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1. Schedule/Definition 
Items Coverage Remark 

Filing of Scheduled Leave • For future dates only 
• Cannot be filed for the current date or for 

previous dates 

• 5 days 

• Mandatory 

Filing of Sick Leave • For previous dates only 
• Cannot be filed on the day or for future dates 
• Ideally must be filed upon report back to work 
• Can be filed up to 15 previous dates from the 

current date 
• HS validated medical certificate must be attached 

for SL 3 days or more. 3 days or more SL application 
without attachment will not be approved 

Personnel Leave. 
For Adrenalin: 

Sch L 5 
SL -  15 
VL (min) – 10 

 
“Auto recovery” 
applies when VL is 
already zero(0). SL 
credits can be used as 
VL as long as you still 
have available SL 
leave credits. 
 
If SL is zero (0) or 
negative and you 
need to apply for  SL, 
ensure to request 
transfer, using Inititae 
Query,  of VL credits 
to SL , provided you 
still have VL credits.  
 
If no SL and VL credits, 
apply/use LWOP   

 

Filing of Vacation Leave • For future dates only 
• Ideally must be filed at least 1 day before the VL 

date 

• Can be filed on the current date for 
emergency reasons 

• Cannot be filed for previous dates 

Filing of Emergency Leave • For previous dates only. Cannot be filed on the day 
or for future dates 

• Ideally must be filed upon report back to work 
• Can be filed up to 15 previous dates from the 

current date 
• Valid documents (HS validated medical certificate, 

death certificate, etc.) must be attached. EL 
application without attachment will not be 
approved 

• 7 days  per 
school year 

• Non-
convertible 

• Non-
cumulative 

Filing of OT/ Calamity 
Premium Pay Request 

• Must be applied ahead of time 
• Can be applied for 15 future dates from the current 

date 

• For forecasting 
purposes 

Filing of OT/ Calamity 
Premium Pay Entry 

• Must be applied right after the date of 
OT 

• Can be applied for 15 future dates from 
the current date 

 

• For inclusion of OT 
payment in payroll 
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Shift Change Request • For future dates only 
• Cannot be filed on the day of the change 

of schedule 

• Change of 
Schedule 

Attendance 
Regularization  

• For previous dates only 
• Can be filed up to 15 previous dates from the 

current date 

• Missed Log 

Attendance 
Regularization  

• For future dates only  
• If OCE is scheduled, it must be applied ahead of 

time 
• Can be filed for previous date for emergency 

reason/s as justification 
• Can be filed for OCE scheduled 15 dates from the 

current date  

• Off-campus 
engagement- 
(OCE) 

Pulback Transaction  • Applicable for applications which are not yet 
approved 

 

Cancellation  • Applicable for applications which are already  
approved 

 

Reset • Click to refresh the form (screen) 
• To exit from saved item 

 

Exit • To log out from Adrenalin  

* (asterisk) • Means mandatory fields  

Payroll (In progress) Cut-off Attendance Payout Employees to check 
the applications 
they raised through 
Smart Approval – 
Pending Workflow 
Item (s) 

5th of each month 16-30 attendance 15th payout 

20th of each 
month 

1-15 attendance 30th payout 

All applications must be filed and approved on or 
before the cut-off dates to be included in the specific 
payout 
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2. Biometric Timekeeping Machine 
• All non-teaching employees, with the exception of the FEU-ELU President, are required to use the biometric 

machine to register their log-in and log-out. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
• IMPORTANT:  Adrenalin will register you First IN and First OUT 

Ex.  IN – 8:05 1st               OUT – 4:59  1st  
               8:06 2nd                           5:00 2nd  

 
 

Press the IN button before 
you scan your fingerprint to 

register your log-in 

Press the OUT button 
before you scan your 
fingerprint to register 

your log-out 
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3. LOG-IN 

 

 

  

 
 
 
 

4. On-boarding 
• For employees who are not done or have not completed their on-boarding or new employees. 

• Ensure that you have already completed your onboarding. Otherwise you will not be able to use the system 
properly. 

• For assistance, please email   mjtenorio@feu.edu.ph  Local 402 
mmalabanan@feu.edu.ph Local: 401- 403 

 

 

 

mailto:mjtenorio@feu.edu.ph
mailto:mmalabanan@feu.edu.ph
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5. Leave Application 
1. Go to Self Service icon/tile > Absence or search Leave Request on the ZOLOG 
2. Select Leave Type from the dropdown menu (Sched L, VL, SL, EL). 
3. For zero(0) leave credit for SL, VL or EL, select leave type - Leave With Out Pay (LWOP). Policy on the type 

of leave applies. 
4. For Paternity /Maternity /Union Leave and other leave types, HRD (c/o Ms. Flor) will upload it. 

Request must be course through Adrenalin helpdesk (Initiate Query). 
5. Select the From and To Date > Full Day | AM | PM 
6. State the Reason 
7. Attach supporting document for SL (UHS validated medical certificate; 3 days or more) and EL 
8. Click Submit to effect the application 
9. Click Reset to apply for another leave type/date 

 

 

 

 

6. Overtime/Calamity Premium Pay Request – (to apply for OT/Calamity Premium Pay request) 
1. Go to Self Service icon/tile > Workflow > Overtime/ Calamity Premium Pay Request or search 

Overtime/ Calamity Premium Pay Request on the ZOLOG 
2. Select the From and To Date 
3. Indicate the OT Hours (per day) 
4. State the Reason 
5. Click Submit 
6. Click Reset to apply for another OT/Calamity Premium Pay Request 
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7. Overtime/Calamity Premium Pay Entry – (to apply for OT/Calamity Entry) 
1. Go to Self Service icon/tile > Workflow > Overtime/Calamity Premium Pay Entry or search 
     Overtime/ Calamity Premium Pay Entry on the ZOLOG 
2. Select the From and To Date 
3. Click Add button 
4. Select by ticking one or more OT/Calamity Premium Pay details 
5. Click Submit 
6. Click Reset to refresh/apply for another OT/ Calamity Premium Pay Entry 

 

 

8. Shift Change Request (Change of Schedule) – to apply for change of schedule (for future dates only) 
1. Go to Self Service icon/tile > Time and Attendance Management > Shift Change Request or search 

Shift Change Request on the ZOLOG 

2. Select the From and To Date 

3. Select Change Shift 
4. State the Reason 
5. Click Submit 
6. Click Reset to refresh/apply for another Shift Change Request 
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9. Attendance Regularization (AR) – to apply for missed log or official off-campus engagement 
1. Go to Self Service icon/tile > Time and Attendance Management > Attendance Regularization or search 

Attendance Regularization on the ZOLOG 
2. Select Regularization Category ( day based or time based) 
3. Select Attendance Regularization (AR) Type 
4. Select the From and To Date 
5. State the Reason 
6. Click Submit 
7. Click Reset to refresh/apply for another AR 

 

Note: 1. OCE without OT, AR duration type is Day Based 
2. OCE with OT, AR duration type is Time Based 
3. Missed log, AR duration type is Time Based 

 
10. Pullback Transaction - Applicable for applications which are not yet approved 

1. Go to Self Service icon/tile > Workflow > Pullback Transaction or search Pullback Transaction on the 
ZOLOG 

2. Select Pullback Form from the dropdown menu 
3. Select by ticking the application/s to be pulled back 
4. Indicate Comments why you are pulling back the transaction 

5. Click Pullback 
6. Click Reset to refresh/pullback another transaction 
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11. Cancellation – Applicable for applications which were already approved 

a. Leave Cancellation 
1. Go to Self Service icon/tile > Absence> Leave Cancel or Leave Cancel-Partial (for partial leave 

cancellation- i.e. to cancel 1 day of 3-day applied leave) or search Leave Cancel or Leave Cancel- Partial 
on the ZOLOG 

2. Select Leave Name from the dropdown menu 
3. Select by ticking the application/s to be cancelled 
4. Indicate reason for cancellation 
5. Click Submit 
6. Click Reset to refresh/cancel another transaction 

 

b. Attendance Regularization Cancellation 
1. Go to Self Service icon/tile > Time and Attendance Management > Attendance Cancellation or 

search Attendance Cancellation on the ZOLOG 
2. Select From and To Date then click Go 

3. Select by ticking the application/s to be cancelled 
4. Indicate reason for cancellation 
5. Click Submit 

6. Click Reset to refresh/cancel another transaction 

 

c. Overtime/Calamity Premium Pay Request Cancellation 

1. Go to Self Service icon/tile > Workflow > Overtime/ Calamity Premium Pay Request or search 
Overtime/ Calamity Premium Pay Request on the ZOLOG 

2. Select from the list of approved OT/ Calamity Premium Pay Request to be cancelled 
3. Click Cancel 

4. OT cancellation must be approved by the Reporting Manager 
5. Click Reset to apply for another OT Request 
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12. Clock in clock out - (to view time entries) Time entries are uploaded and viewable the next day 

1. Search Clock In Clock Out Status on the ZOLOG 
2. Select From and To Date then click Apply 

 

 

 
13. Attendance Calendar – (to view attendance for previous and current months) 

1. Go to Self Service icon/tile > Time and Attendance Management > Attendance Calendar or search 
             Attendance Calendar on the ZOLOG 

2. View yearly calendar or choose specific month to view calendar information 

 
 
 
 
 
 
 

Click to 
view 

calendar 
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14. Help Desk (to send query) 
1. Go to Workforce Administration icon/tile > Help Desk > Initiate Query or search Initiate Query 

on the ZOLOG 
2. Select Category Code 
3. Select Sub category Code 
4. State the Query 

5. Upload file if applicable (choose file > click upload file) 
6. Click Submit 
7. Click Reset to refresh/apply for another query 

 

15. Shift monthly calendar (to view approved shift/schedule) 
1. Go to Self Service icon/tile > Time and Attendance Management > Shift Monthly Calendar or search 

Shift Monthly Calendar on the ZOLOG 
2. View approved shift by placing cursor on chosen date 

 
 

16. Leave Regularization details (to view leave status) 
1. Search Leave Regularization details on the ZOLOG 
2. Select From and To Date then click Apply 

3. Click image   at the left side of the screen to refresh for another Leave Regularization details 
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17. Smart Approval - to view all types of requests/applications 
1. Go to Smart Approval - Pending Workflow Item(s) > View All > Forms raised by me or search Forms 

raised by me on the ZOLOG 
2. Select Form Name 
3. 
4. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

18. Other Transactions ( New Employees)  
a. Uploading of Education Details Credentials – Deadline October 31, 2022 

1. Go to HR Foundation icon/tile > Qualifications > Education Details or search Education Details on 
the ZOLOG 

2. Select/Add Degree 
3. Upload copy of your diploma and TOR 
4. Choose file from source then click Upload button (filename must not start with a number and must not 

contain any special character; acceptable file types are doc, jpg, jpeg, bmp, zip, png, pdf; size must be less 
than 1mb each). 

5. Click Submit 
6. Click Reset to refresh/upload another document 

 
 
 
 
 
 
 

 

View workflow status 

Click Reset to refresh for another Workflow status 
Smart 

Approval 



13  

b. Uploading of Family Details Credentials – Deadline October 31, 222 
1. Go to HR Foundation icon/tile > Personal Data > Family Details or search Family Details on the 

ZOLOG 
2. Select Name of Family Member 
3. On the Marriage or Birth Certification field select YES 
4. Upload copy of birth certificate or marriage certificate 
5. Choose file from source then click Upload button (filename must not start with a number and must not 

contain any special character; acceptable file types are doc, jpg, jpeg, bmp, zip, png, pdf; size must be less 
than 1mb each) 

6. Click Submit 
7. Click Reset to refresh/upload another document 

 
 
 
 
 
 
 
 
 
 
 


