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Introduction

The Vacation and Sick Time Tracking System is a Web-based application that supports the following user roles and activities:

	Employee
	A person registered in the application database, for time tracking purposes.
	Enters monthly vacation time, sick time and other time off.

Submits time off data for review by supervisor.

Views his/her own current and previous submissions.

Views his/her own summary data for a given year.

	Supervisor
	An employee who is permitted to view and approve submissions of other employees.
	Trusted to handle the submissions from specific employees (supervisees), which may or may not be in the same department.

Reviews and approves submissions from supervisees.

Views monthly input and yearly summaries of supervisees, as needed.

	Administrator
	An employee responsible for maintaining the application.
	Maintains tables of employees, departments, and units in the application database.

Purges submission records from previous years, resetting starting balances.

Views information about all employees, as needed.


This document describes how to perform Employee specific tasks, using the Employee Input form and Employee Summary pages.

Starting the Application

Use one of the following methods to start the application:

· If you have received an email message containing a link to the application, click on the link to start the application directly. Otherwise,

· Start Internet Explorer. In the Address bar, type http://metcswebserver.bu.edu/vstts/timeoff-pilot  

Logging On

Before using the application, you will be asked to log on. The Logon form prompts you for the following information:

· Last name and first name (not case-sensitive)

· Password (case-sensitive)
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Click the Log On button to log on. If the employee name and password (as you have typed them) exist in the application database, you will proceed to the Main Menu.

If the employee name doesn’t exist in the application database, or if the password is incorrect, an error message will be displayed. Correct the spelling of the password or user name and click the Log On button to proceed.

If you don’t know your password, please contact the application administrator to provide a new password.

Changing Your Password

You may change your password as follows, using the Logon form:
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· Enter your last name, first name, and current password.

· Click the Change Password button. If your name and current password are correct, the form prompts you for a new password.

· Enter your new password in the New Password box.

· Enter the same password in the Confirm box.

· Click the Submit Password Change button.

Selecting Tasks from the Main Menu

The Main Menu displays links to the tasks that you can perform. For an employee who is not a supervisor or administrator, the following choices will be displayed:

· Employee Input form: to enter and submit monthly vacation time, sick time and other days off

· Employee Summary: to view the data you have entered in a given year, together with accrual rates and balances.
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Click the Employee Input form link or the Employee Summary link to proceed to the desired page, or click Exit to exit the application.

Entering Monthly Data

The Employee Input form is used to enter vacation time, sick time and other time off for a given month. It provides:

· A drop-down list to select the month for input, in the current year.

· A list of Standard time categories (Vacation, Sick and Jury Duty) in which to enter dates.

· A drop-down list to select Other time categories (Compensatory, Sympathy).
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To enter monthly data:

· Select the desired month (if the desired month is not displayed).

· Enter dates in the desired time categories. 

Selecting the Month

When the Employee Input form appears, it displays the current month. To view or edit your input for a different month, you may change the month selection. 

The input form indicates the status of your input for the selected month, with one of the following messages:

No input has been saved for this month.

This month's input has been saved but not yet submitted.

Your input for this month has been submitted to your supervisor for review and approval.

This month's input has been submitted and approved.

You are free to enter new data, make changes, and re-submit your input for a given month until your supervisor approves it. After it has been approved, you will still be able to view the input (which will appear in gray on this form) but not change it.

Entering and Validating Dates

Enter dates in a given time category, as in the following example:
Assuming June is selected; this input represents June 2, June 7-9, and June 12 (half day).

You may enter the dates in any order, and commas are optional. The application will validate your input when you click anywhere else on the form. If the input is valid, the application reformats it into a standard form. Otherwise, the application displays an error message.

Using “Other” Time Categories

Whereas the Standard time categories always appear on the input form, the Other categories do not appear until you select them and enter data. 

To add an Other category to the form, select it from the drop-down list. The time category is then added to the form, and provides text boxes for

· Dates: Same as with the standard categories.

· Reason: You should provide a brief description of your reason(s) for taking time off in this category, in this month.
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Saving Your Input

Click the Save button to save your input to the database. The following message indicates success:

Your input has been posted successfully to the database. You may return to this form later, if you need to make additions or changes. When your monthly input is complete, click the Submit button to submit it for your supervisor's approval.

You will not be permitted to save the input if the dates are invalid, or if there is any overlap between dates from different time categories:

Submitting Your Input

Click the Submit For Approval button to make your monthly input available to your Supervisor for review and approval. (If you have previously submitted this month’s input, the button will be labeled “Submit Again”). The following message indicates success:

Your input for this month has been submitted to your supervisor for review and approval.

Viewing the Calendar

To simplify the task of entering dates, you may display a small calendar next to the Employee Input form. This calendar is informational – it does not affect any data on the input form.

To view the calendar, click the View Calendar link next to the date selection list at the top of the form. The calendar shows the currently selected month. If desired, you may change the month and year on the calendar, but this does not affect the input form. 
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Linking to Your Summary

The Employee Summary shows your input for the year, together with accrual rates and balances. To access your Summary directly from the Employee Input form, click the View Summary link next your name at the top of the form.

Exiting the Employee Input form

Click the Exit button to return to the main menu. (Any changes which you have not saved will be discarded).

Viewing Your Summary

To view your summary data for current year, use one of the following methods:

· Click the Employee Summary link on the Main Menu.

· Click the View Summary link on the Employee Input form.

The Employee Summary provides

· A drop-down list to select the year of the report.

· Information about the employee’s hire date and salary grade

· Check boxes to select the time categories to be displayed

· A summary table per time category, including

· Accrual rates, starting and ending balances

· Time off input and totals for each month
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Selecting the Year of the Report

When the Employee Summary appears, the current year is selected. You may select an earlier year from the drop-down list, to display summary data from that year.

If the year you select is earlier than the year when you were hired, or if your submission records for the selected year have purged, an error message will be displayed.

Selecting the Time Categories to Be Displayed

When the Employee Summary is first displayed, the Vacation and Sick time categories are selected. You may display other categories (e.g., Jury Duty) by checking the appropriate boxes. Similarly, you may remove categories from the display by clearing the appropriate check boxes.

Viewing the Summary Tables

For each selected time category, a summary table is displayed with the following columns:

	Month
	The month in which days were taken off. (Provides a link to your input for that month).

	Dates Taken
	Dates which you entered in the Employee Input form.

	Earned
	Days you have earned this month, according to personnel policy.

	Used
	Total days taken, as computed from the “dates taken” column. 

	Balance
	Monthly balance in this time category.


Accrual rates are based on labor grade and total months of service, and are prorated for employees who work less than full time (based on a 35-hour work week). 

Employees in certain labor grades may be awarded extra sick time, if they take fewer than 6 sick days in a given year. So your starting balance for one year may be slightly higher than your ending balance in the previous year. 

Linking to Your Monthly Input

To access your Employee Input form for a given month directly from the Employee Summary, click on the month name in the summary table.

Exiting the Employee Summary

Click the Exit button to return to the main menu.
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