SOAR 8.9 Approving Employee Leave Time
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1. Calendar Year: Select the appropriate year using the |¥| search.
2. Month: If desired, type in the number using the calendar month
system.

3. Click on the %3N | hyutton.

Approve Employees Leave Taken
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value

EmpliD: begins with v

Manager ID:

Calendar Year:| = | |2008 v
Month: begins with v 05 QL
Approved: = v v
Time Entered: | = v v

SESTCN}ZJ Clear | Basic Search Save Search Criteria

4. You will see:
a. Whether or not the manager has approved time for this month.
b. Whether or not the emplovee has entered time for this month.
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EmpliD Month Calendar Yeai

D# 2008 Nao Employee Name

D4 ;ggg E—O Employee Name
2008 Mo Employee Name

ID# 2008 Mo

ID # 2008 Mo Employee Name
2008 Mo

D # 2008 Mo Employee Name

D# 2008 X Employee Name
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5. Click on the link which you wish to approve.

6. To approve this employee’s leave time, click on the “Approved” box.

7. Click on the & save button.

NOTE: Once the manager has saved this approval, the employee will not be able to
make any modifications.

No Leave Taken

Find First E 1-3 of 3 m Last

*From Date: Friday *To Date: Friday *Hours Taken:
*Plan Type: VAC Personal Leave

*From Date: Tuesday *To Date: Friday *Hours Taken:
*Plan Type: SICK Medical Leave

*From Date: Friday *To Date: Friday *Hours Taken:
*Plan Type: VAC Personal Leave

Total Hours Taken this Month

Total Personal (WVAC) Hours: 16
Total Sick {SCK) Hours: 28
Managers Approval Section
6 | [] Approved 302401 Manager, Ida

Process Information
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If the employee needs to make a modification AND the Payroll Office has not run
their leave time process:

1. The manager checks off the “Approved” box.

2. The manager clicks “save” again.

3. The employee makes necessary modifications.

4. The manager re-checks the “Approve” box.

5. The manger clicks “save” again.
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