
Manager View – Home Page

Once you log in you will see:

• A list of  summary reports available 

about your employee’s leaves.

• Your direct reports individual 

records.



Summary Reporting

Once you click on “Summaries” a list of available reports will be provided



Dashboard

• Provides summary of leaves by 

reporting structure in calendar form

• View current entitlement based on 

employee’s leave usage

• Update report filter by status, leave 

continuity, employee, and date range
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Dashboard
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• View the employee(s) out on leave 

for the day by clicking on that date in 

the calendar

• Provides for the day by employee 

the leave continuity, leave status, 

time requested and leave #

• The color of the Employee’s name is 

the same color in the calendar chart



Dashboard
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• Modify the weeks in the absence 

calendar by clicking on “less weeks” 

and/or “more weeks”

• Graphical view from Manager or 

even employee level how much time 

has been requested

• Extended view helps with 

schedule/resource planning



Summary Absence/Leave Dataset
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Summary Absence/Leave Dataset
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Summary Absence/Leave Dataset
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Summary Absence/Leave Dataset
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Summary Absence/Leave Dataset
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Summary Absence/Leave Dataset
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Searching Employee Records

You can use the search bar to 

enter your employee’s name. 

Only employee’s who have 

leaves of absences will be 

available.



Employee’s Leave Record

• Employee can select reports to view 

time out of work by absence claims 

or disability claims 

• Provides pie chart graphs for 

policies available at Federal and 

State Level

• Let’s drill down on absence claims
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Employee Leaves
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• Color coded leave and/or absence status:

• Green approved

• Orange Pending

• Red Denied

• View claim details by clicking on the colored bar for the 

associated leave

• File a new leave on line 

by selecting the “+” sign



Employee Continuous Leave
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• Detailed view of:

• Leave

• Dates Summary

• Dates Detail

• Certifications received

• Get help on regulations by selecting 

“Regulations” for the associated policy 

• Add time to 

the leave 

and/or 

report your 

return to 

work



Employee Intermittent Leave

16The Standard - Finalist Presentation

• Detailed view of intermittent leave.

• Certifications approved frequency and duration

• Absences taken capturing duration

• Absence taken by policy 



Employees can add time to their Leave(s)

17The Standard - Finalist Presentation


