(N
" E LPSI DE Request and Remove Time Off

Time off requests cannot be modified once a pay period has been finalized. Please contact your

supervisor with any changes needed once a payroll had been finalized.

Login to Helpside Tools at tools.helpside.com ] ]
Quick Links

Under Quick Links, click on Timeclock Benefit Information & Forms
Document Center

Find a Provider

Talent LMS
‘ Timeclock
Wages on Demand (ZayZoon),

Request Time Off
Step 1. Click on Time Off.

Step 2: Click Request Time Off.
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Step 3: Select Date(s).

Step 4: Select Time Off Type.
Step 5: Select Hours Per Day.
Step 6: Enter a comment.

Step 7: Click Request Time Off.

You will receive an email notification
like the one below (see Setting Up
Email Notifications below) when your
time off has been approved, requested,
or conditionally approved. You cannot
modify time off one approved. If
changes need to be made, you will
need to withdraw the request (see
Remove Time Off below) and submit a
new request.

Request and Remove Time Off

Time Off Request

Ie Aug 6, 2021

PTO :

Exil hiowts maneally [enter times

Total requested time off: 8 hours

GStamng the weekend early

! REQUEST TIME QFF

Time OFf Reguest Approved

Wi sugsbenviser i A00Icwed youl niduass] lod P TO Dma ofl or Fridiay,
Augual §, 2021 (8 Hours) Tha datnds regardeg tha changs ang incudad
Earbor

O Monday, July 19, 2021 S50 AM

Changs Doladk Request State changed from “Panding”™ 1o “Approved™
Commants Supsnidsr Commants: Approwed by
comment provided

and B

¥ i e el diqueinSE s Dl O G Iy wOmnf Suppad i arerrisde bisky
Mot Do nol reply 1o this email, f is an aulemated message. |1 you haw any
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Conditionally Approved

The below shows an example of a supervisor conditionally approving time off:

Time Off Request Changes Made

(0 P

Wils Suparviscs has appeovisd your foquest ke PTO limss off walh th Rolkowing
changas

Onginal Reguest Friday, August &, 2021 (B Hours)

ipproad Tima: Friday, Auguest 6, 2021 (2 Hours)

Changed On Monday, July 19, 2021 615 AM

Chignged By

Changa Delnds: Request State changed from “Pending™ o
~ApprovesConditienally”

Commants Supsrvisor Commanis: wrobe; Dus 1o haxvy
processing loads, tinse off is not availabe unkl Jpm

Flaiss Accepd of Rigect the propassd changas By Thursday, August 5, 2021

B0 Ersure Bhal Ty and talkeciod i the Aproprahe pay panod
1 you did ol requeest this tene off, talk 10 your Supeniser mmmodalely
Moo Do nol rephy o B amal, § 5 an aulcmaled moassage, T you s oy

quashions, ploass talk 10 your SUpenisor

Step 1: Click on Time Off, Modified Requests (Action Required).

Step 2: Click on View Changes.
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Step 3: Review the manager modifications.

Step 4: Click Withdraw or Accept.

Modified time off request

Original time off requested:

]

Total requested time off: & hours

ehﬂanager modifications:

Z

Total modified time off: 2 hours

4 ACCEPT

RemevnaTime o FeE S =] el

Step 1: Click on Time Off.

Step 2: Click the Approved Time Off
drop-down. PTO

Step 3: Click Withdraw.

~ Approved Time Off ] (]
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Setting Up Email Notifications
Step 1: Click on the Initials icon.

Step 2: Select Profile.

Personal Information o

Step 3: Enter your email address then re-enter for verification.
Step 4: Toggle Email Notifications to On.

Step 5: Click Update Info.

Account Information

dortiz]
Settings

Connect a Supervisor/Client Login

4 UPDATE INFO




