WebManager Approve Leave — Tutorial
http://webmanager.scschools.net

Enter your district assigned computer user name and password.
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Once authenticated, Click your user name on the top right of the site.
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«  Change your password

»  Staff Leave Approval

From the menu, click “Staff Leave”
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http://webmanager.scschools.net/

Or click button “Staff Leave Approval”
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If approvals are waiting, staff names along with the number of requests are listed. Click on
staff name to show request details.
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Approval Needed for...
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To approve or deny leave click on the thumbs up or down.

Approvals Admin Leave
Approval Needed for.. NoLeavesProcessed | AURA HOWARD & First Awesome Group
Balance
LAURA HOWARD
o 0.00 - DEDUCT Apr 1, 2019 (8 hours) : Vacation - | &I

8.00 - EMER-HRS

0.00 - MISC

2.00 - PERSONAL

2.00 - PROF DEVEL

165.00 - SICK LEAVE

35.00 - VACATION




If you deny a request, you are prompted for a reason.

Reason for Denial

No vakation for you!

Cancel

When there are no more leave requests needing action taken then the following will show.
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View Calendar button will allow you to see all submitted staff leave which you approve.
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