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Welcome

elcome to ELMO.

ELMO is an automated leave management system

that was created to facilitate an easy, fast, and fun

way to request leave without the use of a paper
leave slip. The leave request is sent electronically to the
supervisor for approval. ELMO also adds many time saving
functions such as:

e Fasy Interface — One easy screen to request leave.

e Useful pre-designed reports.

e Review submitted leave slips with ease.

e Forecast projected leave balances for anytime in the future.
e Ability to print any leave request if needed.

e Use/Lose reminders.

e DPowerful Leave calendar with many options.

e Most of all, it’s fun to use.

Who is this manual for?
This manual will show you how to get around the ELMO menu
system. It will show you how to request leave, show you how to
view your leave requests and also help you plan your future leave.

How do | run ELMQO?

On your desktop there should be an icon that looks like this:
Just click (or double click) on the icon and the ELMO login
Screen will pop up.

I DON’T HAVE AN ELMO ICON!
Simply call your systems department and they will
install the ELMO software on your computer.

1 11/16/2006
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Login Screen

How do I login to ELMO?

Type in your login name and password given to you by your
personnel specialist and click the Login Button.

I DON’T REMEMBER MY LOGIN OR

PASSWORD!

Simply call your personnel specialist and they will be
able to issue you a new password or tell you your login name.

E'rror: Database error connecting to ELMO. Call Systems.

ELMO can’t find the server so call your systems department and
let them know.

Error: Invalid Login or Password.

The login name you entered or the password you entered did not
match the login ID or password on file. Please check the login
ID and make sure you typed it in correctly. Retype your
password.
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Did you
know???

If that didn’t work, make sure you have your CAPS LOCK off.

Passwords and login IDs are case sensitive.

If you still can’t get in call your personnel specialist and they will
be able to help.

Error: You have exceeded the maximum login attempts.

You get three tries to enter a correct login ID and password.
After your third try ELMO shuts down and you must restart the
ELMO program to try again.

ELMO remembers the last successful login ID. Usually all you
will have to do is start typing the password once the login screen
comes up.
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User Interface

1. Current User Bar
2. Menu Bar (See Section IV)
3. Interface screen. This changes depending on which

tunction in ELMO you are actually working on.

4. Message Bar (See section V)

How do I exit ELMO?
To Exit, click the little X in the upper corner of the

screen:

The ELMO program can be resized to many different sizes.
Resize by holding your cursor over the bottom right corner of the
program and then click and hold the Left Mouse Button and drag.
ELMO will even remember the size each time you login.

Did you
know?
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Menu Bar

FE e ® &

Balances Request Wigw Calendar Optionz

This menu bar is at the top of every screen in ELMO. Itisa
quick way of getting around ELMO. From any screen in ELMO
you can get to any other by just using this menu bar.

At most screens, there is no OK button or Accept button to end
a transaction. You don’t need one. If you are in the middle of
entering a leave request and want to skip over to the calendar just
click on the calendar button.

Some of the menu buttons have sub menus attached to them.
For example:

&

Options

Choose Start-up Screen
Cuskomize Summary Screen
3 Hawe ELMO nokify me by email when leave is approved?  »

Zhange ELMO password

About ELMO

If you want to exit a sub menu without choosing any of it’s
options just click anywhere else and the menu will close.

Menus with a little triangle after the words mean there is another
sub menu pertaining to it. There is an example of this in the
menu above.
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Message Bar

Your use or lose balance is 3.50 hours of Annual Leave.

You'll find this at the bottom of every screen in ELMO. It will
tell you if you will have use or lose, it will tell you if you have
leave that is going to expire soon and it gives you informational
messages from ELMO, like when your leave request was
successfully sent, etc.

If you have more than one message, it will show you the total
number of messages in the bottom right corner. Every 5 seconds
the message showing will change to the next message in a
different color. Once they have all been shown it will repeat.

Most of the time the button in the bottom right corner
LS of the screen will say, “No Alerts”.  But other times (as
seen in the full bar picture above it will show the
number of current alerts. You can click on this button to bring
up an information box that will show all alerts at one time.
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Changing your Options

&

Options

Choose Start-up Screen L4
Zuskomize Summary Screen
3 Hawe ELMC nokify me by email when leave is approved?

hange ELMO password

About ELMO

Choosing a New Start-Up Screen
The first screen you see in the interface section is up to youl!
Right after you log in you can have ELMO bring you directly to
the Balance Summary screen, the Calendar, or right to the Request
Leave screen.

Just click on Choose Start-Up Screen and you’ll see your
choices. Click on the one you want and that’s all there is. The
next time you log into ELMO you’ll be at your new Home.

Having ELMO email you when your leave is approved.
When this is set to yes ELMO will email you and let you know as
soon as your manager approves (or deletes) your leave slip.
Option is grayed out
If this is grayed out, contact your Personnel Administrator. She
may need to add your email address to the system.

Changing your ELMO Password
Clicking on Change
ELMO password brings
you to this screen: Current Password: |

New Password: |
New Password again: |

Type in your current
password (the one you
just used to get into
ELMO) and then type

your new password in the

¢ Change Password |
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next two boxes. ELMO will not show the letters you type but
instead will show an *. This is a security feature so someone
behind you will not be able to read your passwords on the screen.

What is a valid Password?
ELMO requires you to make your password at least 5 characters
long. The password can be letters or numbers. Generally
speaking a password should be made up of a combination of
letters and numbers. It shouldn’t be your name or spouse’s name.
It should be something near impossible to just guess. For
example: fried88chicken or mission0192impossible.

Customize Summary Screen
ELMO allows you to show on your balance summary screen only
the leave types you want to see.

Just click on Customize Summary Screen and you’ll see this:

Customize Summary Screen
Put a check in front of each type of leave you want to have on your summary
screen.

Annual Leave
Sick Leave
Admin. Leave
L'w 0P

Comp. Leave
Seminar

] Jury Duty

[ Military Leave
FFLA Uszed
FMLA Uszed

How do | save my changes?
Leave types with a checkmark show up on your balance summary
page and the others do not. Once you make any changes just go
to any other screen or exit the program and ELMO saves your
changes automatically.
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Balance Summary Screen

Leave Balance Summary

Begnming Acerued Used Balance
{Amal Leave: 0.00 0.00 0.00 0.00
- Sicl Leave n.on 0.00 0.00 0.00
- Future 0.00 3200 3200
Admin. Leave n.on 0.00 0.00 0.00
LWOP 0.00
Comp. Leave 0.00 0.00 0.00 0.00
Senunar 0.00
Jwry Duty 0.00
Military Leave n.on 0.00 0.00 0.00
AWOL 0.00
FFLA 0.00 0.00 0.00 0.00
FMLA 0.00 0.00 000 48000

This screen shows your leave balances for the types of leave that
you requested to be on your balance summary screen.

To change the types of leave shown on this screen see: Section
VI1: changing your options.

Plus Sign — Extended Leave information
Some leave types may have a plus sign in front of it. Clicking on
this plus sign will drop down more information about that leave
type. For instance, if you have any future transactions, or if you
have been advanced leave.

Beginning Balance
This is the beginning balance as of the start of the current leave
year or it was your balance when you started using ELMO.

Accrued

The amount of leave you have accrued since the beginning of the
current leave year. This total only reflects leave given to you up to
the last closed leave period. The date shown in the Current User
Bar - Leave balances as of shows you up to which date the
leave balances are reflected.

Used
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The amount of leave you used since the beginning of the leave
year. This amount also only shows leave that was taken up to the
leave balances as of date.

Balance
This is your current leave balance as of the date in Leave
balances as of:

Future (if shown)

This is the amount of leave that you have requested that is in a
period that hasn’t been closed by your personnel specialist yet.
For example: If ELMO currently shows you Leave balances as
of: 5/6/2001 and you have a leave request for 8/8/2001, ELMO
will show these hours here because technically they are not in
your current leave balances.

Advanced (if shown)

This is the amount of leave that has been advanced to you. It will
show the total advanced and the total you have paid back and the
remaining hours to be paid back.
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Requesting Leave

Request Leave

Leave Type: IAnnuaI Leave j

I Donate Leave I~ Invoke FMLA

Start: [11/292001  v| [B30am 7]
End: [11/292001 | [400pm 7]

Total Hours This Leave: 7.00

Remarks:

" Submit Leave Request |

Only one screen? Is it really that simple?
Yes, everything you need to request leave is right here. ELMO
customizes the questions based on what kind of leave you are
requesting. After filling out this easy form all you need to do is
press the ¢ Submit Leave Reauest | button and your leave will be
submitted to your supervisor.

Step 1: Choose Type of Leave
To start, just click on the little down arrow on the box that shows
the leave type. This will show you Kequest Ledave
all the different kinds of leave you
are able to request.

Leave Type: IAnnuaI Leave j

3l aswa

There are also Donate, FFLLA, and FMLA checkboxes that will
show up depending if the current leave types support them.

Example of Donating Leave Screen. ~ teweTwslimaleae =
Just enter the name of the person st

you are donating to and the amount peme of smsosenfo Dontalo e o
you want to give. Some courts also amber o Hours o donote: |
require extra paperwork to be filled
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out so please contact your personnel specialist for your court’s
procedure for donating leave.
=

If you do select FFLA or FMLA, i

.. ) ) v v
additional questions might show _

K | hereby invoke FMLA for...
on your screen. Fill these out too. € Bith/Adoption/Foster Care _
. Serniouz Health condition Spouse, Child, or Parent

For example, requesting FMLA

" Serious Health condition of Self
leave you also have to fill out the
reason for the FMLA request and
the relationship of the individual
you are taking the leave for.

Relationship: |

Step 2: Adjust leave times and dates
Fill in the start date/time and end date/time.

Click on the little down arrows Start: |11;29;2001 x| B =]
to drop down a calendar to
pick from on the date

rE| Bl  November, 2001 [ » |
Sun Mon Tue Wed Thu Fri Sat

] dali fvalid Total EEE
questlons an .a sto V‘a S e e
times on the time questions. T8 2 3 e R

Remark 18 13 20 21 22 23 24 [
25 26 27 28 @& 30
The Total Hours Leave will tL

T Today: 1142972001

reflect the number of hours
that you would have to request if you were to request this leave.

ELMO knows your leave schedule and will only show you the
times that are valid to your day. For example if on Mondays you
work 7:00 am — 10:00 am, ELMO will only show you the hours
between 7 and 10. Also, if you were to select Monday to Friday
ELMO would only take into account your hours of 7-10 on
Monday when calculating the full week. If you typically have
every Wednesday off, ELMO knows this too and will not count
these days. Nor will it count Holidays that fall within the dates
you specity.

Step 3: Enter any remarks

Enter any remarks you want on the leave slip in the Remarks
section.
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Step 4: Submit the leave

Press the __¢ SwmtLeveRemest | 1y1t¢0n to have ELMO check to see
if you have enough hours or if there were any errors.

After clicking the ¢ Submit Leave Request | button you will get one of
two screens.

What will I see if the leave is valid?
This screen means you have enough hours to take the leave you
requested. It also is

asking you to agree to the

Yes, you have enough leave!
leave statement.

I herehy request leave/approved absence from duty as
indicated and certify that such leave/approved absence is
requested for the purpose(s) indicated. 1 understand that

You can still cancel the o ot e g b oo
leave request at this point fomato s o o o
by clicking on the Cancel

button. You will get a X canca| [ ves.1 agree to he sbove satement. |

confirmation box that
says, “Are you sure you want to cancel this leave request?” After
that you will be brought back to the request leave screen.

After clicking on Yes, | agree to the above statement the
leave request will be sent electronically to your supervisor for
approval. If you have Email Notification turned on in your
options you will get an email shortly after your manager approves
your request.

What if something was wrong with the leave request?
This screen shows that

there was a problem with

the leave request.

Whatever the problem

was, ELMO will tell you

in RED at the top of the

screen. A number of

things could be wrong,.

¢ You did not have enough leave. ELMO will tell you
exactly how much leave you did have to take at the start
of your leave.

13 11/16/2006
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¢ You already had leave requested for the same time
period. Just click the OK button and fix the leave and
resubmit.

¢ You had future leave that made it so you couldn’t
take leave now. If you get this error it’s because
ELMO allowed you to take leave for some future date
but if it allowed you to take the leave you’re requesting
now you wouldn’t have enough leave hours to take that

tuture leave. Either change your leave or delete the
future leave.

WAIT A MINUTE! I’'M SURE I HAVE

ENOUGH LEAVE. WHY IS ELMO TELLING

ME I DON’T?

Simply call your personnel specialist and let them know
your problem and they will help you work it out.

How smart is ELMO?
Not only does ELMO know your schedule and takes that and
holidays into account when you request leave it also knows how
much leave you will have at a future date. Even if you go to a
new leave earning level. For example, even if your leave balances
currently show only 10 hours ELMO knows that you will have
earned another 10 hours for 2 months from now and let you
request up to 20 hours on that date. If in one month you went
from earning 4 hours a pay period to 6 hours, ELMO would allow
you to take for example the full 22 hours at that later date.

14 11/16/2006
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Viewing Leave

How do | view my past leave requests?
In the menu bar click on View then
on Leave Requests. ® g

Wiew Calendar
E Leave Fequests
@ Future Leave Balances

Tirne Sheet
Ay

o Leave History Repart —
.ﬂ'

| € Edit Personal Data

€ I I

rn

You will then see a screen similar to this:
Balances Request Wiew Calendar Optic

Leave Requests

Include leave from past E | days

Approved | Type of Leave | Start Date | Endl Date Hours |
Approved Sick Leave 1141372006 8:15 am 11/13/2006 4:45 pm 8
Approved Sick Leave 11672006 8:15 am 117852006 4:45 pm 24

This screen shows all your past and future leave requests.

Leave shaded in yellow is leave that is already reflected in your
leave balances. This will change as your personnel specialist
closes leave periods.

You can also change the drop down Include leave from past #
days. This will let you customize the amount of leave requests on
this screen.

How do | view a leave slip? S Leae ore1/2
To view the leave slip either double click ey Wiew Leave Slip

on a leave request or right click the leave ik Leay  Delete Leave Slip
request and click on View Leave. o e T
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When the leave slip viewer opens you’ll see this menu at the top

of the screen:

File Page Zoom Help

aﬁcﬁf“ii ol Page |1

of 1 |@'{AQ = B Zoom

600 % | W

Print

Page navigation

Leave Slip Sample:

Zoom

REQUEST FOR LEAVE OR AFFROVED ABSENCE

T FAEIE (Zoa, Firsr, fvddie fnat 7 B0 AL EECURITY BUMERER

Lacey, Anthon; 110-66-5582

3. OFCARZATION
U.S. Bankruptcy Court - District of §.C.

Py p—— AT mm hora | =. vmm ¥ Arpammon
o] Fiom T | Fom: o |movm ity
& Amnualeaw loms | tams | tidipm | Sa0pm | 400 |Veseud tmmeuch tams, ot e

ibuger il heuses o e
Fom| £

2001 2001

d Mool s ol
cfollamay

O 8k Lo
ey et

O Adenin T oses ] e achoge o Pz nre

O=nous eum coraanen o
S, 5o, Dughar, o

Ozun: Fuere

Oznus Hou Cordinen o
=i

] Cormp L sawe

O Beminar

O dury Ty

[EET—

tn Fearaly omd dccvend Deeme o

EMILOYEE EICHATUER

B O o AT O FET T A

imppravad, grermann,
Q_R [ 7 ub

Exit

Show whole page

MY LEAVE SLIPS DON’T HAVE SIGNATURES?
Some courts don’t use signatures in ELMO. If your court
doesn’t use signatures you might see the signatures
replaced with the typed equivalent.
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Deleting a leave request
To delete a leave request just right click on the leave request and
select Delete Leave from the pop up menu.

You can’t delete leave that has already been approved. If you
need to delete the leave you need to call your supervisor and ask
them to delete it or un-approve it.

Sorting my leave requests
To sort the list differently, double-click on one of the headings,
such as Type of Leave or Start Date. This will sort your leave
in a new way.
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Future Leave Balances

B
® b
Wiew Calendar
In the menu bar click on View then @ Leave Requests €
@ Future Leave Balances
on Future Leave Balances. Ty -
Ay
el Leave Histary Repoart —_
-::'I'
‘3 & Edit Personal Data B
I
You will then see this screen:
. Check for leave balances on which date:  |11/28/2001 =
Click on
the little 1112012001 N
. uture Leave Request:
dOWn Annual Leave: 43.50 % No futwre leave requests.
arrow on Sick Leave: 79'00 " Include requests up to date.
the Whlte Admin.: 2-00 " Include All Future requests.
date box Comp.: 0.00
and

change the date to any date in the future to see your balances.

You also have three other options to consider when checking
your future balances:

No future leave requests. — This gives you what
your leave balance would be on a certain date
without taking into account the leave you have
requested from the last closed pay period to the date
you selected.

Include requests up to date. — This will calculate
your balance on that date including all the leave
requests you have submitted from the last closed
period to the date you chose.

Include all future requests. — This gives you your
balance on the date you chose but includes all leave
requests even if their date is after the date you chose.
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Time Sheet

In the menu bar click on View then T E—————————
on Time Sheet. This option may \fw Eaﬁ,a,

not be available if your HR @ Leave Requests <
department has not activated the (% Future Leave Balances

Time and Attendance Module for fime sheet A
ELMO . Leave History Report —

kil

e ﬁ Edit Personal Data

You will then see this screen:

Based on options set by your Personnel Specialist this screen will
work in one of two ways. If you are using the ELMOTIME
Module then the times in each box will be filled in by that. You
will be getting actual times your computer is turned on and off.
You won’t be able to edit these values. If you need these values
changed check with the person your court as specified as the
Time and Attendance Editor.

When NOT using the ELMOTIME Module, these times will be
filled in using your scheduled time for the day. You may or may
not be able to edit these values based on the options set by your
Personnel Specialist.
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If you are able to edit these times then please use the format 2:00
pm or 8:00 am, etc.

Holidays are automatically added to your time sheet and leave you
request with ELMO is automatically entered here as well. So if
you requested leave from, for example, 1-5pm, you would only
see your times from 8-1pm. You will not be able to edit the
Leave Taken boxes.

Certifying your time sheet
Each day, or anytime in the two week period you can access this
time sheet and certify each day by placing a checkmark in the
Certify box preceding each days time.

Once you certify each day the Certify Time Sheet Button will
become enabled. When you click this you will be certifying that
your time worked is correct and ELMO will then electronically
send this report to your manager.

Un-Certifying your time sheet

If you discover an error

after certifying, you will 1o Record Employess: Dy Alicance
have to contact your o .
manager to Un-Certify e T e e
the time sheet. After meE e ogmoogm. e mm o oemee g mes
they un-certify it you oz
will them be able to fix -
the time sheet and -
recertify.

Tisargeey b

ERE
H B
B

EmployesSignature Daate SupenisonDesignes Date
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Personal Data Editor

: : B |
In the menu bar click on View then = =
on Edit Personal Data. o Calendar

@ Leave Requests
@ Future Leave Balances

Time Sheet
A

—— Leave History Report —

rn

e ﬁ Edit Personal Data

You will see a screen like this:

This screen can change depending if your Personnel Specialist
allows editing and what information your particular court tracks.
In the example above the fields that are white are fields that I can
edit and keep up to date. Fields that are grayed out are there for
your information and to view but you cannot edit them. If they
are incorrect please see your personnel specialist.
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eave History Report

Leave History Report
The leave history

ICPOI"C hStS YOUI From Date: To Date:
cared and used
1 Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
leave for a period Mon Tue Wed Thu Pl 5 :
i 78 9 10 11 12 13 2 3 4 5 B 7 8
of time that You 14 15 16 17 18 13 20 8 10 11 12 13 14 15
choose. Tt will A 223 W B XX 16 17 18 19 20 21 22
8 29 30 3 wEr 24 25 % 27 8 2
show each leave L
T Today: 11/28/2001 T Today: 11/28/2001

request and any
leave that you
earned. [ VenRepot |

Viewing a leave history report
To view the leave history report, in the menu bar click on View
then on Leave History Report.

From there set the from date and the to date and click the View
Report Button.

Leave History Report Anthony Lacey

1442001 - 972372001 Automation  Admin JProgrammer
Leave Used Leave Earned

Aannual Leave 101 B30 am - W01 510 pm Z¢m Eamed Admin. Leaue 1311 im

101 B30 am - 1SEI01 S0 pm em forx i) 1im

TEE01 230 am - TEEIN1 S0 pm zm T 1im

B0 B30 am - BM0EA0Y S0 pm em &t im

EMTEDN B30 am - BYTED SO0 pm em —_—

_— 4.00
gn.on

Eamed Blok Leaus A W +«m

Blok Leaus Medicalilen=Oplcy Ezm EM&E01 B30 am - 2&E01 1100 am 2=0 A +«m

Medicalilen=Oplcy Ezm SZNAN1 B30 am - 229/@01 500 pm em 21 +«m

Medicalilen=Oplcy Ezm HIEDT 130 pm - W3E01 S0 pm 3=0 oo i) +«m

Medicalilen=Oplcy Ezm HZWATN 130 pm - WZHAO1 SO0 pm 3=0 I +«m

Medicalilen=Oplcy Ezm HETAD B30 am - WZ1E01 1030 am zm i) +«m

Medicalilen=Oplcy Ezm ST 1110 am - S3A01 1230 pm 1= wEIn +«m

Medicalilen=Oplcy Ezm S0 530 am - S10E01 1130 am zm HEZEA +«m

Medicalilen=Oplcy Ezm ST 510 am - 1701 1000 am 1m SEE +«m

Medicalilen=Oplcy Ezm ST 1000 am - S17E01 1130 am 1= S +«m

S18201 210 pm - S1&301 S0 pm am &3ani +m

&SI 100 pm - SEE01 S0 pm +«m &7 +«m

TN B30 am - &TED1 S0 pm em THEm +«m

&SN B30 an - G501 510 pm Bm M +«m

Medicalilen=Oplcy Ezm TESEANN 130 pm - TRSEO1 SO0 pm 3=0 T +«m

Medicalilen=Oplcy Ezm EZ1A01 B30 am - BZ1E01 1130 am im BMEEm +«m

WSATY 1030 am - &A1 S0 pm &m B2 +m

_— SV +«m

ai.o0 SZIE +«m

Bloh Leaus-FFLA Cae of mily member, WE/CHI  3SEI01 B30 am - ISEA01 S0 pm em Ta.o0
Cae of tamlly member, it 1T B30 am - #1601 SO0 pm em

Cae of tamlly member, e TV B30 am - TEED SO0 pm em Eamed Annual Leaus A W +«m

_— A +«m

24.00 21 +«m

Pirim. ! Pxmio2
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I.eave Calendar

Viewing the leave calendar
To view the leave calendar click on the Calendar button on the
menu bar.

You’ll notice that the Current User Bar disappears. This is so you
have more room to view the calendar. But as you notice, you’ll
always have access to the menu bar.

Each day
shows all
the leave
requests
taken and
any special
events for

that day.

The
current day
is high-
lighted in

yellow.

If there is

not

enough

room to show all the events for that day, ELMO will show a little
red triangle down in the bottom right corner of that day. Click
inside the day box and you’ll be able to scroll down and view the
rest of the events.

Entries on the calendar can be grayed out. This means the leave
request has been requested but it is still pending approval from
their manager.
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You can resize the ELMO interface by holding your mouse cursor
over the bottom right corner of the ELMO window and then
press and hold the left mouse button and drag. The calendar will
resize and you’ll be able to see more names and events.

Use the and buttons to go to the

previous month and next month, respectively.

Quick Navigation
You can click on the November 2006

MONTH at the top of Tue | Today | =
. ] January z
the screen to access this February
March
menu: April
May
Iy Programmer ?vnuy g June i
July
From here you can g
September
quickly go to today’s C 1
date or another month. December

Custom Views and Options
Right click on the
calendar to bring up the
Calendar Options
Popup menu.

Whenever you change
something in this menu
ELMO will remember them for future sessions.

Zoom Windows

When there is a checkbox in front of this option you will get an
extended day box that is bigger than the regular size day box
when moving around from day to day. It shows more
information if you have the ELMO window sized small. Just click
to turn this option on or off.

Font Size
Will change the font size for all text on the calendar screen. Pick

the one you like and ELMO will remember it.

Views
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This will let you choose which people to show on your calendar.
You can Show All Employees or Show only your leave or Show
only your department.

The Show only your department will show all people that have the
same supervisor as you in ELMO.

If you select Show all Employees but you can’t see all employees,
first check to make sure the Locations entry shows all locations
(See below). If that still doesn’t work, contact your Personnel

Specialist.

Clark. Clerk.
Insert New Yiew HR HR

M anny Manager

Pally Programmer

On this screen you will be able to create a view called anything
you want and select only the people you want to be on the
calendar. Under the Custom Views Column if you Right Click
you will see the popup menu above. Insert a New View. Name it
anything you want and then drag and drop employee names from
the right to the view of the left. When you are done, press the X
in the upper right to close the window. Now you will be able to
select that view and only see those people you placed there. You
can also right click on a view on this screen and delete it or
rename it.

Locations

If your court has multiple locations you’ll see this option.
Otherwise you may not see it. Click on the location you want to
see and ELMO shows only those employees at that location.

Printing a leave calendar
You have two options when printing the leave calendar.

25 11/16/2006



ELMO USER GUIDE

Leave Calendar for November 2001.

List view: Prints the = -
calendar using the same '
filtering criteria that you
are currently using.

[Z] Veteran's Day

Page 1.

Calendar view: This view
prints a full-page calendar
with all the leave events and
holidays. It doesn’t matter
how many leave names are
showing on the calendar on
the screen, more will show
on the printed form. If you
have too many names for a
given day than will fit on
the calendar day box
ELMO will print an
overflow message in the
box and the names that
didn’t fit will print out on
page two.
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Delegating

A manager can delegate their leave approving authority to you in
their absence. If this is the case you will see an addition to your

ELMO menu bar.
i H ® B = & &
Balances Request Wiew Calendar t anager Agzsume Options

|

Assume Button

The Assume Button

When you click on the Assume button it will popup a submenu
with the command become. Hold your mouse over the become
command and it will show you each manager that is delegating to
you. Just click on the manager you want to login to ELMO as.

Once you click on one, your ELMO will look just like you logged
in as that

manger,

except that it

will have a

message

stating that

You are

currently assuming as seen above.

When you want to get back to yourself just click on the arrow
button.

If you are not familiar with managerial functions in ELMO please
read the ELMO Manager’s guide.
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eave Requests to be reviewed

If, when - :
X . {® Leave Requests to be Reviewed
logging into
ELMO you The leave requests below were requested by other individuals while you were out.
may I'CC€1VC a You can double click on them to view the leave slip.

I you agree with the slips put a checkmark in the square for each leave request.

screen that If you do NOT agree with a slip DO HOT CHECK the box and Close this Screen. Then go

. . talk to the individual who requested it for you to get it changed or deleted.
looks like this:
dnnual Leave: 1172072006 8:15 am - 11/20/2006 4:45 pm_Requested by Manmw Manager

You may

never see this

though if your

court doesn’t Close

require review
of leave requests by you if submitted by your manager while you
were out.

If your court does have this option turned on anytime someone
enters leave for you, you will get this popup message that you are
required to respond to.

You can double click on each request to view the leave slip.

If you agree with the leave submitted
Place a checkmark the box in front of each leave request listed
and then close the box. Each leave request will be appended with
a note on it that you have reviewed the slip and the date reviewed.

If you do NOT agree with the leave submitted
Close the box. You will not be allowed into ELMO. Contact the
person who submitted the leave request for correction.
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