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Introduction 
The goal of CIMS leaves is to reduce/eliminate the paperwork, increase the timeliness of approvals, 
automate reconciliation with Sub/Absence entry for payroll, and better inform all people that need to be 
informed of the leave. 
 
This software module impacts many groups of users: 

a) Employees and Employee Connect – Input leave requests online, review leave requests and confirm 
whether approval has been granted.  

b) School Admin and Clerical (Admin Connect) –  Review leave requests for those that you are in 
charge of (determined by location and/or by leave type definition) and verify them to pass process 
to H/R approval and completion. Within the admin connect dashboard also be able to review leave 
requests en mass and check on particular information before potentially verifying the request. 

c) Leave Approver (Admin Connect) – Review requests Pending Approval and either approve or deny. 
Note that the approver has immediate access to history of leaves, absence balances and details, 
employee work history, etc. to better assist them in approving with better knowledge 

d) H/R (EIS.316) – Review approved leaves and provide completion based on approvers’ approval 
plus other notes attached. 

 
In addition to the initial leave and approval process, other departments are affected 
e) Payroll – Run a Leave compare report between SUB records and approved leaves to qualify that all 

appropriate absence code(s) have a matching and approved leave form. This should largely reduce 
time/effort to manually compare all of the leave forms 

 
Each leave type controls what information is requested to make the leave entry as specific as possible to the 
inputter. In addition to standard leave request information (who, what, when, why) online leaves 
accommodate: 

• Reminding the person if they work at multiple locations to duplicate the leave request for his 
additional location(s). 

• Preventing over maximums of certain leave types. For example, if a leave type has a restriction 
as to how many can be out that day on a leave type – the system will prevent further leave 
requests once maximum amount has been approved/reached.  

• Preventing leave requests for invalid dates if the leave definition has been setup to not allow 
certain blocked dates. 

• Documents - The leave person can attach documentation if necessary (medical report, 
conference brochure, etc) and that information will remain online with the request 

• Conference and expense information and confirmation of expenses for leaves that have 
expenses attached (meals, transportation, per diem, sub costs paid by school) 

 
The Leave request process consists of the following stages: 
• ‘O’pen Request / Pending Recommendation  – Leave has been requested and is awaiting school 

recommendation 
• ‘N’ot recommended by School  - Leave request has been denied by the location administrator 
• ‘P’ending Approval – School has recommended the leave and it awaits next level of approval 
• ‘A’pproved – Approval has been given by someone on the approval list for that leave type and the 

record has also been finalized/completed by H/R 
• ‘I’ – Approved by not completed/finalized by H/R 
• ‘X’ – Approval has been denied by someone on the approval list for that leave type 

 2



Leave Type Setup 
Leave Types (similar to absence codes) must be setup in order for someone from Employee Connect to be 
able to select a leave. A leave type drives what information should be asked and what group of employees 
may select it. 
 
Naming leave types and describing them are critical as it is the first thing a person who is requesting a 
leave will see. Align them with your absence codes and consider making different leave types for your 
different groups of employees where it makes sense and policies differ between the groups (eg: support and 
teaching – create a SICKS and SICKT rather than just a leave SICK. 
 
The Definition consists of several screens: 
 

SCREEN1: Define the Leave Type 

If applicable indicate the valid date range where 
an employee can request for this leave. This 
will allow you to control next year leave 
requests OR NOT.  

Restrict Leave to specific job codes. If the employee 
is not of this group, will not be able to select the 
leave type. 

Good readable titles so employee 
will be able to easily identify 
what he is looking for 

  
Per Employee:  You can restrict the maximu



Per Leave Type: If the leave type has a maximum number of people that can be on this leave type on a 
 

ils: If this leave has associated employee expenses, the request Y so that the employee can 
stimate/detail all of the expected expenses.  You can control what expense types are available to the 

employee for this leave type and also have default expense amounts (eg: Per Diem and amount) when 

e 
 that it is accessible online. 

 type. 

given day then this field will prevent further leave requests. The system checks the start date for any leave
that has been verified or approved and counts them up to get a total number. 
 
Sub Information Required: If this is turned to ‘Y’ the leave form will include additional information to 
input whether a Sub is required and for what date range (could be different from the leave dates).  
 
Expense Deta
e

appropriate.  
 

SCREEN2 – Define Approvers and attach documents 

  
Instructions Doc:  Each leave type can drive a different ‘How To Document’. Indicate the document nam
here and then email the document to IT to put onto the web server so
 
Leave Form Doc: Separate from an instructions document you can include a policies like document that 
talks about leave rules and regulations for this particular leave
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Advance Details Doc:  If this leave has associated expenses, use this document to explain what expense
are acceptable, maximum amounts, and any advance details. 
 
Authorized Userids: The School/Location is automatically involved in the leave process and does not 
have to be described here as an authorized ID. The first level of every leave is ‘Recommendation’ by the 
location meaning once a leave request is saved – it will remain as a ‘O’pen leave request 

s 

and stay at the 
cation dashboard waiting for that location administrator to ‘Recommend’ the leave for approval before 

e 

ompletion Userids:  Once the approver has approved the leave request it’s status will then make that 
quest ready for final checking and completion (usually H/R clerical).  Any of the Id’s on the list will pull 

up approved requests and handle any approver details as well as input a completed date 

A leave may relate to several absence code and or reasons. Use this screen to indicate what absences could 
 and then again at time of Payroll to 

Leave compare to verify that an existing Employee absence matches an existing leave. 

lo
being passed to approving levels.  Once verified – the system will look to the approval list and process th
leave to those desktop Admin Connect dashboards for them to view, approve, and deny. 
 
C
re

 
 

SCREEN3 -  Associate Leave Type to Absence Codes 

  

relate to this leave type. This is used for the employee to select from
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SCREEN4 – Indicate excluded dates for this Leave Type 

  
Some leave types are date sensitive, ie: cannot be taken on particular dates or months. Use this screen in 
those situations to block an employee even being able to request a leave for particular date(s). The sys
will check the start date requested on the leave and as long as it does

tem 
 not hit this exclusion list or fall 

utside the date range indicated on screen 1– the date will be valid. 

 

o
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Employee Connect – Input and Manage Leave Request 
Access employee leaves from the <Absence> tab.  A history of all your leaves and status appear.  There is a 
button to ‘Add new Request’.  From the list of all previously entered leaves you can select them to update 
(if not already approved) or to check on status and notes about the leave made by approvers and/or H/R. 
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Leave request information presented depends on the leave request definition. An employee must fill in all 
fields that are ‘*’end (have a red asterisk following them). At minimum, you must: 
• Select a Leave Sub-Type (If applicable) 
• Confirm what job this leave is against  (Payroll Job Code) 
• Confirm location for leave. SPECIAL NOTE: If you work at multiple locations that will mean a 

separate leave per location. Once you have completed the first leave – system will indicate that you are 
a multi-location person and it will offer to ‘duplicate’ leave to another location. 

• Short Description – describe what the leave is for 
• Date/Time Comment – indicate whole day or part day(s). Identify range or comment if leave extends 

over a regular day. 
• Date Range – Select <Fill> to bring up a calendar to click on both start date and end date of the leave 
• Confirm absence code and reason (same absence/reason codes available in your Sub Call system) 
• Rationale – Provide details of the leave and why you need to take it 
 
Optional Information: 
• Include attachment – If you have a medical document or a seminar brochure or anything electronic 

(scanned) that you want to include with this leave input an attachment description. When you save your 
leave additional options will come up to allow you to browse and attach a .puff document to your leave 
request 

 
Other Information that may be requested depending on the leave type 
• Conference Information: If this leave is PD oriented – it may require you to input information about the 

conference (location, city, conference name, dates of conference) as well as provide you the opportunity 
to attach the conference brochure or agenda to the request to help the approver appreciate what the 
conference is about. 

• Whether a Sub is required or not:  Entering Sub information is for leave reporting only (Date range for 
sub which may be different than leave range, all or part days, comment). In addition to the leave request 
– the employee must call-in for a Sub as per regular district policy. 

• Expense Estimate: Indicate by type all of the estimate expenses (type, description, amount, currency). If 
the school is paying for the Sub then a negative expense should be used to assist H/R in knowing to 
charge the location for Sub. 

 
Once <Save> is clicked, a message will appear confirming that all information is complete – Leave added.  
Make sure to look for the completion message so that you are confident that your leave has submitted 
properly.  In addition, there is a <Print> button to print a copy of your leave request. 
 
At this state your leave is ‘Pending Recommendation’ meaning it will now appear on your school/location 
administrator’s connect dashboard waiting for their recommendation before it goes electronically to the 
next level of approval. At this state an employee can still edit the request or delete it. 
 

Special Consideration – Employees that work at multiple Locations requiring 
a Leave PER Location 
When an employee requests a leave and chooses to <Save> the program goes out to check in the history 
records (PRO.300) and if the employee has active assignments at multiple locations – the employee is 
prompted as to whether he wants to duplicate this leave for another location. 
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This is important, ie: commonly employees to do not fill out separate leaves per location when really it is 
necessary in order for both buildings to know and approve the leave. 
 
Once the employee successfully <Saves>: 
 

  
NOTE:  A Duplicate Leave for Next Location appears if the employee is working at multiple locations. If 
you will be on leave from the other location as well it is important to: 
• Modify the location 
• Modify the date/comment and comments (If applicable) 
• Choose to <Save> and a second leave will get generated 
 
If the Leave applies to just the single location – choose <Finished> to return to the main screen and record 
only the single leave. 

 9



 

Pending School Recommendation 
Once an employee has submitted a leave request – it will automatically appear at that location 
administrator’s Adminconnect dashboard within <Staff Main> 
 
The purpose of the additional <Staff Leaves> sub tab is to see a historical listing of all leaves associated to 
your location and the status of those leaves. 
 

   

 
Further approvers will not be aware of the request until 

chool Administration has recommended it. 

ll 
Pending Recommendation. This should 

lp to give you added information as you handle this request. 

 
The Leave will remain on the main dashboard until School Administration has handled the request by
either recommending or denying the request. 
S
 
Use <Select> to review the request, edit it, make additional comments, and finally recommend the request 
for approval.  SPECIAL NOTE:  When <select> is requested an additional screen is presented showing a
leave history for this employee in addition to the current one(s) 
he
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Those with Pending Recommendation need to be 
dealt with by you  
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School Administration may: 
 Edit any of the details 
• Add an attachment if necessary or view attachments if employee included in the leave request (eg: 

medical note) 

 
 ‘check’ either the School Authorize or School Deny 

hen you select to <SAVE> the system will indicate that Recommendation has been accepted OR it will 
ighlight what information is in error or needs completion. Look for this message to ensure your leave 
commendation is successful. 

 
Use the FINISHED button to complete this request and return you to the employee’s leave requests. Notice 
that the status of a completed request will now change to ‘Pending Approval’. 
 
Keep in mind that as you are reviewing an employee’s leave request you see history of previous leave 
requests AND you also have access to employee absence banks and details. These should assist in your 
approval process. 
 

•

Conference brochure, 
• Update Substitute Teacher information 
• <Print> the request   *Optional 
 
In order to send this request to H/R or committee for approval Admin must:
•
• Add additional comment if necessary 
• <Save> the changes to submit this request for final approval 
 
W
h
re
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Pending Approval 
As indicated in previous sections all leaves go through the following process: 
a) Use Employee Connect to input the leave requ
b) The location attached to that leave request must review and reco in 

Connect. At this point the leave request is in a Pending Approval state. 
 
When each leave request type is defined the person defining the rules of the leave also indicate what 
people(s) must approve the leave. The system will then present all ‘Pending Approval Leaves’ within those 
approvers’ Admin Connect for them to review and then approve/deny. 
 
 
  

year.  
 see all of the Pending Approval Items select: 

 All Locations 
 All Types 
 Reasonable start date (school year start) 
 Checkbox on ‘Pending Approval’ items 

 order to view and approve any request choose to <Select> 

est 
mmend the leave within their Adm

  
 
Use the <Filter> Options at the top of the screen to view any/all leave requests regardless of status or 
In order to ensure that you
•
•
•
•
 
In
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Use the Top <tabs> - absences, experience (PRO.300 history), Profile in order to view pertinent 
nformation about the person taking the leave. i

 
Max Per employee shows how many of this same leave type 
this employee has taken 
 

Day shows how ma
same request already approve
Max per ny other employees have this 

d for this same day 

 
 
Use the <Final Approval> or  <Final Deny> in order to approve the request and potentially provide 
additional comments.  <SAVE> must be selected and the final Successful message shown in order to 
ensure successful approval. 
  
Note that you have to slide down the screen to see additional information like Substitute Required or 
expenses (if applicable). 
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Approved Leave Requests 
All of the recommending and approval for leaves occurs from Admin Connect. Once final approval has 
been granted – H/R has one more opportunity to Complete the Request. 
 
By definition – completion means that no further changes can be done to the leave. In terms of paper flow 
and processes it is at completion time that notifications can/should be sent to stakeholders. 
 
Completion is done within CIMS with option EIS.316: 

 Identify the Leave Request to be Complete   - Y 
 Identify if there are any additional instructions with this leave (defined by type) – SCHLPAY for sub 

for instance 
• Input any final comments about the leave 
 

 
Use the ‘I’ndex option to display all of the Leaves that are status ‘I’ – approved but not yet completed. 

hese are the leaves that you need to complete. T
  
•
•
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Once you have completed the leave – you can automatically email the employee. This will send an email to 

 
 
 
 
 

Leave Approval – How to inform Stakeholders 
Once the leave has been approved and/or completed the process has been complete. In a paper process 
copies of the approved leave would go to various departments and people. With the online process, the 
paper is reduced: 
• No copy to school. Administrator can view status of leaves by selecting the Leaves tab 
• No copy to employee. Employee can sign into employee connect at any time and check on the status of 

the leave 
are Sub records with leave requests to reconcile the 

ee 

them and include a print of the leave containing all of the details and approval notes. At the same time, 
there is an option to Efile ‘Y’ which will take the leave request Profile and store a copy to the electronic 
mployee file. e

 

Efile:  ‘Y’ 

• No copy to payroll. Payroll can run EIS.xxx to comp
leave report with records within SUB. 

• (Optional): Upon completion there is an option both Efile a copy of the Leave AND email the employ
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8BLeave Reporting 
Schools and district office will use EIS.538 to report on leaves.  There are a variety of selects (by type, date 
range, status, location, employee) to accommodate needs. 
 
A monthly calendar view of leaves is also available using EIS.595. This will help to visually see volume of 
leaves in summary per day and in a calendar view. 
 
 

9BPayroll Compare – Leave Requests to Sub Records 
The purpose of this report is to eliminate manually checking each leave form to each sub record. The report 
will compare both ways: 
• check leave requests and ensure there is a Sub entry for the same date(s) and absence code 
• check Sub records against leaves and confirm that a leave exists for appropriate sub records 

 
 
• Select an appropriate date range of records to check 
• Select which codes require leaves. There will be sub records for things that do not require leaves and 

you want to make sure that these are not included in your compare else your error report will be 
LARGE. 
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