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NEED HELP ?

Need help ?

Do you need help with the Leave Management System ? Contact the Leave Administrator in the Heath,
Wellness and Leave Sector, by telephone at extension 1473 or by email at congesrh@uottawa.ca.

Users’ responsibilities

All University of Ottawa employees performing administrative duties have the following obligations,
namely to:

1)  respect the confidentiality of the information received in the performance of their duties and avoid
using it for personal purposes,

2)  maintain the confidentiality of their computer passwords and avoid disclosing them to anyone,
under any circumstances,

3)  only access the accounts assigned to them by the University and respect all related restrictions.

The basics

Here is a list of characteristics that briefly summarizes the Leave Management System.

1)  Each leave request needs two levels of electronic approvals.

2)  Certain leave types need a third level of electronic approval.

3)  The security is determined by the approval role assigned in the Fast Leave Management System.
4)  There are four different type of approval roles:

. supervisor



congesrh@uottawa.ca

HIERARCHICAL MENU

. approver
. super-approver
. leave administrator

5)  An employee having a role of supervisor can only approve leaves at the first level.

6) An employee having a role of approver can approve leave requests at the first and second level and
can create supervisor roles.

7)  An employee having a super-approver role can approve leave requests at the first and second level.
Can create supervisor and approval role, can also fill third-party leave requests and see summaries in
their organizational unit.

Hierarchical Menu

The assigned role in the Leave Management System determines the access to the different tabs within the
application.

uOttawa

Université d 'Ottawa — U

Home  Applications | Personal Leave  Review Reguestz: 3rd Party Leave  kanage Approvers | Help

Millennium's FAST Leave Management System provides an online suite of services to request, a

Employee self-service Leave Requests, Request status, Leave to-date, available vacation
Approval worldlow

Leave Request validation

Management view




APPROVERS’ MENUS

Approvers’ Menus

Approvers have access to additional tabs that enable them to approve forms and create approver roles.

uOttawa . = Université d'Ottawa —

Home  Applications  Perzonal Leave  Review Requestz  Manage Approvers Help

The available tabs for approvers are the following:
1)  Personal Leave
2)  Review Requests

3)  Manage Approvers (approvers and super-approvers only)

Approve or reject a leave request

The system shows the leave forms that need approval.

1. Click on Review Request.

2. Click on Outstanding Requests.

FReview Requests | 3rd Party Leave

Outztanding Requests h

Reviewed Requests

3. Click on Execute Report.

£P Clear Filters E] E)(EELItIIE_l Report

U

FAST®O®

fast administration support tool




APPROVE OR REJECT A LEAVE REQUEST

4.  Click on the leave request to approve.

@ Leave Managemeni ' Ouistanding Request=s Summary * Outstanding Requests Summary

Reguest ID | Name | Employee ID | Year | Leave Type | First Leave Date
167430 Ross, Karyn $i8f - gl 2011 Sick Leave 2011/02/03
16?{1?2 Ross, Karyn sint stvmarst 2011 Sick Leave 2011/04/07
167426 Ross, Karyn 411 4 ot 2011 Annual Leave 2011/06/08
167433 Ross, Karyn sixt 4frein 2011 Leave without Pay 201102423
167434 Ross, Karyn $i8f - gl 2011 Sick Leave 2011/06/15
167427 Ross, Karyn sint s tvmart 2011 Sick Leave 2011/06/13




APPROVE OR REJECT A LEAVE REQUEST

5.

You must validate the leave type and reason and read the comments, date and hours of the leave

request.

uOttawa

Review Requests

" ST

Home  Applications  Perzonal Leave

| eave Man

@

@ Employee Info

Leave Request ID: 167430 Employee ID: 1
Job: Employee Name: karyn Ross
Leave Type: Sick Leave I Adjusted Service Date: 2003/01/06

Leave Reason: Mot Applicable I

“f Request Status IN PROGRESS

Manage Approvers

meni * Ouistanding Requests Details * Outstanding Requests Details

Université d'Ottawa — Universit

Help

T

ﬁ History
Name D

Sent To: Beauchamp- 2
Koutras, Louise

Review 1:

Sent To:

Review 2:

Review 3:

ﬁ Request Comments

Date i Name

i Comment

Mo records to display.

ﬁ Request Dates

Day | Date FD/AM/PM

Calc HRS

FD

THURSDAY 2011/02/03

|Requ!5
)




APPROVE OR REJECT A LEAVE REQUEST

6.  Click on Approve or Reject.
15 16 17 18 19 |'s1 11 12 13 14 15
22 23 24 25 26| 52 i8 19 20 21 22
20 30 52 25 26 27 28 o

v Apprcw% X Reject | [®] return to Outstanding Requests 51

7. Ifyou are the first approver, you must select the second approver. Add a comment if you must
and click on Approve Request.

Select Next Approver:
|Gav, Maonil ™

F‘EE.FT”-.','?'JE”"E. p-Koutras, Louise N
Pacitto, Lisa '
Fage, Patrick —
Fiché, Kym

&

Approval Comment:

The leave reguest has been approved.|

v Approve Reque:._lst

A

8.  The system returns to the list of outstanding requests.

Haome  Applications  Personal Leave  Review Requestz:  Manage Approvers Help

@ L eave Management * Ouistanding Requests Summary * Outstanding Requests

Reguest ID | Name | Employee ID | Year | Leave Type | First Lei
16?4% Ross, Karyn 100102011 2011 Employee's Wedding 201
1674 Ross, Karyn 100102011 2011 Sick Leave 201




APPROVE OR REJECT A LEAVE REQUEST FOR ANOTHER APPROVER

Approve or reject a leave request for another
approver

You can approve or reject leave requests for another approver in your work unit if you have the same secu-
rity ranges in the System.

1. Click on Review Requests.

2. Select Outstanding Request.

Feview Bequests | 3rd Party Leave

Outztanding Requestz &

Reviewed Requestsz

3. Click on the red X in the Sent To field to remove your employee number.

Sent To:

100018201 } qb

|Click to remove item from list

P

®= 0O=<=

4.  Click on the magnifying glass of the Sent To box to insert the employee number of the approver
that you are replacing.

Sent To:

x

£y

8- 0-< |C|i|:k to search for filter u:uptiu:unsl




APPROVE OR REJECT A LEAVE REQUEST FOR ANOTHER APPROVER

5.  Enter the employee number in the Employee ID field or enter the name in the first and last name
fields of the approver that you are replacing.

x
Employee ID
First Name Louise
Last name Beauchamp-Koutras| I

6. If the approver that you are replacing has outstanding forms, his name will appear and you will
simply click on Add. However, if the approver does not have any outstanding requests, you will
obtain an No Records Found message.

3 x
Employee ID
| First Name Louise
Last name Beauchamp-Koutras
1 record(s) found
NAME ID
Eeauchamp-b{uutras, LDHEE 100079310
S
|
Select record(s) then press Add |

7.  Click on Execute Report.

£P Clear Filters a Execut? Report

U

FAST®QO®

fast administration support tool

8.  Proceed to approve the leave request.




SEARCHING FOR A PROCESSED LEAVE REQUEST FORM

Searching for a processed leave request form

You can search for a processed leave request form.

1. Click on Reviewed Request.

Review Fequests

Outztanding B equests

| Reviewed Requestz M

—

F




SEARCHING FOR A PROCESSED LEAVE REQUEST FORM

2.  Enterthe selection parametersin thefilter options appearing on the screen. You can use only one
filter or a combination of filters. Here is the list of parameters that you can use to find your forms:

a)  The Employee ID enables you to list forms for a specific employee.

b)  The Leave Request # will post the specified leave request form.

¢)  The employee number of the approver (Approvers box) enables you to see the list of processed
forms by the specified approver.

d)  The Year will post all processed forms within the specified year.

e)  The Request Status will post a list of leave request form based on the specified status.

f) The Leave Type will post a list of leave requests with the specified leave type(s).

Employee ID Leave Request # Approvers
x x x
e s dr /- dn
®= Q== ®B= Q== ®= D«
Year ﬁ) Request Status ﬁh Leave Type
2008 ~ APPRONVED Annual Leave
2009 = IN PROGRESS Sick Leave
2010 = REJECTED Family Obligations and Ce
| lz011 vl ] Maving
Oal ®= O<= Cal ®= O=<= @al O= O==>

3. Click on Execute Report.

&P Clear Filters a E)(EELItIIE_I Report

W

FAST®2®©

fast administration support tool

4.  The list of leave requests corresponding the parameters entered in the filter options will appear

10



CREATE AN APPROVER ROLE

on the screen. To browse the request, click on the Request ID.

Home  Applications  Perzonal Leave  Rewiew Bequests  Manage dpprovers Help

@ Leave Management * Reviewed Requests * Reviewed Requests

| Request ID | Name | Emplovee ID | First Leave Date | Lastl

165983 [% Ross, Karyn 41 B 2011/01/10 ]

167177 Sigler, Annette yim - 2011/01/24 2

Create an approver role

Follow the steps to create an approver or supervisor role.

1. Click on Manage Approvers.

b anage Approvers | Help

b anage ﬁpprD‘ﬁ;\E

11



CREATE AN APPROVER ROLE

2. Click on Add Role And ORG.

R

Employee ID Approver Rolesh

Appro ver
Supervisor

&= 0O<= ®al O= O=<=

fgi= Add Role And DRG&I)

3. Click on the magnifying glass to find the employee.

=l Add Role and ORG

Fleaze =earch for and select an employee to add a Role and ORG to.

Employee ID

A

|Click to search for filter options |

X Close

12



CREATE AN APPROVER ROLE

4.

5.

Enter the employee number or name in the appropriate fields and click on Search.

=l Add Role and ORG

Flease =earch for and select an employee to add a Role and ORG to.

Employee ID

x
Employee ID
First Name E.Gi5E|E
Last Name .I.:Iennerv

¥ Close

x

Select the employee from the list.

=l Add Role and ORG

Employee ID

| #
x

Employee ID

First Name |Gisele

Last Name '.Denner'gf

1 record(s) found
ID NAME
100002159 Dennery, Gisele @

Flease zearch for and select an employee to add a Role and ORG to.

X Close

13



CREATE AN APPROVER ROLE

6. Select the appropriate role (Approver / Supervisor), enter the organization numbers in the Start
ORG and End ORG and click on Save. You can assign security roles in the org ranges you have

access to.
=\l Add Role and ORG X
First Name: Gisele
Last Name: Dennery

Employee ID: 100002159

Approver Role

Approver

Supervisor
Start ORG End ORG
[120101 120599

= Save '{’:’}J

¥ Close

7.  The system will open a window to confirm that the role has been created, click on Close.

=l Add Role and ORG X

Role and ORG saved successfully for the selected employee.

First Name: Gizele

Last Name: Dennery

Employee ID: 100 i

Approver Role: Approver

Start ORG: 120101

End ORG: 120599

Created Date: 05/07/2011 10:12:26 AM
Created By: Mark Mongeau

¥ Close

14



VIEW THE LIST OF APPROVERS

View the list of approvers

You can view the list of approvers within you organizational unit.

1. Click on Manage Approvers.

b anage Approvers | Help

b anage .-'-‘-.ppru:u'{)l,l{s

2.  Select arole and/or enter the Start and End ORGS. You must enter at least one filter to execute

the report.

o

Employee ID Approver Roles"3) Start ORG End ORG
X [Approver 120101 » 120599
Supervisor |
- th — 1
®= 0= Oal ®@= O«

15



DEACTIVATE AN APPROVER ROLE

3. Click Execute Report.

£P Clear Filters Execut? Report

U

FAST®QO®

fast administration support tool

4.  The list of approvers/supervisors appears on the screen.

@ L eave Man ment * Manage Approvers * View/Edit Users, Roles, and Organizations
Employee Name Approver Role | Start ORG | End ORG
100 Akyna, Margaret Supervisor 121901 121999
100 Alshehri, Lindsay Supervisor 120401 120499
100, Alvarez, Ibrahim Supervisor 120101 120101
100 Ataya, Robert Supervisar 120701 120799
100 Balina, Amaryllis Supervisor 121299 121295
100 Beauchamp, Catherine Supervisor 120601 120601
100, Beauchamp, Claudette Supervisor 120901 120999
100 Beauchamp-¥outras, Louise Approver 120201 120299
100 Black, Louis Supervisor 120701 120733
100 Blair, Domingos Approver 120101 120199
100 Boudreault, Marie Supervisor 121601 121699
100 Cecyre, Blair Supervisar 121001 121001
100 Charbonneau, Letitia Supervisor 120601 120693
100 Cormier, Asyera Supervisar 121401 121401
100 g: Denard-Robelin, Sandra Supervisor 121611 121611

Deactivate an approver role

Follow the next steps to deactivate an approver or supervisor role. You cannot deactivate a role if there are
any outstanding leave requests that need to be approved by the approver or supervisor.

16



DEACTIVATE AN APPROVER ROLE

1. Click on Manage Approvers.

b anage Approvers

Help

b anage ﬁpprD‘ﬁ;\E

2. Follow the steps of the previous section View the list of approvers.

3.  Click on the approver’'s employee number.

@ Leave Management * Manage Approvers * View/Edit Users, Roles. and Organizations

—

| Approver Role | Start ORG | End ORG

1|:u:u:u:|21l§ﬂ‘?q
j -

Dennery, Gisele

Supervisor 120801 120801

17



DEACTIVATE AN APPROVER ROLE

4.,  Click on Make Inactive.

=l View Role and ORG x
First Name: Gizele

Last Name: Cennery
Employee ID: 100007

Approver Role: 1 - Supervisor

Start ORG: 120801

End ORG: 120801

Created Date: 05/10/2009 4:04:12 PM
Created By: Mangeau, Mark

(Al Make Inactive rlbj

X Close

5. The system will confirm that the account has been deactivated, click on Close.

Ell View Role and ORG X
First Name: Gisele
Last Name: Dennery

Employee ID: 100002159

Approver Role: 1 - Supervisor

Start ORG: 120801

End ORG: 120801

Created Date: 05/10/2009 4:04:12 PM
Created By: Mongeau, Mark

You have successfully made this record inactive.

¥ Close #i

18



MENUS FOR THE SUPER-APPROVERS

Menus for the super-approvers

The super-approvers have access to an additional tab (3rd Party Leave) that enables them to create leave
request forms for other employees in their organizational unit.

uOttawa 4—_' = Université d'Ottawa — U

Home Applications  Personal Leave  Review Requests | 3rd Party Leave | Manage Approvers Help %

The creation of a leave request form for another employee works the same way as when the employee
himself creates the leave request form. For information on how to create a Leave Request refer to the Fast
Leave Management System User Guide.

A super-approver that has created a leave request form as a third party cannot approve the request. It
is recommended that the following sentence be added in the Comment box of the Leave Form to ensure
that the request is not returned to the super-approver for his or her approval.

“Please send this leave request to the following approver, xxxxxx”. “I cannot approve this form as I
have created it for the employee”.

19
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