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Before We Begin...

Please mute your phone by pressing *6 on your phone’s keypad, and
do not use the Mic on your phone if using the speakers.

Participants in this webinar have already completed the
Tim 203 Managing Leave of Absences in Workday course.

This Webinar is not intended to train participants ‘%

the State’s laws, regulations, policies and practices
that involved leave of absence.
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Items to Remember:

Leave of Absence (LLOA) is now tracked in Workday.

When DPSCS Time Keeping for Regular Scheduled em%lo ees goes live on 10/12/2016 the leave
buckets, including FMLA, will have the full entitlement balance.

After adjusting the entitlement buckets at Go Live, the current balance will not be exact but will
be close and will benefit the employee.

HRCs will enter Intermittent Leave of Absence in Workday for record keeping.

It’s suggested to only enter leave history in Workday re ad y.
set.

for employees with a recent LOA start date of
10/12/2015 to current.

e
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Purpose: The purpose of this webinar is to instruct
DPSCS on how to update employees current LOA and
their entitlement LOA buckets (FMLA, Personal, etc.)

*Thais is only a one time situation that will be
entered at go-live to track usage in Workday.
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Processing Types of LOA at DPSCS Go-Live:

Prior to Go-Live, DPSCS will need to obtain the leave usage report from its
current time keeping system and identify all employees with a recent LOA start
date of 10/12/2015 or greater.

In priority order, we suggest processing the following types of LOA at Go-Live:

Priority Order Leave Type

Priority #1 Employees currently on a continuous Leave without Pay
Priority #2 Employees currently on a continuous paid LOA
Priority #3 Employees who had been on a continuous entitlement

LOA (ex. FMLA, Military, Medical Leave, Personal, etc.)
with an effective date of 10/12/2015 but ended before
10/12/2016

Priority #4 Employees on an intermittent LOA
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Priority 1: Employees Currently on Continuous Leave without Pay

B O o o e

Obtain Identify the Determine Determine
leave usage employees LOA type the start date Enter the
report from currently on | eachemployee (can be LOA event
continuous should be retro) and in Workday
current placed on for
: leave : end date for for each
time . the first pay the LOA f
. without pay ol = R employee.
keeplng . period in each
at Go-Live. Workday .
system. employee.
Example: 168 FMLA Joyce Unpaid FMLA>  9/22/2016 —
Hours Byers Medical Family 10/20/2016
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Priority 1: Employees Currently on Continuous Leave without Pay

Scenario: Joyce Byers works a regular schedule and is approved for leave from
9/22/2016 to 10/20/2016 for a total of 168 FMLA hours (4 seven day weeks
multiply by 40 hours).

Note:

Since the FMLA Leave Type requires 7 day increment, only 160 of the 168 hours
can be entered in Workday by HR. The balance will be captured on the Time
Sheet.

Joyce is returning from her unpaid FMLA LOA in the first pay period for
Regular Scheduled employees.
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Priority 1: Employees Currently on Continuous Leave without Pay

v Enter the unpaid FMLA LOA event in Workday

E e - ' s ]I
La of Work )/ 21/ 2 E | |

Leave Request days are NOT a multiple of
First Dayv of Lesve * | no S At Please revise your dates to span precise
Seslenin 10/20/2016 is the Last Day of Leave, but this date .‘--;.1.- weeks. (Leave Request Event)
Estimated Last Day of Leave % | 10 = cannot be selected. Instead, use 10/19/2016 to
' =t ‘ satisfy the 7 Day Increment.,
eave Type * X Unpaid > FMLA (Unpaid)
R X Med F

v Return the employee from the unpaid FMLA LOA

Result: The LOA date range of 9/22/2016 to 10/19/2016 will decrement 160 FMLA hours from the
entitlement bucket, leaving 8 hours (10/20/2016) that must be captured on the Timesheet using
Time Off code: zZFMLA Leave Without Pay (Timesheet). The FMLA start date for the year will
be 9/22/2016.

NOTE: The employee must have a return to work date in order to capture the zFMLA
Leave without Pay time off code on the timesheet.




Processing Leave of Absence Balances at Go-Live

O

Priority 1: Employees Currently on Continuous Leave without Pay

Use View Leave Results to confirm the FMLA hours were captured in Workday.
Leave Results for Worker

Worker * | X Joyce Byers =
(W2009066)
As Of *| 1072172016 B

Leave Type(s) * = X FMLA (Unpaid)

Waorker
As Of V212016
Leave Type  F} Ung
Leawe Taken Details
it Total Dutst
L P Bendar Period Uan;:' Ta:ter: - E::n;: Estmated Actual Last
: Request Type Reason First Day ’ e Taken Requested Event Status
Last Day Day
FML S Hi 168.000008 = 312.99999 Tirme O ALA Leawe Wit 1 1 100 1 Successiu
Tirnesheed] Completed
imee O MILA Leave Wit 1 1 Successfu
Timesheed] Completed
_____ LA (Ung: 16 1041972016 1 06 60.000008 Q Successh
Fami Comp
Total 168.00( 168.000008
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Priority 1: Employees Currently on Continuous Leave without Pay

Use the Time Off and Leave Requests tab to view leave usage.

m Time Off and Le. Req
Add Time Off dit T
W ¥
Leave of Absence Leave Return Event Last Day of Work First Day of Leave Actual Last Day of Leave Estimated Last Day of Leave First Day Back at Work
A : 1 0 06 1 1
BE v am
Time OFf Date Day of the Week Type Requested Unit of Time Comment
a = lozo2e;me 0 Wednesd cut P o t
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Priority 1: Employees Currently on Continuous Leave without Pay

Employees currently on an unpaid leave of absence:

Must be processed within the first pay period to avoid accidentally receiving
pay.
Employees returning during the first pay period must have a RTW date in order

to receive their regular pay and to capture any FMLA hours that were not
captured during the LOA event by HR.
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Priority 2: Employees Currently on a Continuous Paid LOA

o e o e

Obtain Identify the Determine Determine
leave usage employees LOA type the start date Llj:éll’;er the
t
report from each employee (can be . even
P : curr::.ntly o should be retro) and in Workday
curren con C{I;uous placed on for end date for for each
s pald feave a1t ey the LOA for employee.
keeping at Go-Live. period in each
system. fe employee.
Example: 88 FMLA Jim Paid FMLA> 10/5/2016 -
Hours Hopper Medical Self 10/19/2016

*Result: The entitlement bucket (ex. FMLA) will be decremented for the
usage during that time period, and their start date for their year will be in

Workdai.
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Priority 2: Employees Currently on a Continuous Paid LOA

.“'h

Scenario: Jim Hopper works a regular schedule and is approved for leave from 10/5/2016
to 10/19/2016 for a total of 88 FMLA hours (11 work days multiply by 8 hours). He has
accrued sick time to use during his leave.

v The FMLA hours need to be captured in Workday from 10/5/2016 to 10/11/2016
(before go live).

v The FMLA hours AND the correct Time Off codes will capture 10/12/2016 to
10/19/2016 in Workday.
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Employees Currently on a Continuous Paid LOA

Enter the paid FMLA LOA event in Workday (only 10/5/2016 — 10/18/2016 can be
captured). 10/19/2016 will be captured on the timesheet using the appropriate zZFMLA
time off code (zFMLA Sick).

Last Day of Work

Error
10/19/2016 is the last day of leave, Leave Request days are NOT a multiple of 7
First Day of Leave * | 1070572016 =  butit cannot be used. Instead, use P case revise your dates to span precise
10/18/2016 to satisfy the 7 day B

-day weeks Leave Request Event
Estimated Last Day of Leave * {0 /19/ 2016 .increment, .

Leave Type * X Paid > FMLA (Use =
Paid Leave)
Leave Reason * X MedicalSelf —

Return the employee from the paid FMLA LOA (RTW 10/19/2016).
Select the appropriate Time Off codes on the timesheet from 10/12/2016 to 10/19/2016.

NOTE: Use the Leave of Absence and Correspond Time Off Codes chart to
select the correct time off code for continuous paid FMLA.
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Employees Currently on a Continuous Paid LOA

1. Decrementing FMLA hours:
10/5/2016 to 10/18/2016 is entered in Workday by HR (FMLA will be decremented)

10/19/2016 is entered on the timesheet using the appropriate zFMLA code (zFMLA
Sick)

2. Timesheet Pay:

From 10/12/2016 to 10/19/2016: The appropriate time off code needs to be used on
the timesheet for the person to receive pay.

10/12/2016 to 10/18/2016: Use Sick Timesheet Time off code

10/19/2016: Use zFMLA Sick (Timesheet)
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Employees Currently on a Continuous Paid LOA

Use View Leave Results to confirm the FMLA hours were captured in Workday.

Worker * | X Jim Hopper —
(T1001213)
As Of *| 1072072016 =
Leave Type(s) * | X FMLA (Use Paid Leave) =
*HE
Leave Taken Details
Leave Type Calendar Period Lr 7 :.ﬂ : = ; o Estimated Actual Last
e ko nce Resnaat Tige Faasen First Day R o Taken Requested Event Status
Last Day Day
P 1 Hours  BBO0O0O0D4 39299999 L k Use Paid Leave) Medic 1 1 1 1 18/2016 80,0000 0 coessf:
Q
..... ( elf P
f A & (Tim 1 1 In Progr
me Of \ (Tim 1 1 1 InP

Todal: 88.000 88.000004




Processing Leave of Absence Balances at Go-Live

O

Employees Currently on a Continuous Paid LOA

Use the Time Off and Leave Requests tab to view leave usage.

Add Time Off Edit ff
@ v
Leave of Absence Leave Retun Event Last Day of Wark First Day of Leave Actual Last Day of Leave Estimated Last Day of Leave First Day Back at Work
Q 1 6 217200 1
B Y oM
Time Off Date Day of the Week Type Requested Unét of Time
Q L out P esheet K
Q \ k
0 1 k (Tirr T
1 [ k (Tirr H
1 F K (Tirr H
T  (Tirr K
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Employees Currently on a Continuous Paid LOA

Employees currently on a paid leave of absence:

v Ensure the correct time off code is used on the timesheet. Use the Leave
of Absence and Corresponding Time Off Codes chart.

Leave of Absence and Corresponding Time Off Codes

< 10 use for each Leaee Type. This includes mstructsens on how 19 code the Bmeshest nhen the Leave of Abmace

st wil net peocass

Wockbuy, sad
T R ——— T,
703y Time sheet Coding: Time Sheet Coding:
Intermittent/ | Paid or ' o ng Time Off | Corresponding Time Off
LeaveTYPE | Continuous | Unpakd Vexfio Workday Wstructions. | -, «uhen Date Range | Codes when Dote Range
- Has Been Entered by HR | is NOT Entered by HR
wha & [Bone Marrow Continuows | Faid 7 I Tor
e Jpeia-Bone Marrow Donation

leave the timesheet blank  |Bone Marrow

-eechue sone
ntered by HE, o time o8 code
J: ecumed on the tmesnee

whe = Bone Marrow Intermattant Paid [T =3 = Ty
Donation JPaid> intermittent Time Off
Japproval Range jsone Marrow

|+ #iace 2 note in the Comments
fpacton of the actual spproved laave
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Priority 3: Employees No Longer on Continuous LOA (ex, FMLA, Military,
Medical Leave, Personal, etc.), but had an LOA between 10/12/2015 & 10/12/2016:

Obtain
leave usage
report from

current

time
keeping
system.

184 FMLA
Hours

Example:

ay wa

Identify the .
employees who Determine
had been on LOA type

entitlement
LOA who each
started and employee
ended between had been
10/12/2015 on.
and
10/12/2016.
Nancy Paid FMLA>
Wheeler Medical Self

ay B

Determine

Enter the
the retro LOA event
start and in Workday
end dates for each

for the LOA emplovee
for each -
employee.
12/1/2015 -
12/31/2015

*Result: The entitlement bucket (ex. FMLA) will be decremented for the use

durini that time ieriod and their start date for the iear will be in Workdai.
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Priority 3: Employees No Longer on Continuous LOA

Scenario: Nancy Wheeler works a regular schedule and is approved for leave from
12/1/2015 to 12/31/2015 for a total of 184 FMLA hours (23 work days multiply by 8
hours).

Note: Since the FMLA Leave Type requires 7 day increment, only 160 hours (4
seven day weeks - 40 hours per week) of the 184 can be captured in Workday.
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Priority 3: Employees No Longer on Continuous LOA

Enter the unpaid FMLA LOA event in Workday

Leave Request days are NOT a multiple o

First Day of Leave *| 1270172015 B= 12/31/2015 cannot be used due E“Eafé Fabe vf“' ':a;E o S’t;_iﬂ abin
- 7-day weeks. (Leave Request Event)
to the 7 day incement. Instead,
Estimated Last Day of Leave * 12 /31/2015 B .SE'ECt 12/28/2015.
L Typ * X Paid > FMLA d
Leave

L R *| X d f =

Return the employee from the unpaid FMLA LOA

*Result: The LOA date range of 12/1/2015 to 12/28 /2015 will decrement 160 FMLA
hours from the entitlement bucket. The remaining 24 hours cannot be captured in
Workday, and will be given back to the employee. Their start date for their year will be
12/1/2015. This is a one time event.
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Priority 3: Employees No Longer on Continuous LOA

Use View Leave Results to confirm the FMLA hours were captured in Workday.

Leave Results for Worker

Leave Type(s) *

X FMLA (Use Paid
Leave)

Worker * X Nancy Wheeler =
(T1000920)
As Of * 0972272016 =

Leave Taken Details
Unit of Total Outstan
Leave Type Calendar Period s
T Balance mated Actual Last
Request Type Reason First Day Taken Regquesied Status

Dx Day

Paid > FM P 092372015 - 160 000008 320999992 L FMLA (Use hex wan 1 1 1 015 1 0 essfu

L ) 09227201 ane mpleted

Totak 160.000 160,000008
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Priority 3: Employees No Longer on Continuous LOA

Use the Time Off and Leave Requests tab to view leave usage.




BN
P\ = Ny )

f:2) Processing Leave of Absence Balances at Go-Live

' O

Priority 3: Employees No Longer on Continuous LOA

Employees who were on a LOA with an effective date on or after 10/12/2015 and
ended before 10/12/2016:

Not all of the hours can be captured in Workday for LOA that require the 7 day
increment.

Remember to return the employee from all LOA events; otherwise current
timesheets may be affected.
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Priority 4: Employees on an Intermittent LOA Process:

B By oy B B e

Identi . . Determine
obtzin [ employees [ crinetie | Determine Wy oy Enter the
leave usage intermittent LOA type end dates hours that Intermittent
report from LOA who each employee for the dneed to I?ced .LOA event
current started should be Intermittent efcrem(:;ll = in Workday
time between placed on for LOA for enl’;irlrémeit for each
keeping 10/11/2015 0z i gy h leave bucket employee.
period in eac eave bucke
SIS 10 Workday. employee. for the LOA
10/11/2016. event.
300 FMLA Lucas Paid>Intermittent ~ 11/9/2015 - Divide Total FMLA hrs
Hours Sinclair Time (I){f; ;‘;I;Proval 11/9/2016 by Work Week Hrs

*Result: The Intermittent LOA event will not be decremented from the entitlement bucket. Instead, the
timesheet entry will decrement the bucket using the appropriate zFMLA Time Off codes. The entry of the
LOA event in Workday will be a record that it has been approved for that time period. There will be a
validation warning on the Timesheet if the FMLA bucket is exhausted, and their start date for their year will
be in Workday. Any hours used before go live will be captured through a separate Continuous LOA event.
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Priority 4: Employees on an Intermittent LOA

Scenario: Lucas Sinclair works a regular schedule and is approved for
intermittent leave from 11/9/2015 to 11/9/2016. He has taken a total of 300 FMLA
hours within that time frame.

Note:
Entering Intermittent Leave in Workday at Go Live is a two step process.

1. Enter the Intermittent LOA event in Workday to capture the date approval
range.

. Calculate the total intermittent leave hours used and enter a second event as
continuous LOA.

*It’s possible that all hours used may not be captured.
Note: This step is only necessary at Go Live
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Priority 4: Employees on an Intermittent LOA

1. Enter the Leave event in Workday as Intermittent Leave (11/9/2015 to 11/9/2016).

Last Day of Work 11 /08 / 2015

First Day of Leave *| 1170972015 =

Estimated Last Day of Leave * | 11700/ 2016 =

Leave Type * | X Paid > Intermittent Time Off
Approval Range

Divide the total FMLA hours used by regular work week hours: 300/40 = 7.5 weeks (7
weellis and 2 Y2 days) of FMLA used. We will only be able to capture 280 hours or 7
weeks.
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Priority 4: Employees on an Intermittent LOA

2. Enter the Leave event as continuous LOA. Start date is 11/9/2015, and 7 weeks
2 1/2 days later is 12/30/2015.

Note: This step is only necessary at Go Live

A
Error

Last Day of Work 11/08/2015 B Cannot use 12/30/2015 as the Last )

Day of Leave, because of the 7 day FL F RSP ' 'Tim”'f"j"“ sl
First Day of Leave *| 11/09/2015 E= increment and also the 30th is only a 7 F:M” PL,I;,?QJ,[EZ,
Estimated Last Day of Leave * | 12 /3072015 B :;I;zd;/‘golln;tead' ooject .
Leave Type * | X Paid > FMLA (Use

Paid Leave

Leave Reason * | X Medical-Family

*Result: The LOA continuous event will decrement 280 FMLA hours from the

entitlement bucket. The remaining 20 hours will be given back to the employee. Their
start date for their year will be 11/9/2015.
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Priority 4: Employees on an Intermittent LOA

Use View Leave Results to confirm the FMLA hours were captured in Workday.

Worker * X |Lucas Sinclair —
(T1001307)
As Of * | 09/22/72016 =

Leave Type(s) * X ||ntermittent Time Off =
Approval Range

X FMLA (Use Paid Leave)

Unit of Outstan
L pe lendar Period J]' o Total Tak g ;’:j'"g e Acts
= - Reques ' Typ Reason ' g La Tak Req £ St
Last Day
Day
Pa: F aid 1 t L FMLA (Use Paid Leave) 1 1 1 01 [ Q
Lea 1 g
Total: 280.000( 280.000014
Paic ttent Time Off Hours I 1822 857234 .v::;;“::f::-_'l Leave termittent Time OFf 11/09/2015  11/09/2016 Y1/09/2016 1622857234 uccessfu
Approwal Range A nge ompleted
# Totak: 1822.85.  2097.142962
Note: The Intermittent Time Off

Approval Range does not actually
decrement any FMLA hours.
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Priority 4: Employees on an Intermittent LOA

Use the Time Off and Leave Requests tab to view leave usage.
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Priority 4: Employees on an Intermittent LOA

Employees who began their Intermittent LOA Prior to 10/12/2016:

Obtain the leave usage report from current time keeping system to identify who began their leave
between 10/12/2015 and 10/12/2016.

Calculate the hours that they used during that time period.

Enter two LOA events in Workday.
v Intermittent LOA event to capture the date approval range in Workday.
v Continuous LOA event to record the hours and to decrement the entitlement bucket.

If the employee began the intermittent LOA prior to Go Live and is still on LOA after Go Live, use the
appropriate ZFMLA time off code on the timesheet to record the FMLA and accrued paid leave.

Use the Leave of Absence and Corresponding Time Off Codes chart.
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Current(on | Continuous | Leave Steps and Results

LOA or Type
10/12/2016) or . yp
Retro ( Start Intermittent

date between
10/12/2015-
10/12/2016)

Current Continuous Leave -  Placeemployee on unpaid LOA using multiple of 7
w/o Pay - Timesheetwill not need to be processed
- Startdate for their year will be recorded
Current Continuous Paid - Place employee on paid LOA using multiple of 7
LOA - Future approved LOA days after the 7 will be on
Timesheet (an Intermittent warning may appear on
the Timesheet butit’snot a hard stop)
- Startdate for their year will be recorded
Retro Continuous Paid or Place employee on appropriate LOA using multiple of 7
Unpaid (Only at go-live)
- Will not be able to capture full usage
- Startdate for their year will be recorded

Current or Intermittent ¥Paid -  Placeemployee on paid>Intermittent LOA
Retro >Interm - To decrement bucketuse a Continuous Leave in
ittent addition to Intermittent (Only at go-live)

- Timesheet will validate if FMLA codes are used within
the Intermittent time frame and if the bucket is
exhausted

- Startdate for their year will be recorded
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Obtain leave usage report from current time keeping system

Summary

Identify the employees who are currently on LOA and employees who had been on entitlement
LOA who started and ended between 10/12/2015 and 10/12/2016

Determine the type of LOA for each employee and whether it was Continuous or Intermittent

Determine the start and end date for the LOA for each employee
Enter the LOA event in Workday for each identified employee.
ALL LOAs will be entered by HR and tracked in Workday.

When Time Keeping goes live on 10/12/2016 the leave buckets, including FMLA, will have the full
entitlement balance.

FMLA or entitlement buckets will be decremented through the HR entry of placing an employee on
Continuous LOA and Timesheet time codes.

There is a validation on the Timesheet for Intermittent Leave that is not a hard stop (may change
later).

After adjusting the entitlement buckets at Go-Live, the current balance will not be
exact but will be close and will benefit the employee. Moving forward the FMLA
entitlements will be correct.
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Finding Help:

Placing an employee on a LOA event:

Contact your agency’s HR department.

Coding the time sheet with the appropriate time off code:

Contact your agency’s HR department, time keeper and manager.

Adjustments to time sheets:
Contact your agency’s time keepers/payroll unit.

*Communication with HR, Managers, Timekeepers and Payroll is necessary!
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