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Mini Guide: Change the
Number of Rows, Filter, Copy/
Paste and Print From Absence
Days Screen in MSS

NySCEmployee g@im

Use the steps included in this guide to customize and work more efficiently with any of the
screens in MySCEmployee Manager Self Service that include the rows feature.

Change the Number of Rows Displayed

1. Under the Detailed Navigation menu, click on the arrow beside My Team. Next, click
on the arrow beside Employee Information, and then on General Information to access
Absence Days.

1al#1 4
Detailed Navigation = Dats as of 87/2012. 12:28:11 FM Rafrel

* O My Yeork Owervisw
= Tasks and Llerts
=[O My Team ] General Data == I
= Team Qverview
[0 Employes Informaticn

Augusta Marilynn Boyles 10055282

« e s General Info. Communication Data
» Compensation information Grigvance Stalus Non-Covered Work E-Ma
T T R Work Office BO-T34-2170
» 3 My Qrganization Organizational Assignment 5
kO My Regorts Org. Unt B
Positicn ADNNEG
I Related Links = Cost Canter HR Payral
Payroll Lrea SC Samimanihh

= Submi Help Desk Ticket

I Portal Favorites =T ] Perzonal Data _=. =
* Approve Leave Requests Address: M8, Augusta Mariynn Beyies
= approve Time and Leave
* Apgrove Time Shest Data
* Leave Overview
* Leave Fbeuuea.t I Monitoring of Tasks Olw
* Paycheck lnquiry Service
= Recond Working Time No data available
= Tasks and Alerls
= Tima Accounts ] Absence Days = [~
[Define Fiter]  Fiter nactive
Period BT2011 - B77A13
Pericd Days Description o o
B im o omomn s | e 1 August 2012 Seplember 2012 »
= gl rdctiets Sul Me Tul We TH 5t Sa Su Mg Tu Wa Th Fr [Sa
1| &tAnnual Leave EL 1(2]3]« E13 1
1| al.annual Leave Blzlolr]z]so(wfn] Bzl2]s]s]c|7]e
B 1213141818 17 (18] [ 8 [10)11]12]13[14 18
1| &dAnnual Leave e F agl 1e ]
67 | B.Court Leave L 2 1 e 5
=1 38 R
X




MySCEmployee Mini Guide: MSS Absence Days Screen

2. In the Absence Days section of the screen, click in the text box containing the number 1
and located to the right of the word Row.
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3. Hold the Control key (Ctrl) down on your keyboard and press the right mouse button.
The pop-up window shown below will appear. Enter the number of rows you would like

to display in Displayed no. of content rows field boxed in red below. Click the Ok button
when finished.
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Filter Absences

1. You can filter the type of leave using the Define Filter button.
2. Click the Define Filter button to select one or more types of leave.

Note: Only leave types that have been taken by an employee will display for selection.
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3. Uncheck any leave that you do not want included in the list. For example, if you only
want to see annual leave, uncheck all other boxes. Click the Adopt button once you are
finished. The list will now only display the types of leave you selected.

Note: This is helpful to identify the number of days of annual leave used in a calendar year.
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Exporting or Printing Absence Days

1. You can copy and paste absence days information into an Excel spreadsheet, or print the list.
a. Copy and paste:

i. To copy and paste information to Excel, left mouse click and hold the cursor at
starting point of information you would like to copy. Drag the mouse over the
information until all of the information you want to select is highlighted in blue.

ii. Once all of the information is highlighted, right mouse click and select Copy from
the list that appears.

iii. Open the Excel spreadsheet into which you want to paste the absence
information, and then right-click in the location where you want the data to paste,
and select Paste from the menu that appears. You may also use the common
keyboard shortcut to paste the absence information (hold the Control key (Ctrl)
down and press letter v at the same time). The information will be pasted into
your spreadsheet.

b. Print absence days:

i. Click Options button in upper right corner of the Absence Days screen.

ii. Select Print.
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iii. A new window will appear. Click the printer icon to print to print absence days.
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