Global Payroll for
Active Duty and Reserve

Absence Request (Self Service)



Absence Request (Self Service)

After logging into Global Pay, the Self Service
ember will start at the “Requests” link

In this Training example a member will be requesting 10 days of Leave INCONUS

/ United States Coast Guard
LS. Department of Homeland Security
My Linkslselec: One: _I

J My Page

Sell Senice Reguesis

Annocuncements Updated 16 April 2014

Profile Tasks Miewr
orkflow User PCS eResumes My Profile
Preferences

April Leave and Earnings statements [LE Ss) Posted: L

. April are svailsble.
Go to "Wiew Payched™ under Employee Self Service to view.

Email Addresses Mv Reserve Points
Statement

April Reserve Points Statements Posted: Reserve retirement point 3
2014 is available. Go to "View Reserve Points” under Employes Self

\iew Paycheck
Direct Access Il Technoloay Refresh Projects -

The Self Service

member will click the
Requests link......then

i A Semeans b0n0) et et v go to next slide.

Disr=gard the address displaying nest to the
E-Resume page. The address may not
This is @ known issue. The address can o importanoce for
internal applicants. Go to Self-Service, Tasks, Home and Mailing

Address to view or update cument address information
» Recuiting and Accessions Assignments Reports

» Self Service Leave B t System.
Remindsr! Do not input leave TS or s=parations
using s=ifservice. Your SPO will includs the leave

Test Results
= PCS eR More information and instructions.

» Assignment Processing: More informaticn snd instructions.
= fons: More snd instructions.

KMember Info Additional

Wiew My Worklist

My CGHRMS Orders

My Emplovee Reviews

Emplovee Review
Summary

I 11 More

on your orders.

» Assignment Processing

» Person Profile (Compstencies, Lsngusges,
Memberships, Education and Licenses).

» Portal Navigation Demos snd Guides
» Direct Access Cnline Help

» SPC Manusal

» ALSPC Messages

» Pay & Allowance Rates

w FEC C Se Surve

If you encounter problems, have guestions, or need any assistance with Direct
Access, contact PPC Customer Care at 866.772.8724 or use the pnline Trouble-
Ticket Form

If you have time out or other issues when using Direct Access | transactions, use the
“Direct Access Content” link under the Enterprise menu

Appropriate Use and ACCcess: Do not use this system to conduct training or
to practice entering any pay/personnel transactions. Contact PPC Customer
Care if you have guestions on the use of Direct Acocess.

Common Links

Direct Access V




Advance Pay Request (Self Service)

My Page 3Self Senvice | Ee-queatﬁ|

Self Service Requests

submit an Absence Reguest View My Absence Reguests
submit 8 Delegation Regue View My Reguests (all types)
submit a8 Civilian CA Reguest submit 8 Supp CA Regue
submit an Officer CA Reguest submit an F5A Reguest
submit 8 COLA Unigue Reguest submit 8 Drill Reguest

-
Submit an Advance Pav Reguest The Self Service member will
click the “Submit an Absence

N Request” link.....go to next slide.




Absence Request (Self Service)

Action Request

Submit Absence Request

1. Forthe Absence Type, select Type of Absence.

2. For Begin Date and End Dates, enter inclusive dates you will be charged leave.

3. Click Get Details, and verify # of Days Absent is correct.

4. Inthe Comments section, enter your leave address, phone number, and the leave balance on your 1ast LES.
5. For the Approver field, enter the approving official who will be the final approver for the absence request.

6. Click Submit.

Request Details

Type of Absence: Leave - INCONUS
Beqgin Date; 08182014

End Date: 08/27/2014

[ GetDetails|

Request Information
# of Days Absent: 10

|

Request Documents

Add Attachment
Request Approvers

Comment: Request 10 days leave
[-submit| [ Resubmit| [ Withdraw|

Absence Request Approval

— Request Status:Pending (@ viewHide Comments

One Approval Level

Pendini
(O E—

Initial Approve Action Reguest

Absence Request (Self Service)

Step 1. For Type of Absence click the drop
down and choose “Leave-INCONUS".

Step 2. Enter first day of leave 8/18/2014
in the “Begin Date” field.

Step 3. Enter last day of leave 8/27/2014
in the “End Date” field.

Step 4. Click “Get Details”. (The # of Days
Absent will populate.)

Step 5. Add Attachment (you have the
option to add/upload an attachment if
desired)

Step 6. Enter the Approver (Supervisor)
emplid.

Step 7. Enter comments (Request 10 days
leave)

Step 8. Press Submit. (Request will be
routed to the Approver (Supervisor) in a
Pending status.

......... Go to Next slide




Absence Request (Self Service)

Supervisor Approval
After logging into Global Pay, the Supervisor will
start at the “Requests” link

United States Coast Guard
U_S. Department of Homeland Security
Ry LinkSISelect One: v[

J My Page

Regues

Self Sewvice

N
Announcements Updated 16 April 2014

Reserve Adm
Profile Tasks View

April Leawe and Earnings statements (LESs) PosH LESs for Apsil are available. ) PCS eResumes My Profile
Go to "View Paych " under Self Service N i Preferencs
Email Addresses My Reserve Points
April Reserve Points Statements Posted: Reserve retirenygt point dsts for April Statement
2014 iz avsilable. Go to "Visw Reserve Points™ under Emplofgg Self Service to view. Emergency Contacts

Wiew Pavcheck

Home and Mailing

Direct Access |l Technology Refresh Projects -

Test Results

» PCS eResume: More information and instructions.

» Assignment Processing: Mors i and instruction The SuperV|Sor W|" Phone Numbers Member Info Additional

= Accessions: More ion and instructions.

liotments Wiew My Worklist

CIiCk the Requests Direct Deposit My CGHRMS Orders
Iink... ...go tO next E;L;ilar:sstate*ax My Emplovee Rew

Emplovee Review
Slide Create e-Resume Summary

More User Resources:

= Military Assistance Company (MAC) Allctments Service Endin

=» PCS eResume (Member, Endorser, snd Prowxy) User Guides
Disregard the address displaying next to the SUBMIT button on
E-Resume page. The address may not be your cument address
This is = known issus. The address camiss no importance fo
internal spplicants. Go to Self-Service, Tasks, Home snd Mailing

Address to view or update cument address information
» Reouiting and Accessions Assignments Heport:

» Self Service Electronic Lesve / Absence Reguest System.
Reminder! Do n
using selfservice. Your SPO will include the lsave
an your orders

» Assignment Processing

» Persen Profile | es, 1
Memberships, Educstion and Licenses)

» Portal Navigation Demos and Guides

» Direct Access Online Hel

% SPC Manual

» ALSFO Messages

» Pay & Allowsnce Rates

» BEC C Satisfaction Survey

ns

If you encounter problems, have questions, or need any assistance with Direct
Access, contact PPC Customer Care at 866.772.8724 or use the pnline Troubl
Ticket Form.

If you have time out or other issues when using Direct Access | ransactions, use the
“Direct Access Content” link under the Enterprise menu

Appropriate Use and Access: Do not use this system to conduct training or
to practice entering any p i Contact PPC Customer
Care if you have questions on the use of Direct Access

Common Links

Direct Access Worklist




Absence Request (Self Service)

Supervisor Approval

Self Service Requests

Submit an Absence Reguest

Submit a Delegation Reguest

Submit a Civilian CA Reguest

Submit an Dfficer CA Reguest

Submit a COLA Unigue Reguest

View Mv Absence Heguests

View My Reguests (all h@}
Submit a Supp CA Regue

Submit an F=4 Request

Submit a Drill Reguest

The Supervisor will
click on the “View My
Requests (all types)”
link...... go to next
slide.

J

Submit an Advance Pay Reguest |



Absence Request (Self Service)

Supervisor Approval

View My Action Requests @ pervisor Approval \

I Step 1. Change radio button to

1. "My Submitted Requests' allows member o bring up only their Action Requests “ ”
2."Requests | am Approver For allows approver to bring up only those Action Requests submitted to them. RequeStS I'am Approver for”.

3. MIRequests” allows the approver to pull up their Action Requests and those submitted to them.

4, Transaction Mame field allows user to select a particularfransaction (i.e., Absence Request, Delegation, etc.) “« :
5 Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of ‘Pending. Step % Change Transaction
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name, Name drop down menu to
Transaction Status, and what was entered in the Submission From/Submission To Dates. “Absence Request”

C' My Submitted Requests & Requests | am Approver For € AlIRequests Step 3. Change “Transaction
Status” to Pending. (The system
Transaction Name: [ Absence Request 7 should have already defaulted to
Pendin
Transaction Status: |Pending j g)
Cubmission From Date i Step 4. Click “Populate Grid”.
(The Absence Request should
Submission To Date: il Populate Grid Refesh appear in the grid).
H2 rrallio Step 5. Click the “Approve/Deny”
Transaction Name Status Member Member's Emplid Submitted By Approver Submission Date Approve/Deny link

Absence Request Pending _ _ _ _ 081312014 Approve/Deny

CIERESr ( \ ... Go to Next slide
Transaction Name Status Member Member's Emplid  Submitted By Approver Submission Date  Approve/Deny

Approve/Deny 7




Absence Request (Self Service)

SuperVISor Approval g ervisor Approval, contin h

Step 6. Verify Type of Absence,

Action Request

Absence Request

_ the begin and end dates, and #
1. For the Absence Type, select Type of Absence.
2 For Begin Date and End Dates, enter inclusive dates you will be charged leave. dayS requeSted'
3. Click Get Details, and verify # of Days Absent is correct.
4 In the Comments section, enter your leave address, phone number, and the leave balance on your last LES.
5. For the Approver field, enter the approving official who will be the final approver for the absence request. Step 7. |If an attachment was
6. Click Submit.

uploaded, view it in the “Request
Documents” field.

Type of Absence: [eave - INCOMUS

Begin Date: 08/18/2014
End Date: 0812712014 Step 8 Enter comments
“Approved” .
GetDetails pp

Step 9. Click the “Approved”
button. (The Request Status will

# of Days Absent: 10

L change to Approved and sent to
Global Pay for processing).
Note: If the Supervisor needs to
Comment: 0
| Deny the request, they will enter
— o a reason for denial in the

comments section and click the

Absence Request Approval “Deny” button
\\'\— Request Status:Approved G2 view/Hide Comments \ Go to Next slide /
ne Approval Level N

Approved 8
o

Initial Approve Action Request
0814114 - 7:33 AM




Absence Request (Self Service)

Email Notifications

When a member submits a Self Service Absence Request, an email
notification is sent to the supervisor.

Erom: DoMotReply_hcenv3@direct-access.us
o

[

ubject: Absence Request

e =S

An absence request for Leave - INCONUS has been submitted to you for approuaD

Please take action to approve or deny this Absence Reguest. Click the link below to approve or deny the reguest:

https://epenv3.direct-access.us/psp/EPENV3/EMPLOYEE/HRMS/c/CG_AWE EXT.CG_ACTN REQUEST.GBL?
Page=CG_ACTN_REQUESTAACtion=UREMPLID=1288528&EMPL_RCD=B&CG_CATEGORY=PAYROLL&CG_ACTION=ABSENCE_REQUESTROPRID=186311685EQ_NUMS=13

When the supervisor approves or denies the Absence Request, and emall
notification is sent back to the Self Service member.

From: DoMotReply_hcenv3@direct-access.us
Cc
Subject: Absence Request Approved
~vour absence request for Leave - INCONUS has been approved.
o : o —
Mote: If the absence dates should change, it is your responsibility to notify the appropriate people.

9




Absence Request (Self Service)

Absence Request Corrections/Deletions (Under Development)

Leave Takes will be viewed, (and corrected or deleted, we believe) in
“Absence Event”. The path for Absence Event from the “Enterprise Menu”
page is: Global Payroll Absence & Mgmt> Payee Data> Maintain Absences>
Absence Event. At the current time, SPOs do not have access to this page.

Forecast Messages

Employee ID: _ Empl Record: 0 Hame: _ Forecast

From: 05162014 B Tprougn: 11122014 [ Refresh

D Process Status || Forecast Value

*Absence Take L o - Partial *Process . Original Beqgin . , ,
Element Description Beqin Date End Date Hours  Action Voided Date Details Entry Source Workflow Status
e @ i Employes Self
LEAVE TAKE | Leave Take 08M812014 [ 0812712014 5 Normal »| [T |[08118/2014 B Details Approved +| 1=

Senice

5] save [of ReturntoSearch =] Notify &% Refresh

Absence Event Entry | Eorecast Messages

10



Absence Request (Self Service)

Accumulators Tab
LEAVE ENT_BALANCE Accumulator is 34.0 days PRIOR to taking 10 days
leave August 18 to August 27 (Inclusive)

Calendar Group Results Earnings and Deductions Supporting Elements
3 EMP Empl Record: o
Calendar Group I0: 114081 201408 On-Cycle AD End Month
Calendar ID: CG ACT 2014MO2E Pay Group: LscG
Segment Humber: | Wersion: | Rewvision: |
Gross Result Value: 1, 747075 usD Het Result Value: 1,003 105 usD
Customize | Find | Wiew s | B
Period Element Narme -~ Amount Description Frorm Through
Month to Date CG AC SGLI MTD 28.UUUUUU,'.EI| SGELI MTD for End Month Process 0250742074 08/31/2014 AI
Segment CG AC TAX LEWVY DE 1092 10000055] Tax Lewvy Disposable Earnings 08M 52014 08/31/2014
Month to Date CG AC TSGLI MTD ‘I.UUUUUU,'.Ell TSGLI MTD for End Month Procss 0250742074 08/31/2014
Month to Date FSGLI_MTDA 5. 00000055 Family Servicemembers Grp Life O08/01/2014 08/31/2014
Custom Feriod FW%WT AC PRMM 199. 14000055 FWT Previous Month Value 01012004
Segment F%WT GRS M 1547 40000055 PWT Gross Customer 08M 52014 08/31/2014
Segment FWT GRS M 0.0000005S] FPWT Gross Customer 08M 62014 08/31/2014
Segment FWT GRS TOT 1547 . 40000055] FWT Taxable Gross Total O08M 62014 08/31/2014
Y¥ear to Date FAWT GRS TOT ¥YTD ‘123?9,200000,'.?_:I| FWT ¥ TD Taxable Gross Total 0150152014 A12/31/2014
Segment FWT PRE TAX M D.UDUDDU,'.ﬂl FWT Before-Tax Customer o8M5/2014 08/31/2014
Calendar Period FWT_PTDA 19914000055 FIT Withhelding 08M 62014 08/31/2014
Year to Dat i il b el il bt B o i o O1/01/2014 12/31/2014
@ LEAVE EMNT_BaL N 24 00000055 Leave Entitlement — | 01/01/2004
Month to Crate RMA DOMATIHONM_MTDA 10.00000055] Mutual Assistance Donation 08012014 08/31/2014
Year to Date MED EE AMT ¥ TD 179.50000055] Medicare/EE ¥TD 01012014 12/31/2014




Absence Request (Self Service)

Accumulators Tab

LEAVE ENT_BALANCE Accumulator is reduced to 24.0 days After Global
Pay processing of 10 days leave_August 18 to August 27 (Inclusive)

Calendar Group Results

Eamings and Deductions _ Supporting Elements

EMF D
114081

Empl Record: o
201408 On-Cycle AD End Month

Al 3 oF 3 B8 | ast

Calendar ID: CG ACT 2014MOSE

Segment Humber: A

Pay Group: LUscCG
Versiom: A

1,247 saiE

Rewvisiomn: A

Gross Result Value: Het Result Walue: sy

First =8 4 63 orez B4 | ast

Customize | Find | Wieww S

Accumulator Results User Kews

Period .- Elerment Name = Avrmroumnt Description Frorm Through

Custom Period FWT 20 PRMM 44 40000055 |  FWT Previous Month Yalue 01/01/2004

Segment FWT GRS M 0000000 5E] | FWT Gross Customer osMe/2014 0s/231/2014

Segment FYWT GRS M 515 800000 5= FWT Gross Customer osMes2014 08/21/20174

Segment FWT GRS TOT 515 30000055 FWT Taxable Gross Total 0sME/2014 08/21/2014

Y¥ear to Date FWT GRS TOT Y TD 11347 60000052 | FWT YT Takable Gross Total O1/0742014 A203142014

Segment FWYWT PRE TAs M 0000000 5= | FWT Before-Tax Customer osMes2014 08/21/20174

Calendar Period FWT_FPTDwA A4 40000055  FIT Withholding 02ME/2014 08/31/2014

Year to Date FWWT YT DA L gooosl FIT Withholding O1/0142014 12/21/2014

&L ustom Period LEAVE EMNT_BAL 24 0000005 Leave Entitlement

—

Mutual Assistance Donation

O01/042004

Month to Date Ma DORATION_MTDA RO e e e T RrE) 02/01/2014 08/21/2014

Year to Date

Year to Drate

Segment

Year to Date

Year to Date

MED EE AMT Y TD

MED EE GRS LIMYTD

MED EE GRS M

MED EE GRS YTD

MED ER GRS LIM Y TD

179 500000 5]
12379 2000005

1547 400000 5=
12379 200000055

12379 200000055

Medicare/EE ¥ TD

Medicare/EE ¥ TD Taxable Gross

Medicare/EE Gross Customer

Medicare/EE ¥ TD Gross

Medicare/ER Y TD Taxable Gross

O1/0142014

O1/0742014

osMes2014

O01/0/2014

O1/0142014

12/31/2014

A203152074

08/21/20174
AZ2/31/2014

12/31/2014
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Absence Request (Self Service)

SPO View of Absence Take Calendar ( CG ABS TK)

The 10 days leave August 18 to August 27 (Inclusive) can be viewed

by the SPO on the CG ABS TK Calendar Ve

Pay Processing Shortcuts

Calculate and Finalize Pawroll Paw Calculation Results
Pawvroll Messages Pawveese Status

Element Assignment Bw Pawves One Time (Positrwe |F&Jt
Pawvment PFrocessing Fewiewsw Pawvments

Off Cwcle Reguests Off Cwole Calendar Srou
Create Treasury Files 10899 HF: Populate Snap=shot
135S H: Produce document(s) 10559 R: Correction Inguirs
SBP DR Data Load

The SPO User will \
click on the “Pay
Calculation Results”
link on the Pay
Processing Shortcuts
page, enter the
“Emplid”, and click
“Search”.

..... Go to Next Slide/

/

Results by Calendar Group

Enter any information you have and click Search. Leave field=s bla for a list of all values.

i Ber of rows to return (up to 200 |3EIEI
C Ermpl 1D begins with =] |

Empl Record: I= =1 [
Calendar Group ID: | begins with _~| | g,
Mame: |pegins with =] |

< Search > Clear Basic Search Ef Save Search Criteria

13




Absence Request (Self Service)

SPO View of Absence Take Calendar ( CG ABS TK)

Results by Calendar Group

Enter any information yvou have and click Search. Leawve fields blank for a list of all values.

ﬂhe SPO User will click

Maximum number of rows to return (up to 200): |300 on the “Pay Calendar
Empl ID: [pegins with =] [ NN Group” the leave was
Empl Record: [= -~ taken. In this example,
Calendar Grn::rupllj:l begins with --| = leave will be taken in the
Mame: [Gegins with =] End Month August 2014
' o Calendar Group ID
§ (C114018).
Search Clear Basic Search [Ef Save Search Criteria

..... Go to Next Slide
Search Results
Wiew All First [4] 12of2 k]| Last

Ermpl IC¥ Empl Record Payment Date roup 1D Hame
[ W g -

02852014

D8/ 1/2074 C114071
DFM52074 C114070
DFMO12074 C114061
D61 32074 C114060

5202014 114051
D5 52074 C114050

50152014 CGBAL Cor W

14



Absence Request (Self Service)

SPO View of Absence Take Calendar ( CG ABS TK)

UL ERE TG EETEN  Eamings and Deductions || Accumulators | Supporting Elements

EMP i0: e Record: 0

201408 On-Cycle AD End Month

Calendar Group ID: C114081

Segment Information by Calendar Customize | Find | View A1 BV | # Frst T 430i3 U Las
Segment Segment Calculate Segment  Version Revision .

£ El LY Begin Date End Date Action Humber = Number Humber =5l IR

gﬂiﬁﬁ;m 08012014 083112014  Calculate 1 1 1 Seqment Detail

b

CG ABS TK 08/16/2014 083112014  Calculate 1 1 1 Seqment Detail

2014MO3E

CQACT .
08MB/2014 0813112014  Calculate 1 1 1|Seqment Detail

2014M08E

Additional Result Pages

Positive Input - Absence

[ Absence Data >

G Retunto Search 1 Previousinlist | o] Nextinlst (<] Notify

Positive Input - Payroll Generated Positive Input

Retro Calculation Deltas

>alendar Group Results | Earnings and Deductions | Accumulators | Supporting Elements

-

The SPO User will
click on the “Calendar
Group Results Tab”
first, then click on the
“Absence Data” link.

Go to Next Slide

< y

~N

15



Absence Request (Self Service)

SPO View of Absence Take Calendar ( CG ABS TK)

Calendar Group Results Retro Calculation Deltas
] ENP 0: [ roiRecort: ¢

C114081 201408 On-Cycle AD End Month ‘r
Find Frzr - 10f3 I g
S—

Calendar Group ID:
Calendar Information

»

Calendar ID: CGABS ENT 2014M08 Pay Group: USCG
Segment Number. 1 Version: 1 Revision: 1
Gross Result Value: 0,005 UsD NetResultValue: .00 UsD

On this page, the SPO
User will toggle to the

CG ABS TK 2014MO08E
Calendar ID. (page 2 of 3)

Go to Next Slide

customize | Find | Vew 4 [ B B Frs g opt U L

GRS Absence Detail? | Begin/EndData | Schedule Data and Config Fields | Related Elements

,;allntience Day Day Count Paid Unpaid i Balance Detail

Element Name Dezcription Balance

Balance Detail

Return To Main Result Pages

Gh Reurnto Search | PreviousinList | 4] NextinList | ] Notity |

Calendar Group Results | Absence Data | Refro Calculation Deltas




Absence Request (Self Service)

SPO View of Absence Take Calendar ( CG ABS TK)

Calendar Group Results Retro Calculation Deltas

Calendar Group ID: 114081 201408 On-Cycle AD End Month

Calendar Information Find First Bl 2 o7 3 L' st f \
<glendar n: CG ABS TK 2014M08E__—>  Pay Group: Usce

Segment Number: 1 Version: 1 Revision: 1 Onth CG ABS TK

Gross Result Value: 0.005 UsD Net Result Value: 0.005 UsD "] 2014MO8E Calendar ID the

SPO user click the “View
All" link.....Go to Next Slide

Customize | <ind | View Al ¥, Fisi ] 130710 [T Last
CULE GBS | Absence Detail2 | Begin/EndData || Schedule Data and Config Fields | Related Elements )

- Absence . . Entitlernent .
Element Hame Description Date Day Day Count Paid Unpaid Balance Balance Detail
LEAVE TAKE Leave Take 08/i27/2014 |Wednesday = 1.000000 1.000000 24000000 Balance Detail
LEAVE TAKE Leave Take 08/26/2014  Tuesday 1.000000 1.000000 25.000000 Balance Detail
LEAVE TAKE Leave Take 08/25/2014 |Monday 1.000000 1.000000 26.000000 Balance Detail

Return To Main Result Pages

Gt Returnto Search || PreviousinList | 4] Nextinlist [Z] Notify

Calendar Group Results | Absence Data | Retro Calculation Deltas

17



Absence Request (Self Service)

SPO View of Absence Take Calendar ( CG ABS TK)

Calendar Group Results Retro Calculation Deltas
I e o: [ evoreco: o

Calendar Group ID: C114081 201408 On-Cycle AD End Month

rinformation Find First &l 2 of 3 LA | a5t
Calendar ID: CGABS TK2014MOSE > Pay Group: UscG
Segment Number: 1 Version: 1 Revision: 1
Gross Result Value: 0.005] UsD Net Result Value: 0.005] UsD

Absence Detail2 Begin / End Data

Absence Entitlement

Element Name Description Date Day Day Count Paid Unpaid - Balance Detail
LEAVE TAKE Leave Take 08/27/2014 |\Wednesday | 1.000000 1.000000 24.000000 Balance Detail
LEAVE TAKE Leave Take 08/26/2014 | Tuesday 1.000000 1.000000 25.000000 Balance Detail
LEAVE TAKE Leave Take 08i25/2014 |Monday 1.000000 1.000000 26.000000 Balance Detail
LEAVE TAKE Leave Take 08242014 | Sunday 1.000000 1.000000 27.000000 Balance Detail
LEAVE TAKE Leave Take 08/23/2014  Saturday 1.000000 1.000000 28.000000 Balance Detail
LEAVE TAKE Leave Take 08/22/2014  Friday 1.000000 1.000000 29.000000 Balance Detail
LEAVE TAKE Leave Take 08/21/2014 | Thursday 1.000000 1.000000 30.000000 Balance Detail
LEAVE TAKE Leave Take 08/2002014 |Wednesday | 1.000000 1.000000 31.000000 Balance Detail
LEAVE TAKE Leave Take 08192014 | Tuesday 1.000000 1.000000 32.000000 Balance Detail
LEAVE TAKE Leave Take 08M&2014 |Monday 1.000000 1.000000 33.000000 Balance Detail

After clicking the “View All”
link on th CG ABS TK
2014MO8E Calendar ID
the 10 days of leave
8/18/2014 to 8/27/2014
can be viewed by the SPO

kUser. )

18
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