TIME OFF CLOUD

Manager Time Off Response Overview



Invitation Email

TIME OFF CLOUD

You have been invited to Time Off Cloud on behalf of My Company Inc.
Your username is =S P EE———

Your Account Domain is widgetslic

To begin using Time Off Cloud you will need to complete the following steps.
Step 1

Please activate your account and set your password.

Activate Your Account

Step 2
After you have activated your account in Step 1 above, please download the iOS or

Android app using the "Download Mobile App" button below. The button contains a
special link that will download and auto-configure the app after installation.

Download Mobile App

After activation, you can login to the Time Off Cloud web portal at the following URL.

https ./ ———— T § W
Thank you,

Time Off Cloud

D Available on the B GETITON

App Store P> Google Play

When your Time Off Cloud
Administrator sets up your user account
they will send you an invitation email.

This email contains information about
getting started with Time Off Cloud
including a link to activate your account,
your username and instructions on
getting setup with the mobile app.



Invitation Email

TIME OFF CLOUD

You have been invited to Time Off Cloud on behalf of My Company Inc.

Your username is employee 1 @timeoffcloud.com

Your Account Domain is widgetslic
To begin using Time Off Cloud you will need to complete the following steps.
Step 1

Please activate your account and set your password.

Activate Your Account

The first part of the invitation email

contains your username and a button to
Activate Your Account.

Click the Activate Your Account button
and you will be taken to the Time Off
Cloud portal where you will be able to
set your password.

You must activate your account and
create your password to start using
Time Off Cloud



Setting your Time Off Cloud Password

TIME OFF CLOUD

Password Reset
New Password

Password length must be between 6 and 20 characters
At least one lowercase

At least one uppercase

At least one number

At least one symbol: | -+ @#$ % _A&*()=~?

Confirm Password

Submit

Return to login

On this page you can set (and confirm)
your personal password.

This will activate your account so you
can begin using Time Off Cloud.



Logging in to the Time Off Cloud Portal

TIME OFF CLOUD

Email Address

Password

Login

Setup Your Company
14 Day free trial
(No credit card required)

Forgot password?

Now that you have set your password,
you can login to the Time Off Cloud
Portal.

Enter your username. This is your email
address and is in the confirmation email
you received.

Enter your password. This is the
password that you set on the previous
screen.

Click Login



Time Off Cloud Admin Dashboard

TIME OFF CLOUD

(ZZT ashboard

Calendar

month week day today

Sun

Thu

=1<]

< January 2022 >

1

Unread Notices

2

Employees

Congratulations! You are now logged
into the Time Off Cloud Admin
Dashboard.

You can now see your employees and
respond to their Time Off requests.

If you notice in this example there is
one Pending Time Off request that
needs to be reviewed.

You can review Time Off requests by
clicking the Time Off menu at the top or
the red Pending Time Off Requests Box
on the right.

Let’s do this now.



Viewing Employee Time Off Requests

pr—— As you can see Jane Salesperson has
° requested 5 days of PTO from April 4t

Show| 10 v perpage

Search: t A . | 8th
First y Leave . Requested 5 O p rl ‘
Employee ID Last Name Name Department Title Start Date End Date Type Duration on v Status Action
hat th ts in this list
6 Salesperson  Jane Employees iz’:;cia‘e 2%02"2’ Bty ;]"22'" Gy Vacation 5Days Jan 9th, 2022 View ) (@ e @ Approve] N Ote t a e re q u e s S I n Is IS a re
6 s Sales Mon, Jan 24th, Fri, Jan 28th, S So rted by the Order they We re
alesperson  Jane Employees Associa te 2022 2022 Vacation 5Days Jan 9th, 2{
requested

6 Salesperson  Jane Employees i:':jmte ;AOOZ"Z’ Ty ;‘;;;a" T Personal 2 Days Jan 9th, 2022 :

Showing 1 to 3 of 3 entries |

wee e Click on the View button on the right
side of the request to see more details.



Time Off Request Review

1K€} TTME OFF CLOUD Dashboard ~ Admin~  TimeOff  Reports=  Settings=  Joe Owner~

You can see various details about the Time Off

(BZXR Time Off | View Timeoff s A .
= —— request including when it was requested, the
Potential Conflicts .
start and end date, the duration as well as any
notes the employee may have entered.
iopas S . o At the top you can see how many PTO days
they have available.
armings If any other employees in the same
department were taking Time Off at the same
time, they would be listed in the Potential
S Conflicts section.
‘ There are a series of rules that are checked
that include a negative balance, start date
occurs in the past as well as a few others. If
ot this request matches any of the rules they will

be shown in the Warnings section.

Title Duration

Sales Associate 5Days

- There is one potential conflict and no
warnings. It’s up to the manager to decide if
the request should be approved or not. We
will approve this one.




Time Off Request Approved

T\ME OFF CLOUD

Dashboard ~ Adminv  TimeOff  Reportsw  Settingsw  Joe Owner~

The Time Off request is now showing as
Approved.

ZZZY Time off

All Time Off Requests

e [T S @@= An email has been sent to the

. . . . .
Employee ID Last Name First Name Department Title Start Date End Date Leave Type Duration RequestedOn  , Status Action e rrl p I Oye e | n d I Ca t I n g t h e I r | I r ' l e Off h a S
Owner Joe Employees Account Owner Mon, Apr 4th, 2022 Fri, Apr 8th, 2022 Vacation 5Days Jan 9th, 2022 Approved 8 Cancel

Salesperson Jane Employees Sales Associate  Mon, Apr 4th, 2022 Fri, Apr 8th, 2022 Vacation 5Days Jan 9th, 2022 B Cancel b e e n n p p r : Ve d *
6 Salesperson Jane Employees Sales Associate Mon, Jan 24th, 2022 Fri, Jan 28th, 2022 Vacation 5 Days Jan 9 =V l 3 Cancel I f t h I h t h T . Off
Salesperson Jane Employees Sales Associate Mon, Jan 10th, 2022 Tue, Jan 11th, 2022 Personal 2 Days Jan 9th, 2022 di e e p Oye e a S e I e

Showing 1 to 4 of 4 entries

wos [1] e mobile app on their phone, and they
have Push Notifications enabled, they
will receive a Push Notification as well.



Time Off Request Email

w TIME OFF

Jane,

| would like to request permission to take some PTO Request time off. Here are
the details of my request:

When:
June 15, 2020 - June 19, 2020

How long:
5 days

Reason:
PTO Request

My records show that on January 14, 2020 | have 13.00 days of PTO Request
time off available.

Please let me know. Thank you.
Respond to this Time Off request here

- Ted Dev

When an employee requests Time Off
you will receive an email notification
like the one shown here.

You can see some basic details about
the request including the start and end
date and the duration.

You can click the link included in the
email to go to the Time Off request
review screen in the portal.



TIME OFF CLOUD

You can find more information by visiting
our Knowledge Base at
https://help.timeoffcloud.com



