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Print Leave Calendars
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Print Leave Calendars

f <
( aleqdars — District Leave Calendar

4 ' . .
custom start and stop dates

(_3 om Dates

".,ét dar — E‘ﬁort leave calendar — CSV option — Export

Print Calendar 10/28/2024 11/10/2024 Submit Custom Dates Clear Custom Dates

— A ] L L E
| |TITLE START_DATE START_TIME END_DATE END_TIME
| |LAST NAME, FIRST NAME MI - LEAVE TYPE & LENGTH 11/4/2024 §:05AM 11/4/2024  3115PM
GEORGE, ERIKAL- 51 1.000 11/8/2024 8:00AM 11/8/2024 3115 PM
11/6/2024 11:45AM 11/6/2024  3:00 PM !
11/4/2024 800 AM 11/4/2024 3:115PM a
11/8/2024  11:30 AM 11/8/2024  3:00 PM 4
11/4/2024 8.00 AM 11/4/2024  3:10 PM .

11/8/2024 6:30 AM 11/8/2024  4:00 PM
11/4/2024 730 AM 11/4/2024  1:00 PM
11/7/2024 §:00AM 11/7/2024 300 PM




~ Blackout Dates



Blackout Dates

Now show on the leave  , Why use blackout dates?

_gﬂlendors , - Saves users and approvers
2 from having to edit and/or
delete days that were
enftered and should not

R . have been
yee gets an error if

npting fo create @

ve O blackout date > Very similar to Kiosk
- o 'f._- A blackout dates
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@f}hh@ Blackout Dates
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p Creating Blackout Dates

I

> Leave Management
- Blackout Dates
BEredie
- - 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

an select specific pay groups/deparfments

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

‘?ﬂ eck “enabled” to activate the blackout date
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Creating Blackout Dates

Y%ck “entire day” if it applies to the entire day or leave
ecked to select a start/ending fime

Ex: 2 hour delays

ect start and end dates and start/ending fimes (if “enfire
“‘, IS unchecked) for the blackout period

[}
adlld
Label - I
Christmas Notify Managers Enabled Entire Day

Start Date « End Date »
12/25/2024 =] 12/25/2024 i 9
Leave Types l

v Pay Group / Department

Yy Pay Group Department Codes
Select Pay Groups... v Select Department Codes...

Pay Group : Code
$$ - SUB CERT

1- 12 MO.EMPLOYEES

3 - 10 MO.EMPLOYEES

4 - 9 MO.EMPLOYEES
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Creating Blackout Dates

. Wo’ring the blackout dates:

- System
—onfiguration
2ave Type Configuration

S lect the “Disallow Blackout Date” boxes for the specific leave types.
Is prevents an employee from creating a leave request for the
eg:ifi@ leave type during a blackout period

Leave Type Configuration

Available Reason Default Capture Sub Disallow Require
Leave Types Required? Substitut =) Expense? Category Blackout .
Needed? Required? Date? Reaszon?
Calamit y
Comp
Dock

OO



Examples for Creating Blackout Dates

' 5 Holidays that ALL EMPLOYEES have off

- - Prevents an employee from accidentally submifting a leave
| on a holiday, if they are requesting off consecutive days
around that timeframe

> Employees off for extended periods of time

B ian employee will be off for an extended period of fime 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 enfered
‘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-

ntered to correct).

X
i T



- Examples for Creating Blackout Dates
I ‘, |
> Parent — Teacher Conferences

— Some districts do not allow personal or professional leaves
over conferences — but do allow sick

fate Testing

~ Some districts do not allow personal or professional leaves
- during the time of state testing







Cancelled Leaves

g |
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@pprovers Nnow receive an email when the user
ancels their leave request



Mass Approve/Reject
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v )
ome screen allows mass approve/reject

For u&grs with an approval role, their employees outstanding
eave request will be displayed under the Pending Workflow
sks - Leave Request Approval grid

sct the view button to view details
t b%@s next to the employee 1o approve/reject

?‘) P2 Mass Approve/Reject

Pending Workflow Tasks

Leave Request Approval Timesheet Approval
First Name 3  Last Name 4 Position * Start Date o ! Stop Date * 2 LongthOF . Category * Leave Balance @
Absence
@ Susan Deaning Cook 12/11/2024 1...  12/11/2024 1... 0.500 Vacation 6.300
@ Susan Deaning Cook 10/29/2024 1... 10/29/2024 1... 0.500 Vacation 6.300

@ Susan Deaning Cook 10/08/2024 1... 10/10/2024 1..,




‘ Overview Report
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es.hee’rs

esheet Overview Report
lect specific period or specific employees/positions
erate overview report
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Timesheet Overview Report
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LastName

FirstName Position

AIDE
AIDE
AIDE

ELEM. LIBRARY ASSISTANT

AIDE
Bus Driver
AIDE

AIDE

Bus Driver
BUS DRIVER
AIDE

TS5tatus

INITIATED
INITIATED
INITIATED
INITIATED
INITIATED
INITIATED
INITIATED
INITIATED
INITIATED
INITIATED
INITIATED

T35tartDate TSEndDate EarliestEntry LatesiEntry RegHrs ExcpinHrs TotalOTHrs TofalCTHrs
0.75
0.5

11/3/2024
11/3/2024
11/3/2024
11/3/2024
11/3/2024
117372024
11/3/2024
11/3/2024
11/3/2024
11/3/2024
11/3/2024

11/16/2024
11/16/2024
11/18/2024
11/16/2024
11/16/2024
11/16/2024
11/16/2024
11/18/2024
11/16/2024
11/16/2024
11/18/2024

114472024
11/4/2024
114472024
11/4/2024
11442024
114472024
11/4/2024
114472024
114472024
11/4/2024
114472024

11/15/2024
11/15/2024
11/15/2024
11/15/2024
11/15/2024

11/8/2024
11/15/2024
11/15/2024
11/15/2024
11/15/2024
11/15/2024

5B.5
63
65
]

0
22.5
63
57.5
30
27
65

0
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‘Matched Employees
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Matched Employees

> Users
- Group Chains

- Matched Positions

» Selecting matched positions brings up the employees listed within the
group chain

Matched Employees

Employee Last Name “ 1 Employee First Name * 2

Filter Filter

Fricke Aundrea FRIC00001 Fiscal Support Services Liaison |
George Erika GEORO0001 Fiscal Liaison

Pyles Jonathon PYLEOO0O1 Fiscal Support Services Liaison Il
Thaxton Benjamin THAX00001 Executive Director

Troyer Mindy TROY0001 Fiscal Liaison |

I

iﬁ? SSDT is working on a bug fix — right now it is currently pulling in all employees
- pul

f have ever had the pay group, department code, or building code. This is
ling regardless if the position has been made inactive and archived.
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i
. Professional Leave Request Report

11/14/2024, 9:58 AM Print Professional Leave Form

' Professional Leave Request Report
[ )
Requests .
N ame'_ Today's Date: 11/14/2024
? ) . . 3 Position: TEACHER (ART)
/ T” C .l- L e G V e Date/Times: 03/07/2025 7:45 AM - 03/07/2025 3:15 PM
»

.’ , 3 fGSSiOﬂOl |egve Total LeaveRequestedi 1.000 Day(s)
. - Reason from Leave Request: _

eave Expense Form
T C D F Event Location: -
4 ' Purpose of Meeting: [
giescible 1o i

Vendor Location:

1 I1ICO \ e exp - EXPENSES

Travel: Estimated Actual
ardle

50.00 @0.67 per mile: $33.50
| v

Registration Fees: $0.00
Lodging Amount: $0.00
Meal Amount: $20.00
Other Expenses Amount: $0.00
Total Expenses Amount: $53.50

** PAID RECEIPTS MUST BE ATTACHED FOR ALL EXPENSES **

Comments: n/a

Employee Signature:

Supervisor Signature:




- ,
L TR
_

QHChdnge Email Configuration

ot “




Data Change Email Configuration

The following variables can be interpreted inside the email body

${dataChange} - The details of the data change request, includes all fields
${link} - A link to the application

Request Submitted Email Subject «

Data Change Initiated

Request Submitted Emall Body «

A data change request has been submitted with the following details:

${dataChange}

Enable notifications for Data Change Submissions




Questionse?

fiscal.support@noacsc.org



mailto:fiscal.support@noacsc.org
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