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Time Off Requests

[Employee _________[Days __________________[Total Hours ___JAbsence Polic Available |Approve ___[Deny ]

Fifteen, Employee 8/23/2011 - 8/23/2011 8.00 Jury Duty N/A

[______[Employee ____________________________________JHous ___________JPayCode _______________|

Fifteen, Employee 108.00
V] y

The My Screen page is used by all users in the TimeForce Il system. This page is a resource that shows data
from different sections of the TimeForce Il system and displays it all in one screen. The available options are:

Option Name Option Details

Time Off Requests Displays all time off requests and shows current approval status.

Hours Summary Displays information about the worked hours on the time card.

| |
| |
Unapproved Errors | Displays information about time card errors. |
| |
| |

Calendar Displays information about schedule and days off.

Calculator Used to convert hours from Decimal Hours to Hours and Minutes format and vice
versa.

Approaching Threshold Displays all employees that have more worked hours than the specified number
in the time frame.

Upcoming Events Displays information about upcoming events: Birthdays, Incident Follow-up,
Scheduled Review, and Certification Expiration.

Shift Swap Request Displays information about any shift swap requests and the current approval

Approval status.




Approving Time Off Requests

Time CARD My SCREEN REPORTS EMPLOYEE SCHEDULE

=> Time Off Requesis

Criteria « «(<J sunday 10/9/2011 .>) >

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Start Date  10/272011 Oct 9 Oct 10 Oct 11 Oct 12 Oct13 oct 14 oct15
Department No Department —

[Tlinclude Sub Departments

Display
octi6 octi7 octie oct 9 et 20 Oct21 et 22
Request Time Off ‘
Edit/ Viow ‘ oct23 oct24 oct25 oct26 oot 27 Oct 28 oct29

Approved
Holiday
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The Time off Requests page is used to submit a request for time off to a supervisor electronically. Once the
request has been sent, the employee can view the current status from here as the request will display on the
calendar and will be color coded according to its current approval status.

To view the details of time off request, click on the request on the calendar (shown as the absence request in
| blue on October 12™) with your mouse.

' 2| Work Area
Time Off Request | Deny_
Employee Doe, John Absence Policy |Jury Duty =]
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e - Notes
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To approve or deny the absence request, click on the | Aoprove ]or | Denv | button. To leave the absence
request as pending, click on the h






