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Introduction -- Background

• System Made Operational July 2013

• Replaced Tandem Mainframe Application 

and Spreadsheets Used For Positive Time 

Reporting
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Introduction -- Functionality

• Employee Work Schedules

• Leave Requests

• Positive Time Reporting - for Overtime 
Eligible Employees

• Leave Donations
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Establishing a Work Schedule
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Employee Leave Balance
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The “More Information”  Tab
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The “More Leave Balances”  Tab
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Requesting Leave
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Types of Leave
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Requesting Sick Leave
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Reasons for Sick Leave
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Requesting FMLA
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Supervisor Approval
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Timesheets
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Timesheet Attestation
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Time Sheet Attestation
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Questions?

• Dan Contris:          360-704-5760

• Binh Vu:                 360-704-5770

• Joan Neff:              360-704-5765

17


