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Procedure

In this lesson you will learn how to submit a leave request.


	Step
	Action

	1. [bookmark: T5_F188]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T5_F154]
	Click the State of Nebraska link.


	1. [bookmark: T5_F157]
	Click the Self Service link.


	1. [bookmark: T5_F156]
	Click the GLA link.


	1. [bookmark: T5_F158]
	Click the Leave Planning and Request link.






	Step
	Action

	1. [bookmark: T5_F4]
	To submit a leave request click the Plan and Request Leave Time link.






	Step
	Action

	1. [bookmark: T5_F6]
	The first step is to select the type of leave you will be requesting.  To do so click the Leave Type drop down list.






	Step
	Action

	1. [bookmark: T5_F8]
	Select the leave type you are requesting.


	1. [bookmark: T5_F50]
	You can leave an explanation or comment about your leave request in the Leave Explanation / Comments field.  This message will be displayed in the e-mail sent to your manager.

	1. [bookmark: T5_F107]
	Decision: There are two methods you can select the dates of your leave request.  Please choose one of the methods below: 
1. Calendar
Go to step 11
1. Date Range Fields
Go to step 29





	Step
	Action

	1. [bookmark: T5_F14]
	The current month will be displayed.  If you need a different month you can change it using the Month drop down list.


	1. [bookmark: T5_F52]
	The year field will default to the current year.  For most requests you probably will not need to change the year, however, there may be times you need to.  To change the year simply click in the year field and type the year of your leave request.  

	1. [bookmark: T5_F54]
	The Hours Per Day field will default to 8.00.  Do not change this here. You will have the option to change the hours of your request on the next screen.

	1. [bookmark: T5_F20]
	To select your dates using the calendar simply click on the dates for which you are requesting leave.


	1. [bookmark: T5_F56]
	The color of the dates you select will change.  If you select a date by mistake simply click on it again to de-select it.





	Step
	Action

	1. [bookmark: T5_F236]
	Click the 07 object.






	Step
	Action

	1. [bookmark: T5_F240]
	Once you are finished selecting your dates click the Next button.

Note: Clicking the Next button does not submit your leave request.  The next screen will allow you to review your request before submitting it.


	1. [bookmark: T5_F58]
	After clicking Next you will be able to review your request.  The following fields will be displayed:

  Leave Request Number
  Leave Type
  Approving Manager
  Leave Hours Available
  Current Leave Duration (this is the number of hours of your current request)
  Previous Leave Requested Not Yet Approved
  Predicted Ending Balance
  Previous Leave Requested and Approved

	1. [bookmark: T5_F60]
	The grid displays the current leave request you are submitting.  

From this screen you can delete any date of the request as well as change the number of hours (Leave Duration) for a specific date.

Note: You cannot change or add a date.  If you forgot to include a date you will need to submit another leave request for that date.  If you selected incorrect dates on the previous screen you should cancel the request by clicking the Cancel button and resubmit the request with the correct dates.





	Step
	Action

	1. [bookmark: T5_F30]
	To delete a date click the radio button of the date you would like to delete.


	1. [bookmark: T5_F32]
	Click the Delete button.


	1. [bookmark: T5_F34]
	A confirmation window will appear.  You will have to click Yes or Cancel.


	1. [bookmark: T5_F62]
	The date deleted will no longer be displayed in the grid.

	1. [bookmark: T5_F36]
	You can change the duration for a leave request if you are requesting a partial day.  If you are requesting a partial day you enter the start time in the Begin Time field for that date, and the end time in the End Time field.  Then system will then calculate the hours the leave will be for.  

Note: The times entered must be in military time.


	1. [bookmark: T5_F66]
	You can also enter or change your comments in the Leave Explanation / Comments field.

	1. [bookmark: T5_F46]
	Review your leave request one last time.  If everything looks correct click the Submit button.


	1. [bookmark: T5_F48]
	A confirmation window will pop up. 

Note: You can submit requests which will result in an insufficient leave balance.  If you do you will get a notice prior to the confirmation window.  Your manager will also be notified you have insufficient balances.

Click the OK button.


	1. [bookmark: T5_F3]
	After submitting your request an e-mail will be sent to your manager informing them of your request.  Once they have approved or denied your request you will get an e-mail informing you of their decision. 

You have successfully completed this lesson.
End of Procedure. Remaining steps apply to other paths.





	Step
	Action

	1. [bookmark: T5_F112]
	Enter the first date of your leave request in the Leave Start Date 1 field. You can either type the date in the field or use the Visual Assist tool.






	Step
	Action

	1. [bookmark: T5_F193]
	Click the Next Month button.






	Step
	Action

	1. [bookmark: T5_F124]
	Enter the end date of your leave request in the  Leave End Date 1 field.






	Step
	Action

	1. [bookmark: T5_F211]
	Click the Next Month button.






	Step
	Action

	1. [bookmark: T5_F134]
	After entering your date ranges click the Select Ranges button.  

Note: This will load the dates into the calendar.  If you fail to click the Select Ranges button you will get an error if you try to go to the next screen.


	1. [bookmark: T5_F136]
	Click the Next button.

Go to step 18


[bookmark: _Toc417047363]Reviewing and Deleting Leave Requests
Procedure

In this lesson you will learn how to review, sort, edit, and delete leave requests.


	Step
	Action

	1. [bookmark: T6_F4]
	After submitting a leave request it is a good idea to review the request to verify it is correct.  

To review a request you will need to click the Review / Update Requested Leave Time link.


	1. [bookmark: T6_F45]
	The Leave Type and Description columns show the type of leave for a request.  

	1. [bookmark: T6_F47]
	The Leave Status column displays the status of the request.  The status will be one of the following:

Pending (has not yet been approved or declined by your Manager)

Approved 

Declined

Taken (will not change to this status until Payroll has run for the Pay Period in which your leave request falls)   

	1. [bookmark: T6_F49]
	The Total Leave Duration column displays the total hours for each leave request.   

	1. [bookmark: T6_F51]
	The last two columns are the Leave Start Date column and the Leave End Date column.   This simply displays the beginning date and ending date of a request.  





	Step
	Action

	1. [bookmark: T6_F16]
	You can delete a submitted request which does not have a Leave Status of "T". 

To delete a submitted request click the radio button of the desired request.


	1. [bookmark: T6_F18]
	Click the Delete button.


	1. [bookmark: T6_F20]
	You will see a confirmation window.

Click the OK button to confirm you want to delete the request.


	1. [bookmark: T6_F22]
	You can also edit any submitted request which does not have a Leave Status of "LEAVE TAKEN".  

To edit a submitted request click the radio button next to it and then click the Update button.


	1. [bookmark: T6_F55]
	You can edit the Leave Duration, you can delete a specific date if it is a multiple date request, and you can add comments.  If you make any changes click the Submit button.  If you do not make any changes click the Cancel button.

	1. [bookmark: T6_F38]
	You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc417047364]Leave Balance Inquiry
Procedure

In this lesson you will learn how to review your existing leave balances.


	Step
	Action

	1. [bookmark: T7_F4]
	Click the Review Existing Leave Balances link.


	1. [bookmark: T7_F8]
	In the grid your leave balances will be displayed.  You cannot make changes on this screen.  This screen is only for review purposes.  





	Step
	Action

	1. [bookmark: T7_F6]
	After reviewing the information you can close this window.  

Click the Close button.


	1. [bookmark: T7_F3]
	You have successfully completed the Leave Balance Inquiry lesson.
End of Procedure.




	Page 14



	Page 15



image2.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SonOut

ORACLE’
JD EDWARDS ENTERPRISEONE

®100% ~




image3.png
Navigator




image4.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SgnOut

ORACLE’
JD EDWARDS ENTERPRISEONE

®100% ~




image5.png
'STATE OF NEBRASKA -PY910 »




image6.png
Self Service





image7.png
GLA




image8.png
' Leave Planning and Request




image9.png
Roles v Personalzaton v Hep  PEEP,LITTLEBO [PY910]  SgnOut

ORACLE' ID Edwards EnterpriseOne

123456789 PEEP, LITTLE B

Plan and Request Leave Tine:

FMLA Leave Request
Plan and Request FMLA Leave Time.

Review/Update Requested Leave Time
Review /Update Requested Leave Tine:
Review Leave Balances
Review Existing Leave Balances:

®100% ~





image10.png
Plan and Request Leave Time




image11.png
ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITTLESO [PYS10]  SonOut

Leave Planning and Request - Leave Planning

Torequest eave, first select aleave type, then cick the date o the calendar andjor enter 2 date range below. If a date range i selected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type [Selectone - Manager 123 SHEPHERD, HEAD
Leave Explanation / Comments:

© Use Enployee Schedule:

StartDate 1
StartDate 2

e Atadment

#®100%





image12.png




image13.png
ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITTLESO [PYS10]  SonOut

Leave Planning and Request - Leave Planning

Torequest eave, first select aleave type, then cick the date o the calendar andjor enter 2 date range belon. If a date range i selected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type Manager 123 SHEPHERD, HEAD
BEREAVEMENT
Leave Explanation /| crvi

|Covp TIME
FMLA

IMOURY

[LEAVE WITHOUT PAY

© Use Enployee Schedue:

StartDate 1
StartDate 2

e Atadment

#100% v




image14.png
VACATION




image15.png
ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

Leave Planning and Request - Leave Planning

Torequest eave, first select aleave type, then cick the date on the calendar andor enter a date range below. IF  date range is seected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type [vacaTIoN Manager 123 SHEPHERD, HEAD

Leave Explanaton / Comments:
[Tneed some time off.

e

Jos
[IF)
18
25

Leave Days
@ Select Days
© Use Enployee Schedule:

StartDate 1
StartDate 2

e Atadment

#®100% ~




image16.png
[JANUARY | v




image17.png




image18.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SgnOut

Leave Planning and Request - Leave Planning

To request eave, first select aleave type, then cick the date on the calendar andjor enter 2 date range below. If a date range i selected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type [vacaTIoN Manager 123 SHEPHERD, HEAD
Leave Explanation / Comments:
[Tneed some time off.

StartDate 1
StartDate 2

Cance Atadment

#®100% v





image19.png




image20.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SonOut

Leave Planning and Request - Leave Planning

Torequest eave, first select aleave type, then cick the date o the calendar andjor enter 2 date range below. If a date range i selected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type [vacaTIoN Manager 123 SHEPHERD, HEAD
Leave Explanation / Comments:
[Tneed some time off.

© Use Enployee Schedule:

StartDate 1
StartDate 2

e Atadment

#®100%





image21.png
Next >




image22.png
Hep  PEEP,LITEBO [PY910]  SonOut

Roles +  Personalization +

ORACLE' ID Edwards EnterpriseOne

Leave Planning and Request - Review / Update Requested Leave Time
Incuded in the grid below isthe leave reguest you added. You may add acdional dates or remove dates from the grid, When you have compieted your review, dickthe submit

button.
Current Leave Request
Request Number soazms LeaveType

Leave Explanaton / Comments:
Tneed some time off.

SHEPHERD, HEAD

Leave Balances
Leave Hours Avalable 1665
Current Leave Duration 2400

Previous Leave Requested Not Yet Approved
Previous Leave Requested and Approved

Leave
Date

®100% ~





image23.png




image24.png




image25.png




image26.png




image27.png




image28.png




image29.png
ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITTLESO [PYS10]  SonOut

Leave Planning and Request - Leave Planning

Torequest eave, first select aleave type, then cick the date o the calendar andjor enter 2 date range below. If a date range i selected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type [vacaTIoN Manager 123 SHEPHERD, HEAD

Leave Explanaton / Comments:
[Tneed some time off.

[y

Jos
[IF)
18
25

Leave Days
@ Select Days
© Use Enployee Schedule:

StartDate 1
StartDate 2

e Atadment

#®100% ~





image30.png




image31.png
Leave Planning and Request - Leave Planning

Torequest eave, first select aleave type, then cick the date o the calendar andjor enter 2 date range below. If a date range i selected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type [vacaTIoN Manager 123 SHEPHERD, HEAD
Leave Explanation / Comments:

[Tneed some time off.

[y

Jos
[IF)
; B
= =

Leave Days
@ Select Days Osunday
Use Employee Schedie

StartDate 1
StartDate 2

Cance Atadment

ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

#®100% ~





image32.png




image33.png
ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITTLESO [PYS10]  SonOut

Leave Planning and Request - Leave Planning

Torequest eave, first select aleave type, then cick the date o the calendar andjor enter 2 date range below. If a date range i selected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type [ Selectone - Manager 123 SHEPHERD, HEAD
Leave Explanation / Comments:

© Use Enployee Schedule:

Start Date 1 03j02/2015
StartDate 2 —

Cance Atadment

#®100% ~





image34.png




image35.png
ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

Leave Planning and Request - Leave Planning

Torequest eave, first select aleave type, then cick the date o the calendar andjor enter 2 date range below. If a date range i selected, you must cick Select Ranges.
Proceed by cicking Next.

Leave Type [Selectone - Manager 123 SHEPHERD, HEAD
Leave Explanation / Comments:

Start Date 1 030272015
StartDate 2 —

e Atadment

#®100% v





image36.png




image37.png
ORACLE' ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

Leave Planning and Request - Leave Planning

To request eave, first select aleave type, then cick the date on the calendar andjor enter 2 date range below. If a date range i selected, you must cick Select Ranges.
Proceed by clcking Next.

Leave Type [Selectone - Manager 123 SHEPHERD, HEAD
Leave Explanation / Comments:

© Use Enployee Schedule:

StartDate 1
StartDate 2

Cance Atadment

#®100% ~





image38.png




image39.png
Next >




image40.png
Navigator +

STATE OF NEB

80008617

Plen and Request Leave Tine:

ORACLE' ID Edwards EnterpriseOne

PEEP, LTTLE B0

Roles +

Personalzation +

Heb

PEEP, LITEBD. [PY910]

FMLA Leave Request
Plan and Request FMLA Leave Time

Review/Update Requested Leave Time
Review /Update Requested Leave Tine:

Review Leave Balances
Review Existing Leave Balances:

Sian Out

#100%





image41.png
Review / Update Requested Leave Time




image42.png
ORACLE' 1D Edwards EnterpriseOne Roles +

Personslization v Help  PEEP,LITTLESO [PYS10]  SonOut

Leave Planning and Request - Review Requested Leave Time

Addresshumber 008617 PEEP, LTTLE B0

—
Request Leave Leave
Number Type Duration StartDate EndDate

9507954 VACATION 800 o1/02/2015 o1/02/2015
12312014 12/31/2014;
12/24/2014 12/24/2014.
09/17/2014, 09/17/2014,

9507733 VACATION 400
9507731 VACATION 800

5022901 SICK 400

Attachment

#100% ~




image43.png




image44.png




image45.png




image46.png
Update




image47.png
ORACLE' ID Edwards EnterpriseOne

Leave Planning and Request - Leave Planning And Request Director
Enployee Number 312016 UITTLE 80 PEEP
Leave Request

Plan and Request Leave Tine:

Roles +

Personalzation +

Heb

PEEP, LITEED. [PY910]

FHLA Leave Request
Plan and Request FMLA Leave Time.

Review/Update Requested Leave Time
Review /Update Requested Leave Tine:

Review Leave Balances

Review Existing Leave Balances:

Sian Out





image48.png
Review Existing Leave Balances




image49.png
ORACLE' ID Edwards EnterpriseOne

Roles +

Personalzation +

Help PEEP, LITTLEBO  [1PY910] Sign Out.

Leave Balance Inquiry - Paid Time Off

X B2 roos

LmnesoPeEp

Enployee Number 1016

Last Check Date:
Records 1-5 Customize Grd
Begmring Acauedbut
Descrption Balance dditons Taken Avaiable not yet avaiable

© SIKACCRUALS
O VACATION ACCRUALS
O Houay

O CATASTROPHIC LEAVE
O cowp e

Allvaues are inhours





image50.png




image1.png




