

Scheduled Daily Hrs {if not 8) | APproved FMLA - Use Vacation
by Hrs (ot 8) | ohus Leave hours the
Civil Duty I
Workflow Community Service employee
Comp Time Taken
Allow Request By | Leave Without Pay has taken
Military Leave
Request As || 5ot Absence Name that is
Sick Leave
Comments Workers Comp Doclor Appoinimnt related to
Requestor Comments @ the
4
Go To View Absence Request History View Absence Balances Workers
Return to Direct Reports MNCSU Leave Programs
Submit Save for Later

* Required Field

Compensation appointment- The example shows 2 hours being used

Note:

Instructions
Enter Start Date and Absence Mame. Then complete the rest of the required fields before submitting or save for later your request

Absence Detail (¢

*Start Date |05/22/2017 |[5]
End Date 05/22/2017 |[5]
*Absence Name | Workers Comp Doctor Appointmnt v
Duration 8.00 Hours

Calculate Duration

Additional Information /
*Total Hours Taken 2

Workflow

Allow Request By Employee and Manager

Request As  Employee v

Comments ,
&

Requestor Comments |WC Dr Appointment

Go To View Absence Request History View Absence Balances
Return to Direct Reports MCSU Leave Programs
Submit Save for Later

* Required Field

Comments are required — please put the type of appointment and the number of hours used.

9. Click Submit, and the following screen will appear.

22



MYPACK HOME FOR STUDENTS

FOR FACULTY & STAFF

Favoritas ‘ Main Menu+

Request Absence

Submit Confirmation

‘/ Are you sure you want to Submit this Absence Request?

R No

10. Click on Yes

MYTAB

FOR MANAGERS

11. A message will pop up saying that your request was successfully submitted.

12. Hit Ok — The following page should appear.

Instructions
‘iew Request Stetus and Approval Details

Details

Start Date 05252017
End Date 05252017

Absence Mame Workers Comp Doctor Appointrmint
Duration 2.00 Hours:

Status Submitted

Additional Information

Total Hours Taken 2000000

Waorkflow

Allow Request By Employes and Managsr
Request As Employes

Request History

Approval Process Status Name Date

Absence Request Subnnitted

Retumn to Direct Reports

Comments

WC Dr. appointrnant

Click
Return to
Direct
Reports in
the
bottom
right
corner to
return to
the
Request
Absence

page.

Personalize | & First ' 4
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