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Welcome and thank you for taking the time to complete this training module designed to 
orient you to the Administrator features of the My Attendance Application.  
 
The My Attendance Application has been designed to support the tracking of absences at 
the department level.  
 
The My Attendance Application has features for all employees and for individuals with 
supervisory responsibilities for employees. Those features are covered in separate training 
modules, My Attendance Application: A Guide for Employees, and My Attendance 
Application: A Guide for Supervisors.  
 
This module focuses on the features for the individuals who have been assigned as a 
department administrator of the My Attendance Application and individuals who are the 
approver of the monthly report that is sent to Human Resources. 
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This presentation will cover the following:   
 
 How to access the My Attendance Application  
 Overview of the Home Page 
 Administration Feature 

o Add an Entry page 
o All staff Calendar page 
o Administration page 

 Summary 
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To illustrate the features of the My Attendance Application this presentation includes 
screenshots of the system. To protect the privacy and confidentiality of UWindsor 
employees we have created a fictitious department administrator and employee, their 
employee numbers, and a department.  
 
In this case, the Administrator Karing Smith is also the Approver of the Monthly Attendance 
Report.  
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To access the My Attendance Application, enter www.uwindsor.ca/attendance into the URL 
address bar of your preferred browser.  
 
You will be directed to a log-in page where you will be prompted to enter your University of 
Windsor ID and password.  Once you enter your log-in information, please select the Login 
button to be directed to the My Attendance Application homepage. 
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The home page of the My Attendance Application is the gateway to the various features of 
the system. The name of your department will appear on the top bar of the home page as 
illustrated on the slide.  Next to your department’s name is “Attendance”. Click on 
“Attendance” from any page of the application to return to the home page.  
 
In addition to the features covered in the My Attendance Application: A Guide for 
Employees and My Attendance Application: A Guide for Supervisors modules, you will be 
able to access the Administration feature from the home page as illustrated on this slide. 
 
We will cover each of the sections of the Administration feature of the My Attendance 
Application in detail in this module. 
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The Administration feature of the My Attendance Application is divided into three sections:  
 
• Add an Entry where you are able to add an entry for an employee 
• All Staff Calendar where you are able to access the calendars for individuals in your 

department, and  
• Administration, which houses various reports, summaries, and other information.  
 
 
We will cover these features in the next slides.  
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When you select the Add an Entry, you will be directed to the form illustrated on the slide. 
You can use this feature to add an entry for individuals in the department.  
 
The first field of the form, highlighted with the red box on the slide, requires you to select 
from the drop-down menu the name of the person for whom you are making an entry. As 
illustrated on the slide, the entry is being made for Lori Jones.  
 
Once you select the name of the individual for whom you are making an entry, follow the 
same instructions as covered in the Employee and Supervisors Modules to fill out the rest of 
the form.  This includes: 
• Selecting the code for the absence 
• Completing the required fields associated with the code selected 
 
When you are finished, click on “Save Entry” to submit the request, or “Cancel”, to close the 
form and return to the home page.  
 
Because this is an entry and not an employee request, there is no approval process invoked 
and therefore the entry is added automatically to the individual’s attendance record.  
 
 
 

Adding an 
Entry for an 
Employee

Adding an 
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All Staff Calendar allows an administrator to see the entries of all staff in the department in 
a calendar view. This feature is very helpful as you can easily view all the approved entries 
for the department.  
 
To learn more about each entry on the calendar, click on the entry you want to view. Once 
you click on the entry you will be directed to the My Attendance Record page of the staff 
member, in this case either Winston Lancer or Lori Jones. The entry selected will be 
highlighted in yellow in their My Attendance Record.  
 
 
 

  

All Staff 
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There are two ways to access the Administration features of the My Attendance 
Application. As illustrated in figure A, you can access this feature from the top menu bar of 
My Attendance Application or by selecting “Administration” in the Administration feature. 
 
When you click on either option, a page will open as illustrated in figure B. This page also 
includes a Special Features section at the bottom that we will review on the next slide.  
 
 

  

Administration
Figure A Figure B

Administration
Figure A Figure B
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As it was mentioned on the previous slide, the Special Features section is located at the bottom 
of the “Administration” page. It contains 3 slider buttons that act as “on” and “off” buttons for 
the following special features. 
 
Request Submission and Approval. When turned on, this feature lets employees submit 
requests for time off directly into the system. Supervisors can then approve or reject these 
requests. If this feature is turned off, employees can still read their attendance records, but they 
will not be able to submit requests for supervisor approval. Therefore, entries into My 
Attendance Application can only be made by supervisors and or the individual who has been 
assigned an administrator role for the department.  
 
Who’s Away/ Common Calendar. When turned on, it activates a "Who's Away Calendar" that 
lets employees see when other employees are absent. Absences in the past are not shown, and 
nor are the reasons for absences (vacation, sick day, etc.). If there is a "public" comment on an 
attendance entry, the comment will be visible to all employees. This calendar will be accessible 
from the homepage of the My Attendance Application. 
 
Daily Email. When turned on, this feature will instruct the system to send an email message 
every morning to all employees in the department, indicating who is absent on that day. While 
the reason for absence is not shown in the email, any "public" comments on the attendance 
entry will be displayed. Please note that no email will be sent on holidays or on weekends when 
this feature is turned on.   

Special FeaturesSpecial Features
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The Reports section is for specific use reports. Currently it includes CUPE Overtime Report 
and Payroll Overtime Report. As other reports are created, these will be found in this 
section. 
 
 

  

ReportsReports
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CUPE Overtime Report includes the overtime calculations for the employees in the CUPE 
1393 Bargaining Unit only. For departments that do not have any employees belonging to 
this bargaining unit, the report will be blank if generated.  
 
For departments that have employees who belong to the CUPE 1393 bargaining unit, you 
can generate a report by first selecting the month and year you would like to print the 
report for from the drop-down menus as highlighted with red boxes in Figure A. Then 
clicking on the “Generate report” button to download the Excel document for the period 
specified on the page. The report will look like the one illustrated in Figure B. 
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Another type of report that you can generate is the Payroll Overtime Report. Once you click 
on the “Generate” button, a PDF report will be downloaded with the information 
populated; you can then save it and e-mail it to Payroll at payroll@uwindsor.ca  
 
Please note that as soon as you click on “Generate report”, the overtime records included in 
the generated PDF will be marked as submitted, and therefore will not appear in future 
overtime reports.  
 
You can access past overtime reports generated by selecting the date from the list of past 
overtime reports. In our example, one of the reports you can download was generated on 
September 21, 2021, at 11:20 AM. 
 
The next slide provides a sample of the overtime report that is generated. 
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As you will note, the Payroll Overtime report that you can generate through My Attendance 
Application is the same as the PDF fillable form that can be accessed from the payroll 
website.  
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Summaries, Other Information section of the Administration feature of the My Attendance 
Application provides access to the various summaries and other information. We have 
assigned a number on the slide to each item and will provide a summary in that order: 
 
1. Holidays and Special Days lists all the holidays recognized by the My Attendance 
Application. This page is for reference purposes only. It is automatically populated each 
year. 
 
2. Codes provides a list of all the codes for the entry types. This is for reference only. 
 
3. Roles lists the various roles that users can have assigned to them and the features they 
can access in the My Attendance Application. Information on this page is also for reference 
only. 
 
4. All-Staff Vacation and Lieu Summary is a summary of the vacation entitlement, days staff 
used, and days left in the current year, including the lieu time for all staff in the department. 
 
5. All-Staff, All-Code Summary provides a summary of the entries that have been made by 
staff in the department in the current year. This page also includes a legend. 
 

Summaries, Other 
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6. Attendance Summary allows you to run a report of absences for a specified period. After 
clicking “Generate Report”, you will see a list of all the employees in the department along 
with the number of sick days, appointments, vacation time, etc., for the specified period. 
 
7. HR Attendance Report (Legacy) – allows you to generate a report that is very similar to 
the report that is automatically generated by My Attendance Application to be digitally 
signed and sent electronically to Human Resources. 
 
We will take a closer look at items number 4 to 7 in the next slides.  
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As we mentioned on the previous slide, the All-Staff Vacation and Lieu Summary page 
provides a summary of the vacation entitlement of all staff within the department, the 
number of days used, and number of days left in the current year, as well as the lieu time 
remaining. In this case, Winston Lancer is entitled to 20 vacation days, they used 14 days, 
and have 6 days remaining. In addition, Winston has 7 lieu hours remaining.  
 
By default, the record for the current year will be displayed but you can navigate between 
the years by selecting another year as highlighted with a red box on the slide. 
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All-Staff, All-Code Summary page provides an overview of all entries in hours (marked with 
a letter h) or days (marked with a letter d) for each employee. By default, the current year 
will be displayed but you can select a different year by selecting another year as highlighted 
with the red box on the slide.   
 
This page also includes a legend for the codes used in the report. For example, in this case, 
in 2021 Karing Smith took 5 vacation days of their 30 days’ vacation entitlement.   
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The Attendance Summary page allows you to generate the Attendance Summary for a 
particular period. 
 
As illustrated in figure A, select the time period you would like to generate the attendance 
summary for and click on the “Generate report” button.  
 
Figure B illustrates the summary that is generated. If you click on the name of any individual 
on the report, you will be directed to their My Attendance Record page. 
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The Administration feature allows you to also generate the HR Attendance Report (Legacy). 
 
As illustrated on this slide, select a time period you would like to generate the attendance 
report for from the two drop down menus as highlighted with the red box, and click the 
“Generate report” button. 
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This slide illustrates the report that is generated. It will open in the Excel format. The period 
for which you are running the report and the name of your department will appear in the 
middle of the page as highlighted with the red box.  
 
This report will include such information as the name of the employee, their employee 
group, the days on which they were absent and the absence code (for example, A for an 
appointment, V for a vacation, etc.). The list of codes and their description are also listed on 
the report.  
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The “User Management” section of the Administration feature includes the following: 
 
People – view the “My Attendance Record” for each person in the department  
All-Staff Calendar – view the All-Staff calendar that was covered earlier in the module 
 
We will take a closer look at the People page on the next slide. 
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The People page of the User Management section provides various additional information 
about each staff member within the department. We have assigned a number on the slide 
to each item and will provide a summary in that order: 

1. The first column of the People page, titled Name, lists all employees in the department in
alphabetical order as well as their employee numbers in brackets. In this example, the 
department consists of 3 people: Lori Jones, Winston Lancer, and Karing Smith 

2. Second column that has no title allows the administrator to access the Edit record page
for each staff member by selecting Edit record, and/or access staff member’s My 
Attendance Record page by selecting View entries.  

3. Third column, titled Attendance Manager, identifies with a dot those individuals in the
department who have access to the Supervisor features of the My Attendance Application. 
In this case, it is Lori Jones. In addition to a dot, their name will appear in bold text.  

4. Forth column, titled Unit, Role, lists the employee group the individual belongs to and
their role within the My Attendance Application. The default role is assigned automatically 
based on the information in the VIP system. For example, Winston Lancer’s default role is 
employee and therefore they will only be able to access the employee features of the My 
Attendance Application. Karing Smith’s role in the My Attendance Application is 

People
1 2

3 4

5

6

People
1 2

3 4

5

6



My Attendance Application: A Guide for Administrators 

  Human Resources     25 

Departmental System Administrator; they are the My Attendance Application 
administrator for the department.  

5. If you select the Reporting Structure tab, you will be able to view the reporting structure
for the department. 

6. Add new external member allows you to add a new external member to the application.
We will take a look at that function on the next slide.  
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Please note that My Attendance Application has been integrated with the Human 
Resources VIP system and any new employees joining your department will be 
automatically added to My Attendance Application as per VIP records.  
 
In the event a staff moves departments, administrators of both departments will have 
access to the person’s attendance records for 30 days, after which time, the department the 
person left will no longer have access to that information.  
 
The Add a New External Member function allows the administrator to temporary grant 
access to a UWindsor employee who is not part of that department. This access can then be 
revoked.  
 
To add an external member, select Add a new external member in the People page as 
illustrated in Figure A.  
 
A new screen will open as illustrated in Figure B, where you can enter the required 
information in the search field. Once you select Search, you will see the name, UWin ID, 
Department, email and a role of that person as illustrated on the slide. Press Select to add 
them.  
 
 

Adding a New External Member

Figure A Figure B
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Figure A Figure B
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If in addition to being an Administrator, you have been assigned as the monthly attendance 
report “approver” by Human Resources, you will be able to access the Report to HR section 
of the My Attendance Application as highlighted with the red box on the slide.  
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As it was mentioned on the previous slide, only approvers for the department will have access 
to this option. The approver is identified by HR and automated in the VIP system. If you are an 
administrator but not an approver, you will not have access to this feature. 
 
As illustrated in Figure A, you will see a list of reports that need to be signed and submitted to 
Human Resources.  
 
The Electronic HR Reports must be digitally signed by the authorized department approver. The 
Administrator for the Attendance Application in a department does not have access to this 
feature and they do not have the authority to sign off. However, the administrator for the 
department can generate the Excel copy of the report through the HR Attendance Report 
(Legacy) feature of the My Attendance Application.  
 
To sign the report, select it from the list. In our example, the report to be signed is for March 
2022. Once you select the report, you will be directed to another window as illustrate in Figure 
B where you can review the entries and then sign off. If you click on the name of a specific 
individual, you will be directed to their My Attendance Record page. Before signing the report, 
please ensure that all absences in the department have been tracked in the My Attendance 
Application.  
 
 
 

Report to HR

Figure A

Figure B

Report to HR

Figure A

Figure B



My Attendance Application: A Guide for Administrators 

  Human Resources     29 

In summary, the My Attendance Application – Administrator has the following key attributes: 

Administration feature that includes such options as Add an Entry where you can add an entry 
for an employee; All Staff Calendar where you are able to access the attendance calendars for 
individuals in your department, and Administration, a section that houses various reports, 
summaries, and other information.  

We hope that you have found this module helpful to orient you to the key features of the My 
Attendance Application: A Guide for Administrator. 

The slides and notes from this presentation can be downloaded from the My Attendance 
Application website at www.uwindsor.ca/humanresources/attendance. Should you have 
any questions, please e-mail hrattendance@uwindsor.ca  

In summaryIn summary


