
Navigating Time Off in Workday: Request to Approval FAQs

Q: Can a worker cancel and reapply prior to approval for changes, or do they have to wait until after approval to edit a request?
Yes, they can cancel the request and resubmit or change it after it has been approved.

Q: If there are ten employees in a group, can all ten view who is off and when they are off?
Yes, the team members in the same supervisory org can see when their team members have requested off.

Q: Can a department group see the time off calendar for all their colleagues?
The team calendar view is determined by the supervisory org in which you are included.

Q: Is there a calendar view of a team’s time off, rather than a list by date?
Yes, there is a calendar view. The Absence Calendar will display time off as well.

Q: Will the team calendar only show direct reports to that manager?
There won’t be team calendars that cross supervisors. You will still need to maintain some group calendars in Outlook.

Q: Can workers see the team calendar farther out than 30 days?
Yes, you can see several months in advance.

Q: Can Workday alert workers when they request a day off that is not a scheduled workday?
No, Workday defaults to a Monday-Friday schedule and does not recognize non-scheduled workdays.

Q: How does Workday calculate holiday pay for full-time employees?
Workday knows the worker’s FTE and determines holiday entitlement based on it but does not determine what a “reasonable portion of the day” is.

Q: Can you split a day between vacation and sick leave in a single absence request?
Yes.

Q: Can multiple types of time be entered for one day?
Yes, you can enter multiple types of time for one day.

Q: Can departments show leave time blackout days?
No.

Q: What is the “civil/disaster” time off for?
The “civil/disaster” time off is not for hurricane days, but rather for specific situations, such as being a card-carrying member of the American Red Cross.

Q: Can you correct a time off request after the final date in the request if you didn’t end up using all the time off?
Yes.

Q: From week to week, is your schedule already preloaded or will you need to enter it weekly?
If you are an exempt worker, you do not enter hours worked. If you are a non-exempt worker, you will continue to enter hours that you work as you do now.

Q: Will there be a way to have multiple approvers due to management in large divisions needing to make sure coverage is available?
All our time-offs right now are configured to go to the manager, but managers do have the ability to delegate time-off approval, and there is also the ability for absence partners in departments to approve time off requests.

Q: Is there a time limit that a manager must approve or deny a time off request?
It sounds like that’s more of a department policy thing, and UF doesn’t have a policy that says a manager must approve a time off within a certain period of time.

Q: What happens if a manager is unavailable to approve a time off request?
In that case, the team would run a report to find out who is supposed to approve the time off request.

Q: If a manager is out of office, will Workday forward requests to a secondary approver?
If a manager is on extended leave, they will be able to delegate approvals. If the manager is just out of office, they will be able to approve via the Mobile app. If a position is vacant, the approval will be routed to the next level in the supervisory org.

Q: Will the approver receive an email alert when someone submits a request in Workday?
Yes, there will be a task in their Workday task box as well as a notification.

Q: Will the system allow an employee to take off more time than available balance?
No.

Q: If denied, is the employee notified it was denied?
Yes, Workday will send a notification email and provide a notification in Workday of any action on the request, regardless of whether it was approved or denied. If it gets pushed back, you will get an action item in Workday.

Q: What happens if the manager does not approve of time off?
If there is an approval in a past period, it will flow to payroll as a retro process.

Q: If your manager does not approve in a timely manner or waits until after the leave to approve, would it be unpaid?
If someone has time off requested in the system that has not been approved by the manager, they will still receive pay.

Q: Will Workday allow retroactive leave requests as the additional leave is accrued, or does it restrict accrued leave hours to future use only?
If you did not have the leave available, the system will not allow it to be used retroactively.

Q: How will this work with December Leave Cashout?
In the Type of Absence drop down box, the worker will have code for December Leave Cashout.

Q: Will hourly employees enter time worked on a university holiday?
Yes.

Q: Can a worker see what their absence balance will be on a future date, for vacation planning?
Yes, you can enter a future date and Workday will show the balance with all currently requested time off accounted for. Workday will also account for the future accruals for salaried employees.

Q: Will holidays on the calendar be US holidays or UF holidays?
They will be UF holidays.

Q: Will holiday time automatically populate like December leave?
Yes.

Q: Will the system recognize UF holidays when requesting days off?
Yes, if you include a holiday that is included in the Holiday calendar in your time off request, Workday will not include the Holiday hours in the time off request.

Q: Is “Mobile” within an app?
Yes, it is the Workday Mobile app. There will be instructions on how to install the app prior to go-live.

Q: There is a clock in/clock out feature in mobile. Will the time reporting names be different for mobile and desktop?
We are not using the mobile clock-in feature. Hourly employees will need to clock in from a desktop/laptop or Workday kiosk depending on their location.

Q: On the app view, does a blue dot on the date indicate a holiday?
Yes.

Q: Can you see the entire team time off on the mobile app like the desktop version?
Yes.

Q: If an employee has more than one manager, would they all show on the employee’s mobile?
If an employee has multiple jobs, they will be able to access both jobs from the app, similar to the web version.

Q: Is there an option to download the time off as an .ics file to load into Outlook calendar?
There is an option to integrate Workday and Outlook which we can determine if and when that can be implemented.

Q: Will this automatically be added to our Outlook calendars too?
There is not an integration with Outlook, so it will not automatically be added.

Q: Will exempt and non-exempt workers enter time and absence requests the same way, and will a team have a shared calendar to know who is out when?
If there are faculty and staff within the same supervisory organization, they can all see the approved time.

Q: Will there be a session catered to HRLs administering FMLA cases?
There will be trainings provided to cover medical leave.

Q: Will HR have access to the absence calendar?
Yes, depending on your security role.

Q: Will HRLs be able to see the department as a whole?
If you have the appropriate security role, you will be able to see all areas in your view.

Q: Will this work for College of Medicine Housestaff (OPS residents/fellows)? They have a different leave plan from faculty and teams.
Since OPS does have leave plans, they will not be able to request in Workday.

Q: How will Workday handle time off requests for physicians who work non-traditional schedules, such as Saturdays, Sundays, and Thursdays?
Physicians would enter their time off as their schedule, so if they work 12 hours on Saturday, Sunday, and Thursday, they would request 12 hours off on those days.

Q: Can schedules be modified for farm workers who work earlier and leave earlier due to weather?
Workday is not configuring schedules for all workers, and workers can work whatever schedule they want as long as they work their full FTE.

Q: If a faculty member is going to have a long-term absence of three months or more, will there be a notification or way to notify their research administrators for grant-related prior approvals?
Long term leaves will be processed through local and core office HR. If there is desire for research admins to be included in the notice that a member is going to be out, you will need to work with your local HR representative.

Q: Do we have to manually enter our time, does it auto-populate, or is it a clock in/out system?
This depends on whether you are exempt or non-exempt. Non-exempt hourly employees will need to clock in and out.

Q: Can admins enter on behalf of faculty?
Managers can enter on behalf of their employees, or if you have the proper security role, you can enter on behalf of the employee.

Q: Currently, I have the role to approve and adjust time. Will a new role be required for this system?
Yes, we are working with leadership to map security across UF.

Q: There will be written toolkits for these actions?
Yes, we are building Instruction Guides for these processes.

Q: Will shift differential and weekend shift differential still be available for workers?
Yes.




