Leave Processing for Payroll Purposes
To Access the Leave processing screens in the employee portal:
1. Go to https://employees.osceola.k12.fl.us/
2. Sign in to the employee portal with your user name and password

3. Go to  “TERMS” selection on the left hand side

4. Then go to I700 Leave requests options.

A) I701 – Review Leave Requests 

This screen is used by the onsite administrator or designee to quickly review employee requests for leave.  The administrator will have the option to approve or reject certain type of leave requests.
a. The calendar view provides the administrator with a snapshot view of all current assigned employees approved and requested leave. You can uncheck fields above the calendar view to see historical information, such as, Posted and Denied.  

b. If you have and pending requests requiring action they will be listed below on the page.  
i. You will have the option to Approve or Reject certain requests.

ii. You can uncheck the boxes below the calendar to review historical Posted and Denied requests for all assigned staff over the last year, or  
iii. you can view prior approved requests that have not yet posted to TERMS by unchecking the Approved box.
c. To see a list of a specific employee leave history, click on the link called “Show Employee Time off History.”  Select a name from the drop down list and allow up to 5 seconds for the report to process. You will have the ability to filter the results, if needed.  
B) I702/I705 – Update Approved Leave Requests
a. This screen allows you to view, change or delete leave requests entered under your facility number before they are posted to TERMS.  
b. To adjust an employee’s leave request within the list, click on “Update This” next to their name.  After the screen opens you will be able to perform one of the following:
i. Decrease the time requested. 

Note: you CAN NOT increase an employee’s time if it has already been approved.  If additional time is required and it is for the same leave type, it is recommended the transaction be deleted by selecting “delete my request” at the bottom of the screen and then go to I704 and re-enter request.
ii. Change the type of leave requested the select “Update.”
Note: this will require the approval by the employee and may require additional action by the administrator based on the type. 
iii. Delete the request by selecting “delete my request” at the bottom of the screen.
C) I703 – Update Leave Approval Responsibilities
a. This screen allows Administrators to assign approval responsibilities.
i. First select your facility from the drop down list if it does not appear.

ii. Click on “Search this Facility” to see a list of employees for your facility. 

iii.  Select the Administrator’s name from the list and then click on “Pick me.”
iv. After the screen refreshes the Administrator’s name will appear at the top of the screen.  You have the option of either assigning the entire facility by selecting “Add This Responsibility” or selecting “Approve Me” next to the person’s name at the bottom of the list.
b. To see a list of your center’s assigned leave approvers and their responsibilities click on “Show Me a Report of Responsibilities.”
D) I704 - Enter Leave Requests for an Employee
a. This screen is used by the payroll secretary to enter leave requests for an employee.  You can not enter time for yourself.  This is very similar to how you would normally enter your own leave requests through the Leave Info>Schedule Time Off panel. 
i. First click on the employee’s name.
ii. Verify that they have the available leave time they are requesting. 

iii. If they have the time available then click on the date they need to request leave time for.

iv. Follow the on screen directions.

E) I704 B – Leave Report
a. This is an error report used by the payroll secretary to check for missing approvals and over allocated time.  You will need to send this report with your payroll. Below is a list of items to check for:
i. Leave requests requiring approval by an administrator will be indicated with a red highlighted box under the “App” column next to the person’s name.

ii. A red highlighted box appearing in the “Agreed” column next to a person’s name on the far right of the report requires the employee’s approval.  This happens when the payroll secretary invokes a change to an employee’s leave request.  This will require the employee to login to the employee portal and approve it.  

iii. It is best to try to get all able employees to approve their leave changes prior to sending this report to Payroll.

b. The report can be either exported to excel or printed to PDF.
F) I706 – Analyze Leave Requests
a. This panel is used by the payroll secretary to show a detail leave request report by employee, date hours, and type for the given payroll cycle.  The payroll secretary will use this report to reconcile employee leave that will post to TERMS HR E20 panel.  You will need to send this report with your payroll.
i. Choose the ending date for this payroll run cycle. 
ii. Print this report from the screen in Landscape mode.
b. Also, at the top of this screen is the “Historical Report” link.  

i. Click on the link and chose a specific date from the drop down menu.

ii. This will allow you to view and print a report of leave used for that particular payroll run.

G) I706 – Leave Type Summary by Department
a. This panel is used by the payroll secretary to show a summary leave request report by employee, type, and hours for the given payroll cycle.  The payroll secretary will use this report to reconcile employee leave that will post to TERMS HR E20 panel.  You will need to send this report with your payroll.

i.  Choose the ending date for this payroll run cycle. 

ii. Print this report from the screen in Landscape mode.

b. Also, at the top of this screen is the “Historical Report” link.  
i. Click on the link and chose a specific date from the drop down menu.

ii. This will allow you to view and print a report of leave used for that particular payroll run.

H) Leave Info>My Circle

This screen allows an administrator to view leave request of other administrators and employees not assigned to them. 
