D365: Entering leave for employees

Step 1: Add the leave hours via the Leave journal

If one of your direct reports cannot submit a holiday leave request, you
can submit a holiday leave request on their behalf using the manager
Leave journal.

=B Manager self service

Select Manager self service.

In the MSS workspace, select
the Manager absence calendar
tle. The Manager absence
calendar page is displayed.

Select the Create leave journal
tile.

The Leave journal form is displayed. In the ribbon bar, select + Create
new. The Leave journal lines form is displayed.

Select + New.

When you click + New, a record line is added to the form, complete the
following fields:

Worker: from the drop-down list, select the name of the employee for whom you are raising the holiday leave
request.

Date: select the date of the holiday leave request using the calendar.

Leave code: select Holiday.

Leave hours: the system populates the field with the employee’s working hours per day. If the holiday leave
request is for a full day, do not change the hours. If the holiday leave request is for a half day, change the
hours to reflect the correct hours, i.e. 3.75.

If the holiday leave request if for more than one day, repeat the process above by clicking + New in the Leave
journal lines ribbon bar.
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D365: Entering leave for employees

Step 2: Validate and Post the Leave journal lines form

In the Leave journal lines form,
select Validate from the ribbon
bar. The Check journal pane
opens, click OK.

[i] Delete = Validate . Post

- ‘ Click Post in the ribbon bar to

Validate “Fost s post the leave journal.

The Post journal pane is

displayed, click OK.

Step 3: View the Manager absence calendar
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D365: Entering leave for employees

Summary

If one of your direct reports cannot submit a holiday leave request, you can submit a holiday leave request on
their behalf through your Personal leave workspace. This method of entering leave is best used where the leave
period exceeds 10 days, for example, a maternity period of 6 months.

Step 1: Add the leave hours via your Personal leave workspace

Personal leave ‘
@ [Z Create leave request

-

Select Manager self service.

In the MSS workspace, select the Create leave request tile. The
Manager absence calendar page is displayed. The Create a new
leave request form is displayed.

For: select the employee name from the drop-down list.

Start date: select the leave request start date from the calendar.

End date: select the leave request end date from the calendar.

Plan: this automatically populates.

Leave code: select the appropriate code from the list.

Description: leave blank.

Leave hours: leave blank, the system will calculate the leave hours
from the start and end dates

Ensure the Submit switch is set to Yes.

Click OK. The Leave journal — Submit
pane opens.

Comment: enter a brief note in this field.

Click Submit. The Leave journal -
Submit pane closes.

Step 2: View Manager absence calendar

Manager absence calendar

You can view the pending hours |
the Manager absence calendar.

In the MSS page, select the
Manager absence calendar tile.

The calendar displays your direct
employees.

Use the Previous month and Next
month buttons to view the correct
period.

The calendar shows the hours as
pending because the leave
absence request hasn't been
approved yet.
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D365: Entering leave for employees

Step 3: Approve the leave request

The leave holiday leave request still has to be approved. As you are the manager for the employee, you have to
approve the request. The workflowed request will be sat in Mss in the Work items assigned to me queue.

Select Manager self service.

In the MSS workspace, select the Work items assigned to me tile. The 5 Work items assigned to me
WORK ITEMS ASSIGNED TO ME list page is displayed.

After viewing the holiday leave request details, from the ribbon bar
select Workflow. From here you could Reject the request, delegate the
approval, or even view the workflow history.

Select Approve.
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