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Work Standard Summary: If an employee calls to say they are 
having difficulties for leaves online, we can apply for on their 
behalf. 
 

Essential Tasks: 
 

1. Go to sask.staffscheduling.ca and enter your employee number and password. Ensure you are 
using your manager profile at the top right of the screen: 

 
 

2. Go to “Search” and “Employees”: 

 
 

http://www.sask.staffscheduling.ca/


3. Enter the information about the staff member (typically last name) and then click “Search”: 

 
 

4. Find the employee you are looking for, and select the “Calendar” icon beside their 
name:

 
 

5. Choose “Request Absence” to the right of the shift the employee would like to book off (only 
select one date): 

 
 



6. Enter the First and Last Shift Date and click “Search”. Select the shift employee wants the leave 
for and click “Select Partial Shifts”: 

 
 

7. If you only want to request part of your shift, select the appropriate drop down and enter the 
time. Click “Select Absence Type” to proceed: 

 
 

8. This next page shows available banks ours the employee has left to use. Select a Reason of 
Absence for the leave from the drop down menu. Use the comment box (optional) to provide 
additional information and click “Review”: 

 
 



9. Review the request with the employee. If they change their mind, you may click “Discard 
Request” to cancel a request. When you are finished, you must click “Submit ” to proceed: 

 
 

10. Ensure you receive this message for successful submission: 

 
 

 


