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RESOURCES AVAILABLE

Place Worker on Full Leave of Absence
» https://ubc.service-now.com/selfservice?id=kb article&sys 1d=5d5867a31bae05909068c992604bcbh54

Place Worker on Partial Medical or Disability Leave
» https://ubc.service-now.com/selfservice?id=kb article&sys id=e9acece61b75451027278556cc4bcbb9

Return Worker From Leave

e https://ubc.service-

now.com/selfservice?id=kb article&sys 1d=4769c7b31bceb410ba8f539f034bcb93&table=kb knowledge

Benefit Change: Go on Leave

e https://ubc.service-

now.com/selfservice?id=kb article&sys id=c6e460371b2e45909068c992604bcbl17&table=kb knowledge
Benefit Change: Return from Leave

» https://ubc.service-
now.com/selfservice?id=kb article&sys id=57a32faf1b2e05909068c992604bch62&table=kb knowledge



https://ubc.service-now.com/selfservice?id=kb_article&sys_id=5d5867a31bae05909068c992604bcb54
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=e9acece61b75451027278556cc4bcbb9
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=4769c7b31bceb410ba8f539f034bcb93&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=c6e460371b2e45909068c992604bcb17&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=57a32faf1b2e05909068c992604bcb62&table=kb_knowledge

AGENDA

Place Worker on Full Leave of Absence

Place Worker on Partial Medical/Disability Leave
Gradual Return to Work

Return Worker from Leave
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PLACE WORKER ON FULL
LEAVE OF ABSENCE



PLACE WORKER ON FULL LEAVE OF ABSENCE

Riley Research

Research Manager e

1

Navigate to the employee’s profile in Workday
and click ‘Place Worker on Leave’ under the
‘Time and Leave’ section.

( Actions )

Actions

Frequently Used

Start Proxy

View Worker History by...

Place Worker On Leave

Transfer, Promote or C.

Return Worker From Le...

Benefits
Compensation
Job Change
Manage Work
Organization
Payment
Payroll
Personal Data
Procurement
Recruiting

Talent

Location
Brock Hall (BRCK)

Enter Time

Enter Time for Worker

Review Time by Week for Worker
Submit Time

View Time Calendar

Enter Absence

Correct Absence

View Time Off

Overtime Requests

View Schedule for Worker

Add Time Clock Event

View Time Clock History

View Time Off Balance
View Time Off Results by Period
View Calculated and Override Balances

View Carryover Balances

Place Worker On Leave

Return Worker From Leave

View Leave Results

Adjust Calculated Time

Maintain Accrual and Time Off Adjustments/Overrides
Maintain Accrual and Time Off Limit Overrides
Maintain Time Off Plan Carryover Overrides

Maintain Time Off Plan Override Balances

Assign Work Schedule

Schedule History for Worker




PLACE WORKER ON FULL LEAVE OF ABSENCE

< Place Worker on Leave

Trevor Twitter (actons)
2 Enter the Leave of Absence Detalils for the — — ~
employee and SmeIt' First Day of Absence * 02/03/2020 @
Estimated Last Day of Absence * 30/04/2020 73
Type * X Parental Leave - =
Position * « AAPS Salaried - Educational =
Programming, Level A
Additional Fields
Last Date for WhichPaid * 01/03/2020 [‘7]
A
P e R e e e e e e e e e e -~ N v Leave Impact ‘ .
I « Selectthe date of your employee’s first day of ! e Fill in the LOA details
I absence, last day of work, and estimated last day of Absence Accrusl Effect
' absence :
I« Itis critical to have the correct Last Date for Which ' _ |
' Paid, given its impact on an employee’s pay. : e Ee Click Submit
I« For long-term leaves, employees will receive the :
: Benefit Change: Go on Leave task in their Workday | v foe Later Cancel
\ inbox /


https://ubc.service-now.com/selfservice?id=kb_article&sys_id=c6e460371b2e45909068c992604bcb17&table=kb_knowledge

PLACE WORKER ON PARTIAL
MEDICAL/DISABILITY LEAVE
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PLACE WORKER ON PARTIAL MEDICAL OR DISABILITY LEAVE

é ) é )
The following business processes must be Change Job: FTE
. Place Worker on Full )
completed when a salaried employee goes Changes (Partial
) ) Leave of Absence N .
on partial leave: L ) L Disability/Sick)

1 PUTTING EMPLOYEE ONTO MEDICAL LEAVE

Place Worker on Leave BP (initiated by Dept)
Leave Type = Partial Medical or Partial Disability /

2 UPDATING EMPLOYEE'’S FTE (‘TO DO’ ROUTES TO THE INITIATOR TO COMPLETE)

Job Change - Assign Costing Update Vacation
FTE Leave Related Allocations Balance Submit ‘To Do’

(% EE is working) (skip) (skip)

To Do: Update
Worker’'s FTE

Note: For Hourly Employee's, the FTE ‘To Do’ can be skipped, as their hours worked will be entered through Time Tracking




PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

Riley Research

Research Manager e

( Actions )

Actions

Frequently Used

Start Proxy

Navigate to the employee’s profile in Workday
1 and click ‘Place Worker on Leave’ under the
‘Time and Leave’ section.

Place Worker On Leave

Transfer, Promote or C.

Benefits

Compensation

Job Change

,—______________ __________ ~\ Manage Work
I + All medical documentation is collected and stored by l
| WRAP. If the employee is working with the Return to I Jroenizatern
| Work or WRAP team, have the appropriate I Ao
' documentation ready to initiate the Sick/Disability I B
I Leave I Personal Data
b employee is going on Partial Leave, have the FTE | Procurement
I\ they will be temporarily working /I P

Talent

View Worker History by...

Return Worker From Le...

Location
Brock Hall (BRCK)

Enter Time

Enter Time for Worker

Review Time by Week for Worker
Submit Time

View Time Calendar

Enter Absence

Correct Absence

View Time Off

Overtime Requests

View Schedule for Worker

Add Time Clock Event

View Time Clock History

View Time Off Balance
View Time Off Results by Period
View Calculated and Override Balances

View Carryover Balances

Place Worker On Leave

Return Worker From Leave

View Leave Results

Adjust Calculated Time

Maintain Accrual and Time Off Adjustments/Overrides
Maintain Accrual and Time Off Limit Overrides
Maintain Time Off Plan Carryover Overrides

Maintain Time Off Plan Override Balances

Assign Work Schedule

10
Schedule History for Worker



PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE
ﬁstDayofWork YYYY-MM-DD [ \

First Day of Absence *[ YYYY-MM-DD E

Estimated Last Day of Absence * | YYYY-MM-DD E

2 Enter the Leave of Absence Details for the Type *| x Partial Medical Leave
employee and submit. Position # | searcn

Additional Fields

Last Date for Which Paid * | YYYY-MM-DD [] ‘

y Fill in LOA details for
Leave Impact the employee

Payroll Effect

\
I{ « Under Leave Type, select either Partial Medical, ' Absence Accrual Effect
: Partial Disability or Gradual Return to Work ' Bonefit Effect
;e It is critical to have the correct Last Date for '
: . : Y ) |
I Which Paid, given its impact on an employee’s pay. ] Tenure Effect
\ ’

> Supporting Doc s

[ ]( Save for Later )( Cancel :;I




PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

When the Leave Type is Partial Medical or
Partial Disability, an inbox item shown below will

route to the initiator. Update the employees FTE
if needed before submitting this task.

Inbox
Sitems

Reminder: Please update worker’s FTE if needed.: Absence Request: Blue Dog (On Leave)
55 second(s) ago - Effective 2020-10-02

Update the employee’s FTE

Location
Brock Hall (BRCK)

Riley Research

Research Manager e

Employee ID

( Actions ) EQO0001794

Actions

Worker
Frequently Used Riley Research
Initiate the Change Job BP .
: o
View Worker History by View Team
Wor
Place Worker On Leave
1
Transfer, Promote or C Can
Return Worker From Le
Benefits > N JOb
Compensation > Organization HCM EUT -
. Transfer, Promote or Change Job

Manage Work Add Job

12




PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

Verify employee’s job

Enter Start Details of Job Change

When do you want this change to take effect? !
« Enter the first day of FTE change I
Why are you making this change? I
« Select FTE Changes — Leave Related, then I
either Gradual Return to Work, Partial Disability |
Leave, or Partial Sick Leave ]

Change Job

If the employee has multiple positions,
verify the correct job is selected; the job

X Riley Research - selected will say (On Leave)

Job * x P000001314 Research =
Manager - Riley Research (On
Leave)
Start
When do you want this change to take effect? * RN
120-10-16 E

Why are you making this change? *

® Gradual Returmn to Work

)} Partial Disability Leave

0 Partial Sick Leave

= HCM EUT Training (Morgan
MySpace)

Where will this person be located after this change? *

< Brock Hall (BRCK) ---

Do you want to use the next pay period?

13




PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

7

Update Scheduled Weekly Hours and Time
Type and click submit.

All other fields in the Change Job steps will remain the
same; there are no other changes needed.

IR
|
|
|

Location

Guide Me

Location Details

Location *

Brock Hall (BRCK
wé.rk.space Under Location Details, click the
pencil icon to begin editing. In the
Scheduled Weekly Hours field, enter
the new hours as described on the
medical documentation.

Scheduled Weekly Hours
®10 was17.5

Work Shift

Administrative

Employee Type *

Term (Fixed Term)

Time Type * . . . .
Part time Under Administrative, click the pencil

icon to begin editing and update the
Pay Rate Type * Time Type. If the worker is currently
Salary a full time employee, change the
Time Type to Part Time while they
are on a partial leave. The FTE will
automatically update.

Default Weekly Hours
35

FTE
® 28.57% was 50%

14



PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

[ . :
I « Ifthe Costing Allocations:

I * Do change during this Partial Leave, update the
I

!

I

Assign Costing Allocations

Costing Allocations at this step
Do not change, skip this step by clicking the
gear icon and select Skip this Task

Assign Costing Allocation for Change Job

1 minute(s) ago - Due 2020-10-15

Select worker and position. Make sure to click “Add", even if you are not changing the allocation.

Please include Total Monthly Salary or Hourly rate in the Comment box.

Event Details
Event Costing Allocation for Data Change: Riley Research Skip Th is Task
Effective Date  2020-10-16 1 minute(s) ago - Due 2020-10-15

Include Exisﬁng Allocations You have opted to Skip this Task. The Task will have a status of "Manually Skipped® in Process History. Please enter any optional reason for this action. Your reason comments will also be available in Process History.

From | 20201016 [ To | yyyr-mmon [ Refresh Costing Allocation Data

1 Business Process  Costing Allocation for Data Change: Riley Research
Step Assign Costing Allocation
Due Date 2020-10-15

Skip Reason No Change




PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

Return to the inbox task and click Submit

Inbox

Sitems
Reminder: Please update worker’s FTE if needed.: Absence Request: Blue Dog (On Leave)
55 second(s) ago - Effective 2020-10-02

Complete “To Do’ step in inbox

GEEN EEEN NN EEEN NN EENN  BENN  BEEN  BENN  BEEN  BENN  BEEN  BENN  BENN  BENN  BENN  BENN  BEEN  BESN  BEEN  BNNN  BEEN  BENN  BEEN  BNNN BEEN BN BENN  BENN BEEN BEEN BENN BENm BENE BENm BNN BENN BN BN B B BES DS BEE B B B e e .

|
I Note: The employee must be returned from leave if/when their Partial Leave ends. This includes the Return from Leave BP and
I Change Job: FTE Change (Partial Disability/Sick) in order to return the employee to their ongoing FTE. I

16



GRADUAL RETURN TO WORK
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GRADUAL RETURN TO WORK

(.

When completing a gradual return to
work, you will need to complete FTE
changes for each week

* Once you are sent the full RTW plan,

by week, through FTE changes via the
\ Change Job BP

~

enter the whole plan consecutively, week

/

AAPS Salaried - Administration, Level A

oo
(=]

=]
=)
[u]
i)
|
[
&

©)

( Actions

Actions

Benefits

Compensation

>

>

Location
UBC Vancouver
Campus

Employee ID

Worker

Click Actions >
Job Change >
Transfer, Promote

; IJob Change

>l II Transfer, Promote or Change Job

or Change Job

Manage Work
Organization
Payment

Payroll

Personal Data
Procurement
Recruiting

Talent

Time and Leave
Union Membership

Worker History

>

>

>

Add Job

Launch Onboarding

Report No Show

Terminate Employee

Manage Probation Periods

Business Title
Manager

Location

329 West Mall Vancouver, BC V6T 1Z4 Canada

AAPS Salaried - Administration, Level A

UBC Vancouver Campus

Job Details

Employee ID

Or

lire Date

uas Service

Service

ob Profile

E00000859

P000064105 AAPS §
Administration, Level

AAPS Salaried - Ad

AAPS Salaried - Ad

Staff - Non Union > |
Ongoing
Full time
100.00%

UBC Vancouver
2020-05-19
2020-05-19

2020-05-19

0 year(s), 0 month(s|

0 year(s), 0 month(s|

ict Information - Pub

18
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LEAVE

C
vr)
(@)



RETURN WORKER FROM LEAVE BEBEAESis Lootion a0

Research Manager &9 Enter Time

Enter Time for Worker
Review Time by Week for Worker

Submit Time

Actions v

Time endar

Enter Absence
Frequently Used

Correct Abaence
Start Proxy View Time Off
View Worker History t

Sevy.Wotie y By Overtime Requests

Place Worker On Leave

View Schedule for Worker
Transfer, Promote or C
Add Time Clock Event

Return Worker From Le .
View Time Clock History

Navigate to employee profile and select

Benefits > View Time Off Balance

Return Worker From Leave’ under ‘Actions’.

View Time Off Results by Period

Compensation

Calculated and Override Balances

Job Change
View Carryover Balances

Manage Work
Place Worker On Leave

Organization Ih’-~lurn Worker From Leave I

Payment 5 View Leave Results

Payroll > Adjust Calculated Time

Maintain Accrual and Time Off Adjustments/Overrides
Personal Data

Maintain Accrual and Time Off Limit Overrides
Procurement
Maintain Time Off Plan Carryover Overrides

Recruiting . Maintain Time Off Plan Override Balances

Talent

Assign Work Schedule

Schedule History for Worker

Return Worker from Leave

Workers on Leave * | x Riley Research

2 Ensure you are returning the employee to the

correct position.

Position * | ¥ Research Manager (OnLeave) - =




RETURN WORKER FROM LEAVE

3 Enter return details for the employee.

¢ Return Worker from Leave

(On Leave) (acion)

Position Training Specialist, HR (On Leave)

l:irst DayBackatWork | 29/01/2020 [ I Fill in First Day

Absences Returned From 1 item

Select *Event

n Maternity/Parental Leave (6-Jan-2020)

> Supporting Documents

A, | enter your comment
| |

Save for Later Cancel

Back at Work

First Day of Absence

06/01/2020

il
-

Estimated Last Day of

Absence Actual Last Day of Absence

31/01/2020

28/01/2020 [

Fill in Actual

Last Day of
Absence

21



Next Workday Wednesday: May 25t | 10:00 — 11:00am
Topic: Delegations
Registration link

C
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https://ubc.zoom.us/meeting/register/u5YrduGoqjkrGtZ4GSllpRli_Jw4D1-fBA0o

