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My Attendance Activity,
Attendance Group ~ Attendance Code Start Date 4 End Date  Units  Approval Status Comments Action

My Paychecks DO CONFIDENTIAL  Personal 03/08/2022  03/08/2022 0.5000 Approved by the Employee, Awaiting Second Level Approvers Approval & 32 74 X
My Year to Date Totals DO CONFIDENTIAL Sick 03/16/2022  03/16/2022 0.2500 Approved by the Employee, Awaiting Second Level Approvers Approval & j j x
My W-2s 1-2 of 2 First | Previous | Next | Last

o= 03/04/2022 12:02 PM
Click “Add Leave Request”

Attendance Grcup:‘ DO CONFIDENTIAL 01/18/2022 - No End Date (01) v‘

Attendance Code: ‘ Jury Duty v‘

Available Balance: 0.0000
Earned Balance:  0.0000

Requested: 0.0000

Taken: 0.0000

Requested Dates PN 85
Before submitting your request, ensure that the days you intend to request are listed here. 1-1 of 1 First | Previous | Next | Last

Action

Date &~ Units Attendance Code

1-1 of 1 First | Previous | Next | Last

Choose the Attendance Code from the drop down menu (sick, family emergency, personal, etc.), then enter
the start date & units per day. Must be in quarter day increments (1, .75, .5, .25).

Employee Comments:

4

Leave requests are sent to your immediate supervisor and will be acted upen based on the rules of your contract. If a leave request is fully approved, disapproved or cancelled you will receive an email cenfirmation.

%

Employee's required to submit a reason for absence should insert it in the Employee Comment Section.

Submit {§ Cancel

Enter any employee comments if you wish & click “Submit”



http://www.wincapweb.com/

