2.  Adding the Same Amount of Leave for Several Consecutive Days 

If you want to add the same amount of leave for several consecutive work days (typically, Monday through Friday), you can use the “Enable Span” option.  (NOTE:  If you want to add leave only for the current date, do NOT use this option).  See Figure 19.

For example, to add 8.0 hours of annual leave for eight consecutive workdays:

a.  Select the beginning date of the leave period requested/approved from the calendar that appears on the Home Page.  The beginning date will typically be a future (vis-a-vis current) date.

b.  Follow Section III, paragraph C, steps (1)a-e to enter your time.

c.  Check the empty box next to the words “Enable Span” (be sure that there are no entries during the leave period concerned).

d.  Click the calendar icon to the right of the “To Date:” field.
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e.  A calendar will appear in a pop up window.  See Figure 20.  You can move backward or forward in time by clicking the backward (◄) or forward  (►) arrow.  Click on the ending date of the leave period that you have selected.  A month/date/year will populate the “To Date:” field.  See Figure 21.

Figure 19.  Enable Span option

Figure 20.  Calendar pop up window 
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Figure 21.  Enable Span Option completed prior to saving

f.  Click the “Save” button to record the ending of the leave period “spanned” into the system.  Clicking Save will update the Daily View screens for the time period specified.  If you do not want to save the data, click the “Cancel” button.  Clicking the Cancel button will return you to the original Daily View screen.  

NOTE

If there are entries during the time period you are trying to span, you will see the following error message in a new pop up window:

Activity data exists for the days spanning [MM/DD/YY – MM/DD/YY]

You can use the Leave span facility if there is no data already existing for those days.

g.  Figure 22 depicts the updated “Daily View” screen for a given date, based on the data you entered.  The red color bar to the left of the entry indicates that is a leave entry.  Leave entries are indicated after activity entries.


Figure 22.  Updated “Daily View” page with leave information

20

Type of Time and duration for leave period requested (i.e., to be “spanned”)





Save and Cancel buttons
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Select the ending date of the leave period that you want.  In this example, December 31, 2001 is the ending of the leave period “spanned.”
































Month, day, and year in populated “To Date” field














Calendar icon





Enable Span option and To Date field











Note


A box surrounds the current date
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The beginning date of the leave period spanned is a future date





December 26, 2001














Annual Leave entry added to Daily View screen.





TIP


If you do not have this manual handy and are uncertain if you should use this option, place your cursor over the help icon (?) for on-line help.





Help icon
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