HCM Cloud

Absence Management:
Requesting a Day on an Enerqgy Holiday
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Good afternoon, Hugo First!
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Welcome to Hugo First’s Cloud Account.

You should see that the “Me” option is underscored. At this time, click the B

Absences
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{ Time and Absences

Current Time Card

Open your current time card. Do not
use if you are a Grant or Non Unit
employee,

Existing Absences

View, change or withdraw existing
ahzence requests

©

Hugo First

Existing Time Cards

Access all of your time cards. Do not
use if you are a Grant or Non Unit
employee,

Donations

Donate a portion of your plan balance
to a coworker.

Add Absence

Request an absence a

/ approval

IM\\

Absence Balance

Review current plan balances and
absences taken or requested

Hugo requests an energy holiday.
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Add Absence E=rl - [

Hugo First

*Type Select a value v
Select avalue
Administrative Leave

» Energy Day- Mot Worked

Energy Leave Day
Intermittent FMLA
Sick

Wacation

Voluntary Furlough
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Add Abse nce Save and LIG_,I- Cancel |

Hugo First

*Type Energy Day- Not Worked W

Absence Type Balance O Hours

When ‘

Error
*Start Date and Duratio

= THIS IS NOT A VALID ENERGY LEAVE DAY.
-1 0 14,2020

*End Date and Duration

—10/14/2020 /
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Projected Balance Caloculate
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Add Absence

Hugo First

*Type Energy Day- Mot Worked v <

When

*Start Date and Duration
—p 0122020 E'E ¥ fHours
“End Date and Duration

—10/12,/2020 i

Absence Duration

? Hours

4

Absence Type Balance

Projected Balance

Hours

Calculate




Questions?
Contact us at: hr@tcnj.edu
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