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Mini Guide: Running Display
Working Time and Approved Leave
Reports in Manager Self Service

Follow these steps to run and view a report that displays working time and approved leave for
employees in your agency through Manager Self Service.

1. Once you’ve logged into Manager Self Service (MSS), expand the list of reports available
in the Detailed Navigation window by clicking on the black arrow to the left of My
Reports, then select Reporting when it appears.
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2. When you reach the reporting menu, select Display Working Time and Approved Leave

Report from the Queries list. This will launch a new window called Launchpad for
Reports: LPA Reporting.
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3. Select the time period for which you’d like to view results by clicking on the Period drop down
button (circled in the below image). The options for the period of time include: Today, Current
Month, Current Year, All, Past (Until Today), Future (From Today), Key Date, and Other Period.
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Note: Selecting Today will display results for any absence or working time occurring on today’s
date. Key Date will run the report as of a particular starting date. Other Period is used to designate a
specific start and end date, such as 5/1/2010 - 5/16/2010, and will show all working time and approved

leave during the specified timeframe.

4. Select the group of employees (for example, Direct Reports) to include in the Employee
Work Schedule report by using the Selection drop down menu.
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Note: Selecting Direct Reports will result in a report listing all employees that directly report to you. All
Employees selects all direct and indirect employees that you directly supervise. Direct Organizational
Units selects all organizational units that you directly supervise for selection. All Organizational Units
lists all organizational units that you directly and indirectly supervise for selection.
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5. Select the employee(s) or organizational unit(s) you would like to include in this report by
clicking in the blue box to the left of the employee(s) or organizational unit(s) name, then
select the Report Result button (circled in the image below). If you do not select at least
one employee you will receive an error message and will be unable able to proceed.

I Launchpad for Reports
L
l LPA Reporting
Period |Other Period [~ from (010172010 To [amtzoig @
Selection: | Direct Reports [+]
Employee s b =
Alice CharmaineHo 10011877 P
" Sun Coburn 10011767 P
(T Hager 10011977 P
| Fabian Casey McCord 10011967 P
| Alden Erik Bartley 10011907 P
BHER 0 -EEHE
CReport Resut 21

Note: To select All Employees or Organizational Units listed, click the Select All button. To select
multiple, but not all, employees, press the Control key and hold it down while you click on the blue

button beside the name of each employee you would like to select.

6. Determine how you want to view your report and if you want to print or save report.
There are many options available, including one-click layout templates that display data
with automatic filtering and totaling, and a number of ways you can customize the data
displayed when you run the report using the default view.

To select one of the Layout templates described on the next page, click on the Select
Layout button on the right hand side of the top of the screen (circled in the image below).
This will launch the Layout Choose menu shown near the center of the image below.

Launchpad for Reports History, Back
T —
I [Details ][ Sortin Ascending Order |[ Sortin descending order | Set Filter |[ Total |[ S ... || Print Preview || Local File... || Mail Recipient || ABC Analysis |[ Graphic || Change La_v'om.‘ Select Layout... !.mre J
MSS Display Working Time and Approved Leave
J = Layout Choose | E3
Personnel Number |Lastname _ [First name [ o Caiobiaeseniton [ Hours [Stattme  [Endtime | Amount|Createdby  [spprovedby  |spproval date
10002576 |Nieto Helene JALL LEAVE Al leave - approved 3.500 13:00:00 16:30:00 0.00 MSSTRAINS =
Nieto Helene JANNUL ¥ Annual leave - approved 4.000 08:00:00 12:00:00 0.00 MSSTRAINS |
DEFAULT  Defaull 200
Nieto Helene EMLA FILA leave - approved 4.000 08:00:00 12:00:00 0.00 MSSTRAINS
Nieto Helene JOTHER LV Other Leave - approved 3.500 |13:00:00 16:30:00 0.00 |MSSTRAINS
ISICKLEAVE  Sick leave - approved 7300
Nieto Helene AVORK HOURS Recorded Working Hours - approved 4.000 08:00:00 12:00:00 0.00 MSSTRAINS
Nieto Helene 3.500 [13:00:00 16:30:00 0.00 MSSTRAINS
7.500
Nieto Helene 4.000 08:00:00 12:00:00 0.00 MSSTRAINS
Nieto Helene 3.500 13:00:00 16:30:00 0.00 MSSTRAINS
7.500
Nieto Helene — = 4.000 08:00:00 12:00:00 0.00 MSSTRAINS
Nieto Helene El@ 3.500 |13:00:00 16:30:00 0.00 |MSSTRAINS
12/06/2010 ] 7.500
Nieto Helene AAnnual Leave 11/23/2010 Approved 7.500 |00:00:00 00:00:00 0.00 CCPOORE CCPOORE 11/23/2010
11/23/12010 ] 7.500
Nieto Helene AAnnual Leave 11/18/2010 |Cancelled 7.500 |00:00:00 00:00:00 0.00 CCPOORE CCPOORE 11162010
Nieto Helene AAnnual Leave Approved 0.000 |00:00:00 00:00:00 0.00 CCPOORE CCPOORE 11M16/2010
11/18/2010 ] 7.500
Nieto Helene AAnnual Leave 111772010 Approved 7.500 |00:00:00 00:00:00 0.00 CCPOORE CCPOORE 11162010
Nieto Helene AAnnual Leave Approved 7.500 |00:00:00 00:00:00 0.00 CCPOORE CCPOORE 11162010
1117/2010 L] 15.000 =
|| =] =] Page |1 I3
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Layout Templates

* All leave — approved: Shows all types of leave and totals of each leave type that have been
approved, by personnel number.

Annual leave — approved: Shows all types of annual leave that has been approved, and
totals each leave type by personnel number. Example shown below in the uppermost
screenshot; the other leave views described on this page have a similar appearance.

Default: Shows working hours and all types of leave by personnel number and totaled by date.
Use this layout if you would like to customize the view using the tools described on page 5.

FMLA - approved: Shows all types of FMLA leave that have been approved and totals each
leave type by personnel number.

* Other leave — approved: Shows all other types of leave that have been approved and totals
each leave type by personnel number

* Sick leave — approved: Shows all types of approved sick leave and totals each leave type
by personnel number

Recorded working hours — approved: Shows all approved attendance hours/working hours
and totals, by personnel number and date. Example shown in the bottom screen shot below.

Launchpad for Reports History, Back
[
Exa m p I e - I Details || Sortin Ascending Order || Sort in descending order || Set Filter || Total || Subtotals... || Print Preview || Local File... || Mail Recipient || ABC Analysis || Graphic || Change Layout Select Layout More.

‘ MSS Display Working Time and Approved Leave

A nnu al Ieave —a p p roved ~Personnel Number|Lastname _[Firstname | Att/Asencetype | Dale  |.Processingstas | eHours/Startime _ |endtime | Amount[Createdby  |Approvedby  [Approvaldate |
Nigto Helene Asnnual Leave 08126/2010 |Approved 7.500 [00:00:00 00:00:00 0.00[HR-ADMIN  HR-ADMIN  |0821:2010 -]
I ay o u t 08/26/2010 = 7500
Nieto Helene AAnnual Leave 08/25/2010 [Approved 7.500 [00:00:00 00:00:00 0.00 HR-ADMIN  HR-ADMIN  [08:21/2010
08/2512010 . 7500
Nigto Helene AAnnual Leave 08/2472010 [Appraved 7.500 [00:00:00 00:00:00 0.00 HR-ADHIN_ HR-ADMIN  [08121/2010 |
0812472010 - 7500 |
Nieto Helene AAnnual Leave 0812312010 |Approved 7500 [00:00:00 00:00:00 0.00 HR-ADMIN  HR-ADMIN  [08:21:2010
08/23:2010 - 7500 !
Nigto Helene Asnnual Leave 07/30/2010 [Approved 7500 [00:00:00 00:00:00 0.00 HR-ADMIN  HR-ADMIN  |07/31/2010 |
07/302010 « 7500
Nieto Helene AAnnual Leave 07/23/2010 [Approved 2500 [14:00:00 16:30:00 0.00 HR-ADMIN  HR-ADMIN  [07/24:2010
07/2312010 « 2500
Nigto Helene AAnnual Leave 061072010 |Appraved 9.000 [00:00:00 00:00:00 0.00 HR-BATCH HR-BATCH  [06/08/2010
051012010 . 9000
Nieto Helene AAnnual Leave 06/0912010 |Approved 9500 [00:00:00 00:00:00 0.00HR-BATCH HR-BATCH  [06/08:2010 -
06/09:2010 = 9500
Nigto Helene AAnnual Leave 05/05/2010 [Approved 4.000 [12:30:00 16:30:00 0.00 HR-BATCH HR-BATCH  [05/06/2010
0510672010 « 4000
Nieto Helene AAnnual Leave 03/22/2010 [Approved 1,000 [16:00:00 17:00:00 0.00HR-BATCH HR-BATCH  [032212010
0372212010 « 1.000
Nigto Helene AAnnual Leave 031872010 [Appraved 3.000 [13:30:00 16:30:00 0.00 HR-BATCH HR-BATCH  [03118/2010
031812010 = 3.000
Nieto Helene AAnnual Leave 0112212010 |Approved 3.000 [12:30:00 15:30:00 0.00HR-BATCH HR-BATCH  [01/2212010
01/2212010 = 3.000 &
Launchpad for Reports History, Back Forward [f
I [ Details || Sortin Ascending rder || Sortin order || SetFilter |[ Total |[ Subtotals... || Print Preview |[ Local File... |[ Mail Recipient || ABC Analysis |[ Graphic |[ Change Layout.. || Select Layout... |[ More...]

Example:
MSS Display Working Time and Approved Leave

TPersonnel Number Lastname [Firstname _|Att/Absence type [Date [Processing status £Hours [Start time Enatime | Amountfcresteaby  [spproveany  |approvaldate |

Defau It view 10002576 Nieto Helene Attendance hours 1211412010 |Released for approval 3500 [13:00:00 16:30:00 0.00 MSSTRAINS j
Nigto Helene Aftendance hours Released for approval 4.000 |08:00:00 12:00:00 0.00 MSSTRAINS
12/14/2010 - 7.500
Nigto Helene Atendance hours 12/13/2010 Released for approval 4.000 |08:00:00 12:00:00 0.00 [MSSTRAINS
Nigto Helene Aftendance hours Released for approval 3.500 |13:00:00 16:30:00 0.00 MSSTRAINS
12/13/2010 - 7.500
Nieto Helene Attendance hours 12/08/2010 Released for approval 4.000 |08:00:00 12:00:00 0.00 MSSTRAING
Nieto Helene Attendance hours Released for approval 3.500 |13:00:00 16:30:00 0.00 MSSTRAING
12/08/2010 - 7.500
Nieto Helene Attendance hours 12/07/2010 Released for approval 4.000 |08:00:00 12:00:00 0.00 MSSTRAING
Nieto Helene Attendance hours Released for approval 3500 13:00:00 16:30:00 0.00 MSSTRAING
12/07/2010 - 7.500
Nieto Helene Attendance hours 12/06/2010 Released for approval 4.000 |08:00:00 12:00:00 0.00 MSSTRAING
Nieto Helene Attendance hours Released for approval 3500 13:00:00 18:30:00 0.00 MSSTRAING
12/08/2010 . 7.500
Nieto Helene AAnnual Leave 11/23/2010 Approved 7.500 |00:00:00 00:00:00 0.00 CCPOORE CCPOORE 1112312010
11/23/2010 . 7.500
Nieto Helene AAnnual Leave 11182010 |Cancelled 7.500 [00:00:00 00:00:00 0.00|CCPOORE  [CCPOORE | 11M6/2010
Nigto Helene AAnnual Leave Approved 0.000 |00:00:00 00:00:00 0.00 |CCPOORE CCPOORE 11/16/2010
11/18/2010 - 7.500
Nigto Helene AAnnual Leave 11/17/2010 Approved 7.500 |00:00:00 00:00:00 0.00 CCPOORE CCPOORE 11/16/2010
Nigto Helene AAnnual Leave Approved 7.500 |00:00:00 00:00:00 0.00 | CCPOORE CCPOORE 11/16/2010
11/17/2010 - 15.000 -
Zlel=]=] Page |1 I3
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Tools for Customizing the Default Layout

Sorting Your Report — You can sort the information in the report in ascending or
descending order. To sort, click the column heading you would like to sort the results
by (for example: personnel number, last name, first name, etc.), then click the Sort in
Ascending Order or Sort in Descending Order button.

Filtering Data — The Filter button allows you to select a particular column and filter the
report by data in that column. For example, if you only want to see Annual Leave, filter on
the Att/Absence type column, with the filter set to annual leave. (For more information on
filtering data, see the instructions on filtering in Step 8, on page 5.)

Totaling Data — The Total button allows you to total a column that contains numbers, such
as the hours column. After totaling a column, the Subtotal button, which is discussed
below, will appear after the Total button on the menu. To total a column, click on the top of
the column to highlight it, and press the Total button.

Subtotal Data — The Subtotal button allows you to subtotal, for example, the hours listed
in a report by date or by attendance type. To subtotal a column, total first and then the
Subtotal button will appear. Click on the header of the column you would like to subtotal,
then click Subtotal. (See example at the bottom of this page.) Note: If subtotaling by date,
if an employee has changed a leave request, this leave will be listed twice.

Print Preview — Select Print Preview to view the report as it will appear in a printout prior to
printing. If you wish to print the report, click on File on the internet browser, then select print.

Local File — To save the file to your computer, click the Local File button. You have

several choices of file types in which to save your report. To save the report to an Excel
spreadsheet, select Spreadsheet. Once you select the folder in which you would like to save
the file, name the file, then click the Generate button to save the file to your computer.

Latmchpad for Reports | Mstory, Bk =]

L
||Ds|ans|[sonnAszenumgMar || Sortin descending cedar || Set Fitter || Total || Print Preview || Locad File.. || Mail Recipient || ABC Anabysis || Graphic || Change Layout._ || Select Layout.. || Save Layout.. || More_ )}

MSS Display Working Time and Approved Leave

| Personnel Number|*Last name i‘Furs\namt Allisbsence hpe |'Dt|e Processing stabus | Hours Stad fime :En-dnma | Aenowt|
1000767 Cobum S Atandance hours RN A2010 30 3.00 06:00:00 09:00:00 000 &
10011767 Adendance hours ganrame 30 B.50 14:30000 230000 0.0
10049767 Aferdance hours 30 3.50 060000 09:30:00 0.00
10011767 Aendance hours 03n 62010 30 B.50 14:30000 230000 0.0
10011767 Aendance hours a0 5.50 06:0000 11:30:00 0.0
10014767 Aendance hours 03N SR 30 750 14:30:00 2T0000 0.00
10011767 Andance hours 03N 22010 30 3.50 0600 09:30:00 0.00
10011767 Agandance hours 0312010 30 800 14:30.00 223000 0.00
10019767 Atardance hours 0 6.00 06:00:50 12:00:00 0.00
10011767 Atardance hours 03102010 30 B.00 14:30:00 23000 0.00
10019767 Adendance hours an 3.50 06:00:00 093000 0.00
10014767 Aendance hours ARMANE 30 7.50 14:30:00 220000 0.00
10019767 Alandance hours 30 6.00 06:00:00 120000 000
10011767 Aendance hours DAMA00 30 B.00 14:30:00 223000 0.0
10044767 Aftendance hours DADS2040 30 3,50 06:00.00 08:30:00 0.00
10011767 Aendance hours 03042010 30 9,00 14:30000 233000 000
10011767 Aendance hours 30 4.50 060000 10:30:00 000
10019767 Airdance hours 0A0AIMG 30 9.00 14:30.00 23:30.00 0.00
10019767 Atandance hours 30 450 06:00.00 10:30:00 0.00
10019767 Adendance hours D000 30 T.50 143000 22:00:00 0.o0g
10014767 Atendance hours 30 3.50 06:00:00 09:30:00 0.00
10019767 Afderdance hours DRM20M0 30 B.50 14:30000 230000 0.00
10019767 Aldandance hours 026200 30 3.50 06:00:00 083000 0.0
10014787 Aendance hours AAPACAA 30 10:00 1 3:00:00 2300:00 nool ™
»

D Estract CRMMIAFF crested B ECD (000 =4 ]
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Note: Below is an example of the report in optimized view, with the employee’s hours totaled for each day,
and with the approval status of each day’s hours included:

Liunchpad for Reports Hatory, Back
I Dstails || Sortin Ascending Ordar |[ Seetin cescending order || Set Fiter || Total |[ Subtotats_ )| Print Fraview |[ Local File... || Mail Recigsn |[ ABC Analysis || Graphic |[ Change Layout_ || Selec Layout_|[Wore.. ]
MSS Dlspla}f Working Time and Appmved Leave
| "Personnel Mumber Lastname  Firstname A8 lahsence boe [ ate _'Fr:-nusmu status | tHours [Start ne Endtme | Amount|Created by Boproveddy  poeoval dale J
100257 MHosts Helana AHBNGINTE NoWE 1052972010 Rebeatad for approval £ 000 00000 1200700 000 MESTRAMNS =
ety Helana ARENGIntE NoWs Releasad for apgdoal 3500 13:00000 1630000 0.00 MISTRANS
1022010 L] T.500
Flghe Halang Afigndancs howrs 102872010 Relsased for approval 4000 08:00:00 120000 000 MESTRANE i
"ty Helana Afendanis Naws Rleasad for apgdoal 3500 13:00000 1630000 000 MI3TRANS
10222010 L] T.500
Pt Heleng aflgndance howrs 10272010 Appetead 4100 08:00:00 120000 000 MESTRAINE WESSTRAIME 1102010
] Helena Aflandancs howrs Approvad 3%0 13:00:00 163000 000 MESTRANE  WSSTRAMNS 110202010
122010 L] 7.500
MHagho Heleng ARENdARoE Rowrs 10242010 Appdowed 4000 08:00:00 1200.00 G000 MESTRAME  LUSSTRAMS 11022040
Figbo Helung Aflgndanca howrs Appigead 2500 13:00:00 182000 000 MESTRAME HSSTRAIMS 11022010
12E2010 = T.500
Hagha Heleng ARBAGAAEE Rours 10252010 Appdoved 3,000 0%:00:00 12:00:00 G000 MESTRANE  WSSTRAMS TU022010
Flgbe Halang aflgndance howrs Appigwad 2000 13:00:00 180000 000 MESTRANE LESSTRAIMS 1102200
1252010 - 6000
Fagts Helana ARENGINtE Nows 10A182010 Appdtad £000 000000 1200700 000 MESTRAING  WSSTRAMS 10252010
Haghs Helana AfENdARoE howrs Appeivad 3500 |13:00:00 1430 00 000 MESTRAME WUSSTRAIRE P02
122010 = T.500

7. When the report opens, it will look like the first screenshot on the previous page, with
scroll bars along the bottom and right edge indicating more data is included outside of the
current view area. To expand the view area to display as much of the report as possible,
right-click anywhere in the report, and select Optimize Width from the menu that appears
(circled in the screenshot below).

Launchpad for Reports Histscy, Back H

1]
I| Detaits || Sortin Ascending Order || Sortin descending order || Set Filter || Tots! || Subtotals || Priet Preview || Locsi File || Mail Resipient || ABC Analysis || Graphic |[ Change Layout || Select Layout_ || More_J

‘ MSS Display Working Time and Approved Leave

TPérsonngl NumberLastname  Firstname  [AMUABSENE hpé ["Date [Processing stabug | eHours [Clanbme  Endbmé | Ameunt[Created by lee... ... |
10002576 |Mieto Hetene Aftendanca hours 102972010 Released for approval 4,000 |0a:0601:00 12:00:00 0.00 MSSTRAINS -
Migta Hetana Amendancea hours Released for approval 3500 | 13:00:00 1530000 0.00 MSSTRAINS
107282010 - T.50:0
Migta Mg ARENINLE HOUIE 10222010 Released Fr aporoal 4.000 |08:0:0:00 1200200 0.00 MSSTRAING =
HMigts Hihiirivs Agendance hours Raleased for apgraval 2500 |13:00:00 16:30:00 0.00 SSTRAING
1072872010 . 7500
Higta Hedang A@endance hours AQT00 Approved 4000 |0 00 00 1200000 0.00 MESTRAINS  MSST 1102
Mieka Helene Affendance hours Approved 3500 |13:00:00 16:30000 000 MSSTRAING ~ MSST 1102
WET2010 = T.500
| Migto Hubira ABendance hours 12EE010 Appraved 4000 0d:00:00 1200000 0.00 MSSTRAINE  MSST11MeE
Migta Hetana Aendancea hours Approved 3500 | 13:00:00 1630000 000 MSSTRAING  MSST 1102
10282010 - T.500
HMieka Hedene Afendance hours 10252010 Approved 000 |0r3:0:0:00 12:00:00 0.00 MSSTRAMS  MSST 1102
Miata Hairg Amgndance hours = 1 3000 13:00:00 1600000 0.00 MSSTRAING ~ MSST 1102
1002 : BO00
Migto Hetene Aendance hours 1| Detalls _ Cirt-Shift-F3 1000 [0B:00:00  [1200:00 0.00 MSSTRAINS  |MSST 10725
HMieta Helene Affendance hours 3500 |13:00:00 16:30000 000 MSSTRAING  MBST10/25
= T.500
Hiato Hetorg smendance hours joq Find 4000 [08:00:00 12:00:00 0.00 MSSTRAING  [M5ST 1022
Migta Hetana Aendanca hours ] SetFitr 3500 13:00:00 1530000 000 RSSTRAING  MSST 1022
1 1 - T.500

Lligts Haers ARendageshours iormed 2 ZE00 3000 E00n Q00 CoPooRE  CEprinE

| Higts Hedene ~@endance hours 0o Spreadshest 4000 |08 00 00 12200000 0.00 [CCPOORE CCPC1026
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8. To filter data, click on the Set Filter button to launch a new window in which you will Define
Filter Criteria. Click on the name of the column(s) you would like to use as the filter. (For the
below example, we use the Att./Absence type column.) Once you have selected the column
by which you would like to filter, click the Add Filter Criterion button, the left arrow in the
center of the screen, circled below. Then, click on the Filter button, which is a small square

button denoted by a funnel icon, located below the Column Set window (also circled below).

I@ Define Filter Criteria
[1st Step: Define the Filter Criteria |
S | - I 2 | ¥ | ]
Filter criteria Column Set
Column Mame Column Mame
Aft./Absence type Personnel Mumber =
Lastname
First name
Processing status
Hours L
Starttime
End time
Amaount -
4 5 1 . | LH
2nd Step: Determine Yalues for Filter Criteria 1

9. After clicking filter, the Define Filter Criteria window disappears, and you are returned to
the report display. You will see a drop down button in the column heading(s) you defined as
filter column(s) in Step 8. Click on this drop down button to select the data type you would
like to display through the filter. (In our example, we have chosen to view only Annual
Leave.) To finalize your filter, double-click on the data type by which you wish to filter, and
click the Execute button, displayed as the green checkmark at the bottom of the screen.

Launchpad for Reports
]
I | Details |[ Sortin Ascending Order || Sortin descending order || Set Filter || Total |[ Print Preview || Local File... || Mail Recipient || ABC Analysis || Graphic || Change Layout..
[ Restrict Value Range (1) =
Select » Search Criteria
int
Aftfabsence type @@ ﬁi{
Att/Absence type 0o
Attendance hours 00
AAnnual Leave 00
A.Sick Leave 00
A.Family Sick Leave 00
4 Entries found 00
00
00
00
00
00
00
00
00
00
00
v}l Iz
TUUUZA5T || .00
10002451 Attendance hours 0.00] o
Al 3
2)=l=]=| |
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Note: Below is an example of the report that has been filtered to show only annual leave:

" Launchpad for Reports Hatory, Back C
¥

I'Dua-:sf“_sar.m Ascenaing Order || Sortin descanding order || Set Fier || Total || Sublotals__ || Pried Prisview || Lecsl File || Mail Recipierd || ABC Analysis [ Graphic |[ Change Lajout . | Select Layout_ || More..]

MSS Display Working Time and Approved Leave

| ?ersanr.eluumbs.-:u‘;tnama :F.:srname |4l ibsence hpe ["Date [Frocessing stabus | FHzurs Star ime Endbime Amound]  HumBer (unit) Craated by |
805 Deckarson Veghele A Annual Leave 0202200 Approved 230 000000 000000 QoD B.500 GHOMNE
ROEE010 = G50

== .50




