ScheduleReady

Welcome Tab
My Leave Minibar

This reference guide provides a comprehensive overview of the My Leave minibar within ScheduleReady 4.5. The following process steps
and instructional information are provided within this document:

() View existing leave requests
() Edit existing leave requests
) Enter new leave requests
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MY LEAVE
Start Date End Date Request Date Type Status New
101472013 1018/2013 09/25/2013 PTO Request Edit
121252013 12/25/2013 09/24/2013 Trade Holiday Confirmed Edit
01/01/2014 01/01/2014 09/24/2013 Haoliday Confirmed Edit
09/01/2014 09/01/2014 09/24/2013 Holiday Confirmed Edit
112712014 112712014 09/24/2013 Haoliday Confirmed Edit
1212512014 12/25/2014 09/24/2013 Haoliday Confirmed Edit
05/25/2015 05/25/2015 09/24/2013 Holiday Confirmed Edit
07/04/2015 07/04/2015 09/24/2013 Huoliday Confirmed Edit
09/05/2016 09/05/2016 09/24/2013 Holiday Confirmed Edit
11/24/2016 1112412016 09/24/2013 Holiday Confirmed Edit
12/25/2016 12/25/2016 09/24/2013 Haoliday Confirmed Edit
05/29/2017 05/29/2017 09/24/2013 Holiday Confirmed Edit
07/04/2017 0710412017 09/24/2013 Haoliday Confirmed Edit
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View Existing Leave Requests

View Leave

e Click on the symbol within & " N
the My Leave minibar. (O ScheduleReady’ o0 oose
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Shift Date Shift Hame: Current Status

Shift Trades (General Lab)
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MY LEAVE
Start Date End Date Request Date Type Status Hew
1011412012 10/18/2013 09/25/2013 PTO Request Edit
12/25/2013 12/25/2013 09/24/2013 Trade Holiday Confirmed Edit
01/01/2014 01/01/2014 0912412013 Haliday Confirmed Edit
09i01/2014 09i01/2014 0912412013 Haliday Confirmed Edit
12712014 12712014 0912412013 Haliday Confirmed Edit
HyLeave 12/2512014 12/2512014 0912412013 Haliday Confirmed Edit
05/25/2015 05/25/2015 0912412013 Haliday Confirmed Edit
07i04/2015 07i04/2015 0912412013 Haliday Confirmed Edit
09/05/2016 09/05/2016 0912412013 Haliday Confirmed Edit
1112412016 11/24/2018 0912412013 Haliday Confirmed Edit
12/25/2016 12/25/2018 0912412013 Haliday Confirmed Edit
05i29/2017 05i29/2017 0912412013 Haliday Confirmed Edit
07/0412017 07/0412017 0912412013 Haliday Confirmed Edit
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Edit Leave Requests
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1. In the row of the leave request

to be edited, click Edit. T o XN
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Start Date End Date Request Date Type Status

HNew

101412013 101812013 0912512013 PTO Request ﬁ
1212512013 1212512013 0972412013 Trade Holiday Confirmed Edit

e 01/01/2014 01/01/2014 0912412013 Haliday Confirmed Edit

09i01/2014 09i01/2014 0912412013 Haliday Confirmed Edit

12712014 12712014 0912412013 Haliday Confirmed Edit

My Leave 1212512014 1212512014 0972412013 Holiday Confirmed Edit
05/25/2015 05/25/2015 0912412013 Haliday Confirmed Edit

07i04/2015 07i04/2015 0912412013 Haliday Confirmed Edit

09/05/2016 09/05/2016 0912412013 Haliday Confirmed Edit

1112412016 11124120168 0912412013 Haliday Confirmed Edit

12/25/2016 12/25/2018 0912412013 Haliday Confirmed Edit

05/29/2017 05/29/2017 0972412013 Holiday Confirmed Edit

07/0412017 07/0412017 0912412013 Haliday Confirmed Edit

@ St aff Re a dyK ©2013 Maplewood Software. All rights reserved.

Cloud solutions for smarter healthcare™



2. To change the type of leave, on
the Leave Type menu, click the
desired leave code.

To change the dates of leave,
type in the Leave Begins and/or
Leave Ends boxes the new
date(s).

To change the time leave begins
or ends, type in the
corresponding time boxes.

To change the request date, type
in the Request Date box.

To change the time of the
request date, type in the
corresponding time boxes.

To enter a note for the leave
request, type in the Reason for
Leave/New Note box.

3. Click Save Changes.
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EDIT LEAVE REQUEST
Employee
: Earliest Request Allowed: 0811712013
Joel Gabriel
Leave Type* ﬁ Status* Refresh Status Leave Begins*
PTO =] | Request ﬁ 072013 o | |oo
Reason for Leave/New Note Leave Ends®
07/14/2013 @ 23 |59
Request Date*
06/20/2013 @ 13 ;|05
Last Note
[Mo notes are set]
View Entire Conversation
ﬁ Leave may take several minutes after clicking Save
View Status History
EXISTING LEAVE IN DATE RANGE
Name Leave Type Requested Start End Status Update
Wilsan Chebet  PTO 08/200201312:51 07/08/2013 00:00 07M12013 23:59  Confirmed
David Barmasai PTO 06/20/2013 13:06 07/08/2013 00:00 07272013 23:59 Confirmed
Joel Gabriel FTC 06/200201313:058 07M1/2013 00:00 O0VM4/2013 23:59 Request




Enter New Leave Requests

EnterNew lleave Reguests

1. Click New. TR = I
h l R d Scheduling James Gardner -I 0:59,
ScheduleReady’
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m
_ Start Date End Date Request Date Type Status Hew
‘Shift Trades (General Lab) @ 10142013 10182013 09/25/2013 PTO Request Edit
1212512013 1212512013 09/24/2013 Trade Holiday Confirmed Edit
e 01/01/2014 01/01/2014 09/24/2013 Haliday Confirmed Edit
09/01i2014 09/01i2014 09i24/2013 Haoliday Confirmed Edit
Feedback ™ | Help 2 ==
1112712014 1112712014 09/24/2013 Haliday Confirmed Edit
My Leave 1212512014 1212512014 09i24/2013 Holiday Confirmed Edit
052512015 052512015 09/24/2013 Haliday Confirmed Edit
07/04i2015 07/04i2015 09i24/2013 Holiday Confirmed Edit
09/05/2016 09/05/2016 09/24/2013 Haliday Confirmed Edit
11242018 11242018 09i24/2013 Holiday Confirmed Edit
1212512016 1212512016 09/24/2013 Haliday Confirmed Edit
05292017 05292017 09i24/2013 Holiday Confirmed Edit
0710412017 0710412017 09/24/2013 Haliday Confirmed Edit
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. On the Leave Type menu, select
the type of leave.

. In the Leave Begins and Leave
Ends boxes, type the leave
beginning and ending dates.

. In the time boxes, type the
beginning and ending times.

. If needed, in the Reason for
Leave/New Note box, type any
additional information..

. Click Save Changes.

Note: To view other leave
requests already entered into the
system during the same time
period, click Update.
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EDIT LEAVE REQUEST

Employee* Earliest Request Allowed

James Gardner 1000942013

Leave Type* Leave Begins*

Eh ﬁ 09252013 | o | 00
Reason for Leave/New Note ﬁ

IJur5-r Dty

Leave Ends*
09/25/2013 E 23 159

Request Date*®
09/25/2013 8 122

Save Changes &is Leave may take several minutes after clicking Save

EXISTING LEAVE IN DATE RANGE

Employee Leave Type

Requested Start End Status Update
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