eawve System

~What iy the new Leawve System?
~How does it work?
~How does it relate to- me?






e Systenwv

~Mogillaw Firefow or Internet Explover
~Flash Plavyer 10

~Live vs. Test sites
~my.evergreesv.edw logiv - test i€
~Bookmawk the webbage




the Leave Systew for and
doey it relate to- me?

ployees:
~Submit leawve requesty
~Review balances, accrualsy and adjustments
~View history

Supervisory:

~Submit prowy leave requesty
~Approve /[ devy leave requests
~View histories




What the Leave Syste

~Overtime
~Compersatory Time earned or paid:

~Additional Pay at Straight Time
~Callback Pay

~Shift Differentioal

~Standlby Pay




How to find and use your new online Leave Request

1. Open your internet connection

and type in my.evergreen.edu and
hit the Enter key.

,3 The Evergreen State College ™
File Edit View Favorites Tools

) Back @ d Mrch S (Favorites Q:Q‘ v wl - ) ﬁ

Agdressl http://my.evergreen.edu

GO"SIC[C'—ZIG‘" 1S &~ | {;/ 2. Enter your user name oo
| X] || Q)| p50ach YPavokes DS = B

and password and click the
Login button.

v.evergreen.edufhome

EVER( REEN

type your @evergreen.edu Login:

my.evergreen.edu

login and password
to access this site  Password: Students New
e Class Schedules 2009 Gr:
Community Opportunities Database (CODa) Signup f
Evaluations email ale
Individual Study Contracts {starting Fall 2008)
To protect your privacy, completely exit your web browser when finished. Registration Eve l"

Student Account Summary
Student Services, Financial Aid and Enrollment

Verification
Faculty & Staff: If you are a first time user of this site, you may need to reset your password on webmail

your office desktop or on the web at my.evergreen.edu.
Web Payment

Faculty and Staff

Budgets and Finance
Exam and Reference Copy
Faculty Class Information \9
Faculty Program Development
Individual Study Contracts
Leave Approvals
My Leave Requests

Textbook and Desk Copy Orders
Webmail

Having trouble logging in? Go to the @evergreen.edu Login Help page.

Account

3. Clickon My Leave Requests
in the Faculty and Staff list.




How to enter the date(s) on your new online Leave Request. ..

Click in the Leave Beginning box
then click on the date in the pop- Pop-up Calendar l

up calendar. (See sampie pop-up

Leave Request

Leave Beginning
Leave Ending

Leave Type

Comments f Reason

work Area

Request Made

Leave Beginning

Leave Ending

calendar befow.)

Shafer, Sara

il B [o:00 asv—

-;;a‘@oo e Availabl
Sick Leave 27.40

L =)
Yacation S9.S0
- R Personal Holiday 0.00
Personal Leave Day 0.00
| Compensatory Time 0.00
L Computing and Communicatl S, J Shared Leave 0.00

New Reguest

Leave Type

CTormments / Reason

Work Area | Computing 2

Request Made Mew

Other Requests Leave Requested

Sample Pop-up Calendar
Use arrows at top of calendar to
choose the month, then click on date.

NOTE: VYwhen you choose the date for the Leave Beginning box, the same date will automatically
fill in the Leave Ending box. So if you are requesting more than one day of leave, click in the
Leave Ending box and choose the last day of leave from that pop-up calendar.

If using less than a whole day of leave, click in the time boxes and enter the time leave begins
and ends. Remember to double-check AN and/or PN are correctly set.
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How to enter the time(s) on your new online Leave Request. ..

Leave Request

Leave Beginning
Leave Ending

Leave Type

Comments /f Reason

work Area

Request Made

Click in the time boxes and enter the hours
as needed to equal the amount of leave you
are requesting for a single day. Remember

to add AM andfor Ph.

1171072008 GE

1171472008

L Computing and Communicat - J

New Reguest

Other Requests

Type

Sick Leave

Vacation

Personal Holiday
Personal Leave Day
Compensatory Time

Shared Leave

Leave Requested

Shafer, Sara

Balance
97.40
S9.S0

0.00
0.00
0.00
0.00

NOTE: Some people work less than an 8-hour day and some people work 9-80s or 10-hour
days; some people take a 60-minute lunch and some take a 30-minute lunch. Those on the
9-80s would need to enter leave for the 8-hour day separately or else change it when you get
to the Preview screen, as well as adjusting the flex day to zero when requesting the whole

week off.

Again, if using less than a whole day of leave, click in the time boxes and enter the time
leave begins and ends, and double-check AN and/or P are correctly set.
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How to enter the leave type on your new online Leave Request. ..

Leave Request

Leave Beginning 11/10/2002 3§

Leave Ending 11/14/2008 R

Sick Leave
Leave Tvype L

Vacation
Wacation

Sick Leave o Personal Holiday
e Comp Time Personal Leave Day

Personal Le i Compensatory Time

wWork Area parsonal Shared Leave

Request Made

Other Requests

Click in the Leave Type box and click
on the type of leave you are requesting

from the drop-down menu. ifse the
scroff bar at the right side of the menu

fo search for additionaf types of feave.
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How to enter a comment on your new online Leave Request
and review . . .

Leave Request Pend g Requ = His tory Shafer, Sara

Leave Beginning 11/10/2008 4 S:00 AM

Leave Ending 1171072008 F 10:00 AmM Type Sy A
Sick Leave

Leave Type L Sick Leave

Click in the Comments / Reason
» Related Injury | | box and type your reason for
leave (this is optional™®).

Comments f Reason ‘Dental appointment

Compensatory Time

wWork Area L Computing and Communicatl - J Shared Leave

Request Made MNew Reguest

Other Requests Leave Requested

REVIEVWW YOUR ENTRIES:

Beginning and Ending dates are correct.

Beginning and Ending times are correct—including AN / PMM.

Leave type has been correctly chosen.

*Although optional, entering a reason for sick leave that is requested in advance
helps to maintain an error-free audit trail. These comments also appear in the
Leave History to quickly remind you why the hours were taken.

Make any necessary adjustments by clicking in the appropriate box or boxes to
change the information.

NEXT: Click on the Preview button.
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How to Preview your new online Leave Request . ..

Leave Request

Leave Beginning 1171072008 [ S:00 AM

Leave Ending 1171472008 [ S:00 PM

Sick Leave
Leave Type L Vvacaton

Wacation
Foa LA Job Related Injury

- i - Personal Holiday
Comments f Reason Fun in Hawaii ~ Aloha! Personal Leave Davy

Compensatory Time

work Area L Computing and Communicatl - J Shared Leave

Request Made New Reguest

Requests

SRR N RITEhE

1171272002 (Wed)
11/123/2002 (Thu)
1171472008 (Fri)

Note in the Totals boxes that | have requested 40 hours of leayé and my new available balance is
28.17 hours.

Vivhen satisfied that everything is correct, click on the Submit button to send your leave request to
your supervisor for approval or disapproval.
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How to verify conversion of minutes to decimal hours on your new online
Leave Request. ..

Leave Request Pending R = . story Shafer, Sara

Leave Beginning 10/31/2008 4 3:00 PM

Type
Sick Leave 97.40 S97.40

Leave Ending 10/31/2008 L <4:30 PM

Leave Type L Sick Leave - J

Vacation S9.5S0 S9.S0

PLA Job Related

Personal Holiday

Comments f Reason Dental appoint Personal Leave Day

Compensatory Time

work Area L Computing Shared Leave

Request Made ~News Requ¢7

1072172008 (Fri)

d Communicat - J

Date

Other Requests Leave Requested

0.00 1.S0

To verify the number of minutes
requested has converted to the
proper decimal hours, enter the
minutes in the box below and click
on the calculat

Using the built-in calculator to verify the decimal hours can be especially helpful for those times when
you might leave or return at “odd” minutes and you are in a hurry. This time-saving tool also helps main-
tain an error-free audit trail.

Minutes Tenths Minutes Tenths Minutes Tenths
1-6 A1 19-24 4 37-42 7
7-12 2 25-30 .5 43-48 .8
13-18 3. 31-36 .6 49-54 .9
55-60 1.0 hour
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How to Save/Submit your new online Leave Request. ..

Leave Request Pending Requests Leave Histo " Shafer, Sara

lable Le

Leave Beginning 10731720082 [ 3:00 PM o

Leave Ending 10/31/2008 [ 4:30 PM

Sick Leave
Leave Type L Sick Leave

Vacation

FMLA Job Related Injury

Personal Holiday

Comments f Reason Dental appointment Personal Leave Day

Compensatory Time

wWork Area L Computing and Communicatl - J Shared Leave

Request Made W~New Reguest

Date Other Requests Leave Requested
1053172008 (Fri) 0.00 1.S0

After you click on the Submit but-
ton, the information you entered on
the Leave Request page will dis-
appear and move to the Pending
Requests to await your supervi-
sor’'s approval (or disapproval).

After you have submitted your
leave request, click on the Pending
Requests tab at the top of the form
to check the status of your re-

quest.

Pending Requests
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How to check the Status of your new online Leave Request . ..

The Pending Request screen allows you
to check the status to see if your supervi-
sor has approved or denied your leave.

If the request is still pending approval,
you can edit or delete the request by
clicking on the buttons at the bottom of
the form. Clicking on the detail icon will
expand the view as shown below.

Pending Requests
Sick Leave Requested:

1030 12:023 PM

Shafer, Sara

105321 3: 00 PM 10/21 4:20 PM

i.S 2S.9

Dental appointment

Detail Icon

‘ Dental appointment

Date . Used Bal

10527 - Mon

Pending Requests :

Le Vesque, Jennifer

11711 S8:30 AM 11711 S: 00 PM

= 213.08

Sick Leave Requested: 11704 10:4S5 AM

Le Vesque, Jennifer

Note the change in the status bar 11/20 8:00 AM 11720 S5:00 PM
once your supervisor has ap- = 107

proved your leave request. Also
note that you can no longer edit
the request.
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Leave Request History
|_leaveRequest | Pending Requests | Leave History Shafer, S».a

Shared Leave Vacation Sick Leave Comp Time
Date
Acc Use @ Adj Bal Acc Use | Adj Bal Acc Use Bal
Feb 2008 o o o 0.00 o o o 0.00 (o] u} 0.00 =
Mar 2008 [} (=] o 38.81 o o o 41.40 o L} 0.00

Apr 2008 8,67 ] ] 47.48 2 ] ] 49.40 ] 0 0.00 n

Month 10 11 12 13 14| 15| 16| 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
s S

Color coding identifies

the type of leave. When you hover the cursor over the 3.5
hours of sick leave, it quickly reminds
you of your dental appointment.

SEP 2008

OCT 2008

NOV 2008 Dental appointment

DEC 2008

When you hover the cursor on the
graph lines, it shows your leave Sick Leave Vacation
balances for the month ending. Jul 2008 Jul 2008

73.4 73.49

Feb 2008 Apr 2008 Jun 2008 Aug 2008 Oct 2008 Dec 2008 Feb 2009 Apr 2009
Mar 2008 May 2008 Jul 2008 Sep 2008 Nov 2008 Jan 2009 Mar 2009 May 2009

Note: Vacation accrual rate for Classified stoaff will increase
after the anwniversowy date.



Remember to protect your security . . .

st.evergreen.edufflex/mytalftime_and_leave# app=Sb79a&bd86-selectedIndex=0 vI @ Go IIC‘.],

rgreen.edu

Shafer, Sara
Available Leave

P
P Type Balance Awvailable
Sick Leave 101.90
—V) Vacation &7.
Personal Holiday
Personal Leave Day
Compensatory Time
wanicat >~ Shared Leave
Jther Requests Leave Requested Balance

VWhen finished using the online Leave Request
system, be sure to logout and then close your
web browser.
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Resolvi
ing Leawve Systenmv Issues

Emplqyee/ }

i

[ Supervisor }
¥

[ Timekeeper }
i N

[ HRS Main Office }
i N
[ HRS Representalive }
i N

| Commuications s
tony Staff }




Take Away Informatiow
~Test the Leawve System
o youwr compuler

~Whew yow go- live use the production wel- site

~Enter all of the leawve yow ve requested and
used since the 1% of the month that yow go-

“live’” in.


http://mytest.evergreen.edu/
http://my.evergreen.edu/




How does a supervisor access the Leave System?

~ Openvav web browser (Explorver ov Firefox)

~ Nawigate to-

~ Log inv uwsing youwr network username and
password

~ Under Facdty and Staff; click ovw Leave
Approval ov Leave Requests



https://my.evergreen.edu/

I my.evergreen.edu - Mozilla Firefox == x|

File Edit Wiew Hiskory Bookmarks Tools  Help

@ - T —':d’ |. [Z https:{imy.evergreen. edufhome v ||G| ) L
my.evergreen.edu b
Students News
Class Schedules Changes to Student Email - December 2008
Community Opportunities Database (CODa) Signup for e2Campus to receive weather and emergency text messages and
Evaluations email alerts
Individual Study Contracts
Registration Evergreen.edu

Student Account Surmmary
Student Services, Financial &id and Enrollment Yerification
Wiehmail

Web Payment

Faculty and Staff

Leave Fequests <«
Leave Approvals <
Earnings History

Budgets and Finance

Exam and Beference Copy Orders m/,

Faculty Class Information LW&APPVOV »

Faculty Program Development Forms

Individual Study Contracts /

Texthook and Desk Copy Orders ~APPVOV& Vé/' L

webma eawve Requests:

requesty ~Enter personal and
~View all your prowy requesty
supervised staff's ~View individual

o leawe side-by-side staff leawve histories

Account Settings
W ehmail




¥ Mozilla Firefox

File Edit Wiew Hiskory Bookmarks Tools  Help

=17 %]

'Cm‘:.j_.;:g:j_:dil

http:fimytest, evergreen. edufflex/mytalitime_and_leaved

T o I'|Gu:u:ug|e

| @ htkps: fimy . evergre...alftime_and_leaved | htl:p:,.-",.-"mrtest.e...ime_and_lea\re#ﬁ |

Testing Site for my.evergreen.edu

My Leave Requests

Leave Request

Leave Beginning

Leave Ending

Leave Tupe L

Cormrments / Reazan

Work Area L Admin

Request Made New Reguast

Dther Requests

Mealy, Sarah

Available Leave

Type Balance
Wacation 103 06
Sick Leave 40,00
Camp Time 0,00
Personal Leave Day 0,00
Personal Haliday 0,00

Shared Leave -50.00

Leave Requested

Available
103,06
40,00
0,00
0,00
0,00

-50.00

Balance

horne

How to-Create a Proxy Leave Request

~ Select the Leawve Requesty link

~ Select anv employee by hovering

Transferring data From mykest, evergreen.edu. ..

over the black awvrow



I Mozilla Firefox == x|

File Edit Wiew Hiskory Bookmarks Tools  Help

@ - c B H-_g-u _,;:j; I bkt fimeetest, evergreen. eduffleximytalftime_and_leawved 0 T I'|Gu:u:ug|e y.
| @ https: fimy.evergre. . alftime_and_leaves | htl:p:,.-",.-"mrtest.e...ime_and_lea\re#E | .

Testing Site for my.evergreen.edu home

My Leave Requests

Pending Requests Leave History

Leave Request Sullivan, Scott

Schofner, Heather

Available Leave

Proxy Mode
Gilmore, Eleanor
Leave Beginning - Type Balance Awailal Mealy, Sarah
Leave Ending .ﬂ Sick Leave 115,25 115,
Wacation 85,88 57.88
Leave Tupe -

I, J

Personal Holiday 0,00 0,00

~Once yow've selected,
awvv employee other
thaw yourself; the
form turng green and
s v proxy mode:

~Fill out the form,
review and, subwiit.

Personal Leave Day 0,00 0,00

Comrnents f Reason

Cormp Tirme 0,00

Shared Leave 0.00

Wark Area | Admin

I,
Request Made New Reguast

Dther Requests Leave Requested Balance

~Yow do- not need to-
approve the request
since yow awe the
Transferring data from mytest. evergresn.edu.. WP@V\/ Lsov.




I mMozilla Firefox — & =]

Eile Edit “iew  History  Bookmarks Tools  Help

& -c oo (g [E

htkp: ffmvtest, evergresn, eduflex/mvtalftime_and_leaves P I - | aoogle _;.

| https: fimy  evergre. alftime_and_leave# | http:/ /mytest.e...ime_and_leave# &3 |

Testing Site for my.evergreen.edu

My Leave Requests

Leawe Request Pendi!'lg Requests Leawe History

Schofner, Heather

Wacation Shared Leave Yacaton Sick Leawe Comp Time
Date
Sick Leave Leave W/ O Pay Acc Use Adj Bal AcCc Use Adj Bal Acc Use Bal
Cormp Time CivilfIury Mar 2002 o o o 59.68 o o o 58,75 o o 0,00~
Parsonal Leave Day Bersavernant Apr 2008 8,67 u} u} FE.ES = u} u} FE.TS u} u} 0,00 |
Personal Holiday Military May 2008 S.67 o o 27,0z = o o 24,75 o o 0,00 [ -
mMonth 1 2 3 4 5 6 7 ] 9 10 11| 12 13 14 15| 16 1F 1% 19| 20 21 22 23 24 25| 26 27 28| 29| 30 31
SEP ZOOS =
OCT Zoog
Mo 2008 3 2
L
DEC 2008 e = 5 5 g
Jak 2009
- vI

Transferring data From mytest. evergreen.edu. ..

Click onvthe Leawe History tal-to- see the history for each employee that yow
supervise.

Yow cawv switch to- v different employee by hovering over the black arrow.




Proxy Leave Requesty

Whewn to- do-them/?

Duwring extended absences (move thav 2
days,)

Each day av employee iy irnv Leave Without
Pay stalus

Question: How do- yow know whew aw employee is inv
LWOP status?

Answer: Check their balances invthe Leawve History section
of Leawve Requesty




Select the Leave
Approvals links

pending leave

Yow mayy approve

Per the Collective
Bargaining
Agreement, all
denied requests
nmust include av
comment in the
Supervisor

Commenty sectiovv

How to-Approve [/ Deny Raleas
a Leave Request

Priegsins § Chi L
Yacation Requasted: 10020 202 M
Ermployee Ballay, Seott
FiamyTe | 10/27 B00 &M 10730 4230 PM
UrediBal 24 .1

Fwason Ehowing Sars

Date Uzed  Bal

10727 - Mah & 104,71
A0/ 28 -« Tu G 78.71
10729 - Wad & k1A |
1038 « Thy [ 8. 71

Supaniiicr Cammant |[

Statust Panding approval

., Datails

4

in

Fi]

1d

1%

Fi)

Fon

9

7
5 Balley &

VP Finanice and Adminstratl v

T

pak

id
5 Baday &

Wed

(et 1

29
 Balley &

¥

Thu

13

30
5 Balley &

Ot 2000

14

il

L]

hat

11

%

How 1

|



Questions?




