
Workday Wednesday: Maintaining 
and Updating Absence Balances

February 23rd, 2022
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RESOURCES AVAILABLE

Adjust Employee’s Time Off Balance (Maintain Accruals)

Add Additional Job

End Additional Job

Change Job: Transfer

Change Job: Promotion

Reclassification – New Job Entry Date

Reclassification – Current Job Entry Date

HR Vacation Entitlements

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=497602461b21c510b2eda8ecbc4bcb8f&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016648&sys_kb_id=0c277f611b2dc110b2eda8ecbc4bcbff&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0016645&sys_kb_id=4147df891b15451024c255b62a4bcbbb&spa=1
https://ubc.service-now.com/selfservice?id=kb_article_view&sys_kb_id=a0594c481ba001d047cfffbf034bcb7d
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0017194&sys_kb_id=bdb71fa11b65c110b2eda8ecbc4bcb6f&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0017116&sys_kb_id=47e0d84e1b61c19027278556cc4bcb88&spa=1
https://ubc.service-now.com/selfservice?id=kb_article&sysparm_article=KB0017127&sys_kb_id=2797cfd81ba509501cfdeac3b24bcbc9&spa=1
https://hr.ubc.ca/benefits/benefit-plan-details/vacation-leaves/vacation


AGENDA
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1 Business Processes Where Maintain Accrual and Time Off Adjustments/Overrides Task is Required

2 Viewing Time Off Balances

3 Business Process Where Maintain Accrual and Time Off Adjustments/Overrides Task is Not Required

4 Maintain Accruals and Time Off Adjustments

5 Q+A
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BUSINESS PROCESSES 

WHERE MAINTAIN ACCRUAL 

AND TIME OFF 

ADJUSTMENTS/OVERRIDES 

TASK IS REQUIRED
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WHEN THE MAINTAIN ACCRUALS TASK IS REQUIRED

As a standalone process to adjust an employees current accrual plan (e.g. 
Vacation and Sick Time)

Add Additional Job

End Additional Job

Change Job – when the employee moves to a new employment group

• Change Job: Transfer

• Change Job: Promotion

• Change Job: Reclassification (New Job + Current Job Entry Date)

This step will appear as a ‘To Do’ in some HCM business processes, prompting the initiator to 

review whether the employee’s vacation balances need adjusting as a result of a staffing change.
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VIEWING TIME OFF 

BALANCES
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VIEW TIME OFF BALANCE

Click the Actions button 

from the employee 

profile

Click Time 

and Leave

Click View Time Off 

Balance

Select As Of Date

If you are completing a Change Job BP 

where the employee is changing 

employment groups, you will need to 

note the balance before kicking off the 

BP.
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BUSINESS PROCESSES 

WHERE MAINTAIN ACCRUAL 

AND TIME OFF 

ADJUSTMENTS/OVERRIDES 

TASK IS NOT REQUIRED
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WHEN THE MAINTAIN ACCRUALS TASK IS NOT REQUIRED

General Job Changes:

• Change Job: Change Location

• General FTE Change

Change Job – When an employees stays within the same employment 
group and/or dept.

• Change Job: Faculty Reappointment

• Change Job: Extension

• Change Job: Transfer

• Change Job: Promotion

• Change Job: Reclassification (New Job + Current Job Entry Date)

Although this business process will appear as a sub-process to all Job Change processes, it is not 

always required.
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MAINTAIN ACCRUALS AND 

TIME OFF ADJUSTMENTS
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As a Sub-Process…

Initiate the task

MAINTAIN ACCRUALS AND TIME OFF ADJUSTMENTS

1

A
The initiator of an ‘Add Additional Job’ or 

‘Change Job’ BP will receive the sub-process 

Update Vacation Balances for Employee task 

in their Workday inbox

Click on the Maintain Accruals and Time off 

Adjustments button to initiate this BP
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Initiate the task

MAINTAIN ACCRUALS AND TIME OFF ADJUSTMENTS

1

As a Standalone Task…B

Navigate to the employee’s profile. Click Actions > Time and Leave > 
Maintain Accruals and Time Off Adjustments/Override.

Or
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Make the Adjustment

MAINTAIN ACCRUALS AND TIME OFF ADJUSTMENTS

2

The next window has a required Worker field. 

Select the employee’s name and click OK.

The vacation balance must be updated 

for the applicable position. Click on the 

Adjustments tab and enter the 

applicable information.
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Make the Adjustment

MAINTAIN ACCRUALS AND TIME OFF ADJUSTMENTS

2

Select 

Accrual/Time Off:

Select the vacation 

category for the 

appropriate 

employment group

Units: Enter the 

amount to be 

added or deducted 

from the vacation 

balances (if 

deducting, enter 

the – sign before 

the number, e.g. -

10

Period:

Select the 

year 

pertaining to 

the 

adjustment

Reference Date: This will 

default from the period selected

Position:

Select the 

employee’s 

position the 

adjustment 

is for

Comments:

Enter a comment 

explaining the 

adjustment
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MAINTAIN ACCRUALS AND TIME OFF ADJUSTMENTS

Make the Adjustment2 If this is being completed as a standalone task, there are no further 

steps/approvals required.

If this is a sub-process task, navigate back to your inbox, open the To 

Do item and click Submit.
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MAINTAIN ACCRUALS AND TIME OFF ADJUSTMENTS

How to Skip This Step (When Applicable)3 Although this BP will appear as a sub-process to 

all Job Change BPs, it is not always required. 

Refer back to slide 10 to review instances where 

this task is not required.
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Q+A

Next Workday Wednesday: March 2nd | 10:00 – 11:00am

Topic: HR and Finance Q+A

Registration link

https://ubc.zoom.us/meeting/register/u5wodeugqzIjE9w5_alvH90weMLt8odRIQVF

