Quick User Guide: APPROVER — FMLA Leave in TimeClock Plus

Enter Employee Time Off Request.
Select “Tools” > Select “Request Manager” —»

e C(lick +Add button
0 Use template (on the left) or manually enter:
= Select Employee
= Enter Date, Start Time, Hours, Days
=  Select Leave code = FMLA Case
e Select FMLA Case

If you are also able to approve time

]

(on behalf of the supervisor) > Click
M Approve request

O Save

Add Employee Request ? Feedback
Templates Employes  SAM SAMPLE [1234] ‘
Daterequested | 1/6/2020
<< MOME >>
Starttime | 08:00 AM E
FULL DAY
Hours | 8:00
FUMNERAL FULL DAY
FUNERAL HALF DAY Days |1 .
HALF DAY ‘ FMLA Case |~ 104 - 01/01/2020 Emplo, ‘
Description
=
D Send user notification
Accruals Cancel Save

Approved requests will appear as “green” —> Pending requests will appear as “blue” until approved (by supervisor)

Approve Employee Time Off Request.
Select “Tools” > Select “Request Manager” —»

e Locate “blue” Pending Request
0 Right-click on request

[ ]

= Select Approve Request Level 1 (from the list)
e Request will change to ‘green’ (approved)

Status
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Requests per calendar day| 10 Apply
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Pending (1)
SAM SAMPLE

08:00 AM 8:00
104 - 01/01/2020 Employee (self)
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Approved (1)
SAM SAMPLE
08:00 AM 8:00

104 - 01/01/2020 Employee (self)
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