Employee Leave
YOSS Platform

Access the Leave Module

1. Click on the [Leave] module icon. You can click the Leave module icon on the Tools Dashboard or the Favorite
dashboard (if you have previously selected the Leave module as a Favorite).
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Leave Dashboard Overview

Dashboard

Start a New Request for Leave

View your Historical Leave Requests

Review and Approve Requests (if you are an approver.)

oO0m»

LEAVE

LEAVE DASHBOARD

Dashboard

Subrnit Mew Reguest Leave Policy

loJo] >

View Historical Requests Select Leave Policy

v

Review and Approve Requests

(o)

Days Taken [ D=ys Scheduled

©

Check your balance per Leave
Policy (a.k.a. Leave Type, Ex. Sick,
Personal, Vacation)

D=ys Remaining

0 Days Taken
0 Days Scheduled

0 Days Remnaining

Request Time Off

[ Any upcoming Leave?

A There ara no upcoming lagve request!

Justin is a 180-day employee.

Thus, he can see his schedule ORGANIZATION CALENDAR
"non-workdays" in the
ORGANIZATIONAL
CALENDAR Event Name Start Date End Date Start Time End Time
180 (B)-May Nor-Werkdays 09232025 05f30/2025 1200 AM 158 Ph
180 (B)-Spring Holiday 03/28/2025 nafoaf2025 12:00 AM 158 P
180 (B)-March Student Holiday 03/13/2025 03/14/2025 12:00 AM 1E59 PM
180 (B)-President’s Day 0217 /2025 oz2f1zf2025 12:00 AM 159 Ph
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Check Your Leave Balance

1. Click on the “—Select Leave Policy—" drop down menu.
2. Click on the Leave Type (Policy).

Leave Policy

Salect Laava Policy

--Balect Leave Policy--
Sick Leave-SELF [A1-11)

sz bl il Professional Leave (AS-61)

stafl Development (AG-82)
Leave Policy Jury {a2-23)
Military (A2-21)
Sick-Family (A1-12)
Parsanal (A1-13)
Days Taken M Days Scheduled FMLA Sick Laave (A1-14) Ib
Days Remaining FRLA Parental [A2-23)
LWOP-Sick (A3-31)
LWOP-Parsonal (A3-32)
LWOoP-FrLA (A3-33)

Select Laave Policy

Days Taken
= 0 Days Scheduled

Days Remaining

LEAVE DASHEOARD

Leave Policy

Sick Leonsa-SELF (Al-11)

Days Taken [ Days Scheduled

Days Remaining
0.00 Days Taken
= 000 DaysScheduled
1625 Days Rermainin
Days
available!
NOTE: Days Remaining is your available balance and will include and Days Taken.
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Submit a Leave Request

1. Click on either the “Submit New Request” or the [Request Time Off] button.

LEAVE

Dashboard LEnz e L

Submit New Request

Leave Policy

View Historical Requests

AL

Select Leave Policy

Review and Approve Requeli

(0)

Days Taken M Cays Scheduled

Ciays Remaining

Days Taken
Days Scheduled

0
o Click on either option! -

Days Remaining

‘ Request Time Off '

2. Select the Leave Form applicable to the Type of Leave you plan to request.

Salact Form Type
Leave Raguest (NOT Proflessional/Stall Developrment)
Professional/Stalf Development Leave Reqgueast

3. Select the appropriate form.
4. Select the type of Leave you need. (Options differ per form!)
5. Select the Leave Type.
Leave Request Professional/Staff Development
(NOT Professional/Staff Development) Leave Request

Select Leave Type

Sick-Employes Sick SELF (a1-11)
Sick-Farmily (A1-12)
perzonal {A1-13) staff Development (AG-G2)

Professional Leave (AG-61)

FMLA Sick Leave (A1-14)

Military (A2-21)

Jury (A2-22)

FMLA Parental (A2-23)

LWOP Personal (A3-32)

LWOP FMLA (A3-33)

vacation [(A5-51)

vacalion Superintendent (AS-51)
LWOP Sick {A3-31)
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GETTING STARTED

Date: 06/21/2024  Leave #: Leave Form Leave Type

Salect Form Type

Salect Leavea T‘_,-';.‘JE
sick-Employea Sick SELF (A1-11)
Sick-Farmily (A1-12)
Parsonal (A1-13)
FRALA Sick Laave (A1-14)

Militesry (A2-21)

Jury (AZ-22)

FRLA Parental (A2-23)

LWOP Personal (A3-32)

LWOP FraLA (A3-33)

vocation (A5-51)

vocation Suparintendent (AS5-51)
LWOP Sick (A3-31)

Salect Form Type .
Leave Request (MOT Prr:rr'as.'_-‘.ir:rru:ilfsti[f Daveloprriant)

Professional {Stall Developrment Leale Request

6. Complete the Request Form.
a. Review your available balance.

TIME OFF PACKAGE INFORMATION

Leave Policy

sick Leove-SELF (Al-11)

DCays Taken M Days Scheduled
Ci=ys Remaining

000 Days Taken
= 0.00 DaysScheduled
1625 Days Rermaining
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b. Select YOUR Location

EMPLOYEE INFORMATION

First Name Middle Mame Last Name
JUSTIN DAMIEL CASE

Employea ID school/Location Position Typea
0989 JR. Trippe Middle H

Funding Source

c. Enter LEAVE INFORMATION

LEAVE INFORMATION

Schedule Typa Leave Start Date Leave End Date Start Time End Time

--Solect-- & MDD vy MDD Yy

d. Enter SUB DETAILS (Response required)

REQUIRED
--Salect-- )

O =
Long-Term Sub ﬁ |fapp|lf‘,ab|e

& Pre Arranged Sub

Sub Needed?

L

If applicable

e. Attach any documentation (if applicable)

DOCUMENT AREA

Upload Event Invitation (REQUIRED).
Upload ledging information if applicable.

DROP HERE BROWSE
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f. Finalize and submit your form using the FINALIZE AND SUBMISSION section.

7. Choose the appropriate Approver for your request.
8. Enter any Comments as needed.
9. Submit the request using the [Submit Request] button.

FINALIZATION AMD SUBMISSION

® Choose approver ' choose Referrar

Salact -] Salect

o -
°m.n.,=

[ Select YOUR supervisor ]
l from the list. J

IrngL_J_d_eJ.any.r notes relatedito,
this,requestias,needed.

Submit Request 9
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Check the Status of Your Request

1. Click on the “View Historical Requests” menu option.

LEAVE <
Dashboard

Submit New Request

Review and Approve Requests

(0)
e VIEW HISTORICAL REQUESTS
Show | 25 w | entries Seqarch:
Start Leave Waiting
End Date Form Type On
Date Type
Approval
Leave Request Sick-
JUSTIN . (NOT Employee .
584 06/247/2024 06/24]2024 . Jane Doe Pend
CASE 6/24/ 6/24] Professional/staff  Sick SELF endaing
Development) (m1-11)
Showing 1to 1of 1 entries Previous Next
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Cancel a Leave Request

1. Click on the “View” link and scroll to the bottom of the form.

Show | 25 w | entries Seqarch:
Waitin
Form T Leave on °
Ype Type
Approval
Leave Request Sick-
584 AUSTIN D6/24/2024 06/24/2024 LT Employee
CASE N ° Professional/sStaff  Sick SELF
Develnpment} (a1-11)
Showing 1to 1of 1 entries Prenious Jext

2. Click on [Cancel Request] button.

a2 =

3. Click the [OK] button.

yossplatform.com says

Are you sure you want to cancel this request?

3 “ Cancel

You will now be able to see the updated status to “Cancelled” when you VIEW HISTORICAL REQUESTS.

Show| 25 w |entries Search:
Leave Start Leave Waiting
& Date End Date Type on
P Approval

Leave Request Sick-

584 AL osf2a/2024  08/24/2024 (NoT e

CASE . . Professional(Staff  Sick SELF )

Development) (a1-11)

Showing 1t 1 of 1 entries Previous
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