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EMPLOYEES Welcome Mickey!

Leave Request

* = Required %
Leave Plan Description Leave Allowed Date Accrual Rate Accrual Limit Maximum Carryover Current Balance
[ vace || Vacation Confidential | 010111 | 6.7200 || 200.00 || 200.00 || . 176.00 |
| scee || sick Professional and Confiden | 010111 || 10.0000 || 1760.00 || 1,760.00 || \ 1,500.00 |
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Employves Mame  Mickey Mouse Employment Action Type Employment Action ID

Leave Plan* j
Request Begn Datex Josroe/11 Please check your leave balances.

Request Begin Time I
Request End Date* I
Request End Time I

Total Hours Reguested* I <—

Your total hours requested must be
less than or equal to your current
available balance.

Reazon for Reguest*




. WebAdvisor Completed Leave

. Leave Request
Leave Plans will

* = Required ShOW here

Leave Plan Description XJ \ Leave Allowed Date Accrual Rate Accrual Limit Maximum Carryover Current Balance

[ vacc || vacation Confidential K 01111 || 6.7200 | 200.00 || 200.00 || 176.00 |
[ scrc || sick Professional and Confiden |[ \ 01/01/11 || 10.0000 || 1760.00 || 1,760.00 || 1,500.00 |

Employee Name  Mickey Mouge Employment Action T}R Employment Action ID Fields With a red asterisk are
Leave Plan® Vacation Confidential j

I i required: Leave Plan (select from
Asauest Begin Time — drop down menu), Request Begin
Reauest nd Dt fosant Date, Request End Date, Total

e | Hours Requested and Reason for
Total Hours Reguested * IS_UU
Request

/

Reason for Reguest® IVacatiDnl J

[

Click Submit
button when
finished
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Subject: |Leave Request Submitted |Priority: -
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Your Leave reguest has been submitted to your supervisor

(or leave approver) for approval:

Begin Date/Time: 02/08/2012
End Date/Time: 0z/10/2012
Hours ERequested: 8.00

Reason for reguest: Vacation

Your Leave Balance(s) prior to this reguest were:

VACC Vacation Confidential 8.00
SCPC Sick Professional and Confiden 1476.00
NOTE:

Your leave balances will not reflect this reguest until Human Resources has updated your leave.
If your supervisor

(or leave approver) does not act on this request within the zllotted time

(5 days),
it will be escalated (sent) to vour alternate supervisor (if one has been designated)

for approval
and you will be notified.
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Subject: |Leave Request Needs Approval | Priority: =
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[Hocking Employee] has submitted the following leave reguest for your approval:

Begin Date/Time: 0z/08/2012
End Date/Time: 0z2/10/2012
Hours Reguested: .00

Reason for regquest: Vacation

Employee's Leave Balance(s) priocr to this regquest were:
VACC Vacation Confidential g.00

SCPC Sick Professional and Confiden 1476.00

NOTE: If you do not act on this reguest within the allotted time (5 days),

(sent) to the employee's alternate supervisor (if one has been designated)
employee will be notified.

it will be escalated
for approval and the
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Subject: |Leave Request Status |Priority: -
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Your Leave Reguest status has been updated

Leave Start Date/Time: 02/08/2012
Leave End Date/Time: oz/10/2012
Total Hours Reguested: 8.00
Reguest Reason: Vacation

Epproval Action: 0

Supervisor Comments:
Hope you enjoy your day off.

NOTE: If you have guestions regarding this regquest, please see your supervisor, or contact
Human Resources. Your leave balances will not reflect this reguest until Human Rescources has
updated your leave.




20
T, Leave Plan Balance

COLLEGE

EMPLOYEES Welcome Mickey!

Leave Request

* = Required %

Leave Plan Description Leave Allowed Date Accrual Rate Accrual Limit Maximum Carryover Current Balance

[ vace || Vacation Confidential | 010111 | 6.7200 || 200.00 || 200.00 || 17600 |

| scee || sick Professional and Confiden | 010111 || 10.0000 || 1760.00 || 1,760.00 || /150000 |
/

T
Employves Mame  Mickey Mouse Employment Action Type Employment Action ID
Leave Plan* j

Roquest ogin Datex Josrogrt Once requests are approved by
| supervisors and processed through
R | HR, balances are automatically
B
—

Request Begin Time

Request End Time updated and reflected here

Total Hours Reguested*

Reazon for Reguest*




