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LOGGING AN ABSENCE/LEAVE REQUEST ON THE WEB

¢ Go to Burnaby School Districts home page at https://burnabyschools.ca/

o Select the “Staff” Tab located at the top of the page and then click on the
“Absence Logging” link near the bottom of the page.

o At “Login” screen, enter the User ID, tab and enter password that have
been assigned to you, then click on the “Login” Button. (If you do not have a
user name and password — please contact the Human Resources at
(604-296-6900 Extension 661071)

On the “My Absences” tab, click on “Time & Attendance” and select “Enter
Absence”.

m@ < Time & Attendance

“ Enter Time

= Enter Absence

This will take you to the first screen of “Absence Entry”. Here is where you will choose
the reason for; length of and dates of your absence.

% Absence Entry: Absence Information

g‘ “'————______ Select your abzence reazon and dates and then click the Mext button.
o —

| --------------- Choose & Reason-------------— M
FIRST, pick the reason for A HELP document is
your absence. Use your / Select the type of absence: available with step by
mouse to click on the step instructions on
drop-down box displaying how to log an absence.
a list of absence reasons. o single ciay o range of days  until further natice Click on the “?’ icon.
Click on the appropriate
one. Remember, not all of Enter the date you will be away:
the absence reasons may
appear in 1hi5"‘:i"‘:ﬁw s0 28-apr200s [T f MEXT, pick the dates of your
use your scrolibar to move . absence. For a single day, click on
down through the list. / the FROM calendargicnn uyvhich will

display a calendar - use your
mouse to select the date of your
absence. If your absence is for
several days, you will need to click
on the FROM and TO calendar
icons to select the first and last date
of your absence. Please note that
the slashes through prior dates
indicate you cannot choose
absence dates prior to today. If
your absence will occur in a future
month, simply click on the arrow at
the top of the calendar to move to
future months.
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When finished, click on NEXT to move to next screen.




Absence Entry: Absence Schedule Details

J This is your wworking scheduls during your absence. Click on the date link belows to changes schedule details or use the Acd
—) Schedule option to add additional information. Onoce your schedule details are correct, click the Mext Button.

Include ¥ Date Day Position Location Start Time End Time
e 30-Apr-2008 Wied 05:40 15:04
Add Sched—[i ——Thiz allows you to be able to add & nesw postion or location to your schedule. T
4 T
— —m Your regular
DO NOTUSE "ADD SCHEDULE". T schedule will be
For Administrator use only. T displayed. If your
— absence is not for
T an entire day -

Te— Click on the

) underlined date.
This will take you
to Modify Absence
Schedule.

Absence Entry: Absence Schedule Details

J Thig iz your woarking schedule during your abzence. Click on the date link below to change schedule details. Click on the
-/I Add Schedule option to add addtional infarmation. Once your schedule details are correct, click the Mext Button.

Include

v Date Day  Position Location St.Time En.Time
v 2T-May-2008 Tue  Casual Crossing Guard Stoney Creek Community 05:00 09:00
l—'P 27-May-2008 Tue  Student Supervisor Burnaby South Secondary 11:35 12:45
¥ \ 27-May-2008 Tue  Casual Crossing Guard Stoney Creek Community 15:00 16:00

\ Add Schedule This allovws you to be able to add & newy postion or location to your schedule.

***FOR CROSSING GUARDS/STUDENT
SUPERVISORS***

For those who work as a Crossing Guard and Student
Supervisor - you will be required to log your absence as two
separate absences. Firstunclick the Student Supervisor
portion of your schedule and continue as directed. After
completed - choose Log Another Absence and then unclick the
Crossing Guard portion of the schedule and continue as
directed. This will allow the ADS system to call out one
replacement for each assignment (i.e. one for Crossing Guard
and one for Student Supervisor). For further assistance, please
contact Human Resources.

Absence Entry: Absence Schedule Details

J Thiz is your working schedule during your shsence. Click on the date link below to change schedule detailz. Click on the
. Add Schedule option to add additional information. Once your schedule detailz are correct, click the MNext Button.

Include

v Date Day Position Location S5t.Time En.Time

I 20-Mary-2008 Tue  Teacher Brantfard 08:53 1300
21-May-2008 Wed  Teacher Brantfard 08:55 1500
22-May-2008 Thu  Teacher Brantfard 08:55 1500
23-May-2008 Fri Teacher Brantfard 0855 1500
Addl Schedule Thig allowws you to be able to add & nevy position or location to your schedule,

If you will be absent for a range of days, but (for example) only [exk
(will be away for 2 of the 4 days - just unclick the days you will
not be absent and proceed.




Absence Entry: Modify Absence Schedule

Modify this portion of your schedule and then click the Accept Schedule button.

Date Position Location Start Time End Time Quick Options
10-Apr-2008 Teacher v Alpha Secondary v 040 1504 v Default
_w {" Morning

If you will not be absence for the entire day - choose either Morning .
or Afternoon. {For Support Staff only - you may change the start and ¢~ Afternoon

end times of your absence). Then choose Accept Schedule.

= Full Day

* Hote: Enter times using the 24 hour format,
i.e. for 3:30 PM enter 15:30.

fccepk Schedule

Replacement Details

Absence Entry: Replacement Details

,_c'_)/l Select Yes or Mo to each of theze guestions and then click the MNext button.

Use your mouse to
click either Yes or
Mo circle buttons to Do you require someone to replace you?

respond to each _
question. Choose
next to move to
next page.

T ¥ ves " Mo

hﬁh&.@quiretl to work the same schedule as you?

e

A& Yes VT

Do yvou want to request employee(s) to replace you?

" ves ™ Mo



Employee Search

Absence Entry: Replacement Request

Click on the binoculars icon. & pop-up windowy will appesar where you can search for

,,__-QJ' and select your preferred replacement employee. When you are done, click onthe
et button.

Requested Employee Z1: | |"-'c’§‘£,-
Requested Employee # 2; | | o
Requested Employee # 3: | | o
Requested Employee & & | e | o
Requested Employee # 5: | | o

To select a requested employee, use _

your mouse to click on the binoculars _

icon. A pop up window will appear. g

Enter the last name of the employee you A

are requesting and click on the Search

Button Employee Search

Step 1: Enter a portion of the name you want to search for (Last name first), or the full
Employee Mumber and press the Search Button. (Mote: You may also do & wildcard search
by ertering an asterizk before or after a portion of the name).

Step 2: Select the emploves you were searching for from the dropdoven boo beldowe

W

Replacement Schedule

If you selected the option to enter a different replacement schedule, you will be taken to
this screen to make adjustments. You will click on the ‘Date’ Link to make adjustments.
If you do not need a replacement for all the days of your absence, you may unselect the
appropriate days by clicking in the appropriate boxes. The check mark will disappear
indicating that the replacement employee will NOT be dispatched for those dates.

Click the NEXT button to move to the next page.



Dispatch Details

If you are a teacher and you need a replacement employee, you will need to choose the
Subjects and Levels you require coverage. Use your mouse to click the drop-down
menu under both the Subject and Level columns to list the available choices. Not all the
subjects may appear in this window, so use your scrollbar to move down through the list.
It is very important you enter the Subjects in your priority order, with the first Subject

being your most important or greatest FTE subject area.

% Absence Entry: Replacement Instructions

..;-) Select the zubjects and levels that you require coverage for during your abhzence in
-/) priority order. The: first Subject and Level should be your greatest FTE subject area.

Subject
If you are a Support e

Staff employee, you 1 .v:
will not see the \‘2. 4
Subjects and Levels 5 =
section of this page. =
4. v
5. v,

Level

E3|EIEIEIEI

Enter a mezzage for your replacement then click Mext.

During the dispatching process ADS will tranzlate this text mezsage into speech and play it for the replacement employves. it
iz impartant that you use praper speling and grammar in your meszage so that t can be cleatly spoken.

Message:

L
y CEe e

You are able to type instructions here that will be shared with
your replacment employee. During the Dispatching process the
ADS system will translate this text message into speech and play
it for the replacement. IT IS VERY IMPORTANT TO USE PROPER
SPELLING AND GRAMMAR IN YOUR MESSAGE SO THAT IT CAN
BE CLEARLY SPOKEN.

Click NEXT Button te move to next page.



If the absence you are logging requires a Leave of Absence Request — the form will
automatically be generated at this point. Please complete the pertinent information
required and proceed to next screen.

Absence Entry: Leave Application Entry

EXAMPLE
»,;l Enter the leave information below and press the next button.
EMPLOYEE COURT/URY LEAWE FORM
Start Date: 15-Mar-2010 End Date: 15-Mar-2010
Absence Code: Jury/Subpona/Court Status: Reguested

Details
Description of Leave Type: Pleaze refer to vour regpective collective agreement for exact provizions.
CUPE: Clauze 12.4 .
PO LA e Choose appropriate button.
BTA. Section G.44 __..«-Ffff!
lNotes F_,a—
I Party to Action Subpoena Summaons
Court Obligation: {Defendant/Plaintiff) (Vitness) £ (Juror)
Comment
Enter additional
information as _

required.

Required Documents For Jury/Subpona/Court Leave
llo.  Document Document Notes

1 Court Documents / Please e-mail'fax/mail-in to HR a copy of the Court Subpoena or Summaons.

Email Supporting Documentation

Submit requested documents to HR.




Summary Page

You are now at the end of the Absence/Leave Request entry process. The choices you
have made will be listed on this page. If everything is correct click the Submit Absence
Button. If you wish to make changes, click the Previous link to move back through the
pages. You can also click the Restart link to return to the first page of Absence Entry

and begin the process again. Remember that the Restart option erases all of your

choices made previously.

Date
15-Mar-2010

Date

Absence Entry: Summary Page

@ Confirm that these absence details are coerrect and then click the Submit Absence button.

Absence Reason: Jury/Subpena/Court

Absence Schedule
Day Position Location S5t.Time
Mon Teacher Alpha Secondary 03:40

Replacement Schedule
Day Position Location 5t.Time

“ou have indicated that the replacing employes's scheduls iz the same as your absence schedule.

Requested Employees

Subjects And Levels
L.5.5. - Secondary Secondary (8- 12)

Message For The Replacing Employee

Leave Application
EMPLOYEE COURTAURY LEAVE FORM

Details

Notes

Description of Leave Type: Pleaze refer to vour rezpective collsctive agreement for exact provi

Start Date: 15-Mar-2010 End Date: 15-Mar-2010
Absence Code: Jury/Subpena/Court Status: Reguested

=ions.

CUPE: Clauss 12.4

BTA: Section G.44

Court Obligation:: Party to Action (Defendant/Plaintiff)

Comment:

Required Documents For Jury/Subpona'Court Leave
No. Document Document Hotes
1 Court Decuments Plzaze e-mail'fax/mailin to HR a copy of the Court Subpoena or Summons.

Click on Submit Absence to complete.

'__—[—-5 Submit Absence ]

En.Time
15:04

En.Time




Confirmation Screen

Congratulations! You have successfully submitted your absence/leave request. You will
see a Job ID number displayed at the top of this page. You will need this number to
make inquiries/changes or cancellations to your absence/leave request through the View
/ Change option. Once your absence has been dispatched you can inquire about your
replacement by going into View / Change. Clicking on the Job ID number will allow the
name of your replacement employee to appear.

Absence Entry: Confirmation Receipt 213169;\

.| ABSENCE CONFIRMATION
Submission Timestamp: 2010-Mar-10 13:00.35 NUMBER

Q/I 'ou have successfully submitted your absence. Your confirmation number is: 213160 o

Pleaze record the confirmation number or print out a copy of this receipt.

REPLACEMENT DETAILS Absence Reason: Detached Duty

Absence Schedule
Date Day Position Location 5t.Time En.Time
30-Mar-2010 Tue Teacher Burnaby School Board 08:30 16:30

Replacement Schedule
Date Day Position Location S5t.Time En.Time
“fou have indicatsd that you de not need an empleyse to replace you during thiz absence.

Requested Employees
“"ou have indicated that you don't wizh to =pecify a requested replacement.
Subjects And Levels
LEAVE APPLICATION
DETAILS

Message For The Replacing Employee

A

Leave Application \
EMPLOYEE EE_:—-_IZHE{EU_" FORM
Y
Y
\
Start Date; 30-Mar-2010 End Date: 30-Mar-2010
Absence Code: Detached Duty Status: Reguested

Details
Description of Leave Type: Pleaze refer to your respective collective agreement for exact provizions.

BTA: Clause E.22. Application for detached duty must be made in advance to the secretary of the
Detached Duty Commitee.

Conference Information:: Alernats Azsignment
Notes

Comment:

Log Another Absence ] [ Print Receipt

You will receive e-mail confirmation via your Burnaby School District Outlook email
account when your leave request has been processed.



