https://ews.abilaonline.com/ews/

Entering paid leave time in EWS (Employee Web Services)
Action Menu >> Leave Entry

Enter Leave Date

Cost Center should be populated.

Pick Leave Code from drop down list.

Enter Hours (full day of leave = 8 hours)

Enter Description (only when using Sick Time)
Click Add
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Leave Date: 10/26/2017 [ O Advance Date on Add Leave Code History | Cument | Balance
Gost Center: [Adminiratve Regis ) Paid Holiday 48.00 0.00 4800
Personal Hours 1600 0.00 1600

Leave Code: Sick Time I'm on EMLA. Sick Hours 72.00 400 6800 e
E Catholic Schools
Your current balance: 68.00|

Hours:

Description:
Regis Catholic Schools
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Add Batch Total: Eau Claire, Wisconsin

Selected Employee:
Regis Rambler

Employee Hand Book
Employee Web Services Manual
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This is what you will see under Action Menu >> View Timesheets when you have any sort of paid leave.
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Work Date ' Cost Center v Ezz"ej"g v (L:Z;‘f ¥ | Hours | Rate hzi‘;: Expense § Units | Amount %;l’(‘ed‘" < Approved  Submitied ¢ Description
& 10232017 Administrative Regis \Wages-Reg 800 0.00 0.00 O 0.00 0.00 ] O O
& 102412017 Administrative Regis Wages-Reg 750 000 0.00 O 0.00 0.00 O O
@ 102512017  Administrative Regis Wages-Reg 700 000 0.00 O 0.00 0.00 O O
@ 10262017 Administrative Regis Wages-Reg 400 0.00 0.00 O 0.00 0.00 O O ¢ Schools
@ 102612017  Administrative Regis Wages-Reg Siek Time 400  0.00 4.00 O 0.00 0.00 O O
3050 400 0.00 000

Regis Catholic Schools

Eau Claire, Wisconsin
Selected Employee
Regis Rambler

Employee Hand Bock
Employee Web Services Manual
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If you need to remove leave, this is where you would do so by highlighting row and clicking “Delete”.

You can only remove leave if it’s in the current pay period (& payroll hasn’t been calculated yet) or it’s in the
future.



