
     

 
Dear INFORMS Users,  
 
The OMB Strategic Business Management (SBM) Division and Human Resources (HR) Department are 
pleased to launch Time & Absence enhancements which will be available Wednesday, November 
1st through Employee and Manager Self-Service.  
 
Here is a high-level overview of the upcoming changes. 
 
Employee Self-Service (ESS) 

• “One-stop Shop” for Time and Absence entries  
o Through a single page view of the Timesheet, you will be able to submit time entries and 

absence requests simultaneously. 

The Request Absence and Cancel Absence tiles will be removed and the functionality for requesting and 
cancelling absences will be directly available from the timesheet. 
 
  
 

  

  

• Two-week display: Your timesheet will display the entire two-week pay period time entries.  

• Holiday Indicator: Holidays will now be indicated with a red label. Timesheet reporting for a Holiday 
does not change, please refer to the Holiday Time Entry and Absence Request job aid - see 
attached.  

 
  
 



  

 
Manager Self-Service (MSS) 

• Allow Absence Entry on the Timesheet – MSS Team Time 
o New Absence Events section to request absence or cancel absence requests from your 

employees. This page will have the same look and feel as the ESS time entry page. 

In preparation for this change, we ask that you clear out outstanding Absence Requests as much as possible. 
All unapproved Absence Requests will remain in the absence only approvals section. When clearing out the 
old absence approvals, the Approval Tile > Absence Request menu can be used. 
 
Going forward, new Absence Requests will be available to jointly approve with Time Entries directly from the 
timesheet in the Approvals Tile and Team Time tiles. 

• Combination of Time and Absence approvals: see screenshot below. 
o A single page for approving both time and absence entries.  
o New indicators of Time Entry vs Absence with the timeframe of the request 
o New section in the timesheet header displaying absence hours pending for approval  
o Mass approval option capability including on mobile devices. 
o A sort filter in the Approvals tile allowing you to sort by Current, Prior and Future periods will 

be available. 
▪ Filters should be cleared when returning to the page to ensure no additional 

approvals are pending by selecting the Reset button. 

 
  
 

  

  
 



 

  

 
 
For more information, stay tuned and look for future communications including specific details on training 
opportunities. Thank you for your continued engagement and support! 
 
Thank you, 
 
INFORMS – Strategic Business Management (SBM) Division 
  
  
Multiple support avenues are available. Depending on your needs, please select from the following options: 

• Review the INFORMS Training webpages specifically by business area to answer ‘How To’… 
questions 

o Human Capital Management (HCM) related training materials and recordings. For example, 
how to enter time, how to approve time, or how to request an absence. Here, you will also 
find training materials related to PCard and Travel and Expenses. 

• Reach out to your DPR if you have HR-related questions. 

• Submit an online ticket with MyIT or call ITD Service Desk (305) 596-HELP (4357) if you have 
technology issues. For example, you are unable to access the system, receive system errors, etc. To 
submit an online ticket with MyIT, use one of the following links: 

o Miami Dade County MyIT 
o Miami Dade Police Department MyIT 
o Outside of Miami Dade County Network 

For more information, visit the INFORMS Homepage. 
  
    

 

 

https://click.info.miamidade.gov/?qs=277e4b8636f4e20bbd5d2f1f153a35f3713804095f780d67a26eb3ee2b1f9f1a5c6fdc224425d2b8acffa020c065adb40b656a49f151ad4d
https://click.info.miamidade.gov/?qs=277e4b8636f4e20be3499d0da1404fc791a8312c899921d753eca89c9c9849c5d22af3fecd4b8af5dd1e6b2db4954edd9077a3a8ece30ba9
https://click.info.miamidade.gov/?qs=277e4b8636f4e20b8919cdbf723fbe9c6267ff7bdd7a1c14cf4f4eb016bdbbdde6ceab88e7d344818167ad8ecb1cc3d53537427140a73636
https://click.info.miamidade.gov/?qs=277e4b8636f4e20bfa0dce5fa3b3f0200cda0fdda6e5e0d043a0f2976b4b1b89c0b2773cf530e20d6bb9748195210e9c19ad440ee8e522d9
https://click.info.miamidade.gov/?qs=277e4b8636f4e20bfe7b22795d1b3cd4564772f855d21510da5d5f205c6dd6c8ee28b1c79e1af3d3ee962300b1fa01a04e9a38aad625388b

