Workforce Tip Guide:
Employee



Employee Workforce Tips:
Requesting Time Off

1 To log onto Workforce you have the following options:
. www3.cfmws.com /workforce
« CFMWS.com; Employee Zone; Workforce EmpCenter

Please signin to
Workforce EmpCenter

Dashboard

EmpCenter Ouvrir une session :

Workforce EmpCenter

/2| Schedules

User Name / Nom d'utilisateur:
[wssal

Password / Mot de passe:

#* My Time Off

# Review Time Of
% Requests

| Submit / Entrer |

If you are having problems logging in, please contact Technical Support

Log on using your current wSSO
username and password.

My Time Off

Request Access / Demande d'acces

Manage Your Account / Gérer mon compte

2 Off

ﬂi Create New Request

If you would like to request leave
(vacation, family related, compensa- rent || past
tory time off CTO), go into My Time Off. Type StartDate  EndDate  Status

Home ¥) Help
l‘

Create Time Off Request

Paycode . Edit Time Off Request Details
Pick your pay.
' code option start Action Date Range &  Paycode Hours Requested
>
Start Date

W 11200011 [vacation w 75
— date, and end | | |

date of your leave.

End Date .
Then press enter details

11/28/2011 9 -
'é} View and confirm details for this Time Off Request,

G Create new Time Off Hequest.
&) Enter details for this date range. @ cancel this Time Off Request.

'J Cancel thiz Time Off Request.

Review and press
view and confirm
that everything is correct;
create new; or cancel.




Pdone Public Funds “ Furnls 1o pu sl

Request Summary

Date 4
11/28/2011 Vacation

Adjusted Bank Balances

Assignment &

1767197 “Vacation

1767197 Usage

1767197 CTO Bank

Comments to Manager

a Home @ Help

Paycode

Bank Description

Family Leave Days

Review/Finish Time Off Reque:

Hours Requested

==l
in

This screen will con-

firm your request, and

advise you of your pre-

vious vacation, family

related, and used CTO
days.

n You may at this time

Initial Balance
49.50

Ending Balance
42.00

4.00 4.00
0.00 0.00

Going to New York City for the weekend.

Exceptions

'é) Submit this Time Off Request.
@ Enter details for this date range.
q Cancel this Time Off Request.

Seaff e e - Poronine] de (]
P Public I\.-m‘p%'-- by oo prulslie

My Time Off

enter in any additional
comments to the man-
ager.

Then after everything
is confirmed you can
either submit, enter
new details, or cancel
the time off request.

The submission will
have triggered an

Your request has been submitted.

email to your Admin

My Time OFf

l;']i Create New Request

Current Past

Type
Time off - Wacation

Manager to approve or
reject your time off

n request.
Under “My Time

Start Date =
110292011

End Date
11232011

Status
Pending

Oft” you will see that
the vacation request is
pending. It will re-
main that way until
the request is ap-
proved or rejected.




Dashboa Personal Time Off Request

Details Status Date
(™ { | Pending 113012011

2 Time £ Ly Time Off T
Sheets & Review Time Off

When go click the “Home” tab at the top, it will take
you back to the main page, and in the bottom right
hand side of the screen, you will see “Personal Time
Off Request” and you should see your request pend-

ing.

1-1 ----- Original Message-----
From: | |

Sent: Wednesday, Movember 38, 2811 9:36 AM
To: |

Subject: Time Off Request Psg

As you can see the email was automatically sent to
your Admin Manager, this is the person that would

[ E requested time off. Please review for 12/81/2811

[ I a demandé un congé. Vérifier lz demande pour le 12/81/2611

To review please access: hitps://wwwl.cfpsa.con/Workforce/
Pour effectuer les révisions suivez: hittps://www3.cfpsa.com/Workforce/
@TimeOﬁApEmval Review for L | When the Admln Manger
,,;'--\ @ vome @ rev goes into to accept or rejec_;t
T s en i Time Off Approval Revl yOUT leave request, they will
Request Summary see yOUI’ I’equeSt brOken
Date Paycode Hmriﬂﬁ‘w}m/ down into days, and then
12/01/2011 Vacation 75 | they have the option to ap-
12/02/2011 Vacation 75

prove or reject.

ISYSTEM@S'-J'Ott'\-'-.u'FDDD1 I d Reject this Time Off Request.

1 3 ﬂ Approve this Time Off Request.
Time Off Request Rejected / Demande de cange refusée G Back

The following emails ang aggregated by the system:

After your manager ap-

Tod - | | proves or rejects your re-
CcC: q
BCC: quest for leave, you will

receive an email almost
instantly stating if your re-
Suest was approved or not.

Your time off request for 12/81/2811 has beeM\ ejected




| - P

14 ® Time Entry

& Edit Emplovee Time
%% Approve Time Sheets

u Reports

Lrm oo u

1?' Schedules

£

Iy Time Off

Review Time Off

fb Reguests

(& View General Reports ¢
& Vview Group Reports

Check my vacation balance?

‘Q Favarites

[£] Employee Time Sheet
2P Recently Viewead

[y

Employee

Employee Absence History

® Time Off Reports . Employee Accrual History

. Vacation Forec

st Detail Report by

/;

16

(J.i EmpCenter.,

Vacation Forecast Detail Report by Employee from 4/ 6/2014 to 12/31/2014

Commercial Policies V 1.0

Employee Name Employee ID Day of Date Initial Balance Accruals Vacation Already Ending Balance

Week Approved
Hours Days Hours Days Hours Days Hours Days

| ]
Sunday 04/08/2014 42.40 5.65 0.00 0.00 0.00 0.00 42.40 565
Wednesday 04/30/2014 42.40 5.65 12.50 187 0.00 0.00 54.90 732
Saturday 05/31/2014 54.90 7.32 12.50 167 o.00 0.00 67.40 8.599
Monday 06/30/2014 67.40 2.99 12.50 187 o.00 0.00 79.90 1085
Thursday 07/3152014 79.50 1085 12.50 167 o.o0 o.0o0 82.40 1232
Sunday 08/31/2014 82.40 1232 12.50 167 o.o0 o.0o0 104.50 1359
Tuesday 09/30/2014 104.580 13.99 12.50 187 0.00 0.00 117.40 15.65
Friday 103152014 117.40 15.65 12.50 167 o.00 0.00 129.80 17.32
Sunday 11/30i2014 129.90 17.32 12.50 187 o.00 0.00 142.40 18.99
Wednesday 121312014 142.40 18.99 12.50 187 o.00 0.00 154.90 2065

month

Balance at the end of each




