Submitting a Shared Sick Leave Pool ‘y 5 0 .1
Enrollment/Donation Request in Workday Lt L

Step 1: Log in to your Workday account:
https://wd5.myworkday.com/wday/authgwy/fortbendcountytx/login.htmld

Step 2: Access the Main Menu.

Welcome It's Monday, December 1, 2025

( My Org Chan) C Find Jobs) ( Change My Home Contact Inf... )

Awaiting Your Action

You're all caught up on your tasks.

Step 3: Under “Organization,” select “Requests.”
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Requests @
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Step 4: On the Request screen, select “Create Request.”

= MENU Q) search

< Requests

Actions View

Create Request My Requests

My Recent Requests

View Request Types

o)
workisy

@ 2025 Workday, Inc. All rights reserved.

‘System Status: Your Sandbox tenant will be unavailable for a maximum of 12 hours during the next Weekly Service Update;
starting an Friday, December 5, 2025 st 6:00 PM Pacific Time (Loa Angeles) (GMT-8) until Ssturday, December 6, 2025 at &:00
AM Pacific Time {Loa Angelas) (GMT-8). Sandbax Refresh Exemptiona must be requested by 1000 AM Pacific Time (Los
Angeles) {(GMT-8) on the day of the scheduled Weekly Service Update. Sandbox tenants which were exempt from refresh will
be available by the end of the Service Update on Saturday. Sandbox tenants are refreshed from a copy of Praduction taken at

6:00 PM Pacific Time (Los Angeles) (GMT) an Friday.

Step 5: In the Create Request prompt, select “All,” and then select the option
for the Shared Sick Leave Pool Enrollment/Donation.

Create Request

Request Type * | [search

All @

Request Types by Workday Object

Request Types without Workday
Objects
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Create Request

Request Type # | Search

& Al

O Shared Sick Leave Poal:
Enroliment/Donation J|.n1
N

Step 6: Follow the instructions on the form, providing the requested the
information, and then submit the request.

Shared Sick Leave Pool: Enrollment/Donation ¢ H

This process is to be used to enroll in the Fort Bend County Shared Sick Leave Pool or to make an enrichment donation to the Pool, in accordance with Policy 712. Please provide the requested
information below and click submit to send to Human Resources.

If you have any questions, please contact FECHRLeaves@fbctx.gov.

Shared Sick Leave Pool: Enrollment/Donation Form 712D

1 am donating the following number of hours:
(Required)

"]

| am donating these hours:

(Required)

to self-enroll in the Shared Sick Leave Pool. (Must have at least 88 hours prior to donation. Minimum donation of 8 hours, 40 hours maximum)

as a Pool enrichment donation (40 hours maximum). | am already a Pool member.

as | am terminating employment or retiring from Fort Bend County and wish to donate a portion of my unused sick leave to the Pool. (80 hours maximum)

(;,w to contribute to the enroliment of another qualifying employee who has worked for the County at least 12 months and has a sick leave accrual balance of 40 hours or more. (A combined
40 hours minimum must be donated on behalf of this employee by one or more employees).

m ( Save for Later ) ( Cancel >
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Step 7: You may track the status of your request from the Request home
screen by selecting the option “My Requests”

= MENU Q Ssearch

Requests

Actions View

My Requests

My Requests

Create Request

View Request Types

£
workday

® 2025 Workday, Inc. All rights reserved.

System Status: Your Sandbox tenant will be unavailable for a maximum of 12 hours during the next Weekly Service Update:
starting on Friday, December 5, 2025 at 6:00 PM Pacific Time (Los Angeles) (GMT-8) until Saturday, December 6, 2025 at £:00
AM Pacific Time {Los Angeles) (GMT-8). Sandbox Refresh Exemptions must be requested by 10:00 AM Pacific Time (Los
Angeles) (GMT-8) on the day of the acheduled Weekly Service Update. Sandbox tenants which were exempt from refresh will
be availzble by the end of the Service Update on Saturday. Sandbox tenants are refreshed from a copy of Production taken at

6:00 PM Pacific Time (Los Angeles) (GMT-8) on Friday.

= MENU @ Q Search O o a &a

My Requests

*El?lfl..‘ @

1item
On Behalf
Request Type Request 1D Description Status Resolution Initiation Date Completion Date  Of
Request: Shared Sick Leave Pool: Shared Sick Leave Pool: SSLPO0001 In Progress 12/01/2025
Enroliment/Donation: Gregory Enroliment/Donation 08:43:20.613 AM
House
v
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Step 8: If your request is approved, the Status will update to “HR Approved”
and you will receive a notification. If your request is not approved, Human
Resources will contact you with further information.

=] f)
My Requests -2 EI T
1item HE=0 O @
A
Completion On
Request Type Request ID Description Status s ion Date Date Behalf Of
Request: Shared Sick Leave Shared Sick Leave Pool SSLPO0DO1T Successfully Completed HR Approved 12/01/2025 12/01/2025
Pool: Enroliment/Denation: Enroliment/Donation 08:43:20.613 09:14:34.256
Gregory House AM AM

For assistance using your Workday account, please contact
hrworkday@fbctx.qov. For questions regarding the Shared Sick Leave Pool,
please contact FBCHRLeaves@fortbendcountytx.qov.

workday.
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