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File Edit Vew Favortes Tools Help

.7 Favarites Egl v| 45 Greenville School District ... X | B Emplayee Self-Service | |

Course List Manager (replaces SRS)

CPO Tracker

Crisis Management Software

1= curriculum

Go to Curriculum

[l Departmental Website
Access Departmental Websites

£ Employee Info (Lawson Self-Service)

Access your employee information via Lawson Self-Service

Go to ePAS

dystart| & | & Greenville School Dist...

Click on TimeLink Employee Self Service (TLESS) from the District Portal
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' GREENVILLE COUNTY District Web Portal v3.0
S I—IO O L S Today is Wednesday, February 9, 2011
] ] C
Where enlightening strikes
o
| General | | Business ‘ | School | ‘ Student | ‘ All Sites ‘
Listed belov are links to a list of all applications available on the District Portal.
U Timelink Edit/Approve Timecards &% Professional Development
Timelink Edit/ Approve Tim|Timelink Editfapprove Timecards Application for Registration & Recertification
J Timelink Employee Self Service @ safety Training
Timelink Employee Self Service Go to Safety Training
@ GRETIL (Lawson) Live/Production @ SchoolMessenger
GRETIL (LAWS$DN) Live / Production System General Announcement & Attendance Calling System
&l change Email Password N select schools
thange your email password here Go to the Select Schools (Live /Production) Site.
[i5 CLM (Course List Manager) H simple Track -

Go to Simple Track

Staff Home Directory
Teacher/$taff access to personal home directory

E student Email
Student access to email

= student Home Directory

Teacher access to Student Home Directories

Trip Request Manager

Request a bus for your school

Change In Assignment Manager

for Planning & Demographics
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Where enlightening strikes

Sign on using your GCSD user name and password. If you receive an invalid name/password, please contact the ETS Help Desk.
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TLESS Menu

Employee Self-Service - Windows Internet Explorer

g—\i_; - I‘ http:ffgestlapp01: 8080 timelinktEess ess

File  Edit  Wiew

=42 /[ ] [ Bng
7 Favarites 55| « | 8 Employes Self-Service X | 4@ Employee Self-Service | |
gﬂ GREENVILLE COUNTY
()

SCHOOLS

Where enlightening strikes

Favorites  Tools  Help

Main Menu

1]

(wWednesday) February ug, zuLL
155458

Horme  Logout

-
O R

Review Balances

i eques eave

mstartl & | & Employee Self-Servic...

=
@)%Y 354PM



N TIMELINK.

Review Timecard

Click on Review Timecard to see time worked (timecard), pay totals and leave accruals for a chosen time period.

mployee sellf-oervice - Tnaows Interne Xplorer
Gf‘\@v |Q it/ imelink .greenville k12 .sc.us: 2020 /Hmelink fHoess fess |§| [x] |£l Google ||P -|
File Edit wiew Favorites Tools Help |X @ convert v Elselect

¢ Favorites | w3 & Suggested Sites ~ @ Timelink &1 Web Slice Gallery =
M - 1 d - Page v Safety ¥ Tools ~ @~ &,

= EENVILLE COUNTY Marc Dominick [
== SCHOOLS [Thursday) February 10, 2011 (—
Where enlightening strikes 14:51:47
ol praus | @ Help [
<« > S 10T rare [ St v [ ] [t veam are [ o] (R
Schedule Actual
02/07/2011 12:00a - 12:00a3 RegPay 7:45a - 4:45p RegPay =
Monday b
02/08/2011 12:00a - 12:00a RegPay 7:45a - 4:30p RegPay
Tussday
02/09/2011 12:00a - 12:00a RegPay 7:45a - 4:45p RegPay
Wednesday
0z2/10/2011 12:00a - 12:00a RegPay 8:00a - 4:30p RegPay
Thursday
02/11/2011 12:00a - 12:00a RegPay 7:30a - 4:15p RegPay
Friday
0z/1z/2011 Mot Scheduled Mot Availsble
Saturday
02/13/2011 Mot Scheduled Mot Available
Sunday

Pay Category Transfer Value Total Accrual Code Balance Unit Of Measure
Fay Catsgory Mams Transfar walus Total ILLNESS 13595:31 HOURS

PERSONAL -07:30 HOURS

WAC 80:43 HOURS

[ | | %4 Local intranet | ¢4 - | ® 750q .
Microsoft Pow. .. Search Desktop - SOV WY il e, 2:51 PM




N TIMELINK.

Review Balances

Click on Review Balances for leave calculated by the Lawson Payroll System. Current leave requests submitted and approved through

TLESS will adjust your balances. Balances are displayed in hours/minutes format. Personal leave equals total hours taken and displays
as a hegative number.

\-- mployee celf-oervice - windows internet cxplorer

G‘_fﬁ—;r v |'U i/ imelink greenville k 12.sc.us: 5050/ tmelink fHoess feas |§| [x] |-.!l Google
File Edit View Favorites Tools Help |X Convert v ESelect
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¢ Favorites | ¥ & Suggested Sites ~ @ Timelink &1 Web Slice Gallery «
- ] d= - Page ™ Safety ¥ Tools v @~ &

¥ SCHOOLS —

Where enlightening strikes

ol e | @ =sip | % ene
Change Date 02/10/2011 = LG

Balance(s) as of 02/10/2011
#*Balances do not reflect planned absence(s) after today's date.

Balance Unit Of Measure
Tliness Accrual Account [ 1359:31 | HOURS ]
Personal Accrual Account [ -07:30]| HOURS ]
Vacation Accrual Account [ 80:43 | HOURS ]
Dorne | | | | | | 5

| %4 Local infranet | 3 - #7508 -
IMicrosoft Pow... Search Deskiop | £ SOV G @ e 2:53 PM




N TIMELINK.
Request Leave

Click on New Request to submit a leave request or view leave request history.
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Request Leave

Al srevos | | wewmeoues | M Sewmmesess | @ mem | w Eoe

status
[ | Confirmation Number | Leave Type | From - To | Submi Date | Status | Approver Status |
| | 91 | Sersonzl Leave | 01/28/2011 - D1/28/2011 | 01/25/2011 3:43p | Submitted | Approved |
Dane SJ Local intranet #5 - | ® 7508 et
3 Microsoft Pow. .. Search Deskiop SV gD, 255 P




N TIMELINK.

Leave Request

Entering a Leave Request from the TimeLink Employee Self Service Menu

From the Employee Portal, click on TimeLink Employee Self Service (TLESS).

Click on Request Leave.

To select a Type of Leave, click on the drop down menu to pick a leave reason.

For Date, enter a From and To date. For a date range, do not include Saturday and Sunday. For a

single day off, enter the same date in both boxes.

5. For Hours Per Day, enter in HH:MM format in 15 minute increments - Example: for a seven hour and 30 minute
regular work day, you would enter 07:30.

6. If the leave request needs explanation, enter a description in the Comment box - comments are not required.

7. Click Submit at the top of the “Create Leave Request” page.

PwnNE

Create Leave Request

-]l Previous - sukbmit = Help e Primit

Leave Request Wiew Balances ==

Type of Leawve™” IEIereavement vl

Date™ From

Hours Per Day* I ao: o0 HH : MM

Ernter wour tirme in Hours and MMinutes., 2.5 hours is enter as O3:20. ¥You must enter vour time
im 15 minute increments. 15 minutes is entered as 00:15.

Approwver N oour Supervisor

Comment

L

<

8. To check the status of your leave request (approved or rejected), click on Request Leave from the TLESS Main Menu. All leave request activity
will be displayed. If your request is rejected, click on the confirmation number to view the rejection explanation. After a supervisor approves
leave time, the leave will not display on your timecard until the night before the leave date(s).

9. You cannot use Timelink to request leave for past dates. If the date has passed, you must complete the District’s Leave Request form and submit
the completed form to your supervisor.



N TIMELINK.

Leave Request - Supervisor

Approving a Leave Request

1. Go to the Manage Leave Request Screen by typing in TA212 in the menu box and clicking on the green arrow.

2. You will see a list of pending requests for your approval. If helpful, you may sort by name or group in the
requestor drop down.

3. To approve a pending request, double click on the pending request.
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Manage Leave Requests - TAZ12

File Actions Help
2 | @ A B | e
or [Last mame ~| [reid
Period [ ~]
Time Code [ ~
Apply | [ Save Search
Request List
[l [« 1 -35of 4rs [ []
| (an"'"latlﬂn ZE L (e 1do Start Datec End Datec Reﬂuested [T Approval Start Dateo
“sacation D8/15/2011 0S5/19/2011 02/07,/2011 02:26 PM Pending Submitted 08/15/2011
ieis mMilLeave D4/04/2011 04/08/2011 02/07,/2011 02124 P Pending Subrmitted ey D4/04/2011
1z1e PersIll 0z/04/2011 02/04/2011 02/07,/2011 02:22 PM Pending Subrmitted R 02/04/2011
1z14 Famllins 03/07/2011 031172011 02/07/2011 02:21 PM Pending Subrmitted R 0z/07/2011
1z12 Bereavmt Oz/08/2011 02/10/2011 02/07,/2011 02:20 PM Pending Submitted MR Oz 08/2011
1z00 BusLve 110572010 11/05/2010 11/04/2010 0S:14 PM Pending Submitted Comment 11/05/2010
1198 BusLve 110572010 11/05/2010 11/04/2010 0S:14 FM Pending Submitted Comment 11/05/2010
1195 BuslLve 11/05/2010 11/05/2010 11/04/2010 0S:14 PM Pending Submitted Comment 11/05/2010 =
Comments
0O-o0ofo
-_j‘

@ istart| @ [ @ TimeLink Enterprise 6... @[ BT 1= pm

Copyright © 2009 Time Link International Corp.



N TIMELINK.

Leave Request - Supervisor

Approving a Leave Request - Continued

4, Once you double click, you will see the request details screen.
5. You have the options below in the menu bar: Green Check — Approve, Red X — Reject
6. You may also view the employee’s balance by clicking the magnifier (will show in area with red mark) before

approving. Future requests can be approved even if the employee does not have enough leave in his/her current balance.
You are approving the leave request based on the expectation that the employee will accrue enough time prior to the
actual scheduled day.

#7= TimeLink Enterprise 6 - Windows Internet Explorer
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Request Details =

Requested By Reid, Judy 124740
Time Code “sacation |

Date From [02/15/2011 To 0s/19/2011

Time 07:30

Reason Code R |

Submitted [oz/07/2011 |

Schedule Status [ |

Approval Details
1-10of1
. Dateo luser = Status: =
02/07/2011 02:36 PM JMREID Submitted
=]
Comments
0-0ofO
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N TIMELINK.

Leave Request - Supervisor

Approving a Leave Request - Continued

7. Once you click approve, you will see the below warning box. Remember, it will not populate
on your employee’s timecard until the night before the scheduled day off.
8. Click yes to the warning screen below and go to next step.

¢/ TimeLink Enterprise 6 — Windows Internet Explorer
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Requeste ady 1zaran
=] — webpage... B3

Time Code “sacation ] war a
Date From [0s/15/2011 To os/19/2011

Are you sure you want £o approve this leave request

record?
Time 07:30 v

L2 MNOTE: When you approve this record, the employee's

schedule will automatically be updated to reflect the
Reason Code MR ] permission.
Submitted [oz/o7/z011 |
Schedule Status [ | v
Approval Details

1-10of1
Ll _Date |User o Status* Gl -
02/07/2011 02:36 PM IMREID Submitted
Comments
Oo-oofo
.l Date |User o Comment 5 j‘
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N TIMELINK.

Leave Request - Supervisor

Approving a Leave Request - Continued

9. The approve leave comment box will display. You can click OK without adding a comment - comments are optional.
10. Information box displays — “The leave request has been approved” — Click OK.
11. Request Details screen will display — click on the “back arrow” to return to the Main List.
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