
Calendar Year End 
Employee Self Service Updates



Agenda
› Print Leave Calendars

› Blackout Dates

› Cancelled Leaves

› Mass Approve/Reject

› Timesheet Report

› Matched Employees

› Leave Expense 

› Data Change Email Configuration



Print Leave Calendars 



Print Leave Calendars 

Leave Calendars – District Leave Calendar

› Enter custom start and stop dates 

› Submit Custom Dates

› Print Calendar – Export leave calendar – CSV option – Export 

› The PDF option was temporarily disabled after finding bugs causing the application to crash



Blackout Dates



Blackout Dates 

› Why use blackout dates?
– Saves users and approvers 

from having to edit and/or 
delete days that were 
entered and should not 
have been

› Very similar to Kiosk 
blackout dates 

› Now show on the leave 
calendars 

Employee gets an error if 
attempting to create a 
leave on a blackout date



Creating Blackout Dates



Creating Blackout Dates 

› Leave Management
– Blackout Dates

– Create

– Complete the screen
› Label, start & end dates, select leave types that cannot be used

– Can select specific employees
› If employee/positions is left blank, all employees are included

– Can select specific pay groups/departments

– Check “notify managers” if you want to send an email to 
Leave Managers if any leave is requested during the blackout 
date range

– Check “enabled” to activate the blackout date



Creating Blackout Dates 

– Check “entire day” if it applies to the entire day or leave 
unchecked to select a start/ending time
› Ex: 2 hour delays

– Select start and end dates and start/ending times (if “entire 
day” is unchecked) for the blackout period



Creating Blackout Dates 

› Activating the blackout dates:
– System

– Configuration

– Leave Type Configuration
› Select the “Disallow Blackout Date” boxes for the specific leave types.  

This prevents an employee from creating a leave request for the 
specified leave type during a blackout period



Examples for Creating Blackout Dates 

› Holidays that ALL EMPLOYEES have off
– Prevents an employee from accidentally submitting a leave 

on a holiday, if they are requesting off consecutive days 
around that timeframe

› Employees off for extended periods of time 
– If an employee will be off for an extended period of time and 

there are holidays or non-workdays within the range of the 
leave, you can add the blackout date to the calendar for the 
specific employee.  This prevents a leave from being entered 
when it shouldn’t be and having to go through the process of 
editing (only in initiated or rejected status) or deleting (if leave 
is approved – entire range needs to be deleted and re-
entered to correct). 



Examples for Creating Blackout Dates 

› Parent – Teacher Conferences
– Some districts do not allow personal or professional leaves 

over conferences – but do allow sick

› State Testing
– Some districts do not allow personal or professional leaves 

during the time of state testing



Cancelled Leaves



Cancelled Leaves

› Approvers now receive an email when the user 
cancels their leave request 



Mass Approve/Reject



Mass Approve/Reject

› Home screen allows mass approve/reject
– For users with an approval role, their employees outstanding 

leave request will be displayed under the Pending Workflow 
Tasks - Leave Request Approval grid

– Select the view button to view details

– Select boxes next to the employee to approve/reject



Timesheet Overview Report



Timesheet Overview Report

› Timesheets
– Timesheet Overview Report

– Select specific period or specific employees/positions

– Generate overview report



Matched Employees



Matched Employees

› Users
– Group Chains

– Matched Positions
› Selecting matched positions brings up the employees listed within the 

group chain

› The SSDT is working on a bug fix – right now it is currently pulling in all employees 
that have ever had the pay group, department code, or building code.  This is 
pulling regardless if the position has been made inactive and archived.



Professional Leave Request Report 



Professional Leave Request Report 

› Leave Requests
– View District Leave

– View professional leave

– Print Leave Expense Form 
to print as PDF

– Approvers are able to 
edit the leave expense 
portion regardless of the 
leave status



Data Change Email Configuration



Data Change Email Configuration

› System
– Configuration

– Data Change Email 
Configuration



Questions??

fiscal.support@noacsc.org

mailto:fiscal.support@noacsc.org
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