|}

TheStandard’
MANAGER PORTAL TUTORIAL
]

Portal overview

As you log in, you will see your own information, a section called “Summaries” and your direct employees.
You can search for an specific employee with the search function.*
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*If an employee is not found using the search function, they
have not filed a leave or disability claim.

Summaries

The summary tab is the reporting tab. There are
three areas in the summary tab: Dashboard,
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schedule for any of your employees who have Apr2016

filed for leave. This view can help you plan e e

ahead for scheduling time off. It also gives a week1s [
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summarized version of the larger dataset.
This can be filtered, is searchable and you can L Dashboard view
download to Excel.

Detailed of Absence/Leave Dataset - the larger dataset. It is searchable and can be filtered and downloaded.
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And many more!

Employee overview
If you click on an employee’s name, the system will bring you to a summary of the employee’s leave and disa-

bility claims. You will be able to quickly identify what types of leave the employee has available and how
much they have used of each leave type with

- . detailed pie charts.

Disabeey Clams

Absence Time Summary You can drill down further into specifics by
mm— . ‘: clicking the absence tab.
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‘ - * Regulations associated with that particular
e e p— leave statute can be read by clicking the reg-

a.. - ulations hyperlink.

Absence tab

As you go into the absence tab, you will see every

NEW ABSENCE CLAIM
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An employee or you can submit a new absence
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twice every week for 8 hours.

The bars are color coded so you can easily tell what
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