BOES
ABSENCE MANAGEMENT BASICS

WHAT IS THE ABSENCE MANAGEMENT ELECTRONIC FORM?

In an effort to create efficiences and reduce paper-based processing, Nassau BOCES has created an
application to manage the submission, approval and associated electronic workflow of the Absence
Management process. The application allows an employee to complete an absence request, select a
manager for approval and route the form appropriately. Employees can also add attachments as
supporting documentation if needed. Employees will receive a finalized copy of the form once all
necessary approvals have been completed.

ACCESSING THE ABSENCE MANAGEMENT APPLICATION

Access the Request for Absence form here.

If not already logged in, users will be prompted to
enter their Nassau BOCES credentials.

*You may be prompted to allow the application to s IR
access your Outlook and Office365 information. Please
allow this access.

For assistance with login, please contact the Nassaw
BOCES Customer Care Center al 516-334-1770 or
CustomerCare@nashoces.ong,

Employees wishing to submit a request
should use the “Login as Employee” icon.

Login as Employee
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https://apps.powerapps.com/play/a832200f-eb32-42ee-a1a2-0733462c35ed?tenantId=1cebaa23-a6d9-40c4-a726-bb20b776273a
https://apps.powerapps.com/play/a832200f-eb32-42ee-a1a2-0733462c35ed?tenantId=1cebaa23-a6d9-40c4-a726-bb20b776273a
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< Absence Requests Queue

Once logged in to the employee interface,
staff will be able to view requests previously
submitted as well as have the ability to
submit a new request for absence.

Staff can use the toggle button to switch /

between viewing completed and pending
requests for absence.

@® Completed rﬁ Absence Requests
—

[ Clifford Steinberg

October 10,2019
Annual Laave: 1 Days)

Refresh List

View Request

Approved by Local Admin Clifford Steinberg
#pproved by Dept Hea Clifford Steinberg

Submit New
Absence Request

=1 Clifford Steinberg

October 15, 2019
Personal Leave: 1 Day(s)

View Request

Approved by Lacal Admin Clifford Steinberg
#pproved by Dept Head Clifford Steinberg

=1 Clifford Steinberg
10/22/19
Recess Days Used

Approved by Lacal Admin Clifford Steinberg
Approved by Dept Head Clifford Steinberg

To submit a new request for absence,
employees will select the
“Submit New Absence Request” icon.

Submit New
Absence Request

Employees will then be presented with the
request for absence form which they complete
as they would the paper version.

*Employee location codes are cited on
timesheet.

B0/

ARD OF CODPERATI T NASSAU COUNTY
Dep:
d

e Farber Adn Road
5 - 516-356-2500

Grorg:
PO Box 9185, Garden City, New

SECTION I: EMPLOYEE
Complete SECTION | and submit to your Lacal Adm

Mame:  Clifford Stenberg

o
Posiliun: | Enter Pasition Title Locatior: | Enter Loeation
Location Code:  Enter Lacation Code
Darels) of Requested Absence;  £nter Requested Dates of Absence
Date(s) of Retrr
heckone
P #Days  Reason:
[ am bays
[] compensatory Time #Hours

[] Recess Days (Eduzatonal Mechnicaliianager2kConfidental Administrators)

Please note: If the follovring leave Is for medical reason:
sllgibilley under FMLA.

[ Leave of Ansence Without Pay™

of absence, |wish o use st

inistrator. Date Submited

. the Department of Human Resources will determine

Kideys __ persenal days first

Once all required information is entered, the employee must complete the following steps:

1) Use the “Click to Sign” button. This will

add an electronic signature and timestamp.
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Employee Signature

Click to Sign
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O\ [ Clifford Selected Approver: Clifford Steinberg

2) Complete the Approval Routing Step. _
a. Search for the manager or Clifford Steinberg >
Asst Director - TRS - 12
deparment staff to route the
request to and click the
“Submit” button.

Attach Supporting
Documentation Below
. . L . (If Required).

3) Optional — Prior to clicking “Submit,”

Employees also have the ability
to add attachments as supporting
documentation associated with the absence U Attach file
request. To add supporting documents,
click the “Attach file” function next to the
Approval Routing section.

There is nothing attached.

*Attachments will route with the approval
workflow emails.

Once a new absence request is submitted, an automated email will notify the manager to which the
request was routed. A notification will also go to the employee with the details and any associated
attached supporting documentation.
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Additional available functionality.
Once a request is submitted, the employees can submit additional requests, review pending requests, or

create an email away message within outlook for the time of the leave.

G|

Return to
Request Queue.

Return to Homepage e Create Outlook

-1
=

Submit Additional V Suhrr:;:::si:iuna\ Leave Request Successfully SubV Away Message.

Request. Create an Outiook
E Away Message
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