Team Time Off

You can manage time off for your employees on the Team Time Off page.

Note: You can also add time off for individuals through the Schedule and the Timesheets.

Team Bookings

Team Bookings can be accessed under Team Management - Team Time Off.

By default you will be brought to the Team Bookings tab. Here you can see all of the Time
Off requests either entered by your team or the employee.

Select the Add Time Off button to enter a new request.
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Select the Employee, the Time Off Type, the Start Time, and the End Time for the
request.


https://support.heartlandhelpcenter.com/hc/en-us/articles/24067695595661
https://support.heartlandhelpcenter.com/hc/en-us/articles/24127902435469
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You may also choose to repeat this over a period of time by selecting the Repeat checkbox.
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When you are ready, select the Submit button.

Note, if you do not see the correct Time Off Type, you must set this up for the Employee on
the Employees page, on the Time and Attendance tab, and choose the Time Off option.



https://support.heartlandhelpcenter.com/hc/en-us/articles/12391151442445
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To assign a new policy, select Assign New Time Off Policy on the right, and select the
policy from the dropdown menu.

Assign New Time Off Policy X

Time Off Type: Select a Policy v J

Select a Policy

Starting Balance Set British Columbia Vacation Policy

to: Sick Leave

Policy Effective Date:

These policies are set under Administration - Time Off Settings.

Team Balance

You can see the remaining balance available for all employees by selecting the Team

Balance tab.


https://support.heartlandhelpcenter.com/hc/en-us/articles/12360806775565
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By selecting the Calendar tab, you can view all time scheduled to be taken off by
employees in a calendar view.
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