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ENTERING LEAVE REQUEST AND APPROVAL PROCESS
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Note: You are only able to enter leave requests
from the current date to an allowable future
date. Once the date has passed, your Payroll

secretary will have to enter the leave request
for you.
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Leave Time Requess for JANE DOE Show My Faci's Leave Schodue

Slom N Your Avadable and Requested Leave Green is OK .. POTENTIAL EMPLOYEE UNPAID inred LEAVE FROM 10.19.2012 TO 11082012
b Sick Hours Available: 381 000 In Dayr 20§00 LEAVE FROM  TO HOURS SICK PERSONNAL  BANK VACATION
i FACID - REASON TYRE o ~ ACCRUED SICK ACCRUED VACATION
Sick Bunk Hours Avadable: 0000 InDays: 0,000 DATE TIMETIME  OFF BALANCE  BALANCE BALANCE  BALANCE
» Personal Howrs Availsbile: 30.000 In Days.  4.000
¥ Vacation Hours Avadable: 218,260 In Days: 29101

Reanaining Sick Hoars 181 000 In Days: £0.400
Remaiting Sick Bask Howrs:  0.000 In Days: 0.000
Parsesesrp Reumsiving Personsl Hoas: 30.000 In Days: 4000
e Reuaining Vacation Hows: 218,260 I Days: 29,101

I You are un Assop user, dont forget to chick bere = GO TO AESOP< after vou huve filled oul vour request!
Show My Calendar Below Using  (~ The Original Temes | Requested & The Times | Actaslly Used

Step 1: Click on the Day you want to take off or change. YOU MUST CLICK ON THE UNDERLINED
NUMBER OF THE DAY!

Click: on th day you want to take off_

Dstobse November 2013

s ZReY, iR

3 s

I

- 10012345

rs -
Ly | A
Pene [T [ @ intemet Ca- | wi% -




ENTERING LEAVE REQUEST AND APPROVAL PROCESS

STEP # 1

Select:

The date you are
requesting leave in
the calendar
provided.

Once the screen
refreshes, “Step 2”
will appear at the
bottom of the screen.

STEP # 2

Select:
The “From” and the
“To” times

Select:
The length of your
lunch period

Select:
The type of leave you
are requesting
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Warslon 10/34/2012
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Welcome 1o
Production
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Sick Hours Avadlable: 381 000 In Days: 50,800

Sick Bak Hows Avadable 0,000 T Days: 0.000
Personal Hours Avadable: 20,000 In Days:  4.000
Vacation Hours Avalable 260 In Days: 20101
quested | 0,000 b Dyl 0,000

i Days (6,000
i 0/000 nDays: 0.000
[ 0000 i Dl 61000

GE1 0 In Days: 50 800

FAC [p FEAVE FROM  TO HOURS

: SICK PERSONNAL |~ BANK VACATION
DATE TIMETIME  OFF ro0r: TYFE

BALANCE  BALANCE BALANCE B “mmszmmum\mmﬁ

If You are an Aesop user, domt forget to chick here > GINIO AESOP< afier vou have fllod out vour request!

Show My Calendar Below Using ¢ The Original Times | Requested & TheNges | Acually Used
Step 1t Click on the Day vou want to take off or change. YOU MUST N
NUMBER OF THE DAY!

[CH ON THE UNDERLINED

Chek on the day you want to take off....
November 2012
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Step 2: You want (o take 11032002 off7 I Need 4 things: Fick the "From® and To' time for this day.
ALSO MARK IF YOU ARE INCLUDING LUNCH IN THE FROAM/TO TIME. Then select the Type

of Leave yon request. If vou make a mistake in adding your request, you can always delete those
chetails.

Tutervals can be 35 small 35 Quarter Hour Tnerements (15 Minntes at a time)

From: [082]: [002] [AWE] - 1o [M3] - [302] [P

My Lumch Period i ™ 1 Howr © 102 How ¢ Dyom't Take Linch Into Accoumnt

Plense chick o button bedow
T BOARD LEAVE

T FMLA - UNPAID

© JURY DUTY
 MILITARY

© PROF DEVELOP

T PERSONAL CHG SK
© SICK BANK

© SICK LEAVE

© TEMPORARY DUTY
© UNPAID LEAVE
™ VACATION

T WITNESS LEAVE

Record a comment {30 Characters). |
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ENTERING LEAVE REQUEST AND APPROVAL PROCESS

Note: If SICK LEAVE

or VACATION are
selected you must

complete “Step 2a”
in the box that will
appear. You need
to provide a specific
reason from the
available options. If
you are unsure on
which type to select,
please consult with
your Payroll
Secretary.
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Persanal Hours Avadable: 30 000 In Days: 4.00¢

- Vacaton Hows Avadable: 218260 In Dayx: 29,101

sean Vo v ars | SR R
Ertaes Sick Bark Hows Requested: 0,000 InDays: 0,000
s b  Personsl Hows Requested: 0,000 fa Diys: 0,000
.,  Vacation Hours Requeaed 0,000 fn Dy 0,000

Riemaining Sick Hows: 381.000 In Days: 50,800
Remaining Sick Bask Hours: 0,000 In Days: 0,000
Remirmg Personal Hows:  30.000 In Days: 4.000
Henssining Vacaion Homrs: 218 260 In Days: 29,101

If You are an Aesop weer. dont forget to click here > GO TO AESOP< after vou have filled out vour reguest!

Show My Calendar Belew Using ¢ The Originnl Times | Requested & The Times | Acmally Used

Step 1: Click on the Day you want to take off or change. YOU MUST CLICK ON THE UNDERLINED
NUMBER OF THE DAY!

Sehool District of Osceola County. Florida
Wershon 1072402008
124N M, Employes [ 10012345 9501
Welcome to
Froduction
Leave Time Requests for JANE DOE Show My Factity's Leave Schedule
» Your Avadable and Requested Leave Green is OK -- POTENTIAL EMPLOYEE UNPAID & red LEAVE FROM 10-19-2012 TO 11-08-2012
» Sick: Hoars Available: 351000 In Days: 50500 £ LEAVE FROM  TO HOURS o0y cone rvpe SICK PERSONNAL  BANK VACATION
Sick Bank Hoers Availsble: 0,000 In Days: 0,000 DATE TIMETIME  OFF BALANCE BALANCE BALANCE

5k on the day you want to take off...

ACCRUED SICK ACCRUED VACATION

Detabar November 2012
HMon 1 Tue

- i

N : :
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Note:

If TEMPORARY
DUTY is selected,
please provide the
required
information

pertaining to your

Temporary Duty in
the comment box. ~

STEP # 3

Once you are finished
with all your
selections in

“Step 2”.

Click on:
“Step 3”

Step 2: You want to take 11082012 off? I Need 4 things: Pick the "From' and "To' time for this day,
S0 MARK IF YOU ARE INCLUDING LUNCH IN THE FROMTO TIME. Then select the Type
ye vou request. If vou make a mistake in adding vour request, you can always delete those

Intervals cam be as

From [082] [005]

My Lumch Periedis = 1 Hour © L

all as Quarter Hour locrements (15 Minutes af a time)

-Ta M= nE M=

" Diea't Take Lunch Into Account

Plense chek a batton below

" BOARD LEAVE More Infomiation of Your Cheace Please make o chaice from belon:
 FMLA - UNPAID

r JURY DUTY

© MILITARY [l ve Vacation Tene

© FROF DEVELOF [ Ba FMLA - Birth or Adopeion of a Chid
CPERSONAL CHG 5K o cH FMLA - Bness of a Chid

rSICK BANK 5 %

 SICK LEAVE SL FMLA - Self lliness

& TEMPORARY DUTY [ SP FMLA - TEncss of a Spouse

T UNPAID LEAVE [ ] PA FMLA - [Bress of Father Mother

FVACATION LEAVE o ™ FMLA - Care of Sericusty Infured Miltary Perscanel
 WORKERS COMP [ QF FMLA - Mitary Qualifying Exigency

T WITNESS LEAVE

Record o comment (50 Charmeters) [
| Step 3: Click Here to Add the request to my calendar.
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ENTERING LEAVE REQUEST AND APPROVAL PROCESS

Depending on the
type of leave
requested, your
administrator may
be required to
approve it. When
the request has
been approved, the
word “Requested”
will be changed to
“Approved”.
Approval

Notification will also

be sent to your
District First Class
email.
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School District of Osceola County, Florida
ershon 10724/ 2012
L241E Pm Employes X 10012345 9501
Velcome 1o
raduction

Leave Time Requests for JANE DOE Show My Fociltv's Leave Schaduls

Your Available and Reguested Leave Greenis OK. -~ POTENTIAL EMPLOYEE UNPAID in red LEAVE FROM 10-19-2012 TO 11-08-2012 {Leave was last updated to B1 1 on 10-19.2

Sick Hours Available: 381 000 Tn Days: $0.500 LEAVE FROM TO HOURS SICK PERSONNAL  BANK VACATION

Sick Bamik Hours Avalable: 0,000 In Days: 0,000 DATE, TIME| TIME OFF BALANCE ~ BALANCE BALANCE BALANCE

Personal Hours Avadable: 30,000 Tn Days: 4000 2501710002355 20121108 DEOOAM D430PM | 7.5 VOO VO 381000 30.000 0000 210,760
Viacasion Hours Avallbe: 218 260 In Days: 29.101

FAC REASON TYFE ACCRUED SICK ACCRUEL

Reassming Sick Hours: 381,000 In Dave: 50,800
Remaning Sick Bank Hoorw: 0,000 In Days: 0 000
Remaining Personal Hours:  30.000 In Daye: 4 000
Remnining Vacation Hours: 210 760 In Daye 28 101

Year UnariDn
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1§ Yiou are an Aesop user, dont forget o click here = GO TO AESOP« afier you have filled out your request!
Sherw My Calender Below Using  The Original Tases | Requested.  The Tames 1 Actully Used

Step 1: Click on the Day you want to take off or change. YOU MUST CLICK OX THE UNDERLINED
NUMEER OF THE DAY!

Click on the day vou want to take off....

Dckeber MNovember 2012
Han Tue Wed Thu Fri
H £

Step 2: You want to take 11/08/2012 off? I Need 4 things: Pick the 'From® an,
ALSO MARK IF YOU ARE INCLUDING LUNCH IN THE FROMTO T

November 2012

o time for this dav,
L. Then select the Tvpe
5 delete those

ORIG
TO

ORIG ORIG
MIN LEAVE

ENTRY
DATE

CMNT FROM

ThLI 0 vC VT Requesting OB00AM O430PM 450 VC I 11-01-X
1
?c@us:nn - 16:30 for 7.50 hours
15

¥onr Cheice. Please make o cheice from below

PROF DEVELOP

: A
T~ PERSONAL CHG SK " e
T SICK BANK - =
T SICK LEAVE . sL
 TEMPORARY DUTY © s

Bz F: il

N ovem b er 2 ﬂ 1 2 Tnjired Military Personnel
b - Miitery Qualifying Exigency

Thu

1\
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i v@s:nn - 16:30 for 7.50 hours e R
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MAKING CHANGES TO YOUR LEAVE REQUEST

If you need to
DELETE a previously
requested leave,
select that specific
date on the calendar
then click on the
“Delete This” link.
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Gehool District of Osceola County Florida
Version 1072472012
L2412 M Eanpkyes ID: 10012345 9501
Welcome to
Production
Leave Time Requests for JANE DOE Show My Faclin's Leave Schedule
Yienn Avallable and Requested Leave Green s OK -- POTENTIAL EMPLOYEE UNPAID & red LEAVE FROM 10-19-2012 TO 11-08-2012 (Leave was kst wpdated to B11 oa 10-19-2
Sick Howrs Avalable 381.000 In Days 50500 LEAVE FROM  TO HOURS SICK PERSONNAL  BANK VACATION
A FAC i) REASON TYPE e ACCRUED SICK ACCRUEL
Sick: Bank Hows Avadable  0.000 In Days. 0.000 - DATE TIME TIME  OFF BALANCE  BALANCE BALANCE  BALANCE
Personal Hous Avsable: 30,000 In Days: 4,000 9501 10012545 20121108 0S00AM O430PM | 75 Ve V& 381000 300000 0000 210760
Vacation Howrs Avalable: 218 260 In Daye 29 101
. Remaining Sick Hours: 381 000 In Dioys- 50 800
5 o Remaining Sick Bank Howrs: 0,000 In Days:  0.000
Forash sk B PE Remaring Personal Hours: 300000 In Days:  4.000
Bigln Remaining Vacation Hours: 210.760 In Days: 28 101
If You are an Acsop user, demt forget to click here = GO TO AESOP< after vou have flled ont veur request!
Show My Calendar Below Using  © The Original Times | Requested & The Times | Actually Used
Step 1t Click on the Day you want to take off or change. YOU MUST CLICK ON THE UNDERLINED
NUMBER OF THE DAY!
ek on the day Vou want to taks of....
cteler November 2012
Hom I LL ]
F &
N
) e
1 FH
Step 2: You want 1 11082002 off? 1 Need 4 Pick the "From' amd "To' time for this day.
ALSO MARK IF YOU ARE INCLUDING LUNCH IN THE FROMTO TIME. Then select the Type
of Leave vou request. If vou make a mistake in adding your request, you can abvays delete those
Delete This DOE JANE 10012345 11-08-2012 0500 AM 430 PM 430 Ve OSO0ANM D430PM 450 VC 1
Tntervals can be a3 small as Quarter Hour Increments (15 Minntes ai a time)
From [0 3. [00] [ -1 [0 3] : [0 3] [PwE]
My Lonch Periodis & 1 Howr © 112 Hoswr " Doa't Take Lusch bnto Account
Please chick a buston below:
" BOARD LEAVE B [ Need More Information of Your Choice. Please make a choice from below
SIMLAC LA SPECIFIC CODE SPECIFIC REASON DESCRIFTION
£ JURY DUTY SPECIFIC CODE § C REASON DESCRIPTION
" MILITARY L Ve Vacation T
© PROF DEVELOP r BA FMLA - Birth or Adoption of 0 014
 PERSON 3G 5K
PJE:O' A'L_CHG LS L5, CH FMLA - iness-of s Chikd
T SICK BANK & = s
© SICK LEAVE e —
© TEMPORARY DUTY =t sp FMLA - lliness of a Spouse
© UNPAID LEAVE L= PA FMLA - lness of Fasher Mother
& VACATION LEAVE L= M FMLA - Core of Striusly Iapured Mlitary Personnel
© WORKERS COMP o QE FMLA - Mikary Qualifring Exigency
T WITNESS LEAVE
Record a comment {$0 Characters). [
Step 3: Click Here to Add the request to my calendar. l
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MAKING CHANGES TO YOUR LEAVE REQUEST

If you need to modify a leave request made for the current payroll
run, your Payroll Secretary must change it for you.

After the appropriate changes are made, you will be required to log-in
to the employee portal, at which time the LEAVE TIME
CONFIRMATION will appear, click on “Approve This!” if everything
was entered correctly.
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Sohool Distriet of Gsceola County, Florida

:f;fs;v; ;::wm LEAVE TIME CONFIRMATION
Welcome o Helo JANE DOE
Proddiction ['m somy to disturty your Emplovee Portal Session. bowsver: T see something thet requires vour mmediate sitention.

[ noticed that somecqs has entered leave e for von and Tneed vou to approve or reject the transaction(s). Noted in the prid bekow are the details of the day(siin
question Please click Accept fo confirm the eniry s comect. or Reject’ £ you dsagree. Be aware, £you chick reject. that day codd become an wpad Jeave day,
50§ you 522 arrors, plass notfy your payal saeretary mmmediately!

Leave Requests Entered On Your Bchalf

\pprove Leavi 3 1 Minwtes Reasen Trpe Entered By Entered (O Approved By L red Dare Updated By Updated Date Sequence

UB0AM (430EM 450 SK Sk JOHNDOE 10:23-2012 JOHN DOE 10-23-2012 - 1

Reect Thisl Choose Approve This! ]

Fp2 b

Tooe UyerlDy

TERVE L3

Finsace Dopt Ouly B
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Updated January 9, 2014



