ATRIEVE ABSENCE ENTRY INSTRUCTIONS — BUS

DRIVERS

How Do | Login to Atrieve?

Go to www.prairiesouth.ca and click on Staff then AtrieveERP/Powerschool. Staff still use their

username and password to login; however, it is highly recommended that all staff use the

desktop/laptop version of the Google Chrome browser (NOT Internet Explorer, Firefox, Safari or

another Web Browser). It is possible to use Atrieve on mobile devices, however it may not be as

easy to navigate and enter information on smaller screens.

The Main Screen

The Main Screen displays the menu items to the left, instead of above. All of the options employees

need to access are nested under the My Info Menu.

Sign Out Button

All of the options you need
to access are under My Info

Logging Absences

e Q

1. Click on the My Info Menu on the left-
hand side of the screen.


http://www.prairiesouth.ca/
https://www.sd61.bc.ca/wp-content/uploads/sites/91/2019/05/My-Info.jpg
https://www.sd61.bc.ca/wp-content/uploads/sites/91/2019/05/my.info_.button.jpg

2. Click Time & Attendance.

Entering Absences

Click on the Enter Absence link, second on the
list of the Time & Attendance Menu.

Choose your reason for your absence.
Remember that sick time cannot be
used for anybody except yourself.
Vacation time is under Leave Without
Pay. If you have any questions about
the types of leave you get, reference
your agreement (Conditions of
Employment or CUPE). If it is just one
day, enter the date. If it's a range of
dates, select that and enter the
beginning and ending dates. Click Next

>

Select your absence reason and dates and then click the Mext button.

( My Info

Time & Attendance » ‘h
Documents & eForms »
Job Postings »

Tasks »

Phone & Email »

{ Time & Attendance

Enter Time
Enter Absence
View or Change

Dispatch & Workboard »

Absence Entry: Abgence Infermation

Choose the reason you are away:

| —————Choose A Reazon

Select the type of absence:
® cingleday ' range of days

Enter the date of your absence:

00-AugE010 |


https://www.sd61.bc.ca/wp-content/uploads/sites/91/2019/05/time-and-attendance.jpg
https://www.sd61.bc.ca/wp-content/uploads/sites/91/2019/05/enter-absence.jpg

You'll be taken to a screen to confirm
the details are correct. If you just want
the afternoon, you can uncheck the
morning by clicking the checkbox to the
left. Click Next

FEEEEEEEY

You'll be asked three questions on the
next screen. Keep all three of these
boxes checked as YES. The only time
you would click NO is if you cannot get
a spare driver. If you can’t find a spare
driver, you must let the office know.
Click next

You will need to enter the name of the
person sparing for you. You MUST click
the binoculars — do not enter anything
into the box.

Another screen will open after you
select the binoculars. Under Step 1
enter the LAST NAME of the person
sparing for you. ONLY the last name.
And it can be part of the last name.
After typing the last name, click search.

Under Step 2 you'll see all the spare
drivers with that last name. Select the
driver and then click ACCEPT.

The name of the driver will now appear
in the Replacement Request screen.
Click Next

utde
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Date
03-Sep2019
03-Sep2019
04-Sep2019
04-8ep2013
05-5ep-2019
05-8ep-2010
08-Sep-2018
06-Sep-2019

This i your working schedule during your absence. Once your schedule details are comest, click the Next Button.
Day Position Location 5tTime EnTme  Days
Tue  Bus Driver - Regular Schaol Ve Transportation Dept 0700 00:00 05000
Tue  Bus Driver - Fegular Scheal Ye Transportation Dept 1500 1700 05000
Wed  Bus Driver - Regular Schaol Ye Transportation Dept 0700 00:00 05000
Wed Bus Driver - Regular Schaol Ye Transportation Dept 1500 1700 0.5000
Thu  Bus Driver - Regular School Ye Transportation Dept o700 0e:00 0.5000
Thu  Bus Driver - Reguiar Schaol Ve Transportation Dept 1500 17:00 0.5000
Fri  Bus Driver - Reguiar School Ya Transportation Dept 0700 08:00 0.5000
Fri  Bus Driver - Reqular Schaol Ve Tranzgortaton Dept 1500 1700 05000
Note: Enter time:
using the 24 hour
format,
iie. for 3:30 PM enter
15:30.
Entering the colan
character is not
required
Absence Entry: Replacement Details
Select Yes or No to each of these questions and then click the Mext button.
De you require someone to replace you?
= yes U No
Is he/she required to work the same schedule as you?
® ves O o
Do you want to request employee(s) to replace you'?
® ves O Mo
Absence Entry: Replacement Request
gl Click on the binoculars icon. A pop-up window will appear where you can search
for and select your preferred replacement employee. When you are done, click on
the Naxt button.
Requestad Employe= £ 1: |< I > Clear
@ Name Search - Google Chrome = O >
& skD6.atrieveerp.com/prairiesouth/servlet/Broker?env=ads&templat.. €

Employee Search

Step 1: Enter 5 portion of the name you want to sesrch for (Last name firsf), or the full Employes Mumber and press the
Search Button. (Mote: You may slso do 3 wildcand search by entering an asterisk before or after 3 pertion of the name).

|w|scn| | | Search |

Step 2: Select the you ing for from the dropdown bax below.

v

Employee Search

Step1 Emaammmuhhe name you want to search for (Last name firss), or the full Employee Number and press the

Button. (Mote: You may skso do a wildcard search by entering an asterisk before or after 3 pertion of the name).

Search
Step 2: Selact the you ing for from the dropdown bax below.
| iiscn, Adens (Suppert Siafii-Active v
Absence Entry: Replacement Request
c Click on the binoculzrs icen. A pop-up window will appear where you can search
@ torand seleet your preferred replacement employce. When you are done. ik on
Requestzd Employes 2 1 \ison, Tanya | @& [ cear




When you get to the screen asking if
you contacted the driver, click yes. Do
not enter a message as the driver will
not see the message. If you have
instructions for them, please call or text
them to the spare driver. Click Next

If your absence reason was Leave
Without Pay you’ll be prompted to enter
the reason. Select either Vacation or
Alternate Work/Farming. If you select
Vacation, under Additional Comments
you just need to type Vacation. If you
enter Alternate Work, please indicate
what your work is (farming, RM office,
etc.) Click Next

This is where you’ll see a summary of
what you entered. Review and if it looks
good, click Submit Absence

Absence Entry: Replacement Instructions

Have you already contacted Tanya Wilson about filling this absence?: ®yes O

Enter a message for your replacement then click Mext.

Message:

Absence Entry: Leave Application Entry

2} Enter the leave information below and press the next button.

EAVE WITHOUT PAY - BUS Di

No

Start Date:  03-320-201% EndDate: 05-Sep-2018
Absence Code:  Leav= Wishout Pay Status:  Requestd

Absence And Dispatch Status Info

Mot yet sumitted.

Details

Please select the appiicable reasan for this request:

Waestion v

Additional comments:

Vacaton|

Absence Entry: Summary Page

Date Day  Position e Days
035ep2018  Tue  BusDn 05000
0352019 Toe  BusDy 03000
045202018 Wed  BusDx 05000
D45p2010  Wkd  BusDr 05000
055ep3010 Thu  BusOy 05000
055202010 T BusDr 05000
06Sep18  Fi  BusDr 05000
00See200 Fi BusDi 05000
Replacement Schedule

Date Dy FPosition Location §tTime  EnTime

Youh: ° same 35 your 1

Requested Employzes

Tanya Wison. Already Contacied. The systemvill NOT cal tis employes

Message For The Replacing Employee.
Leave Application

LEAVE WITHOUT PAY - BUS.
Start Date: 03-52p-2018 EndDate: 05-S20-2010
Absence Code:  Lesve Winous Pay Status:  Fequesied
Absence And Dispateh Status Info

Not yet submited.

Details.

Flease select the applicable rezson for this request.
\scaion

Additional comments:
Vscation

ol Suemt Avsence




