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Accessing LeavelLink® Self-Service Web Portal

1.) From the login page for the LeaveLink® Self-Service, enter your username (see
Figure 1) that you received from your company.

(T Monday 05-22-2006

_+_
Leavelink

Integi Absence Management Software
by Absentys LLC

RECENT FMLA NEWS

# California jury awards $149 Million in disability discimination
case arsing from application of no-fault attendance policy

# FMLA cost employers $21 billion in 2004

» USAToday profile in May 2005
Family, medical leave act at center of hot debate

E-FMLA REGULATIONS

» Research federal & state leave laws at Absentys.com
POLICY LIBRARY
#» Yiew your company s reference guides for Leaves of Ahsence

Copyright 2006 Ab sentys LLC. All rights are reserved.

Figure 1

2.) Enter your password.
3.) Click Submit.

LeaveLink™ Self-Service Guide

Leavelink Self-Service Web Portal

Enter your

login

information
here.

Training on
LeaveLink®
Self-Service
is available
by clicking
here.

» Online Training:
Requesting leave lor my employees
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Logging in with the Default Password

If you login using the default password, “password,” you will be forced to change your

password.

Changing your password

1.) After logging in by using the default password of “password,” you will be
prompted to change your password.

2.) Create a new password for yourself by entering it first in the “New Password”
field, and then retyping it in the “Confirm Password” field.

3.) Next, select a security question from the dropdown list next to “Security
Question” that you will have to answer if you ever forget your password.

4.) Enter your answer to the security question in the “Your Answer” field.

1
w= |Important  You will need to remember the exact answer you entered

into the “Your Answer” field if you ever forget your password.

5.) Click Submit.

LeaveLink™ Self-Service Guide 4
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My Employees Screen

After you have logged into the program, you will see the My Employees screen (see
Figure 2). This screen lists your employees that are currently on leave or will be on
leave in the future. It includes the employee’s reason for leave and start and end dates

of the leave.

%Note The My Employees screen can be accessed from anywhere in the
program by clicking the My Employees link located at the top of every

screen.

ACME Enterprises

_+_ :-. CALL US NOW: 1-800-555-1212
LeaveLink ‘ a . A

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

Good afternoon, Administrator Demo.
Below is a listing of your Direct Reporits who are actively* on leave.

* Actively: empioyee is scheduled to be on leave "today”, or returmn to work has not yet been confirmed.

First Name Last Name Location EE ID Leave No. Start Date End Date Reason

Joann Miller Work State CA | 551534 | 101780 01/08/2006 | 01/28/2006 | OWN

Joann Miller Work State CA | 157534 | 101782 09/01/2006 | 11/24/2006 | PARTNER

Kristina Marin Work State CA | 1005488 | 1p56; 09/21/2006 | 12/25/2006 | PREGNANCY

Joann willliams Work State WA | 1795 93263 02/15/2006 | 04/20/2006 | PREGNANCY
Figure 2

By clicking on an employee’s name, you can see more information about his/her
leave (see Figure 3). In addition to the reason for the employee’s leave and the
requested absence dates, you can view the absence dates that have been approved, the

date the leave was requested, the date medical certification is due for the leave, the

LeaveLink™ Self-Service Guide 5
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shsenoe mansgement]

date medical certification was returned, and the employee’s anticipated delivery date
(if applicable).

To return to the My Employees screen, click the Go Back button.

= CONTACT LEAW

S S SESS

“ — i * TREND REPORTI
ONLINE TRAINING MANUAL | EW LEAVE » LOGOUT

Good afternoon, Administrator Demo.

Leave Details: Joann Miller, | eave # 101780
Employee Joann Miller Reason For Leave OWN Certification Due 01/23/2006
Leave No. 101780 Leave Type Intermittent Complete Received 01/14/2006
Employee [D 151234 Owerall Status Approved Cert Dates 01/08/2006 - 01/07/2007

01/08/2006 - Frequency 1-2 times per month

01/28/2008

Key Employee NO Approved Dates gi’:gﬁﬁggg - SHC Criteria ?ib)senoe Plus Treatment
DeteRequected sl 01/06/2005 Correspondence List Employer response
Planned RTW packet

- Sent 07/27/2006
Confirmed RTW Letter for full approval

Delivery Date - Sent 07/27/2006

Supervisor A Demo
Hire Date 03/01/2002

Requested Dates
Duration 2-4 hours per absence

== GO BACK

CONFIRM RTW ==
ADD INTERMITTENT >

Current Leave Entitlement as of 09/22/2006:

Policy Deductions Available
CAFIRE 0.000 Days 365.00 Days
CAFTR 0.000 Days 14.00 Days
CAVA 0.000 Weeks 12.00 Weeks
CFRA 8.225 Weeks 3.775 Weeks
FMLA 12.025 Weeks -0.025 Weeks
FDL 4,125 Months -0.125 Months
MILITARY 0.000 Days 365.00 Days
MLOA 0.000 Months 4.00 Months
STD 0.000 Days 90.00 Days
WC 0.000 Days 365.00 Days

Figure 3

To Confirm RTW:
1.) Click the Confirm RTW link (see Figure 3).

2.) A screen will appear with all employees whose return to work you may confirm
(see Figure 4).

LeaveLink™ Self-Service Guide 6
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= Friday 22-Sep-2006 ACME Enterprises

—+— | CALL US NOW: 1-800-555-1212
LeaveLinl{ L ’

Integrated Absence Management Softwara
by Absentys LLC

ONLINE TRAINING MANUAL IEW * LOGOUT =

You have elected to Confirm Return To Work for Joann Miller.

Please enter the confirmed return to work date in the space provided and click Submit.
Employee Name Joann Miller
Reason for Leave OWN
Last Planned Leave Date 01/28/2006
Original Return Date
Current Status Cpen

Confirmed Return Date i E

Figure 4

3.) Enter the actual return to work date in the “Confirmed RTW” column for the
appropriate employee.

4.) Click Submit.

5.) A screen will appear confirming the return to work date has been submitted to a
leave administrator.

To Add Intermittent Absences to the Leave:
1.) Click the Add Intermittent link (see Figure 3).

2.) Enter the date of the absence (see Figure 5).

LeaveLink™ Self-Service Guide 7
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‘ 5 Friday 22-Sep-2006 ACME Enterprises

—+— .. & CALL US NOW: 1-800-555-1212
Leavelink i = '

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

The following intermittent absences have already been submitted for Joann Miller's leave 101780.
Please enter up to 5 new absences (including hours missed) in the spaces provided and click Submit.

01/08/2006, 0 01/19/2006, 8 01/21/2006, 4 01/24/2006, 5 01/28/2006, 6

Absence Date Hours Missed |0.0

Absence Date Hours Missed 0.0
Absence Date Hours Missed h.U

Absence Date Hours Missed |0.0

HBEHEAM

Hours Missed 00

Absence Date

Figure 5

3.) Enter the hours the employee missed that day by clicking in the “Hours Missed”
field, deleting “0.0,” and entering the appropriate number.

4.) Click Submit.

5.) A screen will appear confirming the intermittent absences have been submitted to

a leave administrator for further processing.

To View Correspondence
1.) Click the name of the correspondence that you would like to view (see Figure 3).

2.) The correspondence will pop up in another window.

LeaveLink™ Self-Service Guide 8
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My History

To access your leave history:
1.) Click the My History tab located the top of the screen.

2.) The My History screen shows your leaves for the past 24 months. It includes the
reason for the leave, the date you returned to work (RTW), the status of the leave
(pending, approved, or denied), the dates you requested off, and the dates that
were approved for you to be off (see Figure 6).

5 Friday 22-5ep-2006 ACME Enterprises

_+_ {8 CALL US NOW: 1-800-555-1212
Lea.veLiI’ik L - ¥y =) T

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

Good afternoon, Administrator Demo.
Below iz a listing of youwr leaves during the past 24 months.

Leave No. Expect RTW Requested Dates Approved Dates Reason Status
925942 08/25/2005 - 09/06/2005 08/25/2005 - 09/06/2005 OWN Approved

Current Leave Entitlement as of 09/22/2006:

Policy Deductions Available

FMLA 1.800 Weeks 10.200 Weeks

TNFIRE 0.000 Days 365.00 Days

TNMAT 0.000 Months 4.00 Months

MILITARY 0.000 Days 365.00 Days

MLOA 0.000 Months 4,00 Months

STD 0.000 Days 90.00 Days

WC 0.000 Days 365.00 Days

Figure 6

3.) To see more information about a leave, including dates associated with medical
certification and a delivery date (if applicable), click the appropriate leave.

LeaveLink™ Self-Service Guide 9
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& Friday 22-5ep-2006 ACME Enterprises

—+— CALL US NOW: 1-800-555-1212
LeaveLinl{
In

sence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

Good afternoon, Administrator Demo.

Leave Details

Administrator Reason For Leave OWN Certification Due 09/16/2005

Employee i
Leave Type Continuous Complete Received 09/16/2005

Leave Na. 92942

Overall Status Approved 0a/25/2005s -
Employee ID 10023 N Ceit U 09/06/2005
Requested Dates 3

Supervisor 09/06/2005 Frequency
Hire Date 01/01/2000 Approved Dates ggﬁggﬁggg - Duration
Key Employee NO SHC Criteria Absence Plus
Date Requested  09/01/2005 Treatment (2)
Flanned RTW Correspondence List Employer response
3 packet
Confirmed RTW  09/07/2005 - Sent 09/01/2005
Delivery Date Letter for full approval
- Sent 04/11,/2006
=< GO BACK
Figure 7

LeaveLink™ Self-Service Guide 10
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New Leave

To enter a new leave for you:

1.) Click the New Leave link located at the top of the screen.
2.) Click the Myself button (see Figure 8).

ACME Enterprises

—+— CALL US NOW: 1-800-555-1212
LeavelLink f

Integrated Absence Managerment Software
by Absentys LLC

ONLINE TRAINING MANUAL

New [ eave Request B COO00000 00 proGrRESS
Good afternoon, Administrator Demo. REQUEST STATUS:

For whom would you like to enter a new leave?

MYSELF OTHER EE

Figure 8

3.) Select the reason you need to take leave from the list in the middle of the screen

(see Figure 9).

LeaveLink™ Self-Service Guide 11
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& Friday 22-Sep-2006 ACME Enterprises

—+— l CALL US NOW: 1-800-555-1212

LeaveLink

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

New [ eave Reguest EEEC000 procrESS

i >
For what reason will leave be taken? REQUEST STATUS:

Employee: Administrator Demo
Reason for Leave (High-Level)

Employee is sick or injured

Employee is pregnant

Employee needs bonding time with a newborn
Employee needs time to care for a family member
Employee is adopting a child

Employee is caring for a new foster child

Other reasen for leave

Figure 9

%Note You may be asked for additional information, such as due date for

a pregnancy leave, if applicable, before you can continue to Step 4.

4.) Select the type of absence (continuous or intermittent) you need to take by

clicking on the circle to the left of the absence type (see Figure 10).

LeaveLink™ Self-Service Guide 12
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= Friday 22-Sep-2006 ACME Enterprises

—+— CALL US NOW: 1-800-555-1212
LeavelLink | i

Integrated Absence Management Softwara

by Absentys LLG .
* CONTACT

= TREND REPO
ONLINE TRAINING MANUAL \ * LOGOUT

New | eave Request HEENEN[]prrocrRESS

What type of absences will be taken? (Click the image below to continue) REQUEST STATUS:

Employee: Administrator Demo

Continuous Absences Leave Type: SICK (OWN)
The employee will miss one or more full days in a row of worl.

Intermittent Absences
The employee will miss one or more partial days of work

Figure 10

To enter Continuous Absences:

a.) Select the start date of your leave using the calendar (see Figure 11).

ACME Enterprises

—+— CALL US NOW: 1-800-555-1212
Leavelink L j

Integra Absence Manag nt Saftware
by Absentys LL.C

ONLINE TRAINING MANUAL

New [ eave Request NN NENN(rroGRESS

Please indicate the CONTINUOUS absences: REQUEST STATUS:

Employee: Administrator Demo

<< September 2006 m3 Start Date: | Leave Type: SICK (OWN)

EEIEAAENEIER .o
i 2

2 4 5 6 7 ] 9
| | | SUBMIT

10 | 11 | 12 | 13 | 14 | 15 | 16

17 | 18 | 19 20 21 22 23

24 25 26 27 28 29 30

Figure 11

LeaveLink™ Self-Service Guide 13
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b.) Select the end date of your leave using the calendar.
%Note To change the month of the calendar, use the arrows
located by the month’s name.
c.) Click Submit.

To enter Intermittent Absences:
a.) Select the date of your absence using the calendar (see Figure 12).

ACME Enterprises

‘ (™ Friday 22-Sep-2006

—+— CALL US NOW: 1-800-555-1212
Leavelink | ; e

Integrated Absence Managament Software
by Absentys LLC

ONLINE TRAINING MANUAL

New [ eave Request HENENENN(rrocrESS
Please indicate the INTERMITTENT absences: REQUEST STATUS:

Employee: Administrator Demo

<< September 2006 ESS Absence Date: | Leave Type: SICK (OWN)

T [w]r[F]s] —
ﬂn- Hours Missed: 4.0
1 2

3 4 5 6 7 8 o SUBMIT

i0 i1 iz 13 14 i5 i5
i7 is i9 20 21 22 23

249 25 26 27 28 29 30

Figure 12

b.) Enter the number of hours you will miss on that day in the “Hours

Missed” field.

LeaveLink™ Self-Service Guide 14
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%Note The program automatically enters 4.0 into the Hours
Missed field. You can change this by clicking in the field, deleting
the 4.0, and entering the correct number.

c.) Click Submit.

To enter a Reduced Schedule (not available for all companies):
a.) Select the start date of your reduced schedule using the calendar.
b.) Select the end date of your reduced schedule using the calendar.
c.) Enter the number of hours you will miss on each day of the week. If you

are not scheduled to work on a day, enter 0.0 for that day.

%Note The program automatically enters 4.0 into the day of the
week field for Monday-Friday and 0.0 for Sunday and Saturday.
You can change this by clicking in the appropriate field, deleting
the 4.0 (or 0.0), and entering the correct number.

d.) Click Submit.

5.) The leave information will be reviewed by a Leave Administrator, and you will be

sent more information (see Figure 13).

LeaveLink™ Self-Service Guide 15
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ACME Enterprises

CALL US NOW: 1-800-555-1212

_+_
Leavelink

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

New [ eave Request HENENENENMNrrROGRESS

Your requested absences have been captured. REQUEST STATUS:

Employee: Administrator Demo
You may either add more absences,

or click FINISH to complete your leave request and naotify an Administrator. Leave Type: SICK (OWN)

FINIS Plan 1: Continuous
SHDNORE Bab 12/4/2006 - 12/29/2006

Figure 13

a.) Click Finished if you are finished entering all absences associated with
this leave (see Figure 13).

b.) Click Add More to enter more absences for this leave (see Figure 13).

To enter a new leave for an employee:

1.) Click the New Leave link located at the top of the screen.
2.) Click the Other EE button (see Figure 14).

LeaveLink™ Self-Service Guide 16
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‘ 5 Friday 22-5ep-2006 ACME Enterprises

—+— . CALL US NOW: 1-800-555-1212
Leavelink .

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL * LOGOUT

New [ eave Request WO OO0 proGRESS
Good afternoon, Administrator Demo. REQUEST STATUS:

For whom would you like to enter a new leave?

MYSELF OTHER EE

Figure 14

3.) Select the employee for which you would like to enter a leave (see Figure 15).

ACME Enterprises

—+— 3 CALL US NOW: 1-800-555-1212
Leavelink i |

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

New [ eave Request BRI proGRESS

Please select the employee from your list of direct reports: REGUEST STATUS:

Employee Name EE ID Hire Date Group 1 Group 2

Kristina Marin 1005488 | 09/10/2001 | Work State CA | Customer Services

Joann Miller 151234 03/01/2002 | Work State CA Customer Services

Joann Willliams 6789 07/01/2001 Work State WA | Customer Services
Figure 15

4.) Select the reason the employee needs to take leave from the list in the middle of
the screen (see Figure 16).

LeaveLink™ Self-Service Guide 17
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‘ 5 Friday 22-5ep-2006 ACME Enterprises

—+— b . CALL US NOW: 1-800-555-1212
LeaveLinl{ ' | ; :

Integrated Absence Management Softwars
by Absentys LLC

ONLINE TRAINING MANUAL

New [ eave Request EEE 00 erocrESS

i ?
For what reason will leave be taken? REQUEST STATUS:

Employee: Kristina Marin
Reason for Leave (High-Level)

Employee is sick or injured

Employee is pregnant

Employee needs bonding time with a newborn
Employee needs time to care for a family member
Employee is adopting a child

Employee is caring for a new foster child

Other reason for leave

Figure 16

%;Note You may be asked for additional information, such as due date for

a pregnancy leave, if applicable, before you can continue to Step 5.

5.) Select the type of absence (continuous or intermittent) the employee needs to take
by clicking on the circle to the left of the absence type (see Figure 17).

LeaveLink™ Self-Service Guide 18
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 Friday 22-Sep-2006 ACME Enterprises

CALL US NOW: 1-800-555-1212

Integrated Absence Management Software ’ r
by Absentys LLC g
¢ CONTACTL
* TREND REPORI
ONLINE TRAINING MANUAL R o LOGOUT |

New [ eave Request HENENENrrocRESS

What type of absences will be taken? (Click the image below to continue) REQUEST STATUS:
Employee: Kristina Marin
Leave Type: FAMILY (CHILD)
Continuous Absences

The employee will miss one or more full days in a row of work.

Intermittent Absences
The employee will miss one or more partial days of work

Figure 17

To enter Continuous Absences:

a.) Select the start date of the employee’s leave using the calendar (see Figure
18).

LeaveLink™ Self-Service Guide 19
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ACME Enterprises

5 Friday 22-Sep-2006

—+— | CALL US NOW: 1-800-555-1212
Leavelink L : ;

s CONTACTL
+ TREND REPORTI

ONLINE TRAINING MANUAL e NC \WE o LOGOUT
New [ eave Reguest HEENENEN[]rrOGRESS
Please indicate the CONTINUOUS absences: REQUEST STATUS:

Employee: Kristina Marin
Leave Type: FAMILY (CHILD)

B2 eareobet e 5> Start Date: | ]
EBEEIEEEAENEEEE ... ]
1 2
3 . 3 . 5 - 6 7 s ] | SUBMIT

i0 i1 iz i3 i4 i5 i6
i7 is i9 20 21 22 22

24 25 26 27 28 29 30

Figure 18

b.) Select the end date of the employee’s leave using the calendar.
%Note To change the month of the calendar, use the arrows
located by the month’s name.
c.) Click Submit.
To enter Intermittent Absences:

a.) Select the date of the employee’s absence using the calendar (see Figure

19).

LeaveLink™ Self-Service Guide 20
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ACME Enterprises

—+— y CALL US NOW: 1-800-555-1212
LeavelLink ' L j

Integrated Absence Management Software
by Absentys LL.C

* LOGOUT

ONLINE TRAINING MANUAL
New [ eave Reguest NN NN rroGRESS
Please indicate the INTERMITTENT absences: REQUEST STATUS:

Employee: Kristina Marin :
Leave Type: FAMILY (CHILD)

<< ‘September 2006 > Absence Date: |
H“““-H Hours Missed: {4.0
1 2
3 4 s & 7 8 9 ST

i0 i1 iz iz i3 i5 i6
i7 is i0 el ] 21 22 23

24 25 26 27 28 20 20

Figure 19

b.) Enter the number of hours he/she will miss on that day in the “Hours

Missed” field.

%Note The program automatically enters 4.0 into the Hours
Missed field. You can change this by clicking in the field, deleting

the 4.0, and entering the correct number.

c.) Click Submit.
6.) The leave information will be reviewed by a Leave Administrator, and the

employee will be sent more information (see Figure 20).

LeaveLink™ Self-Service Guide 21
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 Friday 22-Sep-2006 ACME Enterprises

—+— | CALL US NOW: 1-800-555-1212
Leavelink '

ted Absence Management Software
by Absentys LLC

® CONTACTLI

ONLINE TRAINING MANUAL ® N: WE » LOGOUT

New [ eave Request HENENENN N rrocrESS

Y our requested absences have been captured. REQUEST STATUS:
Employee: Kristina Marin

You may either add more absences, Leave Type: FAMILY (CHILD)
or click FINISH to complete your leave request and notify an Administrator.

, i Elan 1: Continuous
ADD MORE FINISHED Zihi PO e Lo

Figure 20

a.) Click Finished if you are finished entering all absences associated with
this leave (see Figure 20).

b.) Click Add More to enter more absences for this leave (see Figure 20).

LeaveLink™ Self-Service Guide 22
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Trend Reporting

There are four different reports you can view about your employees’ absences:
e Standard Client Leave Report- This report shows a summary of each of your
employees’ leaves for the past month (see Figure 21).

ACME Enterprises

—+_ CALL US NOW: 1-800-555-1212
LeaveLink ]

Inte =} fi i =

* CONTACT LEAVES
- - - + TREND REPORY
ONLINE TRAINING MANUAL o LOGOUT

Standard Leave Report, ACME Enterprises, 09/22/2006

Run By Administrator Demo, reporting period 08/22/2006 to 09/22/2006.
Manager-level reporting for Administrator Demo's Direct Reports.

Employee D Leave Reason Leave Dates Orig. RTW Final RTW Closed? Location
Marin, Kristina 1005488 106061 PREGNANCY 09/21/2006 - 12/25/2006 Open Work State CA
Policy Coverage: FMLA  Approved, 09/21/2006 - 12/15/2006 Exhausted 12/16/2006
Policy Coverage: FMLA Denied, 12/16/2006 - 12/25/2006 Exhausted 12/16/2006
Policy Coverage: CFRA  Approved, 11/12/2006 - 12/25/2006
Folicy Coverage: PDL Approved, 09/21/2006 - 11/11/2006
Policy Coverage: STD Approved, 09/28/2006 - 12/25/2006

Miller, Joann J51234 101781 PREGNANCY 02/01/2006 - 08/27/2006 08/28/2006 08/28/2006 Closed Work State CA
Policy Coverage: FMLA  Approved, 02/01/2006 - 07/20/2006 Exhausted 07/21/2006
Policy Coverage: FMLA  Denied, 07/21/2006 - 08/27/2006 Exhausted 07/21/2006
Policy Coverage: CFRA  Approved, 07/22/2006 - 08/27/2006
Folicy Coverage: PDL Approved, 02/01/2006 - 07/21/2006

Miller, Joann J51234 101782 PARTNER 09/01/2006 - 11/24/2006 Open Work State CA
Policy Coverage: CFRA  Pending, 09/01/2006 - 10/18/2006 Exhausted 10/19/2006
Policy Coverage: CFRA  Denied, 10/19/2006 - 11/24/2006 Exhausted 10/19/2006

willliams, Joann 6789 93263 PREGNANCY 02/15/2006 - 04/20/2006 Work State WA
Folicy Coverage: FMLA  Pending, 04/12/2006 - 04/20/2006
Policy Coverage: WAFML Pending, 04/12/2006 - 04/20/2006
Policy Coverage: WAPDL Pending, 02/15/2006 - 04/11/2006
Policy Coverage: STD Pending, 02/22/2006 - 04/20/2006

Figure 21

e Day of the Week Analysis- This report graphs your employees’ absences by day
of the week (see Figure 22). This allows you to see if your employees had more
absences on one or more days of the week as opposed to other days.

LeaveLink™ Self-Service Guide 23
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5 Friday 22-5ep-2006 ACME Enterprises

—+— | CALL US NOW: 1-800-555-1212
Leavelink i ;

Integrated Absence Management Software
by Absentys LL.C
* CONTACTL

L * TREND REPO
ONLINE TRAINING MANUAL * LOGOUT

Day of Week Analysis, ACME Enterprises, 09/22/2006
By Manager Administrator Demo, reporting period 09/22/2005 to 09/21/2006.
Weekday |Casual Intermit| Continuous | Total TrenI:I Analysis: Absence indcidence per day of the
weel

Sunday 0 1 27 28
Monday 0 1 27 28 35
Tuesday 0 5 27 32
Wednesday | 0 a 28 32 41
Thursday |0 4 28 32 §25 y
Friday 0 0 27 27 T

E?: 204
Saturday 0 2 27 29 <
TOTAL 208 315 ]

£

=10+

54
D __l—l—l—l—l—'—'_/
SUM  MOM  TUE  WED  THU THU
Number of 20
Absences

Figure 22

e Reason for Leave Analysis- This report shows the number of leaves/absences
taken for each reason (see Figure 23). This allows you to see the reason(s) the
majority of your employees took leave.

LeaveLink™ Self-Service Guide 24
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‘  Friday 22-Sep-2006

ACME Enterprises

_+_
Leavelink

Integrated

CALL US NOW: 1-800-555-1212

Absence Management Software
by Absentys LLC

; vl s TREND R
OMNLINE TRAINING MANUAL _::.‘: e LOGOUT

Reason For Leave Analysis, ACME Enterprises, 09/22/2006

By Manager Administrator Demo, reporting period 09/22/2005 to 09/21/2006.

Reason for Leave

Total Trend Analysis: Reason for Leave
Own Serious Health Condition

1
Domestic Partner’'s Serious Health Condition 1 H i EPaRTHER B PRESHANCY
Fregnancy or Pre-Natal Care 3

1

Back

Figure 23

e Absences by Month Breakdown- This report graphs your employees’ absences

by month (see Figure 24). This allows you to see if your employees had more
absences during one month as opposed to the other months.
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ACME Enterprises

‘ CALL US NOW: 1-800-555-1212
LeaveLinlc B g

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

Absences By Month Analysis, ACME Enterprises, 09/22/2006

By Manager Administrator Demo, reporting period Oct 2005 to September 2006.

Month Total Absences Trend Analysis: Absences By Month
January 2006 2
February 2006 13 M Jan 2006 EFeb 2005 B mar 2006 B Apr 2006 B May 2006
March 2006 A B Junzoos Bou2006 B sug 2006 © Sep 2008
April 2006 17
May 2006 13
June 2006 22
July 2006 21
August 2008 19
September 2006 28
_I—I—l—l—l—l—l—l—l_/
Jan Feb Mar Apr Maty Jun o Jul 2006 Aug Sep
2006 2006 2006 2006 2006 2006 2006 2006
Back
Figure 24

All of the reports are created from your employees’ absence information for the past year.

To generate a report:
1.) Click the Trend Reporting link located at the top of the screen.

2.) Select the report you would like to view from the list (see Figure 25).
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5 Friday 22-Sep-2006 ACME Enterprises

—+— CALL US NOW: 1-800-555-1212
Leavelink

Intagrate! sence Management Software
by Absentys LL.C
* CONTACTL
e s TREND RER
ONLINE TRAINING MANUAL . N » LOGOUT

Please select an available report from the list below:
l\?_" Standard Client Leave Report
l\':_" Day of the Week Analysis

) .
l\.'_' Reason for Leave Analysis

2 Absences by Month Breakdown

All reports are run for your employees only, during the past 1 year period.

Figure 25
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Forgot Your Password?

If you have forgotten your password after you have changed it from the default setting of
“password,” you will need to click the “Forgot your password?” link located below the
login fields on the login screen (see Figure 26).

T Monday 05-22-2006
Click here
if you

_+_ Leavelink Self-Service Weli forget your

Leavelink : : ! ) password.

Integrated Absence Management Software
by Absentys LLC

RECENT FMLA NEWS

# California jury awards $19 Million in dizability discimination
case arising from applic ation of no-fault attendance policy

» F¥ILA cost employers $21 billion in 2004

#» USAToday profile in May 2005
Family, medical leave act at center of hot debate

E-FMLA REGULATIONS

# Research federal & state leave laws at Absentys.com

POLICY LIBRARY

» Yiew your company' s reference guides For Leaves of Absence

» Online Training: [ &
Requesting leave for my employees 7R

Copyright 2006 Ab sentys LLLC. All rights are reserved.

Figure 26

1.) Click the “Forgot your password?” link.
2.) Enter your username in the “What is your UserName for Login?” field (see Figure
27).
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™ Monday 22-May-2006

_+_
Leavelink

Integrated Absence Management Software
by Absentys LLC

ONLINE TRAINING MANUAL

You have opted to reset your password.

Please provide answers to the following questions to continue:

STEP 1:

What is your UserMame for Login?

What is yvour Date of Birth (mm/dd/yvyyy)?

Figure 27

3.) Enter your date of birth in the “What is your Date of Birth (mm/dd/yyyy)?” field
(see Figure 27).

4.) Click Submit.

5.) Enter your answer to the security question that you chose when you changed your
password (see Figure 28).

1
wmm |Mportant You will need to enter the exact answer you entered when

you selected your security question.

LeaveLink™ Self-Service Guide 29



ABSENTYS

(% Monday 22-May-2006

_+_
LeaveLink

Integrated Absence Management Software 2 ]
by Absentys LLG .
# CONTACT HEM

ONLINE TRAINING MANUAL B o LOGOUT

You have opted to reset your password.

Please provide answers to the following guestions to continue:
STEP 1: Complete

STEP 2:

What is your favorite pet's name?:

| [ submit

Figure 28

6.) Click Submit.
7.) Your password has now been reset to “password.” Click the “CLICK HERE”

link to return to the login screen and login.

%Note You will be prompted to change your password the first time you
login after having reset it.
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employee, 16-22
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more, 16, 22
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continuous, 13-14
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past, 9
reduced schedule, 15
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reports, 23-27

requested date, 9
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Click Here, 30

Forgot your password?, 28
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medical certification date, 5, 9

month absence report, 25-26

N
name
employee, 5
user, 3, 28
P

password, 3, 30
change, 4, 28, 29, 30
confirm, 4
default, 4, 28, 30
forgot, 4, 28-30
new, 4
reset, 30

Q

question, security, 4, 29

reason for leave, 5, 9
list, 11, 17

LeaveLink™ Self-Service Guide

report, 24-25
report, trend, 23-27
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Day of the Week Analysis, 23-24

generate, 26-27

Reason for Leave Analysis, 24-25

return to work date, 9
RTW. See return to work

schedule, 15
screen
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My Employees, 5-6
My History, 8-10
New Leave, 11-22
Trend Reporting, 23-27
security
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