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How to view employee’s leave

Essential Tasks:

1. | Go to sask.staffscheduling.ca and enter your employee number and password. Ensure you are

Manager

9 JANE DOE (1234567) ¥

My Account

Manager Home

Switch Profile
Scheduler

Employee

using your manager profile at the top right of the screen:

2. | Goto “Search” and “Absence Requests”:

My Departments

Employees

Absence Requests



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

Enter the information about the employee and then click “Search”:

Search Absence Requests

Request ID
Employee
Facility
w
Department
Select A Facilit ~
Occupation
Select A Der v
Type
~

Meeds

Requested Date

This page will show you a list of requests, click “View” to the right of a request to see more
information:

Request Employee Requested Dates Type Status Submitted
ID
24 May 29, 2023 Vacation Paid Denied May 31, 2023
User name 10:05 CST
26 hidden May 30 - May 31, Immediate - Sick Paid (less than Approved by May 31, 2023
2023 (2 shifts) 48 hours) Scheduling 10:06 CST

The following information provides additional information about the request, including
information about shift details and request modification.

Employee Absence Type Submitted At Status Last Updated
. Vacation Paid May 31, 2023, 10:05 CST Denied May 31, 2023, 11:54 CST
User name hidden
m Please indicate coverag:

Shift Details

Date Requested Time Shift Time Hours Time Class lcon  Facility Department Occupation Union

May 29th 08:00 - 16:00 CST 0B:00 - 16:00 CST 75 Day g Saskatoon - NAW STRATEGIC SCHEDULING [MANAGER(0OS)} 00s @
Comments

Date User Profile Comment

No comments

History

Date User Previous State Action New State Absence Type

May 31,2023, 11:54 CST User name hidden Needs Department Approval Department Deny Denied Vacation Paid




