CEOps

Salesforce QRG: Time-Off Territory

Updated Manager Approval Process

What’s Changing?
e There’s an updated Approval Process for managers approving Time Off Territory Requests (TOT).
o Forrequests scheduled 1/1/25 and beyond, 3 reason codes will require a direct manager’s approval:
= Volunteer Time Off
=  FTO -Non-lliness

= FTO-lliness

e The new drop-down Reason menu will be visible to the field on
FTO - Non-lliness v

12/16/24. (pictured on the right)

--None--

This provi HSAs with th tiont ndr tsin
© s provides HSAs e option to send requests Convention Exhibits/Recruiting/Others

advance for Time Off Territory starting 12/16/24 for Field Ride Days

reasons that require approval after the new policy and FTO - lliness

. /" FTO - Non-lliness
approval process begins on 1/1/25.

PTO Hours
e FTO will replace PTO for requests scheduled after 1/1/25.

Sales Administrative

o For additional information related to FTO, please refer to Sales Meeting-Training

the FTO FAQ & FTO Policy. Samples-Material Delivery

o PTO Days taken in 2024 must be recorded as PTO, and Volunteer Time Off

it’'s recommended to record it promptly because the PTO

button will be removed from the drop-down menu in early January.
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https://oneotsuka.sharepoint.com/:b:/r/sites/PBS/TotalRewards/Flexible%20Time%20Off%20(FTO)%20FAQ%20for%20Employees.pdf?csf=1&web=1&e=dZe3ij&xsdata=MDV8MDJ8RXJpbi5HbGVubkBvdHN1a2EtdXMuY29tfGI2ZGQ5MjM5M2NiODRlMjI3ZDZmMDhkZDBhN2Q1ZWFjfDM0ZGRiMzM5N2ZkMDRmMDA5MDQxYzJlNDdmYmJjOWY0fDB8MHw2Mzg2NzgyNTU3NjExMjc0MzF8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3d&sdata=SWk1TXBBTEJQakNzMGZGY2I2Umx5YUpNTFgrSWVkdVQvS1NYc01CNHZTZz0%3d
https://oneotsuka.sharepoint.com/:b:/r/sites/PBS/TotalRewards/Flexible%20Time%20Off%20(FTO)%20Policy.pdf?csf=1&web=1&e=Bf97aB&xsdata=MDV8MDJ8RXJpbi5HbGVubkBvdHN1a2EtdXMuY29tfGI2ZGQ5MjM5M2NiODRlMjI3ZDZmMDhkZDBhN2Q1ZWFjfDM0ZGRiMzM5N2ZkMDRmMDA5MDQxYzJlNDdmYmJjOWY0fDB8MHw2Mzg2NzgyNTU3NjExNDE2NzF8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3d&sdata=NjVNckVPOEluNHNaTEtzejE4SFVKc01xemxuM2o3OFRMOUlNbXVEeENsbz0%3d
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How to approve or deny a TOT request:

,um ke [ Q search... ] E] a2 a ‘:@,’
1, Time Off Te rritory (TOT) Requests 31 Veeva CRM Thame  MyAccounts  Global Account Search  MySamplos  Reports v MySchedule  TimoOff Territory n  CallPlans v Mora v ’

Items to Approve ~ Recent litems.
TOT-1027691

Time Off Territory - Submitted by Kerry Georgantas.

TOT-1027684

Time Off Territery = Submitted by Kerry Georgantas.

[ oosnbons
B rorarene

Tor-1027680

will trigger an email notification

TOT-1027680

h 4 h d H t Time Off Terrtory + Submitted by Kerry Georgantas
that’s sent to the direct manager.
Time Off Territery * Submitted by Kerry Georgantas
TOT-1027632
Time Off Territory - Submitted by Kerry Georgantas m ToT-1027633

Managers may also proactively [ rovuean

Educational Events
Manager Approval

check for requests on their Gl i e g e S s o

Event Name T v stas v Created By | Created Date ~ |

Salesforce homepage under R

YT

0]

View All

“Items to Approve”.

Tasks
=) Open Tasks
Oitems - Sorted by Due Date « Filtered by My tasks - Closed, Recurring Parent, Due Date « Updated a few seconds ago

2. Click the blue hyperlinked Time Off oo Jom - ooman Jio ==

No items to display.

Territory request to open the

e

Approval Request window.

Best Practice: Look out for email notifications with the subject line: “Time Off Territory Approval Request”. The email

contains a hyperlink, which opens the Approval Request window directly to the pending request that requires a

response.

-.mlm ka Q Search... Fa a9 A '\iQ.>

i1 VeevaCRM Home My Accounts  Global Account Search My Samples  Reports ~  MySchedule  TimeOff Territory ~  CallPlans ~  More ¥ £

3. Once the Approval Request

2 Approval Request
== Time Off Territory Approval

window is open, select f— p— J— [

- Kerry Georgantas Nov 21, 2024 David Pearlstein David Pearlstein

“Approve” or “Reject” to | Plssclok on ame hyperink for more datails.

Details

respond to the request.

Approval Details

TOTID TpT-1UZ7591 Owner Kerry Georgantas
4. Aspace above the - yanans
Time All Day Start Time
Approve/Reject buttons is

Add your comments here..

provided if comments

regarding the request need m

to be added.
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https://otsuka-us.lightning.force.com/lightning/page/home
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Where can HSAs view the status of TOT requests?

@, [ @ searen. Fma2 a®
1 . T h e St a t u S of a I I Ti m e off i1 veevaCRM Home My Accounts  Global Account Search My Samples | Time Off Territory CallPlans ~  Educational Events v Reports ~ My Schedule 7
E Time Off Territory @
Territory Requests may be Recently Viewed [-) (1)
Yy Req yb _
. TOTID v ‘ Date + | Reason | Time ~ Hours v Status v ‘ Created By ~
viewed on the Salesforce Home N (ST “atzozs p—r—— Aivay P poproved Kooy Soorganias ©)
2 TOT-1027686 1/22/2025 FTO - lliness All Day 8 Rejected Kerry Georgantas E]
3 TOT-1027687 1/24/2025 Volunteer Time Off All Day 8 Approved Kerry Georgantas B
P a g e N a TOT-1027684 2/4/2025 FTO - Non-lliness PM Off 4 Pending Kerry Georgantas E]
5 TOT-1027680 11/21/2024 Volunteer Time Off AM Off 4 Pending Kerry Georgantas E]
. 6 TOT-1027633 1/8/2025 FTO - lliness. AM Off a Pending Kerry Georgantas ®
2. All requests are listed under the + | Toraozsen worzoes r——— AiDay . P ——— ©)
8 TOT-1027670 11/28/2024 PTO Hours All Day 8 Approved Kerry Georgantas E]
n a 9 TOT-1027669 11/21/2024 Convention Exhibits/Recruiting/Others  All Day 8 Approved Kerry Georgantas E]
Time Off Territory tab. v | rorzmess asaozs . ropres oy oorgntes G
n | ToT-1027667 1115/2025 FTO - Non-lliness. All Day ES Rejected Kerry Georgantas ™
. 12 | ToT-1027632 1/9/2025 FTO - Non-lliness All Day 8 Pending Kerry Georgantas ®
3 . The bI ue hype rI N ked req uests 13 | ToT-1027631 1/8/2025 FTO - liness AllDay s Pending Kerry Georgantas ®
1 | ToT-1027629 212025 FTO - Non-lliness All Day 8 Pending Kerry Georgantas =)
15 | ToT-1027628 1/30{2025 FTO - liiness All Day 8 Pending Kerry Georgantas ™
may be selected to open the 1 | ror-oz7e2r S — 70 Hours Aioay . Approved  Kerry Goorgantas ®
17 TOT-1027626 1/23/2025 Convention Exhibits/Recruiting/Others Al Day 8 Approved Kerry Georgantas E]

details and status of

,;w ka [ Q Search... ‘ [?F] Ao a @

EEE Veeva CRM Home My Accounts  Global Accor tory ~  CallPlans ~ More v ra
Record Approved x
Time Off Territory

the request.

TOT-1027691 [ eait | atste [ ciono |

(&) 1NME UIT 1BIMIory Fis... €3 APPrOVAl HIStory ()

" |
Details ;
Reason FTO - Non-lliness ra Owner 3 Kerry Georgantas L
Date 1/2f2025 rd Territaries ;OCAD10714; e
Time All Day ra

v Hourly Options

Start Time rd Employee Number 4810
Hours off '

m Time Off Territory History (3) @

4 items - Sorted by Date - Updated a few seconds age

Date ~ | Field ~ | User ~ | Original... »~  New Value ~
1 11/21/2024,10:52 PM Record locked. David Pearlstein
2 11/21/2024,10:45 PM Record locked. Kerry Georgantas
3 1121/2024, 10:45 PM Created. Kerry Georgantas
alasea0.00 idac 1012

Please note: The Reason codes have been updated to reflect the updated process for future time off territory requests

scheduled after 1/1/25 25. However, the process for inputting Time Off Territory remains the same. HSAs will continue
submitting requests through Salesforce Online or directly in the VEEVA CRM app.
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