(4] StaffReady

Welcome View
Leave Requests

This reference guide provides a comprehensive overview of the Leave Requests submenu within the Welcome view in the StaffReady
Scheduling Module. The following process steps and instructional information are provided within this document:

o Add New Leave Request e Confirm Leave Request

e Edit Leave Request e Deny Leave Request
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&= My Competency

X Leave Requests

X My Schedule

® Schedules Leave Requests —
% Leave Requests Feedback©  Help @
& Shift Requests S€€712345z22>

Employee Schedule Time Span Status Leave Type

[a All schedules 7] [11/21/2012 B8 [AllStatuses v ] [AllTypes  v] | new |

05/21/2015 @
ames Gardner 12/17/2014 00:00

I:l Deny 1 Central Lab Reguest PTO Edit
Sent: (11/12/2014 00:06) 12/17/2014 23:59
Allison McAlister 12/23/2014 00:00

I:l Deny " Central Lab Reguest PTO Edit
Sent: (11/12/2014 01:02) 12/23/2014 23:59
Elizabeth Bruch 12/15/2014 00:00

I:l Deny Central Lab Reguest PTO Edit
Sent: (11/12/2014 05:55) 12/16/2014 23:59

Alicia Ch 11/27/2014 00:00

cla thou General Lab Confirmed Holiday Edit
Sent: (01/04/2012 17:05) 11/27/2014 23:59
Brian Livingsts 11/27/2014 00:00

risn Lvingston General Lab Confirmed Holiday Edit

Sent: (01/04/2012 17:05) 11/27/2014 23:59




1 | Add New Leave Request
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AddiNew Leave Request

1. Click New.
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~/ Leave Requests

Feedback©  Help @
“ESf23435F%
Employee Schedule Time Span Status Leave Type
[ Name All Schedules v] [11/21/2014 [ [All Statuses ] |A|IT
0s/21/2015 [
James Gardner 12/17/2014 00:00 -
Confirm m Central Lab Request PTO Edit
- Sent: (11/12/2014 00:06) 12/17/2014 23:59 q -
Allison McAlister 12/23/2014 00:00
Confirm m Central Lab Request PTO m
- Sent: (11/12/2014 01:02) 12/23/2014 23:59 E -
Elizabeth Bruch 12/15/2014 00:00
Confirm m Central Lab Request PTO m
Sent: (11/12/2014 05:55) 12/16/2014 23:59 q -
Alicia Ch 11/27/2014 00:00
cla theu General Lab Confirmed Holiday
Sent: (01/04/2012 17:05) 11/27/2014 23:50
Erian Livingston General Lab 11/27/2014 00:00 Confirmed Holiday

Sent: (01/04/2012 17:05)

1142772014 23:59
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Leave Request

Employee* @ Leave Type* @ Request Date* @

Angela Reed | > |Chuose0ne v nnorors o :|se

Leave Begins* ©

. Select Leave Type. 1102015 G oo

Leave Ends* @

| 111102015 [l[23  :|so

Conversation

l Reason for Leave/New Note ©

. Enter Employee.

. Enter Leave Begins date.

. Enter Leave Ends date.

. Enter Reason for Leave. p:

|::> Save Changes

. Click Save Changes.
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2 | Edit Leave Request
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Edit Leave' Request

1. Click Edit.
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s/ Leave Requests -
Feedback ©  Help @
“e<1234522>
Employee Schedule Time Span Status Leave Type
[ @ Name All Schedules v] [11/21/2014 B [allstatuses  v] [AllTypes  v] | new |
0s/21/2015 (]
Confirm James Gardner Central Lab 12/17/2014 00:00 Request PTO
Sent: (11/12/2014 00:08) 12/17/2014 23:59
Confirm Allison McAlister Central Lab 12/23/2014 00:00 Request —
Sent: {11/12/2014 01:02) 12/23/2014 23:59
Elizabeth Bruch 12/15/2014 00:00
e o Central Lab Request PTO
Sent: (11/12/2014 05:55) 12/16/2014 23:59
Alicia Ch 11/27/2014 00:00
cla thou General Lab Confirmed Haoliday
Sent: (01/04/2012 17:05) 11/27/2014 23:59
Brian Livingston General Lab 11/27/2014 00:00 Confirmed Holiday

Sent: (01/04/2012 17:05)

11/27/2014 23:59
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As needed... Request/Edit Leave
Leave Request Leave Request
2. Edit Leave Type. History Employee* @ Leave Type* @ Request Date* ©
Convarsation Angela Reed > |pTO v > 14z Bpa 2
3. Edit Leave Begins date. Leave for Schedule | [ ki)
112612015 [Efo :oo <:|

Leave Ends* @

4. Edit Leave Ends date. 1262015 23 o <:I
Conversation |::> View Entire Conversation

5. Edit Status. ‘

AReed@Nov 4 2015 2:32:51:647PM

6. Edit Request Date.

7. View Entire Conversation Status ©
> |:> | Save Changes || Delete Request |

8. Click Save Changes.
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3 | Confirm Leave Request
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Confirm Leave Reguest

1. Click Confirm.

~/ Leave Requests -
Feedback ©  Help @
<<<12345235>
Employee Schedule Time Span Status Leave Type
| Name All Schedules v| [11/21/2014 @ [Allstatuses  v| [AllTypes 7] | new |
Q5/21/2015 E
James Gardner central Lab 12/17/2014 00:00 Request PTO
Sent: (11/12/2014 00:08) 12/17/2014 23:59
Allison McAlister 12/23/2014 00:00
Confirm m Central Lab Request PTO m
Sent: (11/12/2014 01:02) 12/23/2014 23:59 q -
Elizabeth Bruch 12/15/2014 00:00
Confirm m Cenftral Lab Request PTO m
Sent: (11/12/2014 05:55) 12/16/2014 23:59 4 -
Alicia Ch 11/27/2014 00:00
cla Lnou General Lab Confirmed Holiday
Sent: (01/04/2012 17:05) 11/27/2014 23:59
Brian Livingston General Lab 11/27/2014 00:00 Confirmed Holiday
Sent: (01/04/2012 17:05) 11/27/2014 23:59
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4 | Deny Leave Request

Deny/Leave Request

1. Click Deny.

~/ Leave Requests -
Feedback ©  Help @
“<<f2345x>>
Employee Schedule Time Span Status Leave Type
[ @ Name All Schedules v] [11/212014 B8 [Allstatuses  v] [AllTypes ] | new |
05/21/2015  []
Gard 12/17/2014 00:00
Deny James Gardner Central Lab Request PTO
Sent: (11/12/2014 00:06) 12/17/2014 23:59
Allisan Mcalist 12/23/2014 00:00
Confirm = MeAster Central Lab Request PTO
Sent: (11/12/2014 01:02) 12/23/2014 23:59
Confirm Elizabeth Bruch Central Lab 12/15/2014 00:00 Request .
Sent: (11/12/2014 05:55) 12/16/2014 23:59
Alicia Chou General Lab 11/27/2014 00:00 Confirmed Holiday
Sent: (01/04/2012 17:05) 11/27/2014 23:59
Brian Livingston General Lab 11/27/2014 00:00 Confirmed Holiday
Sent: (01/04/2012 17:05) 11/27/2014 23:59
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