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Introduction

Overview

This manual is to serve as a guide to employees in using the Leave Request System. This manual includes
instructions for logging in, creating leave requests, editing and deleting requests and viewing pending
and processed requests.

Intended Audience
All employees who are eligible for leave will benefit from the materials in this manual.
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Procedures

These procedures encompass all aspects of the Leave Reporting System, it gives detailed instruction on

how to submit, edit, and delete leave requests.

Logging In

Sours Dakora
Boazsn or

Prric Unnvissmas & Seecud, Scaools

Login Page
User Name

Password

You are about to enter the online leave request system. This system
is designed to allow employees and supernvisors functionality to request
leave and approve or deny leave requests.

As an employee, you will have the following options upon logging into the system:
1. Create a Leave Request,

2. View Pending Requests, and

3. View Process Requests.

As a supervisor, you will have the same options as the employee, as well as the
following upon logging into the system:

1. View Pending Requests of Employees,

2. View Processed Requests of Employees, and

3. View Reports.

1. Go to the website https://myleaverequest.sdbor.edu/aspleave/

a. This link can also be found in SNAP, Employee Tab, in the Leave Request channel
2. Username: SNAP Username
Password: SNAP Password
4. Llogin

Request Calendar/Default Setup

Sours Dagora
Bowso op
ISH Recats

Poaue Usovimsmss & S

Create a New Request » My Pending Requests * My Processed Requests ¢ Request Calendar / Defaults <yAdministrator * Log Out
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Defaults Setup
1. Select Request Calendar/Defaults
2. Select Show Default Setting
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Your Leave Request Calendar

< December 2011 >
Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 1 2 3
4 3 g 1 8 9 10 Select Year
1Mo12 13 14 15 iy 17 Select Pay Period
18 19 20 21 22 23 24 elect Pay Perio
25 26 27 28 29 Rl 31 Select an employee
12 3 4 5 868 1 Select Position

’_ Yellow is for Pending Request
- Blue is for Approved Requests
- Red is for Denied Requests

[ Show Default Setfing

Enter information to see all earn codes

Load Calendar

2011 ~
12 -
Bastian, Kayla +

RE9995/00 -

Choose your default hours

Save and Close

No v s~Ww

hours or choose a proxy

Set Leave Request Defaults

Start Time M
End Time 5:00PM ~
Work Weekends or Special Hours

Proxy JKMINDER - Janice Minder ~

| Save and Close | | Close wio Saving

Request Calendar/Timesheet View

If you work irregular schedule, mark the checkbox (nights and/or weekends)
If applicable, choose a proxy (only supervisor’s will choose a proxy)

Defaults will now be set so each time you login to request leave you will not have to adjust your

To view the days on a calendar that you have leave that is pending, approved or denied you can use the

Request Calendar/Defaults tab
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Your Leave Request Calendar

= December 2011 =
Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 1 2 3
4 5 6 7 &8 9 10
11 12 13 14 15 [pieg 17
18 19 20 21 22 23 24
25 26 27 28 29 gEMg 31
12 3 4 5 6 17

l_ Yellow is for Pending Request
- Blue is for Approved Requests
- Red is for Denied Requests
‘ Show Default Setting

Enter information to see all earn codes

Select Year 2011 -

Select Pay Period 12 -

Select an employee Bastian, Kayla ~

Select Position RE9995/00 ~
| Load Calendar |

You can also load a calendar to view your timesheet

Select the Year, Pay Period, Employee (if you are a supervisor you will be able to review your

employees) and Position
Load Calendar
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Sunday Monday Tuesday Wednesday Thursday Friday Saturday Row Tetal

11/21/2010 11/22/2010 11/23/2010 11/24/2010 11/25/2010 11/26/2010 11/27/2010
Personal Leave Taken 0 0 0 0 0 0 0 0
Administrative Leave Paid 0 0 0 0 0 B 0 8
Annual Leave Taken 0 0 0 0 0 0 0 0
Weekly Total 8
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Row Total

11/28/2010 11/29/2010 11/30/2010 12/1/2010 12/2/2010 12/3/2010 12/4/2010
Personal Leave Taken o 0 0 0 o 0 0 0
Administrative Leave Paid 0 0 0 0 0 0 0 0
Annual Leave Taken 0 0 0 0 0 0 0 0
Weekly Teotal 0
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Row Total

12/5/2010 12/6/2010 12/7/2010 12/8/2010 12/9/2010 12/10/2010 12/11/2010
Personal Leave Taken 0 0 0 0 0 0 0 0
Administrative Leave Paid 0 0 0 0 0 0 0 0
Annual Leave Taken 0 0 0 0 0 0 0 0
Weekly Total 0
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Row Tetal

12/12/2010 12/13/2010 12/14/2010 12/15/2010 12/16/2010 12/17/2010 12/18/2010
Personal Leave Taken 0 0 0 0 0 B 0 8
Administrative Leave Paid o 0 0 0 o 0 0 0
Annual Leave Taken 0 0 0 0 0 0 0 0
Weekly Total 8
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Row Total

12/19/2010 12/20/2010 12/21/2010 12/22/2010 12/23/2010 12/24/2010 12/25/2010
Personal Leave Taken o 0 0 0 o 0 0 0
Administrative Leave Paid 0 0 0 0 0 0 0 0
Annual Leave Taken 0 B 0 0 0 0 0 8
Weekly Teotal 8

Year . 2010

Pay Period : 12

Posn / Suff : RE9995/00
Total Hours : 24
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Create A New Request — Regular Work Schedule Employees

Hﬂ% Soums Dasor
ISH

Create a New Request = My Pending Requests = My Processed Requests » Administrator « Log Out

Create a New Request

Any leave submitted after the payroll date will not be accepted in this system. Any leave that is not approved by Administration will not pull
thmugh to the tlmesheal It i is |mporlanlfnrthe employee to monitor their leave requests to ensure lhey are submitted timely and that the

d. Ifleave is approved by supervisor after the sub dline for timesheets, this leave
W|II need ln he leﬂected by paymll durlng payroll or on a correction in the human resources information system.

Employees that are exempt from overtime (unless provided under Family Medical Leave) should take leave in full day increments. BOR Policy 4:25

Name: Bastian. Kayla Date of Request: 10/27/2010

Leave Summation

Type of Leave being Requested: | Annual Leave Taken v Accrued Approved =
Leave Type L L
Leave Hours Absent eave eave
Beginning (800 Al v Annual Leave 162 86 16
Donated Leave 0 0
Ending: [E00PU v Military Leave 120 0
Supenisor: Janice Minder Personal Leave 40 ]
Proxy: | Select Proxy v irle | am )

Leave Start Date Leave End Date

= October 2010 = = October 2010

Notes (optional)

I

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
% 27 28 29 30 1 2 26 27 28 29 30 1 2
3 4 5 68 1 8 9§

Please ensure the number you enter below

ly r your d hours. If y, adjust the r d number of leave hours in accordance with

8

Submit Request Now

Number of hours: |&

1. Choose the type of leave you are requesting from the drop-down menu.
Choose the Beginning and Ending time for your leave
Choose the Leave Start and Leave End dates on the calendar.

a. Note: If you are only taking one day, the start and end date will be the same day.

4. Review the number of hours to make sure it is correct

5. You can add notes if needed in the Notes box — this is REQUIRED when taking Personal Leave
6. If you are a Supervisor, choose a proxy who can approve leave requests while you are out of the

office
7. Submit Request Now
8. An email is then sent to you and your Supervisor with details of the leave

9. Once your Supervisor approves the leave it will AUTOMATICALLY update your timesheet/leave

report in SNAP to reflect the hours you will be on leave

When the supervisor approves, denies or edits your request you will receive an email

notification
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Create A New Request — Irregular Work Schedule Employees

}Create a New Request

Any leave submitted after the payroll date will not be accepted in this system. Any leave that is not

approved by Administratien will not pull through to the timesheet. It is impertant for the employee to

monitor their leave requests to ensure they are submitted timely and that the supervisor is

approving/denying as requested. If leave is approved by supervisor after the submission deadline

for timesheets, this leave will need to be reflected by payroll during payroll or on a correction in the

human resources information system.

Employees that are exempt from overtime (unless provided under Family Medical Leave) should take leave in full day increments. BOR Policy 4:25

Name: Bastian, Kayla Date of Request: 9/19/2011 Leave Summation (Approved Leave is only current pay period)

Type of Leave being Requested: Annual Leave Taken Leave Type Accrued Leave Approved Leave

Annual Leave 136.07 0

Weekend H o! ht H 7] ffp—

4 eel eL uur;bur \:ermg ours Donated Leave 0 0
eave Hours Absen Military Leave 120 ]
Beginning: &:00 AM ’7 Personal Leave 40 0
Ending: [54 Sick Leave Advanced 0 0

nding: | 5:00 PM E Sick Leave Regular 65.11 \]

Supervisor: Douglas Corwin -

Proxy: Select Proxy m
Leave Start Date Leave End Date Notes (Time Sheet Comments)
= September 2011 = = September 2011 =
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

28 20 30 3 1 2 3 28 20 30 3 1 2 3
4 5 6 T 8 @8 10 4 5 6 7 8 9 10
12 13 14 15 16 17 n 12 13 14 15 16 17
8 19 2 21 2z [« 18 19 20 21 2 2B 2
25 26 20 28 29 30 1 s 0 2z 28 2 30 1 =
2 3 4 5 & I 8 2 3 4 5 6 1 8
Please ensure the number you enter below accurately represents your req 1 hours. If y, adjust the req 1 number of leave hours in accordance with your shift assignments.
16
Total Hours: [ sethours | —

Choose the type of leave you are requesting from the drop-down menu.
Mark the checkbox “Weekend or overnight hours”

Choose the Beginning and Ending time for your leave

Choose the Leave Start and Leave End dates on the calendar.

a. Note: If you are only taking one day or shift, the start and end date will be the same day.
5. Select the “Set Hours” button

P wnN e

@) nttp:// myleavereguest.testsdbor.edu/aspleave/Special_Hou
POSN/SUFF Date Day Hours
RE9995/00 9/23/2011 Friday 8

RE9995/00  9/24/2011 Saturday 8
RE9995/00  9/25/2011 Sunday 8
RE9995/00  9/26/2011 Monday 8

Total Hours 16

New Total Hours

IUpdat:ﬂg hlform@;mt editable)

I Save and Close H Cancel |

6. Enterinthe number or hours per day, if there are no hours for one day inserta 0
7. Save & Close

8. Verify the hours and select “OK”
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9. Verify the total hours

10. You can add notes if needed in the Notes box — this is REQUIRED when taking Personal Leave

11. If you are a Supervisor, choose a proxy who can approve leave requests while you are out of the
office

12. Submit Request Now

13. An email is then sent to you and your Supervisor with details of the leave

14. Once your Supervisor approves the leave it will AUTOMATICALLY update your timesheet/leave
report in SNAP to reflect the hours you will be on leave

15. When the supervisor approves, denies or edits your request you will receive an email
notification

Your reguest has been submitted
! and an email has been sent. You may

view this action in your pending reguests.

View Pending Requests
1. Click on “My Pending Requests”, located under the Banner
2. You can Edit or Delete your pending requests.

Create a New Reguest - My Pending Reguests - My Processed Requests - Administrator = Log Out

My pending requests

Request Period Hours Date Submitted Supervisor Notes
10/29 8:00 AM - 5:00 PM Annual Leave Taken | Mot Reviewed | 10/27/2010 Janice Minder
10/28 8:00 AM - 10/29 5:00 PM | 16 Annual Leave Taken | Not Reviewed | 10/27/2010 Janice Minder
10/28 8:00 AM - 5:00 PM 8 Annual Leave Taken | Mot Reviewed | 10/28/2010 Janice Minder

Delete

m
=3

Delete

I
B

Delete

Editing a Pending Request
1. Click on Edit
2. This takes you to a screen that is similar to the one where you create the requests
3. Edit the leave you had previously requested
a. You can select a different leave type
b. Change the hours
c. Change the days
4. You can add notes to send to the Supervisor explaining the changes to the request
5. Save Changes (you can also Cancel Changes if you have made a mistake)
6. This will then generate an email to your Supervisor, letting them know of the change to the
request
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] \_., Your request changes have been
L

saved and an email has been sent

Deleting a Pending Request

Click on Delete

Verify the request you are deleting

Select “YES”

You will then be directed to the Pending Requests screen where you can see that it has been

el

deleted from your queue

Create a Mew Request « My Pending Reguests + My Processed Requests « Administrator = Log Out

Delete a request
If you are deleting a processed request it will be removed from the time sheet.

430

Leave Type: Annual Leave Taken

Total Hours: 16

Request Period: 10/28/2010 8:00 AM - 10/28/2010 5:00 PM

Are you sure you want to delete this request?

View Processed Requests
1. Click on “My Processed Requests”, located under the Banner
2. Select the proper year from the drop-down menu
3. You can view the Request Summary, which is sorted by month

My processed requests
Show processed requests for | 2010 «

Approved request summary for 2010

Pay Period Year Leave Type Status  Total Hours
10 2010 Annual Leave Taken | Deleted 45
10 2010 | Court and Jury Leave Paid | Approved 8
10 2010 | FMLA Annual Leave Taken | Deleted 24
10 2010 Personal Leave Taken | Approved 8
10 2010 Sick Leave Taken | Approved 16
10 2010 Sick Leave Taken | Deleted 16
10 2010 Approved 8
1 2010 Annual Leave Taken | Approved 16
" 2010 Annual Leave Taken | Deleted 376
1 2010 | Court and Jury Leave Paid | Approved 8
1 2010 Personal Leave Taken | Approved 8

1 2010 Sick Leave Taken | Approved 16
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You can also, Edit or Delete an already approved request for the current or future pay period(s).

Pr ed requests for All
Request Period Status PaynoYear Date Submitted Approved By
11/16 8:00 AM - 11/17 5:00 PM | Delete | Edit | 16 Sick Leave Taken Approved | 11/2010 10/21/2010 Kayla Bastian | Bastian, Kayla-10/21/2010 9:32:23 AM SICK KID
11/15 8:00 AM - 5:00 PM Delete | Edit | 8 Court and Jury Leave Paid | Approved | 11/2010 10/21/2010 Kayla Bastian
11/2 8:00 AM - 5:00 PM Delete | Edit | 8 Personal Leave Taken Approved | 11/2010 10/21/2010 Kayla Bastian | SICK KID
10/28 8:00 AM - 10/29 5:00 PM | Delete | Edit | 16 Annual Leave Taken Approved | 11/2010 10/21/2010 Kayla Bastian
10/20 8:00 AM - 10/21 5:00 PM | Delete | Edit | 16 Sick Leave Taken Approved | 10/2010 10/21/2010 Kayla Bastian | Bastian, Kayla-10/21/2010 9:05:08 AM Daughter is sick
10/15 8:00 AM - 5:00 PM Delete | Edit | 8 Court and Jury Leave Paid | Approved | 10/2010 10/21/2010 Kayla Bastian
10/13 8:00 AM - 5:00 PM Delete | Edit | 8 Personal Leave Taken Approved | 10/2010 10/21/2010 Kayla Bastian | Daughter is sick
10/6 8:00 AM - 5:00 PM Delete | Edit | 8 Approved | 10/2010 10/21/2010 Kayla Bastian

Deleting a Processed Request
e You can only delete a processed request if it is in the current or a future pay period.

' You can not edit requests that
. are prior to the current pay period.

Select “Delete”

You will be taken to a screen to confirm that you want to delete

“Yes”

When it is deleted, the supervisor receives a confirmation email

The time is then AUTOMATICALLY removed from your timesheet/leave report in SNAP.

vk wN e

Delete a request
If you are deleting a processed request it will be removed from the time sheet.

395

Leave Type: Sick Leave Taken

Total Hours: 16

Request Period: 11/16/2010 8:00 AM - 11/17/2010 5:00 PM

Are you sure you want to delete this request?

Editing a Processed Request
e You can only edit a processed request if it is in the current or a future pay period.
1. This will take you to the Edit screen
2. Update your request
3. Save Changes
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4. You will get a pop-up saying that your changes have been saved and an email has been sent to
your Supervisor.
5. This will now be back in your “Pending Requests” screen

saved and an email has been sent

T"_l, Your request changes have been
[

Editing a Processed Request Crossing Pay Periods

There may be times when your leave request crosses between two pay periods, (from the 21% of the
month to a date after the 22™ of the month) and you may need to edit some of the leave after the pay
period has closed.

1. Goto My Processed Requests
2. Select “Delete Current Period”
a. This will delete the leave from the current pay period
3. If you need to submit leave again, go to Create a New Request and submit the proper hours and
days for your leave for the current pay period
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FAQ

Q. Why can’t | submit a request to use my flex time?

A. Flex time is not included in the leave reporting system, use of flex needs to be discussed with your
supervisor and entered into your timesheet.

Q. | want to take off a day and a half off, how do | submit that request?

A. You need to submit a separate request for each of those days, for example, if you wanted to leave at
noon on Monday and take all of Tuesday off, you would request off from 1 pm to 5 pm for Monday and
then submit a separate request for 8 am to 5 pm on Tuesday.

Q. I requested a day off and it was approved, my plans have changed and | will not be absent that day,
what do | do?

A. You will need to go into “My Processed Requests” and delete that request. Your supervisor will then be
notified via email and it will be automatically removed from your timesheet.

Q. When do | use professional development leave?

A. Professional development leave can be used when you attend events such as trainings and
conferences; this provides your supervisor a way to track the development events you have attended
throughout the course of the year.
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