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Dashboard

After successfully logging in, the

your Dashboard as seen on the

=mployee Tme of €XPand the menu

=]

Employee

No Records Found

system will automatically take you to

screen. Click on the triple lines to

First Date 2 Last Date 2 Hours =

Employee

Gordon, Lylitte Aideen
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#® Timesheets - Request Time Off

v
Employee
Attendance Plan

Notes / Reason

Days

+ Add Day

No Records Found

New

Gordaon, Lylitte

Sick, LT

Click on the magnifying
glass to search the
employee. If you are
requesting for yourself,
your name should be
already listed above. If
you are requesting for
yourself skip pages 8
through 10 and
proceed to page 11 of
the manual.

Start Time



Enter the name of the employee. First name or last name will do.

Employee Lookup

\ Lyitte Gordor P i \

[ Direct Reports Only

EmployeeID ¥ Name Company D % Status &

No Recards Found

H(PH 10 v

v Okay % Cancel




Employee Lookup

‘ Lyl

[ Direct Reports Only

EmployeeID ¥ Name Company D +
2017 (Gordon, Lylite Aideen FLC

Click on the employee’s name

Status +

Active

Hcrn 10 v

v Ok % Cancel
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After clicking on the employee’s name above the
“Okay” button will activate. Click on the “Okay” button

Status ¥

Acfive

oy o0

‘ 0 | s
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Timesheets - Request Time Off - New

Attendance Plan Details

Employee Gordon, Lyiie Aideen Q

Carry Over
Attendance Plan Sick LT y e
Notes | Reason Taken

Available

As Of

Year End

Y[E Date

42.08

0

42.08
o2
1231169

has 42.08 hours available.

After clicking the “Okay” button, it will take you back to the main screen for Request
Time Off as seen above. Click on the “Attendance Plan” drop down menu and choose
the code: Vacation, Sick LT or Sick ST. To the right above, is the total accrued hours the
employee earned. The information above shows that the employee as of 05/31/2021
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Employee

Attendance Plan

Notes / Reason

Request Time Off - New

Attendance Plan Details
Gordon, Lylitte Aideen Q

Carry Over
Sick, LT N
Accrued
Taken
Available
As Of
Year End

Y/E Date

You can also add notes/reason for the request time off

42.08

0

42.08
5312
12131169
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@ Employee
Attendance Plan
Notes | Reason
Days
+ Add Day
No Records Found
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Request Time Off - New

Gordon, Lyite Aideen Q

Sick, LT v

Attendance Plan Detalls

Carry Over
Accrued
Taken
Available
As Of

Year End
YIE Date

Now that you have selected the
code, it’s time to enter the date of
your time off request. Please click
on “Add Day”

'E Hours

# Home

Day

? Help +

Start/End

Modified By On (



# - Timesheets - Request Time Off - New
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Employee Gordon, Lyltte Aideen

Attendanca Plan Sick LT

Notes / Reason

Q Attendance Plan Details

Carry Over 0

’ Accruad 4208
Taken 0
Available 4208
As Of 32
Year End 12131169
YIE Date

Days

+ Add Day

1.) After clicking the “Add Day”
button, the current date will appear.
Click the “Start/End button

Date

623N

1

Start Time End Time Hours

E00AM 500 AN 00

T 1

2.) Click on the date, start time, and
end time for editing. To enter total
hours. Please see next page.

~

Day

Viednesday

Start/End

Hours
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Employee

Attendance Plan

Notas / Reason

Days

+ Add Day

Date

0 Bi2321

Request Time Off

New

Gordon, Lylitte

Sick, LT

Q Attendance Plan Detalls

Carry Over 0

’ Accrued 1208
Taken 0
Available 4206
As Of A
Year End 12131/69
YIE Date

To enter total hours click the “Hours” button

Hours Day

00 Wednesday
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Employee

Attendance Plan

Notas / Reason

Days

+ Add Day

Date

0 Bi2321

Request Time Off - New

Gordon, Lyiie Q

Sick, LT v

Attendance Plan Detalls

Carry Over
Accrued
Taken
Available
As Of
Year End
YIE Date

Enter the total requested hours here

Hours

00

Day

Wednesday
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Request Time Off

v <

Employee

Attendance Plan

Notes | Reason

Days

+ Add Day

Date

0 B/Z321

New i .
Once the hours are entered, click on the box with the
green check mark to approve

Gorion e Q Atendance Plan Details
Carry Over 0
Sick, LT v
Accrued 4208
Taken 0
Available 4208
As Of A
Year End 12/31/69
YIE Date
Start/End m
Hours Day
80 Wednesday H]



# - Timesheets - Request Time Off - Edit

@&
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X &
Employee Gordon, Lylite Attendance Plan Details
Status Submitted Carry Over
Accrued
Attendance Plan Sick, LT Taken
Pay Code Long Term Sick Available
As Of
Notes / Reason Year End
YIE Date

Days
+ Add Day
Date
0 bi23121

Ee

0

4208

0

4208
Rl
12/31/69

After approving, you will see a new column added, entitled

“Status”. You will know that you have successful requested time
off because under the “Status” column it will say “Submitted.

OVR Hours Day

Status

60 Wednesday Submifted

<

Star/End m



Cancel Request Time Off



& # - Timesheets - Request Time Off - Edit

) D B «x / Click the box with the red X to cancel requested time off while

0 still on the Request Time Off main screen.
Employee Gordon, Lylitte
Status Submitteg Carry Over 0
Accrued £208
Attendance Plan Sick LT ken '
Pay Code Long Tem Sic Avalzbi 20
As Of 531121
Notes | Reason Year End 12131169
YIE Date
Days
+ Add Day RiF(= I  Hours
Date OVR Hours Day Status
0 6 30 Wednesday submited 0

e



Click the “Yes” button

Confirm

Are you sure you want to Cancel the Time Off Request?

v Yes ® No
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Timesheets

D &
Employee
Status
Attendance Plan
Pay Code

Notes / Reason

Approval Notes

StartEnd 00

) 6123121

Request Time Off - Edit

Gordon, Lylite

Cancelled

Sick, LT

Long Term Sick

OVR

You will know that you have successfully cancelled
your requested time off because the Status will say
“Cancelled”

Hours Day Status

80 Wednesday Cancelled




If you have exited the Request

Time Off main screen and
realize you’'ve requested the
wrong day and want to cancel
it, then the cancellation needs
to be done in the Dashboard.
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Dashboard

Employee Time Off Requests g MyTeam

=

Employee FirstDate +  LastDate 4 Hours % Employee -

No Records Found Gordon, Lylitte Aideen

Once in the Dashboard, click
the “Calendar” button

# Home 7 Help

Last Updated At 94315 PI
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Timesheets

Month

Process Time Off

Wileek Day

Sun Mon Tue
y

6 ¥ 2]

June 2021

Wed
2

9a Parker, Roger

9

10

Fri

L]
(el
a

1

Sat

12

Click on the date you want to cancel. It should be highlighted in blue. The gray
highlight means the requested time off have already been cancelled. The blue
highlight means the request is active.

20 21 22

27 28 29

8a Gordon, Lylitte

¥,

8a Gordon, Lylitte
8a Gordon, Lylitte

30

24

25

26



& # - Timesheets - Request Time Off - Edit

& x- & ——— | Click the box with the red X

@ Employee Gordan, Lylite Attendance Plan Details
Status Submited Carry Over 0
Accrued 4208
Attendance Plan Sick, LT Taken 0
Pay Code Long Tem Sic Avalzbi 20
As Of a3
Notes | Reason Year End 12031169
Y[E Date
Days
+ Add Day RiF(= I  Hours
Date OVR Hours Day Status
0 62321 80 Wednesday Submitted )]

e



Click the “Yes” button

Confirm

Are you sure you want to Cancel the Time Off Request?

v Yes ® No
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Employee
Status
Attendance Plan
Pay Code

Notes / Reason

Approval Notes

StartEnd 00

) 6123121

Request Time Off - Edit

Gordon, Lylite

Cancelled

Sick, LT

Long Term Sick

OVR

You will know that you have successfully cancelled
your requested time off because the Status will say
“Cancelled”

Hours Day Status

80 Wednesday Cancelled
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