
Transferring time from one employee record to another 

From the employee self service homepage click on Time/Absence tile 

 

Click on Manage Absence 

 

Select the employee record you want to transfer the time from. 

NOTE: You must select the beginning and end date (use the same date) on the request that is a date in 

the pay period prior to the date of your absence request.  

 

Enter beginning and ending date (use the same date) 

Choose absence name Sick Transfer from Job to Job or VAC transfer from Job to Job 

Click  

Apply Absence 

Additional fields will appear 



 

Enter Sick Hours to Transfer 

Enter Transfer to Job (EMPL Record) 

Check eligibility 

You will see the following message: 

 

Click OK 

You will see the following message: 

 

Click OK 

You will then see the following message: 

 

 

Click Yes 

This transfer will need to be approved by Level 1 and Level 2 before it is available to use. 


