Ready"

Calendar 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:

Overview of the My Leave Minibar

Submitting new leave requests

Editing/viewing leave requests

Viewing other leave requests within your department

Ready

[y caense 5 EEMRENEGEE] 5w ] s vorw
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Q You can request leave.
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Show Leave Re
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Overview of the My Leave Minibar

The My Leave minibar within the Calendar Tab is the menu where employees can view their leave requests, submit new leave requests, and
view leave requests for other employees within their department.

P = N
Overview of the My Leave Minibar
 Existing leave you have . \ .
submitted will display on the

ScheduleReady’

calendar.

Tuesday Wednesday Thursday Friday Saturday

o You can request leave.

Show Leave Requests
Add Leave

@ StaffReadyz ©2013 Maplewood Software. All rights reserved.
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o By default, the current calenar
month will be displayed on the
Calendar tab.

Select the

button to view the prior
calendar month,

Select the m

button to view the next
calendar month,

() StaffReady’

Cloud solutions for smarter healthcare™

My Calendar

Feedback & | Help 7

o You can request leave.

Show Leave Requests
Add Leave

ScheduleReady

Sunday Honday Thursday Frlday Saturday
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Submitting New Leave Requests

In the upper right-hand corner of the Add Leave window is the Earliest Request Allowed date value. You may not submit leave that begins
before this date.

SubmitialleavelRequest

1. Click Add Leave. !

ScheduleReady

@ vou can request leave.

Show Leage Requests

@ Sta.‘.'fReadys ©2013 Maplewood Software. All rights reserved.
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. On the Leave Type menu, click

the type of leave you wish to ADD LEAVE
request. Employee | |
. In the Leave Begins and Leave James Cardner ﬁ Earliest Request Allowed: 08/22/2013
Ends boxes, type the beginning _
and ending dates of the leave Leave Type” Leave Begins®
request PTO =] _ 08012013 | o |[oo
. To request Specific times off Reason for Leave/New Note Leave Ends*
within a given day, type the 08/06/2013 | 23 ||59
:)lmes in the corresponding time request Date-
OXES. 08/01/2013 |15 |:|30
. In the Reason for Leave/New
Note box, type any information
you would like the schedule % Leave may take several minutes after clicking Save
manager to be aware of.

. Click Save Changes.

Read ©2013 Maplewood Software. All rights reserved.
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Editing/Reviewing Existing Leave Requests

When you edit a leave request that has a Confirmed status, the leave request reverts to Request status and will need to be approved again.

Edit'ajleave Request

1. Within the calendar, select the

leave type link. ScheduleReady

DEETTE— R

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Feedback © | Help 7

o You can request leave.

Show Leave Requests
Add L eave
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. On the Leave Type menu, click
on the type of leave you wish to
change your request to.

. If you wish to delete your
request, on the Status menu,
click Delete.

. In the Leave Begins and Leave
Ends boxes, type any changes to
the beginning and ending dates
of the leave request.

. To request specific times off
within a given day, type the
times in the corresponding time
boxes.

. In the Reason for Leave/New
Note box, type any information
you would like the schedule
manager to be aware of.

. To view all comments that have
been entered for this leave
request, click VView Entire
Conversation.

. To display all changes that have
been made to this leave request,
click View Status History.

. Click Save Changes.

Read
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ADD LEAVE

Employee

James Gardner

Leave Type™

Status™ Refresh Status

ﬁl PTO |E| I Request

—=

Reason for Leave/New Note ﬁ

Last Note
Sounds great! Have fun!

Wiew Entire Conversation ﬁ

Earliest Request Allowed: 08/22/2013

Leave Begins™
08/15/2013 | 2|0

Leave Ends*®
08/19/2013 | 123 ﬁ

Request Date*
0B/20/2013 15 |56

Save Changes *ﬁ, Leave may take several minutes after clicking Save
View Status History ﬁ

©2013 Maplewood Software. All rights reserved.



