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Introduction

Purpose of the training manual

This training manual is intended for the Leave Administrators within the University of
Stellenbosch.

The purpose of the training manual is to guide the user on the Leave Administrators
processes on Oracle.

The Self-Service processes will not be discussed in this manual.

Contacts

The Human Resources department has set up a central helpdesk known as thesun-e-
HR Support Centre to administer and resolve all e-mail and telephonic queries related
to all aspects of Oracle HRMS.

The following contact details should be used to route all queries to the sun-e-HR
Support Centre:

Sun-e-HR Support Centre:
(021) 808 2753

E-mail; sun-e-HR@sun.ac.za



mailto:sun-e-HR@sun.ac.za

]
Leave

This training module explains how the system processes in the sun-e-HR application works.
The leave process will be managed in both Self-Service and the sun-e-HR
Application.

Employee Self-Service provides every staff member the opportunity to capture his/her leave
on-line. It is every staff member’'s responsibility to ensure that his/her leave record is
accurate.

This responsibility is shared with the staff member’s Line Manager.
The Line Manager is responsible for the on-line approval of every leave transaction.

When a leave administrator receives a leave request that must be captured, ensure that’s
accompanied with an approved leave form or an e-mail with the Line Manager’s approval

Leave that has been captured on the leave administration program is processed on Oracle
immediately. They Line Manager will therefore not receive a notification that requires
approval.

Leave administrators should keep all proof of leave records (application for all leave types)
for a year for auditing purposes.

If a staff member does not have access to a computer he/she can contact the person
responsible for Leave Administration in his/her department to capture the leave.

Leave Administrator's may not cancel any of their own leave transactions. These requests
must be sent to sun-e-hr@sun.ac.za and it must be accompanied with the Line Managers
approval.

HR is still responsible for the capturing of the following Leave Types:

One Year Study Opportunity
Research Opportunity
Maternity Leave

Unpaid Leave

Continuation of work Elsewhere

The application for the abovementioned Leave Types must be sent to HR for capturing.


mailto:sun-e-hr@sun.ac.za

On SUN Employee Self Service select SUN Leave Administration and then on Leave

Balance Report for Administrators.

4 - SUN iRecruitment Recruiter

A - SUN Leave Administration

Leave Balance Report for
Administrators

4 [ FastPath
Absence
Accruals
4 B Processes and Reports

Submit Processes and
Reports

View Requests

View Reports

On the next screen click on the search icon. In the Pop-Up window type the employees UT-

Number or part of his/her surname followed by a percentage sign (Botha%), click on Search.
Select the employees name by clicking on the name.

[
| LeaveBalanceDate ... | @seach Dialog - Mozil.. —

| X

® #  https://oda2-devcapp1.sun.ac.za:808!

l14474182 | Search  Close

UT Number Title Name
Person Oliver, Ms. Illana Danielle (14474182) Q
Leave Date J

Oliver, Ms. Illana Danielle (14474182)

Row(s) 1-1




Select the date by clicking on the Date icon. Always select the end of the month which
balance you want.

Leave Balance Date

UT Number Title Name

Person Oliver, Ms. Illana Danielle (14474182) Q
Leave Date ’31'AU9‘2019| |

‘ 0 August 2019 0o ‘ Process
Su Mo Tu We Th Fr Sa

i|[-2|[ 3

4l[~—s|[ el 7|} 8|l 9|10
12][ 12| 13|} 14][ 15][ 16][ 17
18 19 20 21 22 23 24
25 26 27 28 29 30| 31

Leave Balance Date Future Approved Leave (Not included by Leave Balance as of 31-Aug-2019)

UT Number Title Name
14474182 Ms. Oliver ID

INo future approved leave
Person Oliver, Ms. Illana Danielle (14474182) =N

Leave Date 31-AUG-2019 s

_Process |

Calculations as of 31-Aug-2019 Leave Approval Outstanding

Pro rata Annual Leave 10

+ Non Accumulated Leave
(Transferred from Previous Year)

- Annual Leave Taken 0 INo outstanding leave

Available Annual Leave 10

Accumulated Leave (May be taken or paid out)

Non Leave (Ti from year - take before end of December)

Annual Leave 0
Annual Leave before June 1999 (0G) 0
Long Leave before June 1999 (OH) 0
Annual Leave Over 60 0




Path: SUN Employee Self Service >> SUN Leave Administration >> Fast Path >>
Absence

A Leave transaction can only be captured on the system once the leave has been approved
by the Line Manager (Leave form signed).

Oracle Applications Home Page

# HR Professional V4.0
# SUN Committee Member




A¥ Navigatar - SUN Leave Administration

‘«Eunﬁ]ans; Documents
FastPath:

MNavigate directly to personal and assignment information windows

- Absence
@ Accruals
B - Processes and Reports ‘ =
Submit Processes and Reports
= View Requests —
IE View Reports ‘ -

@ Leave Balance Report for Administrators

e )

Oracle Applications - Uni. Stellenbosch - PRD (EBSP)

File Edit View Folder Tools Window Help

HOYO 588D £ ¥R LB LIS ?

| R _
Fipe Category
Reason Occurrence
= | = 5% buration
Full Name Hours
G ID Nurnher
Search by number
Author Type Employee =
Repls Nurnber
Bala
Clear Eird

O Decision

n Current

@) Your curent effective date is 04-APR-2013. Do you want to

change it?
Accruals g

The system will prompt you to change the Effective Date (Today’s Date) select ‘NO’.



Type Category
Reason Occurrence
"“Find Person _]o]4]
|
Full Name \
Actu ID Number
Search by number
Author Tvpe Employee
Number UT-Number
Replz
Bala
Clear { Find ]
In Current Year °Hours “Days ©No Balance
Accruals Confirm Projected Dates

Duration

Hours

™ [=] £

You can search for the person’s record whose leave you want to capture by typing the
person’s surname in the ‘Full Name’ field and click Find or type the persons UT-Number in
the ‘Number’ Field and click Find the type should always be Employee.

If you type the persons surname in the ‘Full Name’ field and click on the ‘Find’ button, a
dropdown list with all employees with that surname will appear. Select the correct name and
click the ‘OK’ button to open the person’s record. If there are two people with the same
Surname and Name, scroll to the right on this screen to see the persons Organisation
(Department). This reflects the primary appointment’s Organisation.

Findjvan der Merwe%

1

Find People by Name [ %]

Mame Employee Mumber Applicant Mumber &
Van Der Merwe, Mr. Alwyn Johannes Tertius 19169027
Van Der Merwe, Mr. Andries Johannes 15055167
Van Der Merwe, Mr. Andries Wouter 15070980
Van Der Merwe, Mr. André Petrus 17823730
Yan Der Merwe, Mr. Barend Frederik 15557049
Van Der Merwe, Mr. Barend Jacobus Barry 11547456
Van Der Merwe, Mr. Barend Johannes 14725622
Yan Der Merwe, Mr. Benjamin 20771541
Wan Der Merwe, Mr. Benjamin Meil 19036477
Wan Der Merwe, Mr. Bernard Daniél 15501914
Van Der Merwe, Mr. Bernardus Johannes 17744687
Van Der Merwe, Mr. Bernhard Jakobus 13907484
Van Der Merwe, Mr. Bosman Botha 14798182 o

Find Cancel




If there are no Leave Records for this person a Blank screen with the person’s name on top
of the screen will appear. If there are any records, the latest leave record will appear. To
apply for leave or to capture a leave application click on the dropdown list button in the

‘Type’ field, if there are leave records on the screen click on the ‘New’ icon | = to clear the
screen for a new record to be added.

Oracle Applications - Uni. Stellenbosch - PRD (EBSP)

File Edit Wiew Folder Tools Window Help

(PO 88PN P LODO% BOIE ?

Oracle Applications - Uni. Stellenbosch - PRD (EBSP)

File Edit View Folder Tools Window Help
BP0 58I P € DR LEDL25 EHER ?
© Absence Detail{Qliver, Ms. lllana Danielle)
Type Category ‘
Reason Occurrence
Date -
[ | Calculate Duration |
Notified 04-APR-2013 Time Date T et st i sl
v L End L Il Days  Hours
Actual Start End Duration ‘
Authorized by . Number
Replaced by Number
Balance Information
Associated Element |
Running Total
In Current Year " Hours C Days * No Balance [l 11
Accruals Confirm Projected Dates

At the ‘Type’ field click on the search icon and a List of Values with all the leave types
will appear. Click on the leave type you want to capture and click on the ‘OK’ button (Fig)
See below for an explanation of this list.
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Find|SUM %

Mame

SUMN Accum Leave Encash Over 60
SUN Accum Leave Encashment W
SUMN Accum Leave Encashment OG
SUN Accum Leave Encashment OH
SUMN Accum Leave Taken Over 60
SUN Accumulated Annual Leave
SUMN Annual Leave

SUN Annual Leave Hours Taken
SUN Annual Leave OG

SUN Annual Leave OH

SUN Compassionate Leave

SUM Injury on Duty Leave

SUN Leave of Absence

SUM Parental Leave

SUN Sick Leave

SUN Sick Leave Half Paid
SN Sick Leave Temporary
SUN Study Oppartunity Leave

Find Ok I Qancel)

SUN Acccum Leave Encash Over 60 - Pay out Accumulated Leave

SUN Accumulated Leave Encashment JV — Pay out Accumulated Leave

SUN Accumulated Leave Encashment OG — Pay out Old Accumulated Leave
(before 01/06/1999).

SUN Accumulated Leave Encashment OH — Pay out Old Long Leave (before
01/06/199)

SUN Accumulated Annual Leave — Take Accumulated Leave.

SUN Annual Leave — Take Annual Leave.

SUN Annual Leave OG - Take Old Accumulated Leave (before 01/06/1999).

SUN Annual Leave OH - Take Old Long Leave (before 01/06/1999).

SUN Annual Leave Taken Hours — For employees working Part Week.

SUN Injury on Duty Leave — When a person had an injury on duty.

SUN Leave of Absence — For a Conference, Course or work from home

SUN Sick Leave — Sick Leave Full Paid (Old and New Leave Package)

SUN Sick Leave Half Paid — When the 120 days Sick Leave Full Paid is used
(Separate Accrual Plan). (Old and New Leave Package).

SUN Study Opportunity Leave — Study Opportunity

SUN Compassionate Leave - illness of an employee's child or spouse, and the death of
an employee’s spouse, parent, parent-in-law,or family member

SUN Parental Leave - An employee who is the parent of a child




To capture a Leave Transaction, select the Absence Type as explained above. Complete
the Actual Start and End date. You can type the date into the Actual Start and End field DD-

MMM-YYYY or you can click on the dropdown list in the Start and End date search icon
at the right-hand side of the Actual Start and End field a Pop-Up window with the calendar
will appear where you can select the date.

O Absence Detail(van der Merwe, Mr. Barend Frederik) _JOf ]
Type 'SUN Annual Leave Category 'SUN Annual Leave
Reason Occurrence
Date
Calculate Duration
Notified 04-APR-2013 Time Date Time _—J
End Days  Hours
Actual Start | End Duration
Authorized by | Number |
Replaced by Number
Balance Information
Associated Element SUN Annual Leave Taken
Running Total 302.5
In Current Year |12.5 © Hours * Days ' No Balance [l 11
Accruals . Confirm Projected Dates




“Absence Detail(van der Merwe, Mr. Barend Frederik) mER

Type SUN Annual Leave Category SUN Annual Leave
Reason Occurrence
Date Calculate Duration
Notified [29-AUG-2019 Time Date Time —
End Days Hours
Actual Start \ D End Duration
$| % April 2013 (¥ 1
Authorized by S M T W T F 8 Number
311 2 35 s
Replaced by 7 8 9 10 11 12 13 Number

14 15 16 17 18 19 20

Balance Information 21 22 230 24 25 126 21
28 29 30 1 2 g 4

Associated Element [SUN Anr 5 6 7 8 9 10 N1
Running Total 13025 GEORRINLS

In Current Year (12.5

Cancel ) “No Balance [ ]

Accruals J Confirm Projected Dates

As soon as you type in the End Date the system will calculate the duration of the leave period
automatically. If a person is taking a half day the amount of days calculated in the Duration

field must be corrected e.g. the person is taking a half day and the system calculates 1 day
it must be changed to 0.5

Ps. remember to change the Duration when the University Office closes at 12:45, the last
day of work e.g. 22 — 24 December calculates 3 days change to 2.5 days.

When Sick Leave is taken a Sick Leave reason must be completed in the Reason field
(click on the list of values).

O Absence Detail(van der Merwe, Mr. Barend Frederik)

Type |SUN Sick Leave Category |SUN Sick Leave

Reason | E Occurrence

If you are sure the transaction is loaded correctly click on the ‘Save’ icon on the top of the page to
save your work.

The following Leave Types Accrue in Calendar Days:
a) All Leave Types for Security Personnel.
b)  Sick Leave for all appointment



Pay Out of Accumulated Leave

Path: Fast Path >> Absence

Choose the correct leave type SUN Accumulated leave Encashment JV, if you want Leave
Days to be paid out

The transaction for leave days to be paid out must be done in the month in which the
person wants the payment.

The transaction must be done on or before the 10" of the month or else it will not be paid
out at the end of that month.

If you want 16 days to be paid out, you must type in 16 days e.g. 01-JUL-2013 to 22-Jul2013.
The amount of days that will be paid out will appear in the Duration field. When you
save the leave transaction a financial transaction will be created on the payroll for payment.If
this transaction is captured over two months, the pay-out will not take place and the leavewill
be deducted. The leave administrator must make a cancellation so that the leave days can
be credited.

If you want more than 20 or more days to be paid out an “Application for pay-out of
Accumulated leave” form must be completed and sent to the HR department for processing.

The form is available at www.sun.ac.za/hr » MH Documents » HR Forms » Leave »
Application for accumulative leave to be paid out

The formula to calculate the amount to be paid out is: Annual Salary * 75% + 250 * the
amount of accumulative leave days = R _ . _ (please note TAX will also be deducted on that
amount).


http://www.sun.ac.za/hr

To cancel leave:
* Fast Path
* Absence

If you created a leave transaction 07-Aug-2009 to 07-Aug-2009 for 0.5 days and saved it, it
can be cancelled.

* Use your keyboard navigator . to find the record that should be

corrected. Stand on the incorrect leave transaction and select the New icon.

File Edit View Folder Tools Window Help

HY ® | VSP R DR LBOO5% BES 2

ana Danielle)

Type [SUN Annual Leave Category {SUN Annual Leave
Reason I Occurrence |34
Date
Notified |27-JUL-2003 Time Date Time
Projected Start I I End ‘ | Days Hours
Actual Start 07-AUG-2009 I End [07-AUG-2009 l Duration |5
Authorized by I Number
Replaced by I Nurmber

Balance Information

Associated Element [SUN Annual Leave Taken
Running Total ﬁ2
e = =
In Current Year [B.5 " Haours * Days * ho Balance [ r ]

Accruals | { Caonfirm Projected Dates )




HBHPpO L8O P £ IDHeER L0925 BEH ?

~Absence Detail(van der Merwe, Mr. Barend Frederik)

* A new (blank) page will appear

File Edit Yiew Folder Tools Window Help

HYO VS P L N NEHR LPIOE BB ?

O Absence Detail(Oliver, Ms. lllana Danielle}

Type | ~ Category \

Reason [ Occurrence

Date
Notified {14'555‘5009 Time Date Time
Projected Start l End [ 1 Days Hours
Actual Start I End l ]

Duration ‘“

Authorized by | Number

Replaced by | Number {

Balance Infarmation

Associated Element |

Running Total
In Current Year * Hours © Days * No Balance il I

Accruals | Confirm Projected Dates |

Click in Type field. Click on Edit » Duplicate » Field above.The leave type will pull through.

El_le@\ﬂew Folder Tools Window Help
undoTyming 1 B S P | £ IPHER L5  BHIEK ?

Cut er, Ms_ lllana Danielle)

B

Paste Type | : i Category |

[
Duplicate Record Above Occurrence

Field Above

Clear 4
Delete Date

Select All |14-SEP-2009 Time Date Time

Deselact Al | [ Ed [ [ Days  Hours
End | Duration ‘

Edit Field...
Preferences »

Authorized by | Number |
Replaced by Number |

Balance Information
Associated Element
Running Total
In Current Year | ~ Hours  Days (* No Balance [ ]

Accruals ‘. Confirm Projected Dates )




Select the Actual start field: click Edit » Duplicate » Field above. The correct date will
pullthrough.

Select end date field: Edit » Duplicate » Field above

The number of days will appear in the Duration field. If the number of days is for e.g. 2 days
you must change it to (minus) -2.

Type |SUN Annual Leave Category |SUN Annual Leave
Reason Occurrence
Date
Calculate Duration
Notified 30-AUG-2019 e Date Time y
End Days Hours

Actual Start | 19-AUG-2019 End |20-AUG-2019 Duration -2|
Authorized by Number

Replaced by Number

Balance Information
Associated Element SUM Annual Leave Taken

Running Total |302.5

In Current Year |12.5 ' Hours ® Days ' Mo Balance [ ]

Accruals Canfirm Projected Dates J

Selecting the “Cancel” option at Reason do not Cancel the transaction.

O Absence Detail{Oliver, Ms. lllana Danielle)

Type |SUN Annual Leave Category |SUN Annual Leave

Reason iCanCBl Leave %"' Occurrence ;35

When you click on the Save icon you will get a Warning that the duration is less than the
days absent and the Absence overlaps another Absence.
Please ensure that the data / transaction is correct before you click on ‘OK’.

& The absence duration in days is different from the actual
time absent. Continue?

Cancel

A This Absence overlaps another absence for this employee.

Continue?
@ Cancel




The accruals program allows you to view leave balances.

Path: FastPath >> Accruals

A Navigator - SUN Leave Administration

tions | Documents

FastPath:Accruals

View net accruals to date

- FastPath Top Ten List
Absence

&% Accruals

B - Processes and Reports [E‘

Submit Processes and Reports
Yiew Requests
+ 4
k) “iew Reports M

@ Leave Balance Report for Administrators

“Absence Detail

Type Category
Reason Occurrence
“Find Person el Duration
Full Name \ ( Hours
Actu 1D Number

Search by number

Author|

Repla Number | UT-Number
Bala

In Current Year “Hours °Days ©No Balance [ 1

Accruals Confirm Projected Dates

To find an employee type in the Full Name and click find or the UT-Number and click find.



Frequently requested Leave balances are Sick Leave and Compassionate leave available.

The first screen that opens will be » SUN PTO Annual Leave Accrual plan. The Net

Entitlement shows the Leave Balance.
Use the arrow keys on your keyboard to page between different Leave Types

S0 B5860 (DN E L AP0 6] 8 0

O Accruals: 01-SEP-2019(Oliver, Ms. lllana Danielle)

NENCIRISUN PTO Annual Leave Accrual Plan Piccrual Category |SUN Annual Leave
Dates
Entitlement Calculation |01-JAMN-2019 - |01-SEP-2019 Met Entitlement |28.09

O Alter Effective Date

Last Accrual |31-AUG-2019

Effective Date |31-AUG-2019 Today's Date |29-AUG-2019

Entitlement Details Reset ) e )

Element Name Input Walue Name Entitlements  Units On Net

SUN PTO Annual Leave Accrual |Accrual Plan 16.66 Days Add =

SUN PTO Annual Leave Accrual Plan Days 0 Days Add

SUN Accumulated Annual Leave Days 0 Days Add

SUN Accumulated Annual Leave |Leave Days 0 Days Subtract

SUN Accumulated Annual Leave Leave Days 0 Days Subtract

SUN Accumulated Annual Leave |Leave Days 0 Days Subtract -

Click on the Calendar on the top to change the system date to the end of the month of which
Balance you needs — It must always be the end of a month to get the correct balance.



On SUN Employee Self Service click on SUN Leave Administration then Processes and Report

and then on Submit Processes and Reports.

b BB SUNM iRecruitment Recruiter
4 Bl SUN Leave Administration

Leave Balance Report for
Administrators

b Bm FastPath

I 4 W Processes and Reports

Submit Processes and
Reports

View Reguests
View Reports

If you are logged on to Oracle Personal User Interface (PUI) click on Processes and Report and

then on Submit Processes and Reports.

¥ Mavigator - SUMN Leave Administration

o

Processes and Reports:Submit Processes and Reports

Submit processes or run standard reports

4+ FastPath
- Processes and Reports

Submit Processes and Reports

View Requests ﬂ

View Reports

Leave Balance Report for Administrators [—
e

Top Ten List




On the Pop-Up screen make sure Single Request is marked the click OK

O Submit a New Reguest

What type of request do you want to run?

* Single Request

This allows you to submit an individual request.

" Request Set
This allows you to submit a pre-defined set of
regquests.
( oK Cancel |

i r,

In the Name field type, a % and the Tab key on your keyboard. The report Name will appear.
With a parameter that must be completed.

O Submit Request
Run this Request

Mame |%| |—
Operating Unit |

Parameters |

Language |f-\meric an English

( Language Settings [ Debug Options

[©] x

Run this Request

|»

Effective Date |PaVieRlyk

Organization Unit |

Employee |
At these T] Date From |
= Date To |
Absence Type 1 |

Upon Com

Absence Type 2 |

Absence Type 3 | —

Absence Type 4 |

Absence Type 5 |

Absence Type & | -

Help ( ok | |cancel) [ cClear | [ Help |




The Absences Report can be run for a whole Organization or for a single Employee

a) For an Organization — Type the Organization name in the Organization Unit field and
press the Tab key on your keyboard.

O Parameters B

Effective Date |29-AUG-2019 =
Organization Unit |SUN-E-HR
Employee
Date From |01-JUL-2019
Date To 31-AUG-2019
Absence Type 1 | J
Absence Type 2
Absence Type 3 =
Absence Type 4
Absence Type 5
Absence Type 6 -

oK QanceIJI Clearjl Help JI

b) For a single Employee — in the Employee field type the Employees UT-Number between
two percentage signs %13341510% and press the Tab key on your keyboard and the
employees name will appear.

O Parameters

[»

Effective Date 29-AUG-2019
Organization Unit
Employee |van der Merwe, Mr. Barend Frederik (13341510)
Diate From 01-JUL-2019
Date To
Absence Type 1 | J
Absence Type 2
Absence Type 3

Ok Qancel),l Clear)] Helpjl

Or a part of the employees’ surname and a percentage sign like Botha% and press the
Tab key on your keyboard. A drop-down list with names will appear, select the correct
name and click OK.



Employee [ %]

Find|Batha, %

Employee EmployeeMumber
Botha, Doctor Willem Frederik (10480021) 8002

-

Botha, Dr. Hendrik Ludolph Ludolph (10399313) 10399313
Botha, Dr. Marie Louise Marie Louise (14778382) 14779382
Botha, Miss Gabriela (19323980) 19323980
Botha, Miss Jenette (11300809) 11200809 —
Botha, Miss Sharnay (21297258) 21297258
Botha, Miss Stephanie (21175462) 21175462
Botha, Miss Susara Susanna (11416750) 11416750
Botha, Miss Tania (11134208) 11134208
Botha, Mr. Aloertus Francois (14549344) 14549344
Botha, Mr. Barend Jacobus (10880585) 10880585
Botha, Mr. Bennie (13491830) 13491830
Botha, Mr. Christoffel (22514155) 22514155
Botha, Mr. Clinton Roberto (14930560) 14930560
Botha, Mr. Cyril Vincent (19429908) 19429908
Botha, Mr. Francois (20276796) 20276796 -

.CJ Parameters
Effective Date [29-AUG-2019 5
Organization Unit |
Employee |BDﬂ'Iﬂ, Doctor Willem Frederik (10480021)
Date From |
Date To | -
Absence Type 1 |
Absence Type 2 |
Absence Type 3 | -
( ok | [Cancel] [ Clear ) [ Help |

The cursor will jump to the Date From field. This is the date from which the report must get
the Absence Records. The date format is DD-MON-YYYY.

Date To is the date up to which day you want the Absence Records. If you keep the Date
To field blank you will get all Absence Records up till Today.

Select an Absence Type(s) you want the Absence Record for, you can select up to 10

Leave Types. Click on the search button D at the end of the Absence Type field and
select the Absence Type.



Absence Type 1

Find SUN %

bsence Type 1

I3

SUM Accum Leave Encashment JV
SUN Accum Leave Encashment OG
SUM Accum Leave Encashment OH
SUN Accum Leave Taken Over 60
SUN Accumulated Annual Leave
SUM Annual Leave

SUNM Annual Leave OG

SUM Annual Leave OH

SUN Annual Leave Taken Hours
SUN Continuation of Work Elsew
SUMN Injury on Duty Leave

SUN Leave of Absence

SUN Sick Leave

SUN Sick Leave Half Paid

SUN Sick Leave Temporary

-

Effective Date |20-AUG-2019
Organization Unit |SUN-E-HR

Employee |
Date From |01-JUL-2019
Date To [31-AUG-2019

Absence Type 1 |SUN Annual Leave
Absence Type 2 |SUN Sick Leave

Absence Type 3 ||

Absence Type 4 |

Absence Type 5 |

Absence Type 6 | h

( ok | [cancel) [ cClear) [ Help |

Click OK and then Submit on the next screen

[S] x

Run this Request

Name |Ahsences Report

Operating Unit
Paramaters |29—AUG-201Q.SUN-E-HR..01-\JUL—2019.31—AUG-201Q.SUN Annual Leave. SUN Sick Leave. ..
Language |American English

( Language Settings I Debug Options
At these Times

Run the Job |As Soon as Possible ( Schedule

Upon Completion

¥ Save all Output Files Burst Output
Layout | ( Qptions )
Notify
) | - Delivery Opts
Print to |n0prlm

Help (C) Submit Cancel
(_we@ ) ( | | )




© Decision
@ Request submitted.
(Request ID = 4303460)

Submit another request?

Click no on the next Pop-Up

Click on View Requests to see if the report is finished and to view your report

A% Navigator - SUN Leave Administration

Functions | Documents

Processes and Reports:View Requests

View any requests submitted for processing

+ FastPath Top Ten List
- Processes and Reports

[E Sbmit Processes and Reports
=] e =]
[:

Leave Balance Report for Administrators

o )

Click the Find button

O Find Requests

' My Completed Requests
' My Requests In Progress

' Specific Requests

Request ID
Name |

Date Submitted

Date Completed

Status | |
Phase

Requestor

[7Include Request Set Stages in Query

Order By  Request ID -]

Select the Mumber of Days to View: 7

( Submit a Mew Request | I Submit Mew Request Set | [ Clear | I Find )




If the Phase is Pending the report has not started running yet. Click on Refresh Data

Refresh Data [ Find Requests | [ Submit a New Request | [ Submit New Request Set )
[ Auto Refresh (X) ( Copy Single Request | [ Copy Reguest Set J
Request ID Parent
} | Name | Phase Status Parameters
Jl4303464  [Absences Report [Pending Normal " (31, 2019/08/29 00:00:00, 136, =

|
14303460  ||Absences Report | (Completed  |Normal 81, 2019/08/29 00:00:00, 512,
( | | | | |
| | | | | |
a | | | | |
U | | | | |
( | | | | |
| | | | | |
| | | | | |
| | | | | | 2
( Haold Request | [ Wiew Details | [ Rerun Request | [ View Output
( Cancel Request | [ Diagnostics | [ Reprint/Republish (J) | [ View Log (K)

If the Phase change to Running the report is busy getting your data

‘O Requests
( Refresh Data I[ Find Requests | [ Submit a New Request | [ Submit New Request Set J
[ Auto Refresh (X) ( Copy Single Request | [ Copy Reguest Set J
Request ID Parent
} MName | Phase Status Parameters
Jl4303464  [Absences Report | [Running " Normal" (81, 2019/08/29 00:00-00, 136, =
'[4303460  |Absences Report | (Completed  [Normal 81, 2019/08/29 00:00:00, 512,
l | | | | |
| | | | | |
I | | | | |
I | | | | |
I | | | | |
I | | | | |
| | | | | |
| | | | | | 52
( Hold Request [ View Details | [ Rerun Request | [ View Output JI

( Cancel Request | [ Diagnostics | [ Reprint/Republish (J) | [ View Log (K) JI




When the Phase change to Completed the report is finished and you can view the report.

=

— O %
Refresh Data Find Requests Submit a Mew Request | Submit New Request Set )I
[~ Auto Refresh (X) Copy Single Request | Copy Reguest Set )I
Request ID Parent
MName Phase Status Parameters
|4303464 Absences Report Completed Normal 81, 2019/08/29 00:00:00, 136, =
4303460 Absences Report Completed Naormal 81, 2019/08/29 00:00:00, 512,
Hold Request View Details | Rerun Request | View Output J
Cancel Request Diagnostics | Reprint/Republish (J) | View Log (K) J

Click on View Output to view the report

Report Parameters

Absence
Absence
Absence
hkbsence
Absence
Absence
Absence
Absence
Absence
Absence
[stellenbosch University

Type
Type
Type
Type
Type
Type
Type
Type
Type
Type

-

Bkb=ence Types:

Date From: O01-JUL-2018%

Organization Unit:
Employee:

Date from:

Date to:

-

O Wwm =] s W R

Date To: 31-RAUG-2019
Crganization: SUN-E-HR
Employee: Isaacks, Mr. Aubrey Mattheus

5UN-E-HR

01-JUL-2019
31-AU0G-2019

5UN Annual Leave
5UN Sick Leave

Lkbsences Report

S5UN Annual Leawve,S5UN Sick Leave

[12343951]

Effective Date:
Report Date:
Page:

Z9-AUG-201%9

29-AUG-2019 11:38

1 of 4

| -Length of Absence-|

Tvpe Reason Start Date End Date Days Hours
SUN Annual Leave Friday 26-JUL-201% Friday 26-JUL-2019 .5
SUN Annual Leave Monday 29-JUL-201% Monday 05-R0GE-2019 &
SUN Annual Leave Wednesday 14-AUG-2019% Wednesday 14-R0G-2019 .5




Hourly Leave for Employees with Part Week Contracts

A new leave subsystem, to capture hourly leave, has been developed. The system is specifically
designed for employees who only work part of a week, for example 2, 3 or 4 days a week. It was
necessary to develop the new leave subsystem to ensure that all employees, according to
legislation, qualify for the correct amount of leave.

The new leave subsystem will be implemented with effect from 1 August 2019. All appointments
effective 1 August 2019, who will work for a part of a week, will be linked to the new leave
subsystem.

Employees (on part week contracts) will in future be required to apply for leave on an hourly basis.
The leave type SUN Annual Leave Taken Hours is available on Employee Self Service and can
be entered by employees that qualify.

The process to capture leave is as follows:
Use the Responsibility SUN Employee Self Service

On the “Enter Absence Details” select the Absence Type “SUN Annual Leave Taken Hours”

from the “Absence Type” list of values.
Create Absence: Enter Absence Details

Employee Name Maphosa, Lloyd Employee Number
Organization Email Address 21487715@sun.ac.za Business Group

* Indicates required field
If you Apply for SUN Leave of Absence, and the Absence Reason is “Course or Conference” the fields relating to “Courses and Conferences” must please be fille

If you Apply for SUN Leave of Absence, and you are not going on a “Course or Conference” and you require a Visa Letter please use the Absence Reason “Other

If you answered Yes for a Visa letter, please provide the following infor; ion in the C field that is required for the Visa letter:
1. Employee Number

2. Countries of travels

3. Reason for travels

4. Arrival date

5. Departure date

6. Salary (on visa letter) Y/N

Absence Status Confirmed
* Absence Type SUN Annual Leave Taken Hours v
Absence Category SUN Annual Leave Hours

Absence Reason v

Enter the Start Date and Start Time and the End Date and End Time of the Leave
Transaction. The system will calculate the number of hours the person applies for.

Absence Status Confirmed
* Absence Type SUN Annual Leave Taken Hours v

Absence Category SUN Annual Leave Hours

Absence Reason ¥

i Start Date 29-Jul-2019 Iy
HH:MM (12:00-11:59)

End Date 29-Jul-2019 @ EndTime 12:00
@ TIP Start Date is required.

Hours
Total 4 Calculate Duration




When the leave period exceeds one day, the correct Start Date and Start Time and the
correct End Date and End Time must be entered, the Total Hours must then be overwritten

with the correct hours by the staff member or leave administrator (such as a half day leave
is entered.)

Person works four hours a day - System calculates hours for the leave period

Absence Status Confirmed

* Absence Type SUN Annual Leave Taken Hours v
Absence Category SUN Annual Leave Hours
Absence Reason »

Duration * Start Time 08:00
Start Date 29-Jul-2019 ) L .
HH:MM (12:00-11:59)

End Date 31-Jul-2019 f@ EndTime 12:00
 TIP Start Date is required.

Hours
Total 19 Calculate Duration

Overwrite hours with correct hours for the leave period

Absence Status Confirmed

* Absence Type SUN Annual Leave Taken Hours v
Absence Category SUN Annual Leave Hours
Absence Reason >

Duration % Start Time 08:00
Start Date 29-Jul-2019 )
HH:MM (12:00-11:59)

End Date 31-Jul-2019 f@ EndTime 12:00
# TIP Start Date is required.

Hours
Total 12 Calculate Duration




For Leave Administrators the Hourly leave work as follows:

Select the Absence Type SUN Annual Leave Taken Hours

B —lolx

Type Category

=l Absence Types

Find|SUN %

Calculate Duration
Notified 29-AU[ | name -

SUN Accum Leave Encash Over 60
SUN Accum Leave Encashment JV .
Actual Start SUN Accum Leave Encashment OG ration
SUN Accum Leave Encashment OH
SUN Accum Leave Taken Over 60 e
Authorized by SUN Accumulated Annual Leave hber

Replaced by SUM Annual Leave " hber
SUN Annual Leave OG
Balance Information | | SUN Annual Leave OH

|»

Days Hours

SUN Annual Leave Taken Hours

A iated
ssociate SUN Injury on Duty Leave —

Runn | sUN Leave of Absence

In Curf | SUN Sick Leave Balance [l N
SLIK Sirk | aava Half Paid

Accruals ey EETEE )

Enter the Actual Start Date of the leave and the Start Time and the End Date and End Time and
the system will calculate the Hours taken.

Type SUN Annual Leave Taken Hours Category |SUN Annual Leave Hours
Reason Occurrence
Date
Calculate Duration
Notified |23-AUG-2019 e Date Tore ;
End Days Hours

Actual Start | 29-AUG-2019 08:00 End |29-AUG-2019 12:00 Duration n
Authorized by Number

Replaced by Number

Balance Information
Associated Element |SUM Annual Leave Taken Hours
Running Total |0

In Current Year |0 = Hours ' Days ' No Balance [l 1

Accruals Confirm Projected Dates J

When the leave period exceeds one day, the correct Start Date and Start Time and the correct
End Date and End Time must be entered, the Total Hours must then be overwritten with the correct
hours by the leave administrator (such as a half day leave is entered.)



Important - Employees and leave administrators will be responsible to ensure that the correct
hours are completed when leave is entered. The system will automatically default toa full day’s
hours. It is up to the individual or leave administrator to ensure that the hours correlate to the
employee’s contract hours for a day.

Should there be any issues, employees or leave administrators can contact the Human
Resources Client Service Centre on 021 808 2753 or alternatively e-mail sun-e-hr@sun.ac.za

Background Processes done at HR

1) The Annual Leave Carry Over process runs once a year at 315t December. This process
split the annual leave balance in Accumulated and Non-Accumulated Leave (for
employees appointed before January 2008) and carry the leave balance over to the new
year. Non-Accumulated leave will be carried over for employees appointed from 1%t
January 2008

2) There are two Forfeit processes. The one forfeit process runs the 31 December for the
Non-Accumulated Leave that was not taken before the 31 December. The other forfeit
process runs daily to see who has taken Unpaid Leave or Unpaid Sick Leave.

For every 14 days Unpaid Leave or Unpaid sick Leave taken during that month you
forfeit one month’s leave.


mailto:sun-e-hr@sun.ac.za

