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ASCENDER EmployeePortal

Employee Guide: Login, Data Inquiries, Self
Service & Leave Requests

Welcome to ASCENDER EmployeePortal. This site provides you with access to various employee
data inquiries and maintenance features.

EmployeePortal allows you to view your current and historical pay information including calendar
year-to-date information, deductions, earnings, leave balances, W-2 information, and 1095
information. You can view up to 18 months of check stub information; year-to-date leave earned,
leave used, and leave balances (including any unprocessed leave transactions entered for future
payrolls).

In addition, you can create, edit, delete, and submit leave requests. EmployeePortal also offers self-
service maintenance pages that allow you to view and submit changes to your demographic and
payroll information such as changes to your address, withholding and exemption status, and direct
deposit settings. Some changes may require additional approval or documentation, which is
predetermined by your LEA.

Your local education agency (LEA) determines the pages and data fields that can be viewed and/or
edited in EmployeePortal. If you have questions, please contact your EmployeePortal administrator.

Before You Begin

Review the ASCENDER EmployeePortal Navigation page to familiarize yourself with the portal.

l. Log on to EmployeePortal, Create an Account, & Manage
Passwords

To access the ASCENDER EmployeePortal, you must log on.

e |f you are a new user and do not have an ASCENDER EmployeePortal account, you must create
an account.
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1. Log in as a new user.

ASCENDER EmployeePortal > Create Account

If you are a new user, access the EmployeePortal link provided by your LEA. When you access
EmployeePortal, the Login page is displayed.
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O From the Login page, click Create Account.
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A EMPLOYEEPORTA!

Password

Forgot Password? Forgot User Name?

User Information

Employes Number (000100}

Disvte of Birth [mendddfieyyy):

Tip Code (12345):

Employee Number or Depending on your LEA's settings, you are prompted to enter

Social Security Number either your employee number or your nine-digit social security
number.

Date of Birth Type your birth date in the mm/dd/yyyy format.

Zip Code Type your five-digit zip code.

O Click Next.

o The data you entered is verified to ensure that you are authorized to use EmployeePortal.
o If you already created an account, a message is displayed prompting you to contact your
personnel department.
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o The Employee Number or Social Security Number, Date of Birth, Zip Code, Last
Name, and First Name fields cannot be modified.

Basic Information

User Name Type a 6-25 character user name. (No embedded spaces are allowed.)
The name must be unique within the LEA, it is not case-sensitive.
Password Type your password.
Requirements:
Between 16 and 46 characters. Must include at least one of each of the
following character types:
Uppercase letters (A-Z)
Lowercase letters (a-z)
Numbers (0-9)
At least one allowed special character
Forbidden characters: space, !, 7, *, &
Password . .
Verification Retype the password that you typed in the Password field.
Work E-mail Type the work email address if it does not display. If a work email
address already exists, this field cannot be modified.
Work E-mail Retype the work email address that you typed in the Work E-mail field
Verification (if available for modification).
Home E-mail Type the home email address if it does not display. If a home email
address already exists, this field cannot be modified.
Home E-mail Retype the home email address that you typed in the Home E-mail
Verification field (if available for modification).
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O Click Next.

Security Question

The informstion will assict you in resetting your password.

Security Question|Type a question you will be asked in the event that you forget your

password at a later date.

Security Answer |Type the answer to the security question. This is case-sensitive.

O Click Next.

License Agreement

Review and accept the End User License Agreement (EULA) for ASCENDER. This agreement
must be accepted in order to proceed.

Texas Computer Cooperative

ASCENDER End User License Agreement

In order to particpate in the use of ASCENDER software provided by TEXAS COMPUTER COOPERATIVE ("TCC™), EDUCATION SERVICE CENTER REGION
20 {"ESC 207), you, on behalf of your Local Education Agency [“LEAT), must agree and adhere to the following terms and conditions contained in this End
User License Agreement {hereinafter the “EULAT). TCC andfor ESC 20 are sometimes jreferred to in this EULA by the pronouns we, our, or us and LEA is
sometimes referred to in this EULA by the pronouns you and your. Throughout this EULA, references to either you or us indudes the respective employees,
officers, agents and any others acting on behalf of either you or us. if you do not agree to these terms and conditions, your LEA may not use ASCENDER
software. If you have questions conceming this EULA, please contact the TCC via ESC 20, or by e-mail at info@ascenderte.com.

ASCENDER End User License Agreement.

I have been authorized by my Organization (hereinafter the “LEAT) to contractually bind such LEA to this EULA. On behalf of such LEA, | agree that any use
of ASCENDER software is subject to the following terms and conditions, and agree to fully comply with such terms and conditions:

O Select Accept.

O Click Next.

Complete

O Click Finish.
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Your ASCENDER EmployeePortal actount has been created.

The ASCENDER EmployeePortal homepage is displayed indicating that you have successfully
logged on to the portal. A calendar is displayed allowing you to quickly access various functions
in the applications such as leave, travel, and WorkJournal requests. You will notice that the
current day is highlighted in yellow.

September 2021

Sun Mon Tue Wed Thu Fri

1 H 3 4

N § &

You will receive a confirmation email message containing your user name.

Thank you for Registering for EmployeePortal. Your User ID is:

®EEEETHIS IS AN AUTOMATED MESSAGE. PLEASE DO NOT REPLY*®****

2. Log in as an existing user.

ASCENDER EmployeePortal > Login

O Enter the following information:
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Field Description

User Name|Type the user name you entered when you created your ASCENDER
EmployeePortal account. Your user name is not case-sensitive.

Password |Type your password.

Requirements:

Between 16 and 46 characters. Must include at least one of each of the following
character types:

o

Uppercase letters (A-Z)

Lowercase letters (a-z)

o

Numbers (0-9)

(o]

At least one allowed special character

Forbidden characters: space, !, ?, *, & ©

O Click Login. The EmployeePortal homepage is displayed.

WARNING! Other password requirements such as the number of invalid password
attempts, lockout period, and the number of password expiration days are set by your
EmployeePortal administrator.

3. Change password.

ASCENDER EmployeePortal > Change Password

Access the EmployeePortal link provided by your LEA. When you access EmployeePortal, the
Login page is displayed. After you have successfully logged on to the portal, the EmployeePortal

homepage is displayed. Click your name in the upper-left corner or click u at any time to
access the Self-Service Profile page, and then click Change Password.

This page is used to change your current password. If you forgot your password, use the
Forgot Password page to reset your password. If you are locked out of your account, contact
your LEA's EmployeePortal administrator.

O Click Change Password. The Change Password pop-up window opens.
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Change Password

Old Password
Old Password

Mew Passwoard
New Password

Confirm Password

Confirm Password

. Submit |

Old Password

Type your old (current) password.

New Password

Type your password.

Requirements:

Between 16 and 46 characters. Must include at least one of each of the
following character types:

o

Uppercase letters (A-Z)

Lowercase letters (a-z)

o

Numbers (0-9)

o

At least one allowed special character

Forbidden characters: space, !, ?, *, & ©

Confirm Password

Retype your new password to confirm.

O Click Submit to update your current password to the new password. Otherwise, click Cancel

to close the pop-up window without saving the changes. You will receive a confirmation email
message notifying you that your password changed.

Your request to change your password was successful,

FEEEETHIS IS AN AUTOMATED MESSAGE. PLEASE DO NOT REPLY=****

4. Forgot password.

ASCENDER EmployeePortal > Forgot Password

From the EmployeePortal Login page, click Forgot Password. The Forgot Password page is

displayed.
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This page is used to reset your password if you forgot it. If you are an existing user and you
know your current password and want to change it, use the Change Password page. If you
are locked out of your account, contact your EmployeePortal administrator.

Please enter your employee number, date of

birth, and zip and click Retrieve.

Employee Number

Date of Birth (mm dd yyyy)

Zip Code

Retrieve

Employee Number or
Social Security Number

Depending on your LEA's settings, you are prompted for either
your employee number or your nine-digit social security
number.

Date of Birth

Type your birth date in the MMDDYYYY format.

Zip Code

Type your five-digit zip code.

O Click Retrieve.

o The entered data is verified to ensure that you are authorized to use EmployeePortal.
o The Employee Number or Social Security Number, Date of Birth, Zip Code, Last
Name, and First Name fields cannot be modified.

O You are prompted to answer the security question that you entered when you created your

user account,
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Emplayse Number

Date of Birth

EiFl Code

Last Name

First Mame

Please answer your security question (answer is

case sensitive) and select the email address to
send password.

maiden name

Wark E-mail
o Besc20.net

Hoeme E-mail

& @yahoo.com

Submit

o In the answer field, type the answer to the security question.

o You have three opportunities to answer the question correctly.

o |If the question is not correctly answered, the answer is protected, and you are prompted
to call your EmployeePortal administrator to have your user account deleted. Once your
user account is deleted, you can use the Create Account page to create your account
again.

O Click Submit. You are redirected to the EmployeePortal Login page. An email message
containing your temporary password is sent to your email address.

O Obtain your temporary password from your email and return to the EmployeePortal Login
page. The temporary password is only valid for 24 hours.

O Type your user name and the temporary password and click Login. You are redirected to the
Change Password page. Follow the instructions for changing your password.

5. Forgot user name.

ASCENDER EmployeePortal > Forgot User Name

From the EmployeePortal Login page, click Forgot User Name. The Recover User Name page
is displayed.
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This page is used to recover your user name if you forgot it.

User Information

Recrver Uiser Name

Employes Mumber [000100):

Date of Birth {mmiddfnyyy):

Tip Code (12345

Employee Number or Depending on your LEA's settings, you are prompted for either

Social Security Number your employee number or your nine-digit social security
number.

Date of Birth Type your birth date in the MMDDYYYY format.

Zip Code Type your five-digit zip code.

Security Question

Recover User Name

User Information Security Question

— ¢ ——— 0 — — & ——

Answer Security Question to verify identity

Security Question: Your security guestion is displayed.

Security Question|Type a question you will be asked in the event that you forget your
password at a later date.

Security Answer |Type the answer to the security question. This is case-sensitive.

O Click Next.
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Recover User Name

— e — & — 00—

Congratulations! You recovered your user name successfully!

Here it is: Your user name is displayed.

O Click Finish. You are redirected to the EmployeePortal Login page.

Il. Perform Employee Data Inquiries

Use the Inquiry menu to perform various inquires on payroll, leave, and tax information. The following
data inquiries are available. Review the applicable online Help pages for information about specific
fields.

1. Calendar Year to Date.

EmployeePortal > Inquiry > Calendar Year to Date
This page is used to view a year-to-date summary of various earnings information by payroll
frequency. You can also view prior year information.

If this page is not enabled, check with your EmployeePortal administrator as the LEA may
have opted to not allow access.

If a message is available from your LEA, it is displayed in red at the top of the page.
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2. Current Pay Information.

EmployeePortal > Inquiry > Current Pay Information

This page is used to view your current pay information.

If you requested modifications such as changes to your withholding and exemptions, and
those changes are not displayed, the LEA has yet to process the changes.

If this page is not enabled, check with your EmployeePortal administrator as the LEA may
have opted to not allow access.

If a message is available from your LEA, it is displayed in red at the top of the page.
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Current Pay Information

Employee informatios
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3. Deductions.

EmployeePortal > Inquiry > Deductions

This page is used to view your current payroll deduction information. If applicable, the
employer's contributions to the deductions are also displayed in addition to your withholding
status and the number of exemptions.

If you have requested modifications to your deductions and those changes are not displayed,
the LEA has yet to process the changes.

If this page is not enabled, check with your EmployeePortal administrator as the LEA may
have opted to not allow access.

If a message is available from your LEA, it is displayed in red at the top of the page.
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Deductions

Frequency: Semimonthly

Misitnsl Status 5. Single Number of Exsmptions a Pay Campa B01 = 001 Schael

Wi Multl Jobs wa Child:

Wi Cthar Exempticns Wi Cthar lncoms Wil Other Dedections

D = [ =t eteria Flag E o A
o4 CREDIT UNION 30,00 N .00
00 ATFE DUES 45,00 L] Q.00
oo AR MED CARE 100 N Q.00
o2 ALLANCE WORK Pa .00 L] o8
013 TX LIFE NS, nn N [T
o4 MEDICAL TRANSPOR 450 N .00
014 DEARBORN NATIONA 0.00 N [E]
o7 DEARBORN NATHOMA 235 L] Q.00
oy UM ANA DENTAL 133 ¥ .00
] SUPEROR VISION 134 L 200
0 AETNA 179.50 ¥ 17750
031 CANCER nm ¥ 2,00

4. Earnings.

EmployeePortal > Inquiry > Earnings

This page is used to view earnings and direct deposit information. The information is per pay
date and frequency. You can view 18 months of earnings or the last 50 pay dates. If you are
on multiple frequencies, the pay dates and associated frequency are displayed.

If this page is not enabled, check with your EmployeePortal administrator as the LEA may
have opted to not allow access.

If a message is available from your LEA, it is displayed in red at the top of the page.
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5. W-2 Information.

EmployeePortal > Inquiry > W-2 Information

This page is used to view your W-2 information. Additionally, you can indicate how you want
to receive and access your W-2 form; electronically or printed, by mail. Previous year and
frequency combinations are available for selection. Official W-2s can be printed from
calendar year 2009 or greater. W-2s from years prior to 2009 can be viewed but not printed.

If this page is not enabled, check with your EmployeePortal administrator as the LEA may
have opted to not allow access.

If a message is available from your LEA, it is displayed in red at the top of the page.
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In addition, you can use this page to indicate your W-2 electronic consent preference. If you
have not previously indicated your electronic consent preference, the W-2 Electronic Consent
window opens when you access the W-2 Information page. You can change your electronic
consent preference at any time.

W-2 Information

W2 INFO MESSAGE

Please select a cabendar year: LY

Taxable Gross Pay 10,182.9% | Withholding Tax 1.070.74 Pension Y
FICA Gross 0.00 FICA Tax 0.00
Medicare Gross 0.00 Medicare Tax 0.00
Earmned Income Credit 0.00 Dependent Care 000
Annuity Deduction 0.00 457 Withdraw 0.00 457 Annuities - Box 12 0.00
Cafeteris 125 1,518.58 Roth 4038 After Tax D00
MNon. TRS Business Expense 0.00 Taxable Allowance 0.00 Emp Business Expense 0.00
Moving Expense Reimbursement 0.00 Empl Sponsored Health 2,499.00 Annuity Roth 4570 0.00

Coverage

TRS Salary Reduction 976.27

Taxed Life Contribution 0.00  Health insurance Deduction 0.00  Taxable Fringe Benefits 0.00

Health Savings Account 0.00  Mon-Tax Sick Pay 0.00 HIRE Exempt Wages 0.00

O Click W-2 Consent. The W-2 Electronic Consent window opens with information about your
consent.

The W-2 Consent button is only displayed if the option is enabled by the LEA or service
center.

o Select Yes if you consent to electronic access of your W-2 form and agree to access your
W-2 form electronically as described in the instructions, and print your own W-2 form. If
selected, you will not receive a printed, mailed copy of your W-2 form.

o Select No to decline electronic consent and receive a printed, mailed copy of your W-2
form.

o Click Save to save your consent election. Otherwise, click Cancel to close the window
without making a selection. If you do not make a selection, your W-2 form will be printed
and mailed.

Notes:

o You can print a copy of your W-2 form regardless of your selected consent
preference.

o You can change your consent preference at any time.

o You will receive an email message confirming your selected preference.

o The confirmation email is sent to the email address listed on your demographic
record. The email is sent to either the work or home email address; whichever is
available. If both are available, the email is sent to the work email address.
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O Click Print to display a printable PDF version of your Form W-2 Wage and Tax Statement.

6. 1095 Information.

EmployeePortal > Inquiry > 1095 Information

This page is used to view your 1095 information. Additionally, you can indicate how you
would like to receive and access your 1095 form; electronically or printed, by mail. Official
1095 forms can be printed and viewed from calendar year 2015 and greater.

If this page is not enabled, check with your EmployeePortal administrator as the LEA may
have opted to not allow access.

If a message is available from your LEA, it is displayed in red at the top of the page.

In addition, you can use this page to indicate your 1095 electronic consent preference. If you
have not previously indicated your electronic consent preference, the 1095 Electronic Consent
window opens when you access the 1095 Information page. You can change your electronic
consent preference at any time.
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O Select 1095-B to display your 1095-B data for the selected calendar year.

OR

O Select 1095-C to display your 1095-C data for the selected calendar year.

O Click 1095 Consent. The 1095 Electronic Consent window opens with information about your
consent.

The 1095 Consent button is only displayed if the option is enabled by the LEA.

o Select Yes if you consent to electronic access of your 1095 form and agree to access your
1095 form electronically as described in the instructions, and print your own 1095 form. If
selected, you will not receive a printed, mailed copy of your 1095 form.

o Select No to decline electronic consent and receive a printed, mailed copy of your 1095
form.
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o Click Save to save your consent election. Otherwise, click Cancel to close the window
without making a selection. If you do not make a selection, your 1095 form will be printed
and mailed.

Notes:

o You can print a copy of your 1095 form regardless of your selected consent
preference.

o You can change your consent preference at any time.

o You will receive an email message confirming your selected preference.

o The confirmation email is sent to the email address listed on your demographic
record. The email is sent to either the work or home email address; whichever is
available. If both are available, the email is sent to the work email address.

O Click Print to display a printable PDF version of the Form 1095-B or 1095-C.

lll. Perform Self Service Updates

Use the Employee Self Service page to submit changes to your personal demographic and payroll
information. Depending on your LEA, some requests may or may not require additional
documentation and/or approval.

1. Update demographic and payroll information.

ASCENDER EmployeePortal > Self-Service

Click your name in the upper-left corner of the page or click n in the upper-right corner of the
page at any time to access the Self-Service Profile page.

This page is used to enter and request updates to your demographic and payroll information.
Your information as it currently exists in your record is displayed.
You can also change your password from this page. Click Change Password and follow the
appropriate steps.

O The fields that you are allowed to view and update are determined by your LEA. Your

submitted changes may go through an approval process.

O Your current information is displayed in the Current and New columns.
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o The Current column is display only.

o The New column is only enabled if your LEA allows updates to the data. If the New
column fields are enabled, you can enter your changes and click Save. The data is saved
and submitted for approval.

o Pending requests are highlighted yellow after the changes are submitted.

= |f approval is not required, the changes are made immediately.
= If the requests are pending approval, you can continue to change your request until
it has been approved and updated in the system.

o Click Undo to revert the data to its original state. A message is displayed confirming that
you want to cancel your changes.

» Click OK to cancel your requested changes.
= Otherwise, click Cancel to close the message without changing your request.

o |If the fields are not automatically updated, an email message is sent to the applicable
approver prompting them to approve the submitted changes.

o You will receive an automatic reply email containing the changes and informing you that
the changes are pending approval.

O To delete information, delete the data in the New column and click Save.

O If a change is made more than once for the same field, the most recent change overrides the
previous one.

O Some fields may require you to submit documentation to your employer. If documentation is
required, the fields are identified in the automatic reply email message.

Payroll:

Under W4 Marital Status Information:
[ To delete information, delete the data in the New column and click Update.

O Click Undo to return the data to its original state. A message is displayed confirming that you
want to cancel your changes.

Under Direct Deposit Bank Accounts:

O Click Add to add a new financial institution to have your paycheck directly deposited.
O Click Delete to delete a financial institution from your record.

O To delete information, delete the data in the New column and click Update.

O Click Undo to return the data to its original state. A message is displayed confirming that you
want to cancel your changes.
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IV. Manage Leave Requests

Use the Leave Balances and Leave Requests pages to view leave data, and create and submit leave

requests.

1. View leave balances.

ASCENDER EmployeePortal > Leave Balances

This page is used to view leave information as it currently exists in your record for the
selected frequency.

If this page is not enabled, check with your EmployeePortal administrator as the LEA may
have opted to not allow access.

If a message is available from your LEA, it is displayed in red at the top of the page.

View leave balance data:

Lo Balances

type

Please select a frequency Click ~ to select the payroll frequency for which you want to

view leave balances.

Leave Type

The specific leave code(s) for which you have leave data is displayed. The
leave types are first displayed in the order that is set for your check
(called stub position), and then leave type code (01-99) order.

Beginning Balance

The leave balance as of the beginning of this year for each leave type is
displayed.

Advanced/Earned

The number of units of leave advanced or earned as of the last pay period
is displayed.

Pending Earned

The total leave earned but not yet processed through payroll is displayed.

Used

The number of units of leave used as of the last pay period is displayed.

Pending Used

The total leave pending and approved but not yet processed through
payroll is displayed. This amount is subtracted from the Available
Balance field.

Available The total number of leave units still available for use is displayed. The
Available balance is determined by the following calculation: (prior year
balance + advanced earned + pending earned) - used - pending used

Units Indicates the type of units (hours or days) that is used when calculating

leave requests.
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View a specific range of leave data:

O Use the following fields to filter the information by date range and/or leave type.

Leave Type

Click = to select the type of leave for which you want to view leave data. The
leave type description is displayed.

From and
To Date of
Leave

Type the range of dates for which you want to view processed and unprocessed

leave data or click & to select the dates.

Note: An LEA setting determines whether or not to show processed and
unprocessed leave transactions.

The from date may not exceed 18 months from the current date.

You can leave the date fields blank to retrieve dates 18 months from the current
date.

Note: The from and to date selections select leave dates rather than pay dates.
Additionally, if the from and to dates are left blank, all future leave and all prior
leave up to 18 months is retrieved. If a from date is entered and no to date is
entered, all leave starting with the from date and all future leave is retrieved.

O Click Retrie
following data:

ve. A list of leave requests for the specified date range is displayed with the

Leave Type

The leave type description for the leave request is displayed.

Date of Pay

The pay date for which leave was charged is displayed.

Date of Leave|The date for which the leave was taken is displayed in the mm dd yyyy format.

Leave Used

The number of units of leave taken is displayed.

Leave Earned |The number of units of leave earned is displayed.

Status

Indicates the status of the leave (processed, not processed, or not posted to
payroll). The data displayed here depends on certain LEA option settings. For
example, if you know you have leave that has not gone through payroll
processing, then the feature to display unprocessed leave was disabled by the
LEA.

Processed - The leave has been processed through payroll and posted to your
leave master record.

Not processed - The leave has not been processed through payroll and is not
yet a part of your leave master record.

Processed and not processed leave units have already been added
to/subtracted (as appropriate) from your master leave record and are reflected
in the leave grid.

The Available field is reflective of what is available should all unprocessed
leave be posted.

2. Create, edit, and delete leave requests.
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ASCENDER EmployeePortal > Leave Requests

This page is used to create, edit, delete, and submit leave requests for the selected payroll
frequency. After a leave request is processed by payroll, it is no longer displayed on this
page.

If this page is not enabled, check with your EmployeePortal administrator, as the LEA may
have opted to not allow access.

If a message is available from your LEA, it is displayed in red at the top of the page.

Leave Requests

i Add 3 Pl ST PRSI STANY FERESOMAL it kS

(o

=

Payroll Click = to select the payroll frequency for which you want to create a leave

Frequency request. If you have leave in multiple payroll frequencies such as biweekly,
semimonthly, and monthly, those options are displayed and can be selected.

Under Unprocessed Leave Requests, a list of your unprocessed (not processed by payroll)
leave requests is displayed, if any. The following details are displayed for each leave request:

Start and End |The start and end date range for the leave request is displayed in the MM-
Date DD-YYYY format.

Start and End [The start and end time range for the leave request is displayed in the HH
Time MM format and click ™ to select AM or PM.
Leave Type The type of requested leave is displayed.

Comment Log |Any employee (requestor) comments that were added to the leave request
are displayed.
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Status The current status of the leave request is displayed.

When a leave request is created, an email message is automatically sent to
your direct supervisor notifying him of the request and prompting him to
approve or disapprove the leave request. The status of the leave request is
updated to Pending Spvsr Approval.

After a leave request is approved by your supervisor, an email message is
automatically sent to the email address listed on your demographic record
notifying you of the action. The status of the leave request is updated to
Pending Payroll.

If a leave request is disapproved by your supervisor, an email message is
automatically sent to the email address listed on your demographic record
notifying you of the action. The status of the leave request is updated to
Disapproved. You can edit and resubmit the leave request or delete the
leave request.

After a leave request is processed by payroll, it is no longer displayed on
this page.

Create a leave request:
You have two options to create a leave request.

Option 1: Click Add in the upper-right corner of the Leave Requests page. The Create Leave
Requests pop-up window opens allowing you to enter the details of your leave request.

Option 2: From the EmployeePortal homepage calendar, you will notice that the current day is
highlighted in yellow.

& TIP: If you have an existing approved or pending leave request, the entry is
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displayed for that calendar day. You can click the entry to open the details of the
request and edit the request as needed. If you have an existing processed leave

./ request, you can click the entry to open the details of the request; however, you
£ cannot edit the request.

=
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o Click the day for which you want to enter a leave request. The Add Request Type pop-up
window opens allowing you select the type of request you want to enter.

Add Request Type *

o Click Leave. The Create Leave Requests pop-up window opens allowing you to enter the
details of your leave request. The Start Date and End Date fields are automatically
populated with the date you selected.

Your leave balances are displayed at the bottom of the Create Leave Requests window
under Leave Balance Summary.

O Complete the following information for the leave entry:

Leave Type Click ¥ to select the type of leave that you want to request. Only leave
types assigned to you are displayed. An LEA setting determines whether or
not you can use a leave type with a zero balance. All assigned active leave
types are displayed even if the leave type amount is zero.

Absence Click ¥ to select the absence reason. The absence reasons are determined

Reason by your LEA and correspond to the selected leave type.

Start Date Type the start date for which you want to request leave in the MM/DD/YYYY
format or click & to select a date from the calendar.
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End Date This field is automatically populated with the date selected in the Start Date
field; however, you can change the date. Type the end date for which you
want to request leave in the MM/DD/YYYY format or click B to select a date
from the calendar. You can use this field to cover consecutive dates of a
leave request excluding the weekend (Saturday/Sunday).

Start Time Type the beginning time in the HH MM format for which you want to request
leave. Click ¥ to select AM or PM.

End Time Type the end time in the HH MM format for which you want to request leave.
Click ™ to select AM or PM.

Hours/Day The number of hours per day for which you are requesting leave is

Requested automatically calculated based on the Start Time and End Time of the

leave request.

If the field is not automatically calculated, you must manually type the
number of hours per day for which you are requesting leave. An LEA setting
determines whether or not this field is automatically calculated.

Total Indicates the total amount of requested leave in the specified units.
Requested
Remarks Type any comments related to your leave request. The comments are

available to all approvers.

The leave balance amounts translate to hours or days based on the assigned unit type for the
selected leave type.

Leave Type The specific leave code(s) for which you have leave data is displayed. The
leave types are first displayed in the order that is set for your check
(called stub position), and then leave type code (01-99) order.

Beginning Balance|The leave balance as of the beginning of this year for each leave type is

displayed.

Advanced/Earned The number of units of leave advanced or earned as of the last pay period
is displayed.

Pending Earned |[The total leave earned but not yet processed through payroll is displayed.

Used The number of units of leave used as of the last pay period is displayed.

Pending Used The total leave pending and approved but not yet processed through
payroll is displayed. This amount is subtracted from the Available
Balance field.

Available Indicates the number of units of leave still available for use. The

Available is based on beginning balance, plus advanced/earned, plus
pending earned, less used, and less pending used.

Units Indicates the type of units (hours or days) that are used when calculating
leave requests.

O After completing your leave request entry, use one of the following options to continue:

o Click Submit and Add to submit the leave request to your supervisor for approval and
remain on the Create Leave Requests window to continue adding additional leave request
entries.

o Click Submit and Close to submit the leave request to your supervisor for approval and
close the Create Leave Requests window.

o A leave request is created and an email message is sent to your direct supervisor to
notify them that a leave request is pending their approval.
o Depending on the leave type, additional approvers may be in the approval path for the
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leave request.

o If you are set as the temporary approver for your supervisor, and you enter a leave
request when your supervisor is unavailable, the request is submitted to your
supervisor's supervisor. You are not allowed to approve your own leave requests.

o When a leave request is approved or disapproved, an email message is automatically
sent to the email address listed on your demographic record notifying you of the
action.

o If your leave request is approved, the approval email message will contain links to add
your approved leave request as a calendar event in Outlook and Google.

o Click X or Cancel to close the pop-up window without submitting any leave requests and
return to the Leave Requests page.

V. Manage Travel Reimbursement Requests

Use the Travel Requests page
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