Request for Absence
Using Employee Access Center

All absence requests should be entered within 24 hours of your return to work. Vacation requests
should be approved and entered in advance.

To create a Request for Absence (Vacation, Sick or Personal), you will need to login to the Employee
Access Center (EAC) at http://eac.Jansingschools.net/eac52.

Once logged in, select “Leave Information” from toolbar on left side of screen
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Employee Tasks:
Demographic Information
Additional Information
Payroll Checks
Salary and Benefits
Leave Information
Print W2s
Tax Information
Deductions and Benefits
“What If” Paycheck
Calculator

This brings up the leave calendar.

Click on “Leave Requests”.

Leave Calendar

Leave Banks | Leave Reqguests

24 |125)26 |27 | 28 30 [ 31 26 |27 |28 |29

July 2014 August 2014 September 2014 QOctober 2014
sim|T|w|[T sm|T|w|T|Fls||sm|T{w|[T[F|s|[sm|[T|[w|[T|[F]|s
123 1 12245 123
72910 456 |7]a g ol10[11]12 HEEE L
141516 [17 1112 [13[14]15 15|16 [17 [18 [ 18 13|14 [15[16 17
21|22]23]24 18 (19|20 21 ][22 22|23 |24]25 )25 20|21 (222324
28 [29]30] 31 25|26 |27 |28 29 29|30 272820 302
November 2014 December 2014 January 2015 February 2015
simitjw|T|Fls|[sm|[T|w|[T[F[s|[sm|T|w|[T[F[s||[sm|[T|[w|[T]|F][s
12345 1]z 234556
al4fs]6]7 g |af1o]11]12 516|789 9 [10[11]12
10111213 [ 14 16 [17 [ 18] 19 12 (13 [14 |15 |16 1617 [18 19|20
17|18 [19 |20 21 23|24 |25(26 19|20 (21 ]22]23 23|24 |25| 26|27
30




Any previous, unposted leave requests will be listed. Click “Add a New Leave Request” to create the

new request for absence.

Review Leave Requests

Leave Requests Page

[ Add a Mew Leave Request ]

There are no leave requests to view.

Your leave bank information will show at the top of the screen. The leave request information will

display on the bottom half of the page.

4 Leave Request

Leave Bank Information

Leave Code
080

25

569
800
900

Leave Title Unifs
M8C 12MO-8HRSSICK  Hours

M&C-8HRS-8+ YRS- Hours
VACATION

MEC-§ HRSPERSONAL  Hours

MISC BANK-NO CHARGE  Hours

DOCK BANK Hours

Leave Request Information

Farned YTD
320000

168.0000

16.0000
0.0000

0.0000

Taken YTD Current Balance Pending Leave
10.0000 218.0000 0.0000
1002500 90.1400 1.0000
4.0000 12.0000 4.0000
0.0000 0.0000 0.0000
0.0000 0.0000 0.0000

Pending Balance

218.0000

89,1400

8.0000
0.0000

0.0000

Leave Type®
Start Date"
End Date"

Hours*

100032018 i
100032018 =
0.0000

Notes



Create your leave request by selecting the leave type, the start and end dates of absence and the number of
absence hours. Be sure to note the correct hours. You may add any notes to help the supervisor when

approving the request.

4 Leave Request Information

Leave Type* PERSNL PAY x| Notes
' leaving at 2:30
Start Date® 100412018 i
End Date* 100412018 i
Hours* 20000

Once complete, click the submit icon in the top right corner.

Your request for leave has now been submitted. Click the "OK" button to exit the leave request screen.
The request has been sent electronically to any approving managers. You will receive an email once your
request has been completed by all approvers. This email will let you know if a request has been approved,

denied or needs additional information.

Leave Request Submitted

The leave request has been successfully submitted.

“OK)
Once submitted, you can review the status by logging into EAC and returning to “Leave Requests”.

1. Multiple entries can only be for a maximum of 1 week at a time (Monday-Friday)

2. Multiple entries can only be used for consecutive, full day absences,

3. Supervisors need to pay close attention when approving multiple day entries to ensure that the
beginning and end date and number of hours are correct.





