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| Overview

The Leave folder provides access to view and make leave bookings, view

leave balances and view your leave history.

To access your leave information login to StaffOnline and open the Leave

folder.
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| Notes

Future Leave requests can be submitted even if you don’t currently
have enough leave accrued to cover the request. The system will
calculate the entitlements as at the end of the period you have
requested and process the application accordingly.

To assist you in making future leave requests use the Leave Balances
screen which will allow you to calculate future leave balances.

Leave balances as displayed in the Leave Requests page are
calculated by the system nightly. Submitting a leave application will not
affect your leave balance until:

1. Itis approved,

2. and the nightly balance update process runs.

Part Day Leave MUST be booked in decimal time — PMD takes no
responsibility for errors made by users booking incorrect times.

Part Day Leave bookings will be monitored and audited regularly to
ensure bookings are being made correctly. Where necessary PMD will
make adjustments to bookings where the time has been over or under
booked.

Leave submissions are automatically forwarded up the Alesco position
hierarchy for approval. That is, your manager will receive an email
indicating they have a leave submission to process.

When your application is actioned (approved/rejected), you will receive
an email from the system advising you that an action has occurred.
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] Leave Requests

From this screen you have the option to make a whole day leave booking or a
Part Day Leave booking by clicking on either of the two links provided. You
can also view your current leave balances view any pending requests and any
approved future leave bookings.

To view the Leave Requests screen, click on Leave from the main menu to
open the folder and then click on Leave Requests.

The Leave Requests screen is broken into 3 main areas.

1. The top of the screen displays pending leave requests - that is leave
requests that have not yet been actioned.

2. Under the Leave Balances heading you will see your current leave
balances.

3. Future Leave Bookings show all leave that is for future dates.
Leave Request
AR Sonar s o TAPRAT AR T e =

Record 1 of 1

Whole Day Leave Baoking | Part Day Leave Booking

Leave Balances

Leave Type Calculation Date Next Accrual Date Actual Balance Pro-rata Balance Unit

Annual Rec Leave | 26-MAR-2007 17-APR-2007 7137 7.137|Days
Lang Semice Leave, 26-MAR-2007 17-MAR-2008 a 27 247 \Calendar days
FPaid Sick Leave 26-MAR-2007 17-MAR-2008 20773 20.773|Days
Sick leave halfpay | 26-MAR-2007 17-MAR-2008 30 30|Days

Records 1to 4 of 4

Future Leave Bookings

Start Date EndDate Leave Code Amount Unit |Medical Cert Adv Pay Salary % |Booking ID|/Comment Leave Reason
05-NOV-2007 |07-NOV-2007 ARL - Annual Rec Leave 3.00Days 85563 |Melbourne Cup.

Record 1 of 1

This page was produced March 27, 2007 10147 am by program WK415 (revision 1 7) R ——
Copyright @ Talert2 Wrks Pty Ltd, (ACN 010 602 832) Lon of Pade

Liser Pr

This screen is essentially a view screen only. Pending leave bookings can be
deleted from the Pending Transactions page. Leave balances can be
checked from the Leave Balances page.

To delete or change a future leave booking you must complete a paper leave
form with the amended box checked. This must go through the normal
approval process for paper forms.

To book leave please view the ‘How to Book Leave’ help documentation.
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Part-Time employees need to view the Fractional Leave Calculator help
documentation as the standard Leave Balances view in StaffOnline only
shows the Full-Time Equivalent (FTE) leave balance.

Leave Balances \

1. To look up your leave balances, select Leave Balances from the
Leave Folder. This screen displays your leave balances as of today.
Actual Balance:  The amount of leave you have available to take.
Pro-rata Balance: This leave is not available to take until you have

accrued a certain amount, at which point the leave
will show in the Actual Balance field (only used for
Long Service Leave).

Fractional Leave Calculstor  Help - Fractional Leave Calculator

Leave Balances

Enquiry Date I vl Calculate Balances

Leave Type Calculation Date Next Accrual Date Actual Balance |Pro-rata Balance Unit

Annual Rec Leave | 25-mMAR-2007 17-APR-2007 T13r 7137 Days

Long Serice Leave| 28-MAR-2007 17-MAR-2008 0 27227 Calendar days

Faid Sick Leawe 28-maR-2007 17-MAR-2008 20773 20773 Days

Sick leave half pay | 28-MAR-2007 17-mAR-2008 an A0 Days

Fecords 1to4 of 4

2. If you wish to view your leave balances as at a future date, click on the
calendar icon to open the calendar and select a date or type the date
into the field.

Fractional Leswve Caloulstor  Help - Fractionsl Leave Calculstor
Leave Balances
Enquiry Date |21-NDU-EEIIZI? v| Calculate Balances |
& November 2007 % .
al Date (Actual Balance |Pro-rata Balance Unit
7137 7137 Days
0 27.222|Calendar days
20773 20,773 |Days
an a0|Days
Records 110 4
Thizs page was ogram W40 (revision 1.12)
Copyright @ Tal
Version 10.0 Page 4 of 8 July 2007




. StaffOnline User Guide
& Charles Darwin

UNIVERSITY
Australia Leave

3. Click on Calculate Balances to view your leave at the selected date.

Fractional Leave Calculstar  Hels - Fractional Leave Calculstar

Leave Balances

Enquiry Date | v| Calculate Balances

Balances at enguiry date 21-NOV-2007

Leave Type Calculation Date Next Accrual Date Actual Balance |Pro-rata Balance Unit

Annual Rec Leave | 21-MOW-2007 17-DEC-2007 T 13T AT 137 | Days

Lang Service Leave| 21-BOV-2007 17-MAR-Z008 0 33164 |Calendar days
Faid Sick Leave 21-MOv-2007 17-MAR-2008 20,773 20773 Days

Sick leawe half pay | 21-MOV-2007 17-MAR-2008 a0 30 Days

Records 1104 of 4
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The Leave History screen allows you to view past leave bookings by date or

leave type (or both).

1. Select Leave History from the Leave folder. A selection screen will be

displayed.

Leave History

Enter query criteria

StartDate |14 JUN-2007 | [Ej¥]to [27-JUN-2007

Leave Code | [v]

Description |

2. To view leave all leave bookings by DATE restriction only, enter start
and end dates for your query by either using the drop down calendars
or type in the dates. To view all bookings leave the date fields blank.

Click Find.

Leave History
Enter query criteria

StartDate 14-Jun-2006  |[Ee|to |27-Jun-2007 | [EE+]

Leave Code | € October 2007
Description |

3

Thiz page was produced July 16, 2007 0937

Copyright @ Talent2 Works Pty Ltd. (ACHN 010

Today : 16 July 2007

Uzer Preferences

NOTE: Dates MUST be entered in the following format: dd-MMM-yyyy.
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You will see your leave in date order with the future or most recent
leave at the top. This screen will display 10 rows of leave, to view the
next page click on the Next button.

Leave History

Start Date EndDate  |Leave Code Amount |Unit Hedical L S""""Y Booking Comment e
Cert Pay % 1] Reason
05-MOV-2007 | 07-MOW-2007 |ARL - Annual Rec 3.00(Days |M M 93243
Leave
01-0CT-2007 |07-0CT-2007 |ARL - Annual Rec 5.00 | Days 93654
Leave
16-JUL-2007 | 17-JUL-2007 [ARL - Annual Rec 2.00 | Days 93674
Leave
04-JUL-2007 | 10-JUL-2007 |ARL - Annual Rec 500 Days [N M 93242
Leave
15-MAY-2007 | 15-MAY-2007 | SLFF - Paid Sick 3.35 |Hours [ 93657
Leave
23-APR-2007 | 23-APR-2007 |ARL - Annual Rec 4.35 | Hours 91866 |Have an appaintment
Leave
22-MAR-2007 [ 22-MAR-2007 |ARL - Annual Rec 4.35 | Hours 90825 |Dentist app and carto be
Leave looked at
19-FEB-2007 | 20-FEB-2007 | SLFF - Paid Sick 2.00|Days [Y 90161
Leave
21-DEC-2006 | 05-JAN-2007 |ARL - Annual Rec 9.00 | Days TEETY
Leave
05-DEC-2006 | 20-DEC- 2006 | ARL - Annual Rec 12.00 | Days 85317
Leave

Records 1to 100718

3. To view all leave booking by LEAVE CODE only, clear the date fields
and click on the drop down button next to the Leave Code field. Select
the Leave Code for the bookings you wish to view and click Find.

Start Date

Leave Code

Leave History

Enter query criteria

E

Description

Thiz page was
Copryright @ Talg

zer Preferency

Annual Rec Leave

Annual Rec Leave for Academics
Family Leawve

Jury Service

Leawe Without Pay

Long Sery Lv Other

Long Service Leawve

baternity leawe (mandatory period)
MTRC Recleave (Al Awards)
Faid Sick Leawve

oick Leave ‘Without Pay

oick leave half pay

oick leave without pay

410 (revizion 1.17)
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You will see your leave in date order with the future or most recent
leave at the top. This screen will display 10 rows of leave, to view the
next page click on the Next button.

Leave History
Start Date End Date |Leave Code Amount |Unit iesical o 5“'““_‘ Booking Comment o
Cert Pay % (1] Reason
20-DEC-2007 | 04-JAN-2008 |ARL - Annual Rec 9.00 | Days 93049 Christmas shut down leave
Leave
17-DEC-2007 | 19-DEC-2007 | ARL - Annual Rec 3.00|Days 93041 | Flying to Perth for christmas
Leave
05-MOW-2007 | 07-NOW-2007 |ARL - Annual Rec 3.00|Days [N M 33243
Leave
01-0CT-2007 | 07-0CT-2007 |ARL - Annual Rec 5.00|Days 33654
Leave
1E-JUL-2007 | 17-JUL-2007 |ARL - Anhual Rec 2.00|Days G3674
Leave
04-JUL-2007 | 10-JUL-2007 |ARL - Annual Rec 5.00|Days |M I §3242
Leave
23-APR-Z007 | 23-APR-2007 |ARL - Annual Rec 4,35 |Hours 91866 | Have an appointment
Leave
22-MAR-2007 | 22-MAR-2007 [ARL - Annual Rec 438 |Hours G09245
Leave
21-DEC-2008 | 05-JAMN-2007 [ARL - Annual Rec 9.00 | Days 78879
Leave
05-DEC-2006| 20-DEC-2006 [ARL - Annual Rec 12.00|Days B5317
Leave
Records 110 10 of 33
4. You can use the date and Leave Code fields in what ever combination

suits your requirements for the current query. Only Approved leave
bookings are visible. Bookings awaiting actioning, (visible through
Pending Transactions or in Leave Requests as Pending), are not
visible in the Leave History screens.
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