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Leave Management

s your business managing employee
time off requests fairly, accurately, and
efficiently?

The Attendance Enterprise Leave Management module automates employee time off requests,
eliminating paperwork while improving the communication of essential information to both the
manager and the employee. Enhanced communication means improved employee relations.
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Leave Management helps to maintain coverage and
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Easy for Employees

Employee Self Service lets employees check their balances
and see if co-workers are already taking time off.

Supervisors see the number of leave requests

to be reviewed in their calendar dashboard. To make a leave re quest:
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b quick selections. They can even include a note to their
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el T Vacmon

et the e of pawiona bres e

« Employees see the status of their leave requests in
Employee Self Service.
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Employees request leave online using
Employee Self Service (ESS). They can check
benefit balances and add a note about the
leave request.

INFOTRONICS.

Employee Attendance Systems
www.infotronics.com



ar
enterprise

| Employee | asen, Craretew o o | )Rt b Lt
Options Time 0ff Request 5u Mo Tu We Th Fr Sa
Approve 2 SeonTheven R o 0
—"-—--'I Alien, Christing A A ST et b
Dany U 14 5 7
Requeas! 800 Howrs on 2161 1. Using Vacalion 30 303 3 38 0 N
Change. | 7o oow doy of ol
Vacation sz G
Current Busscs Aperoed 00
00-00 Deest =m
3 o T Fe-15 11 Scbmtied 00
™ T T
Allen, Chrntme &
Stant End  Anmenmnit
4ty 18 T
Workgroup Statistics
Sehedules Hours.
rizrmal (L
atmest !
Ao Regquesting Time
off.,
Lmpiayes Type
in, jare Subraiea

Supervisors review leave requests and handle them
efficiently with the click of a mouse button.
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Employees are sent an email confirmation when the leave
request is granted or denied.

Communication is Key

The Leave Management module provides dashboard and
email communication throughout the leave request and
approval process.

+ Employees can check whether co-workers are scheduled
off before they request leave in Employee Self Service.

« Employees click a button to make a leave request and can
include a note to the supervisor.

« Supervisors get dashboard and email notification of leave
requests.

« Supervisors see leave balances and department coverage
information when evaluating leave requests.

+ Supervisors click a button to approve, deny, or change the
leave request and can include a note to the employee.

- Employees get notification of request approval, denial, or
changes through email and Employee Self Service.

+ Approved leave is added to the employee’s schedule.

Eliminate paperwork
Improve communication

Enhance employee-management
relations
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