ONLINE LEAVES IN EMPLOYEE CONNECT

Go to the division home page and log in to your Employee Connect account using your email and password.

Lord Selkirk School Division

Home | Calendar | News Releases | Employment Opportunities | Contact Us | Employee Connect

Division Information

Click Sign In.
Welcome to Employee Connect the tool that allows you to
view your distnet information (address. pay, absence. etc.)
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IMPORTANT NOTICE

You will need to allow pop ups for this site.
This is a safe and secure web site.

Use the cursor to open the Absence tab. Click on Absence Details to see your current balances.
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Missing Emergency Conlact information

To enter a Leave Request - use your cursor to drop down options on the Absence Tab.

1. Select Leave Request.

2. Use drop down list to select the correct type of leave you are requesting.
3. Click on Add to move on to the Leave details page.
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HELP - Select the Correct Leave
Leave Reques':s Add Leave Type  * No Leave Type Selected "I -




ONLINE LEAVES IN EMPLOYEE CONNECT

You are now on the Leave Request page. Many of the * required fields will automatically fill in.
Now it's your turn to you fill in the rest of the needed information.
Absence Reason — Use the Drop Down list to choose the correct reason. Click Add.

Leave Requests Add Leave Type  Ilness/Medical Appointment v m_l

f

Enter First Date of Leave. Enter Last Date of Leave.
Enter Total Number of Days.
Enter the Reason for your leave request.

Important: All staff must fill in Substitute / Casual Required information.
Select the correct response from the drop down list.
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The most important step is click or your entry will be lost.

' ** Leave Request Add Successful - Attach Document if

You can check the status of your request in Employee Connect. Go to Absences tab and select Leaves.
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