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LEAVE REQUEST MODULE

Managers are sometimes faced with the issue of too many critical
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resources on leave at the same time re-

sulting in some mission-critical skill positions short-handed. Managing many people and related tasks can
have managers unable to validate who asked for what type of time off, when, and for how long.

The Leave Request Module of easyTIMESHEET can restore order to what can be a very disarrayed manual
process of tracking and managing leave requests and absences. The Leave Request Module organizes and

automates the process. The workflow is depicted as follows:

From Employes: |David Leigh

To Manager:  Tom Gragory

Benefits of Leave Request and CC Manager List:

Tracking include: G

e Automating manual process

Subject:
Created Date:

1/25/2005 3:42:39 Ph

Approval Status:  Fending

o Employees can access online [HSave | [@ Delete] [ & Submit Reguest
e One common system
° Reduces HR Inqu”-IeS Request D.elalls: Please enter request line |t.ems into tl.le grid below
; ® UsaTAB keyto navigste scross row  TO SAVE: Press ENTER, right mouse click and select Parform Add
[ ] Reportlng tOO|S Start Date End Date Location Activity Pay Type Departrnent Daily Hours  Total Hours
» Accrual Module option _ _— .. —.,—_——— : -
01/24/2005 01/27/2005 WY Time Off PTO Profsves 8 3z
[} 22
Please update the Status and Manager MNotes columns in the grid belaw Ready. Loaded 1 of 1 & g_))

** Please Mote: All approved records will be posted to timesheet upan

Request Details: Please update the Status and Manager Notes columns in the grid below

# Oouble click status field and press delete for status codes  Use TAB keyto navigate across row

Employee Mame Manager Mame Subject Status Request Type Request Date
= David Matcha will Dantzler Jury duty Approved Leave Request 08/27/2004 ~
: Status Manager Motes  Daily Hours  Total Hours  Start Date End Date Loca
: Approved g g 08/31/2004  08/31/2004 N
David Matcha will Dantzler Personal Day  Approved Leave R
~ » |lohn Goines will Dantzler Personal Day  Pending Leave R eas Leave Dafe between: 05/01/2064 - 06/30/2004
Statu_s M_anag_er _I}Iote_; Da_lly _Hou_rs Total Hours  Start D, TIMESHEET Leave Hours Approved Repon Report Printed on 07/01/2004 02:51:13 PM
Pending ] ] 09/03/2
] Employee | Request Data Approved Request Dates
> = _ z Department Month/Year [Day Hours Approver
John Goines will Dantzler Wacation Pending Leave R Name Type Posted Date Date Rq“’tgd
K . 05/04/2004-
David Matcha will Dantzler Personal Leave Approved Leave R |[2PER e i 94 Matcha,David [07/01/2004 [07/01/2004 | 0,0 /2004
£ David Matcha will Dantzler Bereavement  Approved Leave R iz [trving.ammie  PTO 2,00 NCH Matcha,David |07/01/2004 |07/01/2004 0055"‘,1280‘}22000044'
S will Pantzler  Holidzor ARt A leawe 8 19 [iving.amis  JpTo 8.00 | ves |MatchaDavid [07/01/2004 [07/01/2004 0055“?230?220000‘:
Read?t_. 20 |trvingamie  [PTO 2.00 ves  [|Matcha,David [07/01/2004 [07/01/2004 0055’;,1286}220000‘:
25 |chan,alex G 2,00 wes  [|Matcha,David [07/01/2004 (070172004 Dn?{isgfinnnnt
26 [|chan,alex HC 2.00 wes  [|Matcha,David [07/01/2004 [07/01/2004 UUSS"}ZZZZ;UDUU‘:
Jun 2004 |28 |chan.alex O 2.00 wes  [|Matcha.David [06/23/2004 (082272004 UUE’E""’?;‘E:}Z;UDUU‘:
. 7 06/28/2004-
Trving.amie  [PTO 2.00 ves  |Matcha,David |0s/24r2004 |oefis/zood | T o0y
akg)) 29 [chanlex  |eac 8.00 | ves |MatchaDavid [06/23/2004 [0er22/2004 UDE;%E’JfZDDDD‘:
TIMESHEET www.easyTIMESHEET.com  888-456-6528 ext 6  sales@netbasecorp.com



