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Absence Partner Essentials
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Absence Partner Essentials

▪ Sun Life Leave in Workday

▪ Leave of Absence/ Return

▪ Time Off Entry + Corrections

▪ Request Comp Time Payout

▪ Holidays in Workday

▪ Enter Sabbatical

▪ Reporting Overview

▪ Schedule Reports

▪ View Other Reports

▪ List of All Reports 
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Absence Partner Role 
Overview
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What is a Workday Absence Partner?

▪ A Workday Absence Partner performs absence management functions for assigned 
supervisory organizations. 

▪ A Workday Absence Partner Can

▪ View Workers on Leave

▪ Return Workers from Leave

▪ Enter Time Off on Behalf of an Employee

▪ Approve Time Off

▪ Enter Comp Time Payout

▪ Enter Sabbatical 



6COLORADO STATE UNIVERSITY SYSTEM

What is a Supervisory Organization? 

A Supervisory Organization (or “Sup Org”) in 
Workday is only created when a worker has 
direct reports. If a current employee who 
does not currently manage others (i.e., has no 
direct reports) will now supervise a new 
worker, a Sup Org must first be created via 
the Create Request Task in Workday before 
the department proceeds with creating the 
new position (if position-managed) and job 
requisition.

Workday supervisory organizations group employees under a manager to show reporting 
relationships, drive staffing and security assignments, and ensure that business processes 

– like hiring, position changes, and approvals—route to the right people in the 
organization.
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Two Types of Supervisory Organizations in Workday

There are two types of supervisory organizations in Workday: position managed and job 
managed.

Position Managed

• Used for:

• Admin Pro, Faculty (not Adjunct), 
State Classified, Post Docs

• Requires:

• Position

• Example:

Job Managed

• Used for:

• Non-Student Hourly (NSH), Students, 
Adjuncts, and Graduate Assistants

• Requires:

• No Position needed

• Example:

Night’s Watch Strategic Defense 
Operations (John Snow)

Night’s Watch Strategic Defense 
Operations - JM (John Snow)
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Reporting Overview
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Workday Reports

Impact Area Description

Real Time & Drillable 
Data

Workday Reporting provides real time, drillable data where you can 
have everything in one place.

Think: Blue is a Clue!

Historical Data Workday will maintain a history of data starting in January 2026.

Note: For data, prior to January 5, 2026, you can contact HR for 
assistance in accessing historical data that you need access to.
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Workday Search

The Search bar on the Workday homepage, 
allows you to access reports. Workday will 
list the related tasks or reports as soon as 
you type in a few words.

The Search and Generate Reports guide 
provides steps on how to search for and 
generate reports in Workday.

Note: Standard reports automatically open 
and custom reports allow you to add 
additional features.

Workday Search

• Find List of Reports
• View Spotlight Reports
• Run Specific Reports 
• Leverage Tags and Prefixes
• Access Dashboards

https://scribehow.com/viewer/Search_and_Generate_Reports__X3SmZHakTMWJrmnIVmfa-Q
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Searching Workday for Specific Reports
From the Workday Search bar, you can also access specific and custom reports you would 
like to run and view.

To Start – Type the name of the specific report in the search field. For example, you 
can search “Worker Time Off Balances Details” and select the report.

Report Prompts – You will then be navigated to a screen 
with multiple fields. These fields allow you to filter criteria 
to narrow down your search and display specific 
information. You can use these field to customize your 
report to match your specific needs.

Please Note: The available fields may vary from one report to another.
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Filtering the Report Fields 

To save the report fields, select the options from a field, for example, Organizations, enter a 
Filter Name, and select Save. Next time you run the report select the option from the Saved 
Filters dropdown menu and options will automatically populate for the field.
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Report Functionality Overview
When viewing a report, there are various reporting functionalities available in Workday. Each 
functionality is displayed in the form of icons that represent various actions you can perform. 
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Change Selection

• Change Selection is used to reset, update, or 
change the prompt settings of the report.

• Select the Change Selection icon to change the 
data displayed in your report. These fields allow you 
to update or add any filter criteria. You can use 
these prompts to customize your report to match 
your specific needs.

Please Note: The available fields will vary from 
one report to another.
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Download / Print Report

• By selecting the Download/Print Report icon 
you can download a report into a PDF or an 
excel format by selecting the appropriate icon. 
Once the report is exported, you can print 
directly from the document.

• To download and print document:
• Select the icon and then click Download 

button to start downloading.
• Once finished, you can view the 

downloaded document at the top right 
corner of the screen.

• Open the downloaded document to view 
and initiate printing.

Please Note: If you applied any filters to the report, this would not 
appear in your downloaded report as any changes are only 
applied to your current view in Workday.
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Filtering the Report
• Filters can be used to hide any data you don’t want to see. 

You can filter reports by selecting the Filter icon and then the 
Add button.

• In the dropdown, select the appropriate column for which 
you want to apply the filter to. From there you can indicate:
• Column: The column you want to apply the filter to.
• Filter Condition: You can select the options, is, not equal 

to, or is empty. These conditions identify the type of data 
you want to contain (is), do not want to contain (not equal 
to), to contain no data (is empty).

• Value: The specific information that drives your filter (i.e., 
specific data you want to directly filter in or out)

Please Note: If you applied any filters directly in the report, your 
download would still include the original prompted dataset. To 
download the filtered dataset, rerun the report with those selections 
applied to filters. Once applied, these changes will be reflected in 
your report.
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Toggle Full Screen View

• To view the report in full screen, click the Toggle 
Fullscreen Viewing Mode icon.
• This will hide the Workday Toolbar, and 

other Workday functionality displayed above 
or below the report.

• To exit out of full screen mode, select the 
Toggle Fullscreen Viewing Mode icon again.
• This will redisplay the Workday Toolbar and 

other Workday functionality displayed above 
or below the report.
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View/Edit Grid Preferences

The ‘View/Edit Grid 
Preferences’ button allows 
you  to reorganize and hide 
data columns when viewing 
reports. This allows you to 

focus on the most important 
fields. 
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Sort + Filter Specific Report Columns

Select any Column Header in any report to sort column or 
specifically filter the column.
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Running and 
Scheduling Reports
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Running Reports and Scheduling Reports

There are two main ways to run reports in Workday:

1. Running the Report manually:

➢  Search for the Report or select from Reports worklet

➢  Enter report parameters for which you want to run the report

2. Scheduling the Report:

➢  Schedule the report to be delivered in your inbox at a specified time interval
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Scheduling a Report

1. Search for the Schedule a Report task 
using the Search bar.

2. Specify the Report name and the Run 
Frequency of which you want it 
scheduled.
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Scheduling a Report, continued

3. Specify the parameters for which you want the report to run. These are the same 
parameters that you would enter if you were running the specific report manually. For 
example, select Worker Type = Student.
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Scheduling a Report, continued

4. Specify the Frequency Details for which 
the report will run.

5. View Background Progress shows the 
progress of the reports. 
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What is Catch Up Behavior?

▪ Catch-up Behavior determines how the system 
handles missed scheduled runs (e.g., during 
outages or maintenance) to ensure critical 
processes are managed appropriately after 
recovery.

▪ There are two options to select: 

▪ Run Once: One report runs after recovery. 
Executes a single instance after the system 
is restored.

▪ None: Missed reports are skipped. 
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Scheduling a Report, continued

6. Reports delivered to you will show up in your Notifications.
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Cancelling Scheduled Reports

In Workday, you can edit or cancel a scheduled report by using the Scheduled Future 
Processes task. Please refer to the How to Suspend a Scheduled Report guide for the 
step-by-step process.

https://scribehow.com/viewer/How_to_Suspend_a_Scheduled_Report_in_Workday__OTdR905GR2aQ6vJ3X4nkUA
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Sun Life Leave in Workday
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View the Sun Life Process in Detail

▪ Sun Life Process Fort Collins | Workday @ CSU | Colorado State University

▪ Sun Life Process Slide Deck

https://workday.csusystem.edu/sun-life-process-fort-collins/
https://workday.csusystem.edu/sun-life-process-fort-collins/
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/03/Sun-Life-1-1.pdf
https://workday.csusystem.edu/wp-content/uploads/sites/55/2026/03/Sun-Life-1-1.pdf
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2025 FAMLI and FML Claim

▪ Claim has dates that began in 2025, but was paid and processed in 2026.

CSU Benefits Team manages all Workday entries for:
•FAMLI
•FMLA
•Top-Off (sick/annual leave)

How it works:
•FAMLI: Benefits Team enters approved dates directly
•FMLA: Submit a Workday Help case with approved duration → Benefits Team enters it
•Top-Off & related entries: Entered by Benefits Team based on approved dates
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2025 FML Only Claim

▪ Claim has dates that began in 2025, but was paid and processed in 2026.

Enter Time Off for FML Claims Job Aid

https://workday.csusystem.edu/entering-family-medical-leave-fml-job-aid/
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2026 FAMLI and FML Claim - Continuous

▪ Claim has dates that began in 2026

The conversation still starts with you in the department

The system integration handles the leave entry from Sun Life

And the Benefits Team manages the top-off entries after approval
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2026 FAMLI and FML Claim - Intermittent

▪ Claim has dates that began in 2026

For both FAMLI and FML intermittent claims, employees are required to report their absences directly to Sun Life.

Once those hours are reported, Sun Life enters the information, and it is then automatically sent into Workday through the integration.

One important note—while employees are reporting to Sun Life, they are still required to follow your department’s normal call-in and communication procedures.

So if an employee is using FAMLI or FML on a given day, they still need to notify their manager and follow your department’s absence reporting process, just like they normally 
would.

Employees do not need to formally communicate with the Benefits Team—Sun Life handles that connection.

For top-off, The Benefits Team receives the intermittent hours reported by Sun Life, and then they will enter the appropriate top-off, such as sick or annual leave, based on the dates 
and number of hours used for that claim.
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2026 FML Only Claim - Continuous

▪ Claim has dates that began in 2026

Sun Life will initiate the FMLA entry in Workday. Absence Partners will 

then manage and record the applicable leave types—including CSU sick, 

annual, PFML (SC), or unpaid leave—throughout the duration of the 

approved FML.
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2026 FML Only Claim - Intermittent

▪ Claim has dates that began in 2026

The system will apply leave in a specific order based on available accruals. First, it will use sick leave. If sick leave is not available, it will then move to annual leave. 

For State classified employees, paid FML will be utilized prior to other leave types

If the employee does not have sufficient accruals in any of those categories, the system will then apply FML unpaid leave.

As a result, you will see not only the overall FML designation in Workday, but also the individual intermittent leave entries as they are reported and processed through Sun 
Life.

It is important to note that employees are required to report their hours to Sun Life within a two-week timeframe. This requirement aligns with FAMLI regulations, which 
also mandate that leave must be reported within two weeks.
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Leave in Workday
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Workers on Leave Report

View all workers on leave within selected 
organizations, by leave type, and over a 
specified date range.

To include any pending leave events select 
the ‘Include Pending Events’ checkbox
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Workers on Leave Report (Continued)
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Leave of 
Absence/Return



40COLORADO STATE UNIVERSITY SYSTEM

Absence (Time Off) vs. Leave of Absence

Absence: Time Off

Generally shorter in nature

Duration of time off is defined and 
approved

Days off do not have to be a range of 
days; you can have one day or several 
days

No status change

Absence: Leave-of-Absence

Generally longer in nature

Return to work date is not always 
known, it may be just an estimate

Request is based on a range of dates 
including first day of leave and 
expected return date

Status changes to On Leave
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‘On Leave’ Status in Workday
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Leave Types

All_Leave_Types with Time Off Details.xlsx

Benefits | Human Resources | Colorado State University

https://colostate-my.sharepoint.com/:x:/g/personal/sydvarsh_colostate_edu/IQD6DK5mAH2CTJLGyPnHDQ-cAWgTt2W1Ez5HYV8MPs2A45c?e=YlWLIA
https://colostate-my.sharepoint.com/:x:/g/personal/sydvarsh_colostate_edu/IQD6DK5mAH2CTJLGyPnHDQ-cAWgTt2W1Ez5HYV8MPs2A45c?e=YlWLIA
https://hr.colostate.edu/current-employees/benefits/
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Who Receives Absence Return Task in Workday?

▪ Absence Partners
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Absence Return Approval

Task will show up in ‘My Tasks’ 6 days 
before employees expected return 

date.
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Workers Returning From Leave Report

Optional: To view returned workers for a 
specific time period, utilize the start and 
end date prompt fields.

View all workers currently on leave with 
an estimated last day of leave.
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Workers Returning From Leave Report (Continued)

Ron Swanson

Ron Swanson
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Workers Returned From Leave Report

Optional: To view returned workers for a 
specific time period, utilize the start and 
end date prompt fields.

View all workers who have been returned 
from leave.
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Workers Returned From Leave Report (Continued)
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Return to Work FAQs

▪ What is the Return-to-Work process? Who makes the decision, where is it documented, 
and what if an employee cannot return?

▪ The Return-to-Work process is managed through coordination between the employee, 
the department, and Workday:

▪ The department (manager or Absence Partner) is responsible for determining 
whether an employee can return to work. This decision is based on the employee’s 
fitness-for-duty or return certification and their ability to perform essential job 
functions.

▪ The process is documented in Workday by completing the Return-to-Work task, 
which officially ends the leave once the employee is cleared to return.

▪ If an employee cannot return to work, the Return-to-Work task should be denied, 
and the employee must work with Sun Life to extend their leave. If all leave options 
are exhausted, the department should partner with HR to determine next steps, 
such as other available options or accommodations
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Return to Work FAQs (Continued)

▪ Why do Absence Return tasks appear multiple times per day, even after selecting “deny”?

▪ Absence Return tasks are automatically generated through the Sun Life integration. If the leave end date 
has not been updated or finalized, Workday will continue to generate return-to-work tasks—often multiple 
times per day—until updated information is received.

▪ The recommended approach is to leave the task in your “My Tasks” inbox and avoid approving or denying 
it if the return information is not yet accurate. Instead, the employee should contact Sun Life directly to 
update their leave details (e.g., extensions, changes to return date, or other updates)

▪ What happens if an employee is not returned from leave? Will FAMLI or FMLA entries continue, and could 
this impact pay?

▪ If an employee is not formally returned from leave in Workday, the system will continue to treat them as 
being on leave—even if the leave period has ended. As a result, related leave activity (such as FAMLI or 
FMLA) may continue, and this can directly impact pay. In most cases, pay will continue to be stopped or 
delayed until the Return-to-Work task is completed and the employee is officially returned in Workday.

▪ When is the Return-to-Work task triggered? Does it appear on the estimated return date?

▪ The Return-to-Work task is automatically triggered six days prior to the employee’s estimated return date 
and will appear in Absence Partners under ‘My Tasks.
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Time Off Corrections
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Who Can Correct Time Off?

Employee
Employee’s 

Manager
Absence 
Partners
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Time Off an Employee Can Enter for Themselves
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Time Off an Employee Can Enter for Themselves

Routes ONLY to Absence Partner to Approve

Routes ONLY to Absence Partner to Approve, Supporting documentation must 
be attached prior to submission for jury duty requests only

Volunteer Service Hours (VSH): Requires a selection of volunteer 
organization within the time off request by the employee. No other 
documentation or form needed.

Volunteers in Public Schools (VIPS): No forms are required! Only the entry 
into Workday. 
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Editing or Canceling Time Off on Behalf of an Employee

▪ Employee’s Profile -> Absence Tab -> Manage Absence -> Select Desired Time Off Block to 
Edit/ Cancel 

Request Absence on Behalf of Employee Job Aid | Workday @ CSU | Colorado State University

https://workday.csusystem.edu/request-absence-on-behalf-of-employee-job-aid/
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Time Off Results Detail Report

View detailed time off information for workers in a 
single processing period and organization to gain 
in-depth insight into time off for that population.
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Time Off Results Detail Report (Continued)
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Time Off Results Summary Report

View high-level time off information for 
workers in any number of selected 
processing periods and organizations to gain 
broad insight into time off for that 
population.
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Time Off Results Summary Report (Continued)
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Time Off Results by Period for Workers Report

View details of one or more workers' time 
offs by period, such as balance at the 
beginning of the period, accruals, time offs, 
carryover limits, carryover forfeited, 
expiring accruals, and balance including 
events awaiting approvals. The report 
returns 1 row per worker, position, time off 
plan, and period.
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Time Off Results by Period for Workers Report 
(Continued)

Ron Swanson

Leslie Knope
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All Worker Time Off Report

View all the approved, pending, and denied time 
off requests for your workers to track the history and 
status of all time off requests.
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All Worker Time Off Report (Continued)

Ron Swanson

Ron Swanson

Ron Swanson
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View Worker Time Off Eligibility by Organization Report

This advanced report enables HR Partners or 
specialists to access all time off eligibility details 
for active workers within the selected 
organizations as of today.
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View Worker Time Off Eligibility by Organization Report 
(Continued)
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Comp Time Payout
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Who Can Enter a Comp Time Payout?

HR 
PARTNERS

ABSENCE 
PARTNERS
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Key Considerations

through this job aid

Comp Time Payouts are NOT automatic in Workday

To View an Employee’s Comp Time Balance Use ‘Worker Time Off Balances Details’ Report or ‘Time Off Liability’ 
Report

For state-classified employees, Comp Time must be used or paid out by the end of each fiscal year.

When submitting a payout, use a single payout date rather than a date range.

An employee’s entire Comp Time balance can be paid out in one request.

To switch from Comp Time to Overtime (or vice versa), a manager or HR Partner can initiate through this job aid 

https://workday.csusystem.edu/change-comp-time-or-overtime-job-aid/
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Comp Time Payout Job Aid

▪ Compensatory Time Payouts – Fort Collins | Workday @ CSU | Colorado State University

https://workday.csusystem.edu/compensatory-time-payouts-fort-collins/
https://workday.csusystem.edu/compensatory-time-payouts-fort-collins/
https://workday.csusystem.edu/compensatory-time-payouts-fort-collins/
https://workday.csusystem.edu/compensatory-time-payouts-fort-collins/
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‘Worker Time Off Balances Details’ To View Comp Time 
Balances
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‘Worker Time Off Balances Details’ To View Comp Time 
Balances (Continued)
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‘Time Off Liability’ Report To View Comp Time Balances

For the most accurate 

reflection of your data, 

make sure all Frequency 

prompts are filled out
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‘Time Off Liability’ Report To View Comp Time Balances 
(Continued)

Ben Wyatt

Jerry Gergich

Donna Meagle

Leslie Knope

Andry Dwyer

Chris Traeger

Perd Hapley
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‘Time Off Liability’ Report To View Comp Time Balances 
(Continued)

Filter the Balance column by 
selecting the column 

header, then apply the filter 
shown in the screenshot to 

display all Comp Time 
balances greater than 0.01.
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Comp Time Payout FAQs

▪ Do Absence Partners need to manually process comp time payouts for employees who 
separate or retire?

▪ No. Comp time payouts are automatically handled through the Workday business 
process tied to the employee’s separation or retirement. No manual action is required 
from Absence Partners
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Holidays in Workday
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3 Different Types of ‘Holidays’

University Observed Holidays

Governor’s Holiday

Inclement Weather
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University Observed Holidays

▪ Holiday Schedule | Human Resources | Colorado State University

• Entered by Division of HR – No Action to be taken by Departments

• Can View on Absence Calendar 

• Can View on Timesheet

https://hr.colostate.edu/holiday-schedule/
https://hr.colostate.edu/holiday-schedule/
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Governor’s Holidays

▪ Governor’s holidays: frequently asked questions | Human Resources | Colorado State University

▪ Holiday Schedule | Human Resources | Colorado State University

• Entered by Division of HR – No Action to be taken by Departments

• Does not show up on Absence Calendar

• Appears on timesheets once an employee enters any time during the week in which the Governor’s 

Holiday falls

• Only eligible employees who enter time will see the Governor’s Holiday on their timesheet

• Can only be loaded into Workday by Division of HR after the pay period opens for the period in which 

the Governor’s Holiday occurs

https://hr.colostate.edu/governors-special-holidays-frequently-asked-questions/
https://hr.colostate.edu/governors-special-holidays-frequently-asked-questions/
https://hr.colostate.edu/holiday-schedule/
https://hr.colostate.edu/holiday-schedule/
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Inclement Weather

▪ Inclement Weather Guidelines

▪ Inclement Weather – Timekeeper Training Video

• Entered by Employee or Timekeeper

• Best practice: Employee enters own Inclement Weather

• Does not show up on Absence Calendar

• Only FLSA non-exempt (salaried and hourly), State Classified, and non-exempt, salaried Administrative 

Professional employees scheduled to work and not on approved leave during the closure must enter 

one of the following in their timesheets in Workday:

• Inclement Weather – Not Worked

• Inclement Weather – Worked

https://wd12.myworkday.com/csusystem/d/inst/1$25754/25754$188.htmld
https://wd12.myworkday.com/csusystem/d/inst/1$25754/25754$188.htmld
https://youtu.be/R_7WGwMxR-U?si=Gkvc-cmdosMX1apw
https://youtu.be/R_7WGwMxR-U?si=Gkvc-cmdosMX1apw
https://youtu.be/R_7WGwMxR-U?si=Gkvc-cmdosMX1apw
https://youtu.be/R_7WGwMxR-U?si=Gkvc-cmdosMX1apw
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Enter Sabbatical
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Who Can Enter Sabbatical?

▪ Absence Partners 
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Enter Sabbatical Job Aid

▪ Enter a Sabbatical | Workday @ CSU | Colorado State University

Prior to entering a Sabbatical, please review the information regarding grant or other funding used in conjunction 
with a 50% Sabbatical:

100% Sabbatical: Used when the employee will be on a 100% sabbatical for one semester and will receive full pay.
•Place the employee on a 100% sabbatical. This will ensure the employee receives their full pay.
•Do not adjust the employee's base salary or FTE.

50% Sabbatical: Used when a faculty member is on a 50% sabbatical for an academic year and will receive half their 
pay.

•Place the employee on a 50% sabbatical. This will ensure the employee is only paid at 50%.
•Do not adjust the employee's base salary or FTE.

50% Sabbatical with additional funding from grants: Used when a faculty member is on a 50% sabbatical for an 
academic year and will use their grant funds for additional payment above the 50%.

•Place the employee on a 50% sabbatical. This will ensure the employee is paid 50%.
•Then add Period Activity Pay (PAP) for the portion funded by the grant or research source to provide 
additional payment to the employee.
•Do not adjust the employee's base salary or FTE.

https://workday.csusystem.edu/enter-a-sabbatical/
https://workday.csusystem.edu/enter-a-sabbatical/
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Other Reports
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List of Helpful Reports

▪ Workers on Leave

▪ Workers Returning from Leave

▪ Workers Returned from Leave

▪ Time Off Results Detail

▪ Time Off Results Summary

▪ Time Off Results by Period for Workers

▪ All Worker Time Off

▪ View Worker Time Off Eligibility by Organization

▪ Worker Time Off Balances Detail

▪ Leave Results for Worker

▪ Leave Results for Organization

▪ Time Off Liability
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Worker Time Off Balances Detail Report

This report shows time off balances for the selected 
sup orgs or worker.

Pick specific time-off plans or select all available 
options.
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Worker Time Off Balances Detail Report (Continued)
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Leave Results for Worker Report

View leave results with entitlement 
balances. Shows total taken, outstanding 
balance, and amount requested.
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Leave Results for Worker Report (Continued)
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Leave Results for Organization Report

View leave results with entitlement 
balances. Shows total taken, outstanding 
balance, and amount requested.
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Leave Results for Organization Report (Continued)
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Time Off Liability Report

For the most accurate 

reflection of your data, 

make sure all Frequency 

prompts are filled out

This report displays time-off balances and their 
associated liabilities for the selected supervisory 
organizations and time-off plans.
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Time Off Liability Report (Continued)
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