Help Document — Steps for Same Day llIness

Educational Care & Excellence

In the event of a same day illness/sick the following steps are required;

1. Enter your absence in Employee Connect.

Go to the Division website to Log in to Employee Connect.
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Log in to your account using your email and password. Click to Sign In.
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Select the applicable leave type and click Add.
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Help Document — Steps for Same Day lliness

Educational Care & Excellence

Select the Absences tab —then Leave Requests.
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Please check to see if your lsave request needs & supporting document. If so, follow these steps. Enter and SAVE your leave request. The request is Pending Recomendation. Go back into the leave requesl. Go to Attachment Description. Chese the
correct Description from the drop down kst. Click on Browse. Select your file. Click on Open. Click on Attach.  Detailed HELP Noles - How 10 Attach a Document are on your Bulletin Board, as well es under 'Resources - Links & Forms'.

HELP - Select the Correc! Leave
Leave Requests AcdLeaveType  * NoLeave Type Seiected * v _

You are now on the Leave Request page. Many of the * required fields will automatically populate.
Complete the remaining required fields.
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Check if this leave is for more than 1 day
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Once all fields have been completed, click Save.

Save

When your Leave Request has been successfully added you should see the following message.

**Leave Add Successful - Attach Document if applicable

Print

2. Contact your Admin, Learning Support Teacher (or the school office) and the Sub Booking Clerk at
(204) 785-7362 — if a Sub is required, to advise that you will be away.

2. Indicate your absence for the applicable date on your schools timesheet and initial for verification.
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