ETS-Foothill-De Anza CC District

Faculty Leave and Substitute Pay Quick Guide

Using Faculty Leave and Substitute Pay
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New Leave Request
Click the New Leave Request button on the Home screen.
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Access will be provided in MyPortal
on the Employees tab. When the
“Faculty Leave Reporting” link is
clicked, the screen to the left
displays. The screen contains the
balances in your leave banks, and
links to “View” any open leave
reports being processed, waiting for
approval, or waiting for Payroll to
review and process. You can “Edit”
reports which were started earlier,
but not submitted for processing,
reports initiated by your Dean and
reports that have been returned by
your Dean for correction or
explanation.

Step 1:
Select the term and campus, the Dean who will
approve and the start and end dates.

Be aware:

1. Instructors, who teach on both
campuses on the same day, must create
separate leave reports for each campus
because the Term/College and
Division/Approver will be different for each
campus.

2. You will not be allowed to report a
leave that is longer than two weeks. For these
cases, please contact your Dean.

3. Leaves from online classes or the online
portion of a hybrid class must be reported
using the manual process described in the
District HR memo titled “xxx”.

Click Start to begin the leave report process.
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Step 2:

Faculty Leave and Substitute Pay Quick Guide

For each day selected, the application will display your teaching assignments. To report a leave do the following:

1. Update the number of hours absent if different from the entire default class time.

2. For partial day absences, change the Hours Absent to “0” for the classes not missed.

3. Uncheck the substitute indicator if a substitute was not used.

4. Select a leave reason from the drop down list below. The system knows if you are a Full-time or Part-time
instructor and will only display valid reasons.

\Personmal L save
Emergency (1E.1.1)
, ~ el
. WL B

Form Completion Shortcuts Religious (16.1.4)

. Set Full Day — Checks all substitute boxes Frofessional Conterenca (16.1.5)
and sets Hours Absent equal to Hours Amand Funeral (16.1 5
Scheduled Matural Disaster (16.1.7)

e No Substitute — unchecks all the substitute |  Federal Halidey (16.1.8)
boxes Heremvemeni Leave (T6.8)

Spouse
\ ’ Farant
San
Diaughter
Sister
5 G Pttt R na oates Brote
-:.u.-.-,-:....::"...u Grandchild
Grandparant
New Leave Repart Dionve stic Fommer
Farentan-L ey
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B Repon @R FEHCAT RS Sick Laave [16.2)
Unpaid Leawve (16,31)
Wadnasday, January 08, 2013 Jury Dby (16.25)
( _.3 r Workers Compensation
| - College Assignad Business (16.30)
Corsa ¢ Ammigersrt l:: m“::m :::i Subsauie? Lenvs s Faculty Flex Dy
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Estimated Deductons
i _m:, Form Completion Shortcuts
e e i i A . 60, b e . | Day — Sets leave reason for entire day
Bdwsrar | heax . | Entire Request — Sets leave reason for
mb NS hmyr LB 4TI NI b LR R NI basry DK haun days In request
. QDD b -J\twrﬂn 0 K b .me-olulr .nwum: .cm-»u
Control Button
e Cancel —back to step 1
e Save for Later — report can
be accessed on home
screen
¢ Next —to move to the next
step
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This step is only displayed if one or more

substitute boxes are checked in Step 2 Mige Lot Napon

and only for those classes checked. You B mmb ek e
have the option to indicate that the .
number of hours the substitute worked if i o S
different from the total class time. Tt T o Dt et

[Ny T r— R— ia
To select a substitute enter any part of s
his/her name to view a list to select from. T ey 1, 21
You can also enter the part of the e e e TR
department name, such as “account” for EETRTR Il o — .
“Accounting” to display a list of instructor
assigned to the Accounting departments “'1.a'_w ST T l
on both campuses. Pointing your cursor Z.ii';i'.'.?:;i':,"" ' ST T B _Esi-j
to the left of the drop down list displays AT P o 00
icons that can be used to “copy”, “paste” Pt e e -0 T 904 i e 0

or “fill all” with the name selected.

The buttons at the bottom of the screen
will take you “Back” to step 2, let you
“Save for Later”, “Cancel” and return to

Step 1 or “Next” to move to Step 4. i Lo et

L g Himwsin:

Step 4: :l-ndu-- ..nn--;:r.:.-n Il-n-r:’;:!‘:l P— 1]
Confirm that the data entered is correct and submit oo iy <o o
to Division Dean for approval. You can also go Sl s

“Back” to Step 3 or “Save for Later”. Your Dean will
receive e-mail notification that the report has been
submitted for approval. The e-mail reads:
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Frigey January 18, 2003
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Faculty Leave - Report Submitted for Approval — ..;.,..-. = s e ;
danotreply @fhdaedu phypucaiimca oA - . > T wm— 1 L
Tus 1,/78/2013 2:37 FW
— nmmeEmre | g el Serm A
Hello M Esbmpted Deductions
is b i b Fafinms L
Erely Gartie has submitted a leove report That is waiting s Parsui i i Bl - S
for Your appeeal. Please gocads the F:In':l.liﬁ.' L Turvet ORI S DDap OO ke B b AN ey O R
BeporTing opplication wa your Banner Tab i MyPoral, B b
st i s e
:‘:‘w LT o e LR LI B reea B s OI8 vaEw
X Commanty
Comments can be entered in the comments box
and are saved using the “Add Comment” button.
Please be aware that any comments become part of
your permanent record. T
s [ e L
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Approval Process

The Division Dean will see a list of reports awaiting approval. As each

report is viewed, it can be:

e Approved —resulting in an e-mail sent to the instructor. The
report will then display on your home screen with the note
that it is “Awaiting Payroll Review”. You can still view the
report, but you cannot edit it. If a substitute was used, he/she

will also receive e-mail notification.

e Returned for Correction (with a comment). It will appear on
your Home page with an “Edit” link. The comments from
the approver will describe what information needs to be
added for fixed. To add a comment, go to Step 4, enter
the comment and click the Add Comment button. Then
you can then again submit the report. Here is a sample e-

mail that could be sent:

e Rejected (with a comment). In this case the report will

only be available for viewing in your Report History
screen. You will be notified by e-mail that report has

been rejected. The e-mail and the report will included a

comment explaining why the report was rejected.

Faculty Leave - Report Rejectad
(@ fhda.edu

Mon L72382018 228 P
Heilo
Your [gave réport for Jonuory [4, 2013 to Janwary 14,
2013, divigion 2CB, Business/ Computer Systems hos bean
rejected, ond will not be approved.
The approver included the followrng comments

L I need more information in order to opprove this

2. I meed more infomation

Please contoct the aporoving Jean TOr more rnformation

Note the Dean has an option to setup Proxy Users
to approve Leave reports in their absence.

Division Initiated Leave Reports

In accordance with Article 16.36 of the Faculty Agreement, a
leave report can be created by the division to cover an
absence which is not reported within ten days of the
absence. The instructor will receive the e-mail to the right.
She/he has three days to accept or revise the report. If there
is no action on it, it is considered accepted after three days.
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Faculty Leave - Report Approved

i frdaedu
Tuse L2200 d:04 P

Hetlo

Your leave report for JTonvory 18, 203 to JTonuary 1E,
2013, division ZCB, Business/Computer Syrtems has been
approved and farwarded 1o pawrall for processing
Dewson: 2B, Business/Computer Systems

Approver: b & fhogedy

Durteds) Absent: Tanuary 18, 003 to Jomuory 18, 2013
Tota! Persomal Hours Deducted: 1800 Total Sick Hours
Deeducted: 0.00

Faculty Leave - Substitute Pay Report Approved

[ ri@fhdaedu
Tug 129/2003 440 P4

Hedlp T

¥our sbstitute pay report for January 18, 3013 1o
Jauary 18, 2013, drvsmon 208, Busingse/Computer
Swstems has been opproved and forwarded to payroll for
processing

Civepon: 208, Businesss Computer Systems

Approver: & = EThdodu
Instructor b

Daxtefs) Covered- Jomuory 18, 2013 To Jaruary 18, 2013
Total Hours: 3.0

Faculty Leave - Revision(s) Requested
= Efhdaedu
Tue 1/28/2013 4:01 P

Hellg

Your leave repart for Jonuary 18, 2003 to January 18,
2013, division 2CB, Business/Computer Systems is being
returned To you Tor correction,

The approver included the following comments:

1. I need more information

To make corrections, please go 1o the Employees tab on
MyFortol ond select the Foculty Leave Reporting link.
Then select the report for the dates listed, and make The
reguested corrections. Thank you in advance for your
prempt gitertion To this matter,

Faculty Leave - New Leave Report Created

sifhdaedu
Tue 1729/2003 1L:21 AM

Helfo

Inooccordomce with Arficle 16.36 of the Fooalty
AgrasmenT, o lede PEPOFT wds CisiTed 10 SOver yiis
recent absence from Cotober 08, 2012 fo October 08
Z0LE Plense sign in 10 MyPortal, and on the Employeer tob
click Faculity Leave Reporting to view the report. Plagse
occept or revise the report within three worling days. o
rephy will constiTute agreemenT, Below isa summanry of The
legive report in guestion

Dvaisor: 208, Busness/Computer Systems
ifhdo.edy

Approver: s . —r1
Date(d) Absent: Qerober 08, 2012 e Ootober 08, 2012
Total Persong! Hours Deducted: 16,00 Total Sick Hours
Deducted: 000




