(N
" E LPSI DE Approve and Remove Time Off

Approve Time Off

Time Off Requests cannot be modified once a pay period has been finalized. Please contact your Payroll
Specialist for any needed changes once a payroll has been finalized.

When employees request time off, you will receive an email notification that looks like the image
below:

Time Off Request submitted for David Ortiz

- 3 Reply %y Reply All » Forward
o TimeWorksPlus <no-reply@payrollsenvers.us> - -y o

)1t there are probiems with how this message s displayed, click here to view 1t in a web browser.
Click here to downlos +1p peotect your privacy, Outiook prevented sutomatic dewnlaad of some pictuses in this message

A Time Off Request for PTO time off has been submitted from David Ortiz
Please click on the link, legin and go to the Time Off Requests page to
approve, reject or change (conditionally approve) this panding request

(https: ipayrollsarvers us/pg)

Day(s}/ Time(s) Requested
Day: Friday, August §, 2021 / Hour(s): 8

Employse Comments: Employee Comments: Starting the weekend early

Request generated from
Time and Attendance Employee Sell Service Poral or Mobile Application

NOTE: Do not reply to this email, it is an automaled message.

Login to Helpside Tools at tools.helpside.com

Under Quick Links, click on Timeclock

Quick Links

Benefit Information & Forms

Document Center

Find a Provider
Talent LMS

Timeclock
Wages on Demand (ZayZoon),




(N
" E LPSI DE Approve and Remove Time Off

Click on Go Back to Manager

Dashbeard

1 0:04am MESSAGES

Step 1. Click on Time Off Requests.
Step 2: Click on Pending.

Step 3: Click on the request you want to review.
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Approve and Remove Time Off

Step 4: Enter any comments, the chose one of the following:

e To Accept the time off with no changes, click the green checkmark.
' 5
» Pending (2)

» 6/30/2021 Rodgers, Aaron Tuesday, July 20, 2021 PENDING x ' |
(3 7192021 Ortiz David Friday, August 6, 2021 PENDING 3§ & |
- <

On 71972021 David Ortiz requested the following days off using | PTO w | time: Friday,
August &, 2021

This equates to:

Friday [8

Total &

Employee Comments: Starting the weekend early

p Supervisor Comments: [Enjoy your weekend

xvO

e

v

e To Reject the time off without any changes, click the red “X".
» Pending (2)
| » 6&302021 Rodgers, Asron  Tuesday. July 20, 2021 PENDING & &
. ey
[ » 7192021 Ortiz, David Friday, August 6, 2021 PENDING $§ o |
¢ £
On 71192021 David Ortiz requested the following days off using | PTO v |time: Friday,
August 6, 2021
This equates to
Friday |8
Total 8
Employee Comments: Starting the weekend early
P Supervisor Comments u nfortunately, too many have requested this day off ] ox Y '.
-
Ho '
°

To Conditionally Approve the time off request with changes, make any changes to the type
and/or hours, then click the green check mark. (The employee will need to accept the changes
in their Timeclock. They can login by going to tools.helpside.com > External Tools > Timeclock.)
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-
» Pending (2)

~
[ » 8302021 Rodgers, Aaron  Tuesday, July 20, 2021 PENDING x v‘ |

A

™y
» TN92021 Ortiz, David Friday, August 6, 2021 PENDING x v”)
<

Y

On 711972021 David Ortiz requested the following days off using | Unpaid Time Off | time: Friday, August
6, 2021

This equates to;
Friday |3 o

Total 3

Employee Comments: Starting the weekend early

eﬂupewisﬁr Comments i_'l’ou are out of PTO. You can leave early by using Unpaid Time x ¢°

he A

Once the hours are approved, they are added to the employees’ timecard.

Time Card - David Ortiz (7]
Ortiz, David
Code: 1 8/1/2021 thru 81472021
# Dept: 13
~, Location: 1b
< Previous Pay Period | Next Pay Period > Pay Period Finder: |
Time Card Options ¥ Show Mobile Punches
Date Edit In In Type Out Out Type Deducted Time Category Hours Amount
Sun
&N —_—
s (B : : - - ; = | -
Mon
ar2 —
> Add| - “ = = =
Tue
&3
p (Add - - - - -
Wed
/4
> (g : - : : : o
Thu
&5 —
’ [Add) - ; : : : = | s
Fri 8/6
& [Modify|[Add - - - FTO 800
Sat
B —_—
s (B - - - o




HELPSIDE

Remove/Modify Time Off
Step 1: Click on Time Off Requests.

Step 2: Click Approved.

Approve and Remove Time Off

Step 3: Click on the request you want to remove/modify.

Online Timekeeping < Time Off Requests
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Step 4: Complete one of the following:

e To Remove without changes, enter a comment and click the red “X".

-~

» Approved (1)

=

(: 7/19/2021 Orliz, David Friday, August 6, 2021

APPROVED e]

This equates to

Friday 2

Total 2

Employee Commants: Starting the weakend early

Employee Comments: Accepted

On 7/19/2021 David Ortiz requested the following days off using PTO time: Friday, August 6, 2021

Supervisor Comments: Tiffany Bundy wrote: Due to heavy processing loads, time off is not available until 3pm

§ )
eSupemsur Comments: |2 teammates are out sick. Unfortunately we need you to work_ | ex g,/'
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back to Pending.

Approve and Remove Time Off

To Conditionally Approve with changes, click on the unapproved arrow. The request will move

-
» Approved (1)

=

(? 71972021 Ortiz, David Friday, August 6, 2021

APPROVED J§ ej

This equates to:

Friday 2

Total 2

Employee Comments: Starting the weekend early

Employee Comments: Accepted

On 711972021 David Ortiz requested the following days off using PTO time: Friday, August 6, 2021

Supervisor Comments: Tiffany Bundy wrote: Due to heavy procassing leads, time off is not available entil 3pm

' .
| Supervisor Comments: |

% CO

'\

Click on Pending.

Make any changes to the type.
Make any changes to the hours.
Add a comment.

Click the green check mark.

o O O O O

./.
» Pending (2) @

[ » 302021

p

Rodgers. Aaron  Tuesday. July 20, 2021

PENDING $¢ o |
A

6, 711912021 Ortiz. David Friday, August 6, 2021

PENDING $¢ o |
/

On 711972021 David Ortiz requested the following days off using | Unpaid Time OFf
August 6, 2021

This aquates to

Friday (2 o

Total 2

Employes Comments: Starting the weekend early

Supervisor Comments: Tiffany Bundy wrate: Due to heavy processing loads. time off is
Employee Comments: Accepled

Supervisor Comments: Unapproved by Tiffany Bundy

~ |time: Friday,

net avallable untl Ipm

psupemsm Commaents: [You aré sut of PTO. You will need 19 lake time of as unpaid

xv®

The employee will need to accept the changes in their Timeclock. They can login by going to

tools.helpside.com > Quick Links > Timeclock.



