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Introduction

WelcometoWe ber St at e Un utomateddeave gydtam calledvease
Tracker.

This manual explains how to use Leave Tracker. Leave Tracker replaces the old
Employee Absence Reports and the manual process of tracking leave hours by a
monthly hardcopy form filled out with pen or pencil. The new program is designed to
run in a web-based environment and is accessible at work or at home through eWeber.

ThisL e av e K enanua is idtended to provide user instructions for all employees
who report monthly leave and for leave keepers who will be verifying leave monthly in
the automated system.

The system offers two options for tracking employee leave. Each department can
determine which option they will use. The first option has each employee input their
own leave usage and then a designated Leave Keeper in their department verify the
time. The second option has a designated Leave Keeper enter time on behalf of all
employees and then verify the time. This manual will show you both options.

Also included at the back of this manual is a list of individuals and their contact
information. If after reading and following this manual you still have questions or need
assistance please refer to this contact list.



Part I: Accessing the System

Logging into eWeber

To log into Leave Tracker you will need to log into eWeber at www.weber.edu by

entering your Wildcat username and passwordon t he
the graphic below.
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Become a Student What's New 2t

About WSU
WSU TODAY
Students Create ‘Convincing’ Senior Project for UHP

Eight Weber State University students araduating this spring are putting
the finishing touches on a senior project that will teach grade school

Academic Programs

Graduate Studies REASONS TO

Student Life & Services . | children about the importance of wearing seat belts
Admissions p t Environmental Club Plans Earth Day Activities
1 ‘Weber State University's Environmental Club has planned a week of

LBt activities to celebrate Earth Day 2008 and focus on ecological issues
Athletics " " -

Student Projects Improving Health of Community
Give to WSU ' Students in Michelle Snow's Health Promotion and Human

Performance (HPHP) course are learning first hand about the health
Map & Directions issues facing residents of inner-city Ogden.

WSU Names 2008 Presidential Distinguished Professors
--Today's Most Popular Li Physics professor Bradley Carroll and business administration
professor Brian Davis are the 2008 recipients of Weber State
University's Presidential Distingui L award.
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http://www.weber.edu/

Logqging into Leave Tracker

The Leave Tracker channel has been placed on the eWeber portal of all WSU
employees (faculty and staff). Itisfoundunderei t her the OFaSuatfyo tab
You will not need to add the channel.

The Leave Tracker channel will most likely be found on the bottom left of your faculty or
staff tab as indicated bel dnrackerd6 Jluisntk cwhiicckh oins
highlighted in blue. Once accessed the link will appear light purple.
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W W0oo02403
Mailing Address: 2008 E Jennifer Dr
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Phone: (B01)475-6429 £ Download wsUHicensed software for Windows and Macintosh,
Marital Status: Married \é/
Training Tracker @EEE Job Descriptions aE=E
Training Wiew and edit your job description as well as job descriptions you supervise, Also view positions
racker across the University,
WIEER S VSV
| Reporting @EE ‘
Tuition Benefits oE=

Online form for requesting tuition benefits.

PREP oE®
Performance Review and Enrichment Program (PREP) =

- i
Leave Reporting EEE=
WL Leave Tracker

\/

& & ternet

[




Part Il: Instructions for the Employee

Leave Tracker Welcome Screen

Once you are logged into Leave Tracker you will be presented with the &/elcome
screen as shown below.
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Select Function hd

Welcomel Please select from the aptions above.
Employees: Please have your leave time for May entered by Tuesday, June 03, 2008.

Your Messages:

The month is now over. Remember to click the update button to save your record.

Please rermermber to click on the "Leave has been subrmitted” button for this manth.

Leave Keepers: The last day to verify for May is Thursday, June 05, 2005

Yfour Messages:

The end of the month is approaching! Please be sure to verify by the due date.

|

@ Done  Internet

The 6 We | ¢ scraen dvill display the current days date in the top right hand corner as
wel | has a OHel p6 Iluisrelg 6wlidiec la xldrnt i@md O BEkp wthh icsh
out of the system and closes the window.

You will also see any messages you may have from the system. On the above screen
you can see that messages are split into two main sections: those for all employees
and those for leave keepers. Only those designated as a leave keeper will see the
deave Keepers thessages. All others will see only the &mployees thessages. An
example of messages you will receive is displayed on the screen shown above.



Selecting a Function

You may access the screens with-in Leave Tracker by making a selection from the
60Select Functiond drop down box on the top

Depending on your security access you will be presented with a variety of selections.
As a Leave Keeper your selections will include:

1 Approve Organizationd s L & Allows Leave Keepers to approve all
employee leave taken has been correctly entered for the month.

1 Compensatory Time i Allows Leave Keepers to view employees and
enter any comp hours earned.

1 Employee Leave Report i Shows a departmental breakdown of accrued
and used hours for all employees within the department. It replaces the
printed reports departments have been receiving.

1 Enter Your Leave T Used to enter and track any type of leave used by

the employee during the current month.

View Holidays 7 Displays a list of all WSU holidays for the given year.
View Leave Codes 1 Displays a list of all possible leave categories and
their corresponding leave codes with links to additional information.
View Leave Deadlines i Displays leave due dates and verify dates.
View Organizations i Displays a list of all University org codes.

E

T
)l

Employees will only have the ability to access the Enter Your Leave, View Holidays,
View Leave Codes and View Leave Deadlines options.
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Approve Organization's Leave )
Cormpensatory Time options above.
Employee Leave Report
Enter ¥our Leave ve time for July entered by Sunday, August 03, 2008.
“iew Holidays
Wiew Leave Codes
Yiew Leave Deadlines
“iew Organizations rto click the ADD button to save each record.
Please remember to click on the "Leave has been submitted” button for this month.
Leave Keepers: The last day to apprave for July is Tuesday, August 03, 2008
Your Messages:
The end of the ronth is approaching! Please be sure to approve by the due date.
‘Weber State University, Ogden, Utah 54405, (501 ) 626-6000
Copyright & 2005 Al Rights Reserved. -
-
&] Done  Internet




Entering Your Leave

Employees will be spending the majority of th
Usingthedrop-d own menu highlight the bENntbe &BotelLle:
Leaved f un cemiautomatitallyalisptays ydur name, your W number, your

department and your personal leave information.
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WSU Leave Tracker
B
Name: Wildcat, Waldo 1D: WO0002403 Lo
Department: 35000 Human Resources
May June 2008 Jul
Leave Balances -
Type Accrued Taken This Month  Available Sun - Mon  Tue  Wed  Thu Fri sat
COMP 0.00 0.00 0.00
PERS 0.00 0.00 0.00 Bl : :[: 5 s 7
SICK  526.05 0.00 526,05 8B 2 10 U oyl
VACA 11663 18.00 98.63 5 18 ¥ 18 13 a A
2 23 24 25 26 7 28
2 3a
Taken in June . Selected Day Holiday Hours Enterad
Day Type Hours Comment
Edit &/4/2008 WACA 200 Delete
Edit 6/12/2008 “ACA  B8.00 Del Day Tybe rours
it . elete
- 1 WACA v 800 w
Edit B/1372008 WACA  B.00 Delete
Enter a comment
| have entered all my leave far the manth or
|Se|ect a comment hd n
Enter type and hours then click
YWorkers Comp Help Leave Without Pay Help A
@ B Internet

On the left hand side is a table of your current leave balances, both the available

balance and any hours already taken this month. On the right hand side is a monthly

calendar and a table for entering leave used in the current month. The system will

al ways display the current monthds calendar
through the months by clicking on the small links at the top of the calendar. Holidays

are highlighted in green and the day which has been selected to enter leave taken is
highlighted in dark blue.

Note: The system does not allow employees to enter leave for future months.




To enter leave first select the day/date for which leave was taken. When you click on
the date it will be highlighted in dark blue, as shown below on the 10th.
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Name: Wildcat, Waldo 1D: WO0002403 w
Department: 35000 Human Resources
May June 2008 Jul
Leave Balances -
Type Accrued Taken This Month  Available Sun - Men  Tue  Wed  Thu Fri sat
COMP 0.00 0.00 0.00
PERS 0.00 0.00 0.00 12 3 |y 5 6 7
SICK 52805 0.00 528,05 s o [ v [2 B u
VACA 11663 18.00 98,53 v 18 ¥ 1\ 13 @D A
2 23 24 25 26 7 28
2 3a
Taken in June Holiday Hours Entered
Day Type Hours Comment
Edit B/4/2008  WACA 200 Delete Hours
Edit B/1272008 WACA  B.00 Delete B0 v
Edit B/1372008 WACA  B.00 Delete :
| have entered all my leave far the manth
| Select 4FMLA v L3
JURY
LWoR vpe and hours then click
MATR
MILT
YWorkers \pS'VPCCNlIF' Leave Without Pay Help A
@ Done WO B Internet

Then, using your mouse, click on the drop-down arrow to view the types of leave
available and select the appropriate leave type used. Only those types of leave which
the employee is allowed to use are displayed.



1C

Next, select the number of hours, in 15 minute increments of the leave you have
taken or have scheduled to take. The maximum amount of hours you may enter on
one daz 6i s 0
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WSU Leave Tracker 375
Ermrrr B ET
Name: Wildcat, Waldo 1D: WODD02403 gég L7
Department: 35000 Human Resources g;g
May June 200{6.25 Jul
Leave Balances 6.50 -
Type Accrued Taken This Month  Available Sun Mon  Tue  Wed ?Eg Fri Sat
COMP 0.00 0.00 0.00 795
PERS 0.00 0.00 0.00 12 3 JEle (87
SICK 52805 000 52805 8 o R 1 nre. 3 14
WACA 116.63 18.00 95,63 5 1B ¥ 18 35y [ 4
2 2 24 25 |3A0 27 28
2 2 =
Taken in June . Selected Day 925 Hours Entered
Day Type Houwrs Comment 950
Edit 6472008 WACA 200 Delete Day  Type ?h?gu
IE v
Edit 61272008 “ACA  8.00 Delete -
= — 10 WACA v g.00 w
Edit BA13/2008 WACA  8.00 Delete
Enter a comment

or
|Se|ect a comrment hd n

Enter type and hours then click

| have entered all my leave for the month

<

Workers Comp Help Leave Without Pay Help
@ B Internet

Then,click t he 6Addo6é button to add the | eave

| f you select a |l eave type of O6SPCLG6 you
taken. Employees may enter comments for each time leave is taken, but it is not
required.

Note: They system will not allow an employee to take more leave hours than
he/she has available.

type

mu S



To enter a comment, either type the comment in the empty comment box, or select a
comment from the drop-down box.
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WSU Leave Tracker

Name: YWildcat, Waldo 1D: WO0002403 Lo

Department: 35000 Human Resources

May June 2008 Jul
Leave Balances -
Type Accrued Taken This Month  Available Sun - Men  Tue  Wed  Thu Fri sat
COMP n.oa n.oa 0.00
PERS 0.00 0.00 0.00 12 3 e s 6 7
SICK  528.05 0.00 528.05 s o O 0 [z a0 1
VACA 116,63 18.00 9563 5 8B ¥ 18 13 A4 2
2 2 24 25 28 s 28
2 0
Taken in June . Selected Day Holiday Hours Entered
Day Type Hours Comment
Edit BM4£2008 WACA 200 Cielete
Edit BM2/2008 waACA 200 Cel Day Type rlours
it . elete
= = 10 WALHA v a00
Edit BA3008  wACA  BO0 Celete

Enter a comment

| have entered all my leave for the month

ar

Select a comment hd n

Select a comment
e [ Add
Edit Prior Month hours then click

Departrent edited hours

Workers Comp Help Leave Without Pay Help
@ & Internst

|

Once leave has been added it will show up in the table on the left-hand side of the
screen.

11
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An employee may delete a leave entry at any time until the leave has been approved
by the leave keeperby cl i cking on the o6Deleted |
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WSU Leave Tracker

Name: “Wildcat, Waldo 1D: YW00002403 w

Department: 35000 Human Resources

May June 2008 Jul
Leave Balances -
Type Accrued Taken This Month  Awvailable Sun - Mon  Tue  Wed  Thu Fri Sat
COMP 0.00 0.00 0.00
PERS 0.00 0.00 0.00 12 3 e s & 7
SICK 52805 0.00 528,05 s o M 0 2 a0 1
VACA 116.63 18.00 95,63 5 B ¥ 18 18 A4 A
22 23 24 25 26 27 28
2 3a
Taken in June . Selected Day Holiday Hours Entered
Day Type Howrs Comment
Edit 6452008  WACA 200 Delete
Day Type Hours
Edit B/12/2008 “ACA  B.00 Delete
= - 10 WACA v 800 v
Edit 61372008 WACA  B.00 Delete
Enter a comment

| have entered all my leave for the month
Select a comment |

Enter type and hours then click

Workers Comp Help Leave Without Pay Help
@ B Internet

|=

The system will prompt the employee to make sure they want to delete the entire
entry as shown here:

Microsoft Internet Explorer E|

\‘.:) Are you sure wou wank fo delete YACH on 6420087

| ok |[ Cancel ]

Clicking O60K6 will remove tthamahthy fr om

t

he



An

and type of leave taken may not be changed. The employee may only modify the

empl oyee

may

edit an entry at any
of the entry. The entry is then displayed for the employee. The date of the entry

amount of time taken or the comment entered. CI
have been made.

t

i ckSaved 6butt on

If the date or type of leave needs to be modified then the employee should just
delete the entry and create a new one.
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Name: Wildcat, Waldo 1D: WO0002403 w
Department: 35000 Human Resources
May June 2008 Jul
Leave Balances -
Type Accrued Taken This Month  Available Sun - Men  Tue  Wed  Thu Fri sat
COmMP 0.00 0.00 0.00
PERS 0.00 0.00 0.00 12 3 |y 5 6 7
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When all leave has been entered for the month the employee submits the leave to
be approved by the Leave Keeper. At the bottom of the left-hand side of the screen

you will see 061 have entered all my |l eave

The employee simply clicks on the 0submi
entered all their leave and it is ready to be approved by the Leave Keeper.

>

Note: Employees must click the submit button even if they are not taking any
leave for the month.
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