Staff Portal Reference

How TO REQUEST AN ABSENCE
To request an absence in the staff portal, perform the following:

1. Loginto the Staff Portal.
2. Click the Staff Portal tab.
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4. Click the My Absences link on the menu to open the Absence Information screen.

Financial Information

Logged in as: aambridge
My Page | Staf

Home > Staff Portal

My Information
=] My Information
=] Pay Calculator
=] Pay History

5. The Absence Information tab displays all of the total information for your absences. Click on the
Request Absence button available on the top or bottom of the absence information grid to open
the Absence Entry screen.

LAbsence Informatio Absence History Scheduled Requests
Name: Ann R Ambridge ID: & Hire Date: 039/04/2002
Request Absence
Absence Available Awaiting Approval Pre-Approved Balance
MILITARY LEAVE 0.000 0.000 0.000 0.000
Personal - Mise. 0.000 0.000 0,000 0.000
Sick days - Suparvisars 12,000 0,000 0,000 12,000
SICK LEAVE BANK 0.000 0.000 0.000 0.000
KDVDays 0.000 0.000 0.000 0.000
Vacation-Exec, Director 15.000 0.000 0,000 15.000
Paga 1 of 1 : Rows Per Page: 10 » Displaying 1 - 6-of &

6. Select/Enter ALL required fields on the Absence Entry screen. NOTE: a red asterisk (*) means the
field is required.

Absence Entry
Name: Ann R Ambridge ID: & Hire Date: 09/04/2002

* | --5elect--
Absence

Ld
L ﬂi

* Start: 11/09/2017 End:

© Units:  --select-- v | AM/PM:| __salect--

5 Jolb Custedlan (CNTL-Brookside Head Start 1) v
Title

Staff Note

Save | Cancel
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Select the type of absences (sick, vacation) from the Absence field.

Enter the Start Date (defaults to the current date). NOTE: If you are requesting a range
of dates (such as a week of vacation), you MUST enter an end date in the End Date field.
Select the unit value of the absence (full day=1, half day.5, or number of hours) from the
Unit field. NOTE: If you select less than Full Day, you MUST select AM or PM from the
AM/PM field.

Select your job title from the Job Title field. If you only have one job title, this defaults
to your current job title.

Select your job location from the Location field. If you only have one job title, this
defaults to your current job title’s location.

Optionally, add any staff or substitute notes in the applicable fields. NOTE: Sub notes
are only available to those staff who need substitutes and are available to the sub caller.

7. Click the Save button.

a. If yourequest one day, you will return to the main Absence Information tab and receive
a blue message: ‘Your Absence Request has been Submitted’.
b. If you request a range of dates, you MUST use the checkbox options to select each of
the dates from the grid and click the Post button to submit the request for approval.
NOTE: you can select the checkbox to the left of the Date label to select ALL records.
Absence Entry
Mame: Ann R Ambridge ID: 6 Hire Date: 09/04/2002
Select All | Clear All
¥ jDate = Absence Units AM/PM Staff Note
¥ Ji11/09/2017 Sick days - Supervisors 1.000
& 11072017 Sick days - Supervisors 1.000
o J11/13/2017 Sick days - Supervisors 1.000
1 J11/14/2017 Sick days - Supervisors 1.000
¢ Qi1/15/2007 Sick days - Supervisors 1.000
Page 1 of 1 : Rows Per Page: 10 Displaying 1 -5 of §
* = This type of absence Is Inactive and cannot be posted, . Cancel
-

NOTE: After you save or post, your absence request is sent to your supervisor for
approval. You can also use the Scheduled Requests tab to cancel absence requests.
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How 10 CANCEL AN ABSENCE REQUEST
To cancel an absence in the staff portal, perform the following:

1. Loginto the Staff Portal.
2. Click on the Staff Portal tab.
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3. Click the My Information tab option.
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4. Click the My Absences menu link to open the Absence Information tab.
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Logged in as: aambridge
My Page [

Home > Staff Portal

My Information
= My Information
= | ¢

5. Click the Scheduled Requests tab to view your future absence information in the grid.
a. Ifdesired, narrow your requests by absence types using the Absence field.
b. Click the Search button.

Absence Information Absence History Scheduled Requests

Name: Ann R Ambridge Ic: & Hire Date: 09/04/2002
KDVDays
Abzence:  Personal - Misc, Search  Reset
Sick days - Supervisors E
Date = Absence Units AM/PM Location Motes Cancel Status
11/15/2017 Sick days - Sup.. 1.000 Brookside Head. Requested
11/14/2007 Sick days - Sup.. -1.000 Brookside Head. Requested
L1/132007 Sick days - Sup., -1.000 Brookside Heaad Requested
11/10/2017 Slek days - Sup., -1.000 Brookside Haad,. Raguested
11/08/2007 Sick days - Sup.. -1.000 Brookside Head. Requested
Page 1 of 1 &> | Rows PerPage: 10 |w Displaying 1 - 5 of 5
* = This type of absence s inactive and cannat be posted. Submit| | Caneet
6. Select the Cancel checkbox for one or multiple absence requests in the grid.
Absence Information Absance History Scheduled Requests
Mame: Ann R Ambridge ID: 6 Hire Date: 09/04/2002
KDVDays
Absence: Personal = Misc, Search | Reset
Sick days - Supervisors -
Date = Albsence Units AMPM Lecation Notes Seatus
[ 111572017 Sick days - Sup. -1.000 Brookside Head... ! Requested I
1171442017 Sick days - Sup. -1.000 Brockside Head... Requested
1171372017 Sick days - Sup, -1.,000 Brookside Hasd Requested
1171002017 Sick days - Sup. -1.000 Brockside Head.. Requested
11/09/2017 Siek days - Sup... 1,000 Broakside Head Hequested
Page 1 of | 2 | RowsPerPage: 10 Displaying 1 -5 of 5
* = This type of absence is inackive and cannot be posted, bt [ Caned
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7. Click the Submit button to cancel your request.

8. Click OK after the system prompts you to confirm your cancelation request.

€50a3 5ays:

Select Ok to Cancel the selected Absance.

@ CEFICE-
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