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This document provides instructions and support for utilizing the Leave Calendar within SharePoint Online. These instructions
support both the requestor and the approver.
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Requesting Leave
e C(Click on “Add” on the date cell when you want leave.

4

e Enter “Employee Name”.
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e Select “Approver”.

saskatchewan.ca S aSka tc h ewdan %A



SPO Members — Leave Calendar User Guide oo et 201

Next review: February 2022
Ministry of SaskBuilds and Procurement i

This document provides instructions and support for utilizing the Leave Calendar within SharePoint Online. These instructions
support both the requestor and the approver.

Leave Calendar - Mew item

BT

l* P
) By Copy

Seer  Cancel  Pasie .l-'i_u-ch Speling
E =

B o e B ﬁ(

Coamuma Chpboard At Spelang

Ibenad G ths lest resquine content apprdval. Your submission will nol appear in publc vews
uritil approwed by somesone with proper rights. Mare information on conbent approval

Employee Name * [ Gopi. Mahima c5: | &2

oo K=
Use thi [t s ety the spprcver of She e Gr desumen

Copy To [ 7| &0F

Usie this Bl 1 dcbel i o o thee T Lk

Select People

Find | x| [List View v

Display Name E-mail Address Title
As

Gopi, Mahima CS mahima.gopi@gov.sk.ca Senior Prog|

e “Copy To” field is optional. Select if you wish to notify someone for your leave.

e Select “Calendar Request Type” from the list.
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e Check “All Day Event” if you want leave for the entire day.

Employee Name * | Gopi, Mahima CS; | & E2

Approver * | Gopi, Mahima CS; | &EE
Use this list to identify the approver of the item or document.

Copy To I} | | &
Use this field to add a cc. for the Team Lead

Calendar Request Type * | Vacation Leave v

All Day Event Make this an all-day activity that doesn't start or end at a specifi
hour.

Recurrence () Make this a repeating event.

Start Time * 6/14/2020 |

e Recurrence option is useful when adding EDOs or recurring vacation. Functionality is similar to outlook.
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All Day Event

Last revised: February 2021
Last reviewed: February 2021
Next review: February 2022

) Make this an all-day activity that doesn't start or end at a specific hour.

Recurrence

#) Make this a repeating event.

Patt
() Daily ? eIn
(® Weekly Recur every | 2 |WE'Ek(S) on:
(;) Monthly [JSunday [ Monday [J Tuesday [ Wednesday
) Yearly {J Thursday (J saturday
Date Range
Start Date

() No end date

6/14/2020 | () End after: occurrence(s)

e Click on “Save” to create the request.

Coverage Resource

Description

| | 6/25/2021 |

Select a resource for coverage.

<

Save

Cancel
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& EDIT LINKS

Leave Calendar

= (% June 2020

SLINDaY BACNDAY TUESDAY
3 1 2

e After approver takes action, requester will get notified of the response.

Your request for for the period Sunday, June 14, 2020 12:00 AM to Sunday, June 14, 2020 11:59 PM has been approved.
Approver Comments:

Please contact your manager if you have any questions or concerns.

If your request has been rejected, please modify or remove the request.

ItemUrl

e If you selected anyone as your “Coverage Resource”, they will get notified as well.
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Notification:

You have been identified as a backup resource for Gopi, Mahima CS for the period Sunday, June 21, 2020 12:00 AM to Sunday, June
21,2020 11:59 PM.

This arrangement is normally made in advance. If you identify any conflicts in this absence, please discuss with Gopi, Mahima CS or
your supervisor.

Adding Stat Holidays

e C(Click on “Statutory Holidays”

d 2020 o
Jan Feb Mar
Apr May Jun
Jul Aug Sep
Oct Nov Dec
Today is Tuesday, December 1,
2020

Calendars in View

I Statutory Holidays I

‘Work/Events

SBP Home

Home
Communications Items
Comm Documents
Conversations
Calendars

Action Items

#+) (%) December 2020

SUNDAY
29

20

27

MOMNDAY
30

Stat - Boxing Day

TUESDAY

1

WEDNESDAY
2

e Click on “Add” in the date cell
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115 16 (17
+ Add
22 23 |24
29 130 [1

| Stat - Canada Day

e Add details and click on “Save”.

Title * | Btat - Canada Day |

Meeting Location | |

Start Time * | 7172020 |

End Time * | 7/1/2020 | BB

Request Details

All Day Event ¥ Make this an all-day activity that doesn't start or end at a specifi
hour.
Recurrence [0 Make this a repeating event.

() Specify your own value:

Created at 6/5/2020 11:58 AM by || Gopi, Mahima CS — ‘ ‘ — ‘

Last modified at 6/5/2020 11:58 AM by || Gopi, Mahima CS

e Navigate back to Leave Calendar to see changes.
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Leave Calendar

) e 2020

SUMDaY MONDRY TUESDAY WEDMESDAY THUR
3 1 2 3 4

Adding Leave Calendar to Outlook

e C(Click on any calendar cell and click on “Connect to Outlook” on the top ribbon and follow the steps
shown in the images below:

BROWSE EVENTS | CALENDAR

Tl Create View  Current View: . [$:| Export to Excel
RS EE . & BEP
A 7 Medify View . | Calendar - & 1% Open with Access
Day Week Menth  Expand CoIIane Calendars Tags & E-maila Alert RSS Connect to
Al Al Overiay  [ff] Create Column Notes Link. Me~  Feed Outlook
Scope Expand Manage Views Tags and Notes Share & Track onnect & Expart
d 2020 L
Jan Feb Mar Q- (#) December 2020
Apr May Jun
Jul Aug Sep SUNDAY MONDAY TUESDAY
Oct Nov Dec 2 30 1
Today is Tuesday, December 1,
2020

Statutory Holidays

IEII
:
:
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Op%en Outlook 20167

https://skgov.sharepoint.com wants to open this application.

V\hrosoﬂ Outlook X

o®s Connect this SharePoint Calendar to Outlook?
[ 1] ]
You should only connect lists from sources you know and trust.
Central Management System (CMS) - DMO Leave Calendar

https://skgov.sharepoint.com/sites/CSMLS/Lists/Leave

To configure this Calendar, click Advanced.

saskatchewan.ca S aSka tC h ewdan %A



Last revised: February 2021

SPO Members — Leave Calendar User Guide Last reviewed: February 2021

Next review: February 2022
Ministry of SaskBuilds and Procurement i

This document provides instructions and support for utilizing the Leave Calendar within SharePoint Online. These instructions
support both the requestor and the approver.

Send / Receive
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Approving Leaves (This section is for approvers)

e Approvers will receive an email for leave request. Click on “Approve/Reject” to take action.

Requested by Gopi, Mahima CS <mahima.gopi@gov.sk.ca>

Gopi, Mahima &S has submitted a leave request for your approval

A calendar request for for the period of Sunday, June 14, 2020 12:00 AM to Sunday, June 14, 2020 11:59 PM has been submitted for your approval.
Coverage Resource:

Description:

Link: https://skgov.sharepoint.com/sites/CSMLS/_layouts/15/listform.aspx?PageType=48Listid=42e242a7-b7fc-49f4-91d1-
285e3b1fébdc&ID=2&ContentTypelD=0x0102000F11AEC68A6D7E4CI840ECSE07643AE700FFD70BEBACT1774CBA3A9AIAGE43128A

Date Created: Friday, June 5, 2020 9:47 PM GMT
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e Comments are optional for approval. Click on “Confirm” on the approval window. See image below.

Respond: Approve X

Overview

Approval
Gopi, Mahima CS has submitted a leave
request for your approval

Requester
@ Gopi, Mahima CS

Received
Jun 5, 04:23 PM (20 sec ago)

Link
https://skgov.sharepoint.com/sites/CSMLS...
PageType=4&listld=42e242a7-b7fc-49f4-
91d1-
285e3b1febdc&ID=2&ContentTypelD=0x0...

Details

A calendar request for for the period of
Sunday. June 7, 2020 12:00 AM to Sunday,
June 7, 2020 11:59 PM has been modified
and once again requires your approval.
Coverage Resource:

Description:

Approve

Add a comment (optional)

Requester will be notified.
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