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SkY\?tEiI'd SChOOl District Carroll Allgeierscr Account Preferences Exit ?
SKYWARD
[T - Employee [l True FastTrack FastTrack Work Account EEsh Inventory Expense
¥ Information | 8ii’ | Time Open Positions = Screener Requests  Master 9 Requisitions = Reimbursement
= . Favoritesw MNew Window = My Print Queue
Approvals ¥ (275 E @ w O oy
Number of Time Off Requests set to Approve: 0 Submit
A I
Number of Time Off Requests set to Deny: ] anzp[r]t:;aii
Views: |Waiting for Approval (scrted by date) x| Y i & Attach
Filters:l *Bequests Waiting for Zpprowval (sorted by date) ;l
Befi Aft
Date a Name Approve |Deny | Notes| Requested|Type | Fut p&lrg Applweec; Time Off Code Reason iﬁleE?np&i
Issac E Juntunenscr E-E-m 0.5Days|Used | | 29Days| 28.5Days|LOCAL SICK SICK - SELF - —
» 08/23/2012 Thu | Issac E Juntunenscr No 0.5 Days Used 28.5 Days 28 Days LOCAL SICK SICK - SELF -One Emp-
J Quick
- g = - N N Select
All requests waiting for action by the supervisor display. —
Unselect All
The supervisor must select either Approve or Deny
for each transaction. Requests
Awaiting
Lower Level
Approval
Calendar
| | v
|20 ;l 2 records displayed Date: D
| rserrvas——
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f Sk}"WEﬂ'd SChOOl DiSTI'iCt Carroll Allgeierscr Account | Preferences | Exit |
SKYWARD
Employes [0 True FastTrack FastTrack Account . Inventory Expense

s |v Information Time | Open Positions = Screener R Master Rrhasing | Requisitions | Reimbursement |
* H .~ My Approvals % (275) | 1 E [C] 'i:‘Favoritesv ‘tl New Window 'ﬁlhﬂy Print Queue |
Number of Time Off Requests set to Approve: [i] Submit
Number of Time Off Requests set to Deny: [} aﬁﬂ"mi
Views: |Halt1ng for Approval (scrted by date) x| Y i & [ attach |

F orcel ¥ Daroia 5

The supervisor can expand a request )

Before After Select All |
T Fut Time Off Cod Reason
to review detalled mformatlon regarding the request ‘ Y5 ™| pproved| Approved| '™ ¢ | -All Emps- |
Used 29Days 28.5 Days LOCAL SICK SICK - SELF otect A1 |
0.5 Days |Used .5 Da 28 Days|LOCAL SICK SICK - S | -Cne Emp- |

Expand All Collapse All Modify Details (displaying 5 of 5) View Printable Details | Quick |

» Request Details

- The Other Employees with Time Off on this Day node | Requests |
S e allows the supervisor to review L Dwaiting
» Remaining Time Off if there are other requests for the same day. Approval

w Other Employees with Time Off on this day

| Calendar |
MName DaysiHours Group i Date Entered

Kenyatta W Lesesnescr &h 00m State leave 0572002012

|20 ;l 2 records displayed Date: :
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SkY\?tEiI'd SChOOl DiStI"iCt Carroll Allgeierscr Account Preferences Exit ?
SKYWARD
Employee [l True FastTrack FastTrack Woark Account . Inventory Expense
Home Information Time Open Positions = Screener = Requests = Master rhasing R

equisitions  Reimbursement

<4l My Approvals ¥ (275)

r - "{:Y Favoritesw ‘T_‘l Mew Window 'El My Print Queue

Number of Time Off Requests set to Approve: 0

Submit
A I
Number of Time Off Requests set to Deny: 0 anﬁpc':‘:;?fis
\.ﬁewg:|Waiting for Approval (scrted by date) LI Nid m & Attach
Filters:l *Bequests Waiting for Zpprowval (sorted by date) ;l
Before After Select All
Date a Name Approve Deny  Motes Requested Type | Fut Approved  Approved Time Off Code Reazon _All Emps-
b 0B/22/2012 Wed Issac E Juntunenscr No 0.5 Days Used 20 Days 28.5 Days LOCAL SICK SICK - SELF _I Select Al
12 Thu |Issac E Juntunenscr E-E-m 0.5Days|Used | | 28.5Days| 28 Days|LOCAL SICK SICK - SELF | | -oneEmp
Chuick
Select
Unselect All
Requests
- Awaiting
. ower Level
Click the Calendar button. |appioval
Calendar
«| | r
|20 x| 2 records displayed
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12

19

26

ra Display Calendar Events Details Below Calendar
ra Display My Time Off Entries
ra Display My Employees Time Off
& Only Employees That Report Directly to Me
C oAl Employees Under Me
I" Display Time Off of Employees I Overses
— Display Selected Employee Management Calendar
- Display Employee Management Calendar Details Below Calendar

I Se t T . M lan ;I

Calendar (2777) M| S
Back
Calendar Information Currently Being Displayed £ i Print Calendar
Calendar Events
Time Off Requests
<< The supervisor can click on the Calendar Options >>>
5 Set Calendar Display Options - 05.12.06.00.12 - Windows 1 to configure their calendar _ ol x|
Set Calendar Display Options (32) to display My Employees Time Off. -] | ?
Calendar Display Options Save
{¥Display Calendar Events Back

H100% v

Calendar Events
Date Type Description
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Calendar (2777) R

calendar Information Currently Being Displayed §
Calendar Events
Time Off Requests

g Print Calendar

<<< August 2012 >>>
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 &
5 6 7 8 9 10 11
12 13 14 15 16 17 18

This will assist the supervisor with determining
if there are multiple requests for the same day.

19 20 21 22 23 24 25
Issac){4h 00m)* Issac)(4h 00m)*
KenyattalL(8h 00m)
26 27 28 29 30 31

Calendar Events
Date Type Description
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Monday, August 20, 2012

— SkY\?tEiI'd SChOOl DiSU"iCt Carroll Allgeierscr Account Preferences Exit ?
SKYWARD
[T - Employee [l True FastTrack FastTrack Work Account EEsh Inventory Expense
¥ Information | 8ii’ | Time Open Positions = Screener Requests  Master 9 Requisitions = Reimbursement
Approvals 'ﬁ' 275 l=f ﬂ ‘[:?Fa\'ontesv ‘T_‘l Mew Vindow '=|M3r Print Queue
[}
Number of Time Off Requests set to Approve: 0 Submit
A I
Number of Time Off Requests set to Deny: ] anzp[r]t:;aii
Uiewg:|Waiting for Lpproval (scrted by date) LI v m @ & Attach
Filters:l *Bequests Waiting for Zpprowval (sorted by date) ;l
Before After Select All
Date & Name Approve | Deny Notes | Requested | Type Fut Approved Approved Time Off Code Reason _All Emps-
» fE22/2012 Wed Issac E Juntunenscr No 0.5 Days Used 20 Days 28.5 Days LOCAL SICK SICK - SELF _I Select Al
12 Thu |Issac E Juntunenscr 0.5 Days | Used . -One Emp-
E-E-E-- Click Select All - All Employees ’I siene,
to mass approve all requests, ek
including those not currently listed in the browse. —
Unselect All
Click Select All - One Employee
to mass approve all requests RAEEI'{:’;S’E
. . L
for the highlighted employee. e
Approval
Click Unselect All to remove approval
from all requests. y, Calendar

|20

;l 2 records displayed
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SkY\?tEiI'd SChOOl DiStI"iCt Carroll Allgeierscr Account Preferences Exit ?
SKYWARD
[T - Employee [l True FastT, . “nense
¥ Information | 2 | Time Open P Once requests have been flagged approved/denied, ’Jrsemem
the summary will display how many are ready for submitting. —
'4 H My Approvals W (275) — ritesw 4] New Window A My Print Queue
Number of Time Off Requests set to Approve:

Submit
A I
Number of Time Off Requests set to Deny: lanﬁpc'f:;?fis

\.ﬁewg:|Waiting for Lpproval (scrted by date)

Attach

Select Al
-All Emps-

= Click Submit Approvals and Denials
to move the Time Off Request to the next level.

Before After
Approved Approved

0.5 Days Used 29 Days | 28.5 Days LOCAL SICK SICK - SELF

=l
R CRE - IRE e = e

Filters:l *Bequests Waiting for Zpprowval (sorted by date) ;l

Date a Name

Approve | Deny

v

Notes | Requested | Type Fut Time Off Code Reason

b 0B/22/2012 Wed Issac E Juntunenscr No

Issac E Juntunenscr

Select All
-One Emp-

Chuick
Select

Unselect All

Requests
Awaiting
Lower Level
Approval

Calendar

|20

|
;l 2 records displayed
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SkY\?tEiI'd SChOOl DiStI"iCt Carroll Allgeierscr Account Preferences Exit ?
SKYWARD
Employee [l True FastTrack FastTrack Woark Account . Inventory Expense
Home = Information Time Open Positions = Screener = Requests = Master rhasing Requisitions = Reimbursement

<4l My Approvals ¥ (275)

r - "{:Y Favoritesw ‘T_‘l Mew Window 'El My Print Queue
Number of Time Off Requests set to Approve: b

Number of Time Off Requests set to Deny:

Submit
Approvals
0 and Denials
\.ﬁewg:|Waiting for Approval (scrted by date) x|

Filters:l *Bequests Waiting for Zpprowval (sorted by date) ;l

Nid m & Attach

Before After Select All
Date & Name Approve | Deny Notes | Requested | Type Fut Approved Approved Time Off Code Reason _All Emps-
B 0B/22/2012 Wed Issac E Juntunenscr No 0.5 Days Used 20 Days 28.5 Days LOCAL SICK SICK - SELF _I Select Al
2 Thu |Issac E Juntunenscr -E-m 0.5Days|Used | | 28.5Days| 28 Days|LOCAL SICK SICK - SELF | | -oneEmp
Chuick
Select
x o
- i _I Unselect All
oy Y Are you sure you want to approve/deny the selected Time Off
W' Requests? Requests
Awaiting
Lower Level
Approval
oK Cancel
— Calendar
Click OK |
to confirm the submission.

| _'I_I
B x| 2 records displayed
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<k~ My Approvals 7 (1020)

Sk\"\?\ﬂrd SChOOl District Carroll Allgeierscr Account Preferences Exit ?
SKYWARD
Employes rﬂ | True FastTrack FastTrack Wark Account . Inventory Expense
Home = Information Time Open Positions = Screener = Requests  Master rhasing Requisitions = Reimbursement

E d ‘[:r Favoritesw <:I‘_I New Window 'ﬁl My Print Queue

Number of Time Off Requests set to Approve: 0 Submit
A ral
Number of Time Off Requests set to Deny: 0 angptll?a\naiésls
Views: |I\‘aiti:1c_: for Approval (scrted by date) LI Nid w @_] &
Filters:l *Bequests Waiting for Zpprowval (sorted by date) ;l
) Before After Select All
Date & Name Approve | Deny Notes | Requested | Type Fut Approved Approved Time Off Code Reason _&ll Emps-
There are no records to display; check your filter settings. ;I Select All
-One Emp-
_ Chuick
All approved/denied requests Select
have been moved to the next level, Unselect All
and are removed from this browse.
Requests
Awaiting
Lower Level
Approval
Calendar
«| | 0
IZD ;l 0 records displayed Date: :
- e——
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<l - My Approvals/ Use the Filter Options )

to change the Time Off Requests that display.

Sk‘ﬂ-’\'ﬂi‘d SC]:].OD]. District Carroll Allgeierscr Account Preferences Exit ?
SKTWARD We value your feedback
Employes True FastTrack FastTrack Wark Account . Inventory Expense
Home = Information Time Open Positions = Screener = Requests  Master rhasing Requisitions = Reimbursement

& @8 1irFavoritesv 0] New Window fot My Print Queus

Number of Time Off Requests Submit
§ Approvals
Number of Time Off Requests B - -
g This concludes the tutorial. and|Derialy
Views: |Waiting for Approval (scrted -
: Y w =
Filters i = !
Waiting for Approval (sorted by name)
Approved Reguests after Today (3orted by date) Before After T Select All
ime Off Code Reason e
Denied Requests after Today (3orted by date) Approved | Approved -All Emps-
R11 Waiting plus Approved and Denied after Today (sorted by date ;I
There 4.7 .. . - N S . . Select Al
211 Waiting plus Approved and Denied after Today (sorted by name) ele
BA11 Reguests (sorted by date) -One Emp-
211 Reguests (sorted by name) Quick
Select
Unselect All
Requests
Awaiting
Lower Level
Approval
Calendar
« | _'I_I
|20 x| 0 records displayed Date: :
| e—
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