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TimeClock Plus — Leave Requests

Purpose

This document will walk users through adding Leave Requests for vacation as well as showing requests as well as
the approval process for submitting leave. Users will be able to add leave requests, manage existing requests
and view the status of the request.

o1 001 1
LOg iNtO TIMECIOCK PIUS SUPEIVISOI . ....iiiiiiiieeciieieieitee e ettt e s ettee e sttt e e s eate e e e sbeeeessataeeessseeeesssaeeaansaesesastaeesasaeessasseeesns 2
=T [T Y =T o T T=d=T PP PPPPRTTPPRRN 4
Y LUl o 10 o PSPPSR 5
ENTEIING @ REGUEST ittt ettt e e e ettt e e e e s st bt e e e e s s s bbb e aeeeesesassbbaaeeeessansbataeeesssssnsnsnaeesssnnnnns 5
Y=o BT A =) AU =3P PPPPPURPRRR 6
APPIOVING/DENYING ..veeveetieteeete et et eete et esteesteesteesteesbe e teebeesteassaesbsessseats e bseataessaestaastsessseseesteestaessaestsesssesssessaessenns 7
(61 Te Y LI @ =T o Vo F- oS SURRNS 8
LEST VIBW eeeeeii ittt ettt e ettt e e e ettt e e e s e s e et e e e e e e a s bbbt et e e e e e a b ettt e e e e e e b e a e e e e e e e e e baaee e e e e e e nrraneeeeeeaaanne 9
MaNage @ LEAVE REQUEST .....ceeieiiiieii ettt e et et e e et eete e et e e e e eseaeaaaaaaaaaeaeaeasaeaeaesesesasaanns 9
LIST VW ettt ettt ettt ettt e ettt e e e e e ettt e e e ettt e e e e e e aa bt e e e e e e ettt e e e e e e e aanntnaeeeas 9
CAIBNAAL VIBW: ...ttt ettt ettt ettt ettt e s e st e st e ettt et s et e e at e e aste s sabeasabeeeabeaestaenaseesabeesases 10
T I L] = d o o U TST 11
LAY 11 =1 Lol PP PP PPPTPPPTN 11
Technology Training Center page 1
https://loyola.edu/training training@loyola.edu  x 5600

Fall 2016


https://loyola.edu/training

LOYOLA

UNIVERSITY MARYLAND

TimeClock Plus — Leave Requests

Log into TimeClock Plus Supervisor
After logging into Inside Loyola, click on the Applications toggle on the right side of the Inside Loyola main page:
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Screen shot of the portal with an arrow to Toggle and link >

Applications

At the bottom click the TimeClock Plus Supervisor link:

: Applications

Ul Web 4.x - PRODILIVE *

Online Leaming with Lynda com

Loyola Workspace

Ul Web 4.x - TEST*

Business Objects *

Parceptive Content WebNow (ImageNow)*
Weblokler

PeaopleAdmin

Informer *

Ul Web 4.x SQL Production * (For Testing)

Anywhere Apps ("More Software”) *

AtTask/Workfront
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TimeClock Plus — Leave Requests

Enter your Loyola Username and Password and click Log On:

a

Sebect Company  Loyola Unisersey Marylarg
External ID | Loyola Userame

Piriword  sssssssas

From the Dashboard there are several ways to access your Leave requests:
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Request Manager
To navigate to Request Manager from the ribbon click on Tools then click Request Manager:

(
TimeClock Plus® Loyola University |
@ HOURS EMPLOYFF TOOLS CONFIGURATION COMPANY

Export Employee Elafus" Request Manager  Other Tools |

This will then bring up the Calendar view of all requests with three different statuses, Pending for requests that
need approval, Approved for ones that have been approved and Denied for requests that were denied:
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Status button
The status button allows you to filter the calendar by the type of request, there are three options: pending,

approved or denied. You can choose to view all or uncheck an option to remove it from the view:

Status

Include pending
Include approved

Include denied

Entering a Request
You also have the ability to manually add a Leave request for an employee by following these steps:

There are two different ways to enter a request into the calendar, you can click the button or you can

click the + icon on the day you would like to submit a leave request for:

Sun Mon Tue
1 + 2 + 3 +

8 + 9 —»10 +

15 + 16 + 17 +

Leave request form
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1. Employee — allows you to select the employee Employee RyanBu rtorij
you wish to add a leave request for :

2. Date requested — the day they are requesting off Date requested  12/9/2016

3. Start time —is the time their shift would begin

4. Hours — shows the total number of hours for their Starttime 08:00 AM @
shift

5. Days —total number of days they are requesting Hours  7:30

6. Leave code — select the appropriate code for the
request (Sick, Personal, Vacation, Floating
Holiday, Etc.)

7. Description —you can describe what the leave
request is for

ap

Days | 1

Leave code  Unspecified

Description  Mew York City!

Request Status
Requests will appear on calendar and will be colored depending on the current status of the request:

Blue — Pending status, awaiting Manager approval
Green — Approved Status, Manager has approved the request

Red — Denied status, Manger has denied this leave request.

Sun Mon Tue Wed Thuy Fri Sat
+ B 4+ & + % + . + 3 +
4 + + + + 8 + 9 + 1 +
Approves (1)
van Burtan Ryan Burtor
DBO0AM 7 50 QB 00 AM 750
FVFIVR00] - Sk Unpecibed
1" + 12 + 1 + 14 $ 1 + W + 17 +
" + ¥ + & + + + + M +

+ % + 2 + B + + ¥ + AN +
Agprowed [1) Agproved {1)
Ryan Burton Ryan Burton Ryan Burion
CHO0AM 7 50 CHO0AM 7% CROOAM 750
9990000 - Vacatt WIOFI0000 - Vecatl I9IIN0000 Ve
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Approving/Denying

There are several options when it comes to handling requests, these walk through how to approve/deny those
requests:

From the Dashboard (home screen) you can click the Y to Approve the request or the ** to Deny the request:

PENDING TIME OFF
REQUESTS

Marne Date Request n

Jessica Smith 1272272006  Unspecified - 08:00 AM to 03:30 PM

Ryan Burton 12/27/2016 Vacation - 08:00 AM to 033Gk <=
Ryan Burton 12/11/2016 Unspecified - 08:00 AM to 03:30 PM

Ryan Burton 120472016 Unspecified - 08:00 AM to D3:30 PM

Jump to Request Manager

You can also click on the appointment to highlight it then click the Manage button to get the same menu options

as above:
-
<<
Sun Mon
27 + 28 + 29
»
4 + S + 6
Pending (1)
Ryan Burton <
08:00 AM 7.50
Unspecified

From the Leave Request tab you can right click on any appointment to receive the menu of options you will have
two choices to either Approve or Deny the request:
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Add - will allow you to add another leave request
Detail — will show you the details of the request

Delet Delete — allows you to delete the request
elete

Approve Reqguest Level 1

Deny

Update Calendar

If you have approved a request but it still does not show as approved on the calendar, click the Refresh button
to update the calendar:

Refresh

After refreshing the Calendar if there are changes you will them updated as compared to the previous calendar
where they all showed pending:

€< < December 2016 > LR
Sum Man Tue Wed Thiad Fri Sat
1 2 FLY an 1 a 2
*
4 5 4 7 ] 9 i)
. Pending (1] i
DR00 AR
SO0
11 12 13 + 14 + 15 + 16 + 17 +
»
18 4 19 4+ 20 4+ M 4 22 4+ 2 4+ 24 +
. Approved (1)
08:00 &AM 750

SRRRER0000 - Vacation

25 2 A7 & 6 & 27 + M + 1 +*

1 + 2 + k| + 4 + ~] + & + T +
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List View

List view allows you to see an itemized list of your leave requests that is sortable, you can also view the status of
the request, create a new request or manage an existing. List view allows you to view your annual leave report
without going month by month.

Calendar l HI

Ni2200 D to  12/8/20% D Open Woeks Update

Date Submitted NoticeDays  Request Date  Time Hours  Level 1 Level2  Lewveld  JobCode Description

= 12/07/2016 (1ol irequests)
12/07/2014 1] 12072016 08:00AM 750 750 Ponding 9999990001 -Sick  SickasaDog
- 12/09/2016 (1of 1 requests)

12/07/2016 b 120772016 D8:00AM 750 750 Panding Urnpecifed New York City!

To sort the list by a particular column, click the field at the top you would like to sort by, you then have the

option to click the same field a second time to sort either ascendingT or descending‘l':

] D Name Date Submitted  NoticeDays  ReguestDateT  Time Hours  Lewvel1 Level2 Level3 JobCode Description

Manage a Leave Request
Managing a request allows you to make changes to an existing Leave Request, start by selecting the item you
would like to edit by checking the box to the left of your ID number

List View:

o
Click the v next to the appointment you would like to edit:

[ } Mame Date Submitted  MoticeDays  RequestDateT Time Hours Level 1 Level 2 Level3  JobCode Description

1436887 Ryan Burton 12/07/2016 0 12/07/2016 08:00AM7.50 7.50 Pending 9999990001 - Sick  SickasaDog
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Click the Manage button above the list:

e Manage
F

Calendar View:
Click on the bottom half of your leave request in the calendar so that its highlighted:

< December 2016 >

Tue Wed Thu
29 30 1
b 7 a
Pending (1)
— 08:00 AM 7.50
9999990001 - Sick

Click the Manage button above the list:

e Manage
a

The drop-down menu gives you several options to edit your Leave Request:

Add - allows you to add additional requests
Edit — allows you to edit the selected request
View in list — allows you to view the request in List view (DAVE DOES THIS WORK)

Delete — allows you to delete the request
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Email Notification
Your employees will receive an email notification from you that will state whether the request was Approved or

Denied:

Your time-off request on 12/22/2016 from 08:00 AM to 03:30 PM has been APPROVED by
(Supervisors Name).

Your time-off request on 12/09/2016 from 08:00 AM to 03:30 PM has been DENIED by
(Supervisors Name).

Assistance
Technical Support at this time will be directed to training@loyola.edu or ext. 6553 until we have created a tier
support for TimeClock Plus.
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