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e Accessing the Electronic Absence Form
¢ Completing and Submitting the Electronic Absence Form

Accessing the Electronic Absence Form

1. To access the Electronic Absence Form, go to WebAdvisor (https://sis.rsccd.edu). WebAdyvisor is
accessible from both the SAC (www.sac.edu), SCC (www.sccollege.edu) and DO (www.rsccd.edu)

websites.
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2. On the WebAdvisor home page, click either “Log In” tab located at both the top and bottom of the
screen.

Santa Ana College & Santiago Canyon College

EFFECTIVE SUMMER 2012: The California Community College Board of Governors now limits repetitions of a course t§a maximum of three
attempts. This includes course withdrawal and substandard grades.

Welcome Guest!

‘&

TEST ENVIRONMENT

Guests are allowed to view current class schedules
and to apply online.
Students and Faculty must log in first to access
their WebAdvisor menus.

What's M Advisor Login?
What's My Password?
Student WebAdvisor Help Manual
WebAdvisor Login Help Video
Sign up for emergency messages (SAC)
Sign up for emergency messages (SCC)

WebAdvisor;

3. Enter the WebAdyvisor User ID in the "WebAdyvisor Login” field, and password in the “Password” field.
RSCCD WebAdvisor User ID's are a combination of two letters and five numbers (e.g. pq54321). Use
lower case letters for the User ID. Click "Submit” to continue. The default password is the date of birth
(mmddyy format — e.g. March 6, 1987 would be 030687).

Log In

Is this your first time logging onto WebAdvisor?
If s0, your temporary password is your birth month, birth day, and two digit birth year (mmddyy).
You will be prompted to change your password after you first log on.

Need Help?
What's My WebAdvisor Login?
What's My Password?

WebAdvisor Login I

Password I

Hint I

SUBMIT

WebAdvisor Login |pq56792

Password Iooccccc

—

Click to log onto
[ | SUBMIT _| WebAdvisor.

4. Users who may be unsure of their RSCCD WebAdyvisor User ID and/or password can click the “What's My
User ID2" and/or “What's My Password?2” links located at the bottom of the WebAdvisor home page.




Click link for help
with the
WebAdvisor User

Click link for help
with the
WebAdvisor

bAdvisor- .

From the WebAdyvisor home page click “Employees” to access the employee menu.

Santa Ana College & Santiago Canyon College

CHANGE PASSWORD | LOGOUT | MANMENU | CONTACTUS |

ATTENTION: The WebAdvisor system is down every Sunday from =K1 for scheduled

You may LOSE PRIORITY REGISTRATION

1. If you are on academic probation for 2 consecutive terms

2. If you have accrued 100+ units of degree applicable courses at SAC/SCC.
For more information, click on SAC or SCC.

CA Dream Act: for more information click on SAC or SCC

CLASS SCHEDULES: Printed and PDF versions of the class are i 3 prior to the semester start date and reflect class information at the time of publication.
The printed information is subject to change. Please refer to WebAdvisor for the most current and up-to-date information.

™ B
Welcome Tammy! e o A A 0 QA
¢ \ o 70 . N Students
) . "A e , " g bt :
-4 I 3 ¥ ! ’ ? » Faculty
Guests are allowed to view current class ’ 4 \ " Employees

schedules and to apply online.
Students and Faculty must log in first to
access their WebAdvisor menus.

What's My WebAdvi: Login?
What's My Password?
Student WebAdvisor Help Manual
WebAdvisor Login Help Video
Sign up for emergency messages (SAC)
Sign up for emergency (scqc)

What's My User ID? What's My Password?

From the employee menu, click "Absence eForm Link” from the “eForms” menu. (Do not use the “Blank
Absence eForm Link” as this is for time keepers only.)



Santa Ana College & Santiago Canyon College

T cHaNGE PASSWORD | LOGOUT | MANMENU | EMPLOYEESMENU | CONTACT Us

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU Welcome Tammy!

The following links may display confidential information.

User Account eForm

What's My Student Number / Staff ID Number? Absence eForm Link I

What's My WebAdvisor Login? ink (Tirr Use Only)
What's my password

Change Password

Address Change

Check My Email

Emergency Information

Personal Profile

Position Summary

Leave Plan Summary

Status Change eForm Link

TimeCard eForm Link

Absence eForm Link

Blank Absence eForm Link (Timekeeper Use Only)

EMPLOYEES MENU CONTACT Us

WebAdvisor ;.

MAIN MENU

B, CHANGE PASSWORD

7. The Absence eForm home page provides information on the employee’s position, start date, rate of
pay, department code, department description, position location, and supervisor. To access the
correct absence form, click the “eForm” link next to the position that the absence is being reported for.

Santa Ana College & Santiago Canyon College
T chance Passworp | LoGOUT | MAIN MENU EMPLOYEES MENU | HELP | CONTACTUs

EMPLOYEES Welcome Tammy!

Absence eForm Link

Name: Cottrell, Tammy

Colleague ID: 1035107

Please choose the position that you want to report your leave to. To make your choice, click on the eForm link to the left of the appropriate position. This will take you to the
absence form.

i 'osition Pos Title Primary Start Date Rate Dept Dept Desc Loc Supervisor
eForm ITS-CF-ANYS CF-Help Desk Analyst Y 12/01/2009 S5ITS  Information Tech Svecs Office DO LeTourneau, Sylvia L.

CHANGE PASSWORD LoG OuT MaiN MENU EMPLOYEES MENU HELP CONTACT Us

aa 0

Li pol Click the “eForm” | Pri S -
[ M ko open the tle rimary tart Date

eForm ITS- Absence eForm. Desk Analyst Y 12/01/2009

8. The first time, the computer may need to download Java. If a dialog box stating “A website wants to
open web content using this program on your computer” appears, click “Allow.” eForms require this in



order to work properly. Clicking the box for “Do not show me the warning for this program again” will
allow users to avoid having the dialog box appear again and to skip this step in the future.

Internet Explorer Security ﬁ

A website wants to open web content using
this program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

I;TI Mame: Java SE Runtime Environment 7 Update 9
Click the Publisher:

check box to
skip this step

Oracle America, Inc.

o not show me the warning for this program again
in the future.

| Allowe | Don't allows

9. An application from Percepftive Software, Inc. is also necessary for the eForm. If a dialog box appears
asking “Do you want to run this application? Name: com.imagenow.forms.applet.formviewer...” click
“Run” to continue. Clicking the box to “Always trust content from this publisher” will allow users to avoid
having the dialog box appear again, and to skip this step in the future.

.\.

®
Do you want to run this application?
Name: com.imagenow.forms.applet.FormViewer ...
G
% Publisher: Perceptive Software, Inc.
e —
http://imageweb.rsccd.edu: 8080
Click the check box :
o i d access which may put your computer and personal
to skip this stepin iy if you trust the publisher.
the future.
er
g More Information ’ Run ] ’ Cancel
*, o

10. The Absence eForm should open in another web browsing window.



Absence Form Category: | -

Employee Information

Narne: Cottrell, Tammy L. ] 1035107

Employee Position: 5ITS-CF-ANYS CF-Help Desk Analyst Year: (2013 = |

Superdsor Position; 5ITS-LF-VCAS LF-AsstVC, ITS Pay Period: [ -
Code 1 Start Date End Date Hrs

[ v: o4/08i2013 |08 o4imarz013 |TE &00 Add

Mo T W TH F 354 5U

ncuce: ¥ ¥ ¥ @ ¥ 0 £

Row Date Day of Week Hrs
- Delete
Code 1 Total Hours:
Add Code Delete Code
Comments
Add Comment
Attachments

Clicking Submit will route your absence form for approval. No additional changes will be allowed.

Signatures

Submit Reset Print Attachments

Completing and Submitting the Electronic Absence Form

The Employee Information at the top of the Absence eForm will automatically populate based on the
position that was selected in the previous step. This includes the employee name, position, supervisor
position, and Datatel employee ID number. These fields, as indicated by the gray boxes, cannot be
changed. If the wrong position was selected, close the eForm and reselect the correct position.
Absence Form Category: | ]

|-

Employee Information

MName: Cottrell, Tammy L. Im} 1035107
Employee Position: 5ITS-CF-ANYS CF-Help Desk Analyst Year: i2i]13 vj
SUpEI’ViSDI’ Position: BITS-LF-VCAS LF-AsstVC, ITS F'ay Period: [ -

2. The first step to complete the Absence eForm, is to select the “Absence Form Category.” Click on the
Absence Form Category pull down menu at the top of the page, and then on the appropriate



category for the position that the absence is being reported for. Categories include: Ongoing Hourly
Part-Time Classified, Full-Time Classified / Administrator, Part-Time Academic Instructors, Full-Time
Academic Instructors, Long-Term Substitute, and Child Development Instructors.

Absence Form Category: | x|
Absence Form Category: | =]
Select the appropriate
F‘a!—time Classifist category from the list.
Ful-time Classified/Administrator Contact Payroll with
Emplﬂyee Ongeoing % of Contract any category questions.
Tammy L. Part-time Academic Instructors
FulHtime Academic Instructors
-ANYE CF-Help Desk Analyst
P : Long-term Substitutes
-WCAS LF-AsstVC, ITS Child Development Instructors e

3. Nextselect the Year of the absence. The year will default to the current calendar year. To change the
default selection click on the pull down menu, and then the desired calendar year. This allows
absences from previous or future calendar years to be reported.

Absence Form Category: :?E!-.l.!H.i.m?..!-?lﬁﬁ.i.ﬁ?ﬂ{&!?!miﬂ.i&tf.ﬁ!!&[......i ~

Employee Information
Marme: Cottrell, Tammy L. 1D 1035107
Employee Position; SITS-CF-ANYS CF-Help Desk Analyst Year: 2013 |
Supervisor Position: SITS-LF-VCAS LF-AsStVC, ITS Pay Period: a4 -

YEar: ;2{}13 -

Fay Period: W

End Date  [#919

[l

4. Now select the Pay Period of the absence. The pay period will default to the current pay period. To
change the default selection click on the pull down menu, and then on the appropriate pay period to
select it. This allows absences from previous or future pay periods to be reported.




Absence Form Category: :EE!-J.!H.i.rDQ.Elﬁ%?v.i.f@QI&!!min.i%tf.ﬁ!!l[......i ~

Employee Information

Narme:; Cottrell, Tammy L. ID: 1035107
Employee Pasition: 5ITS-CF-ANYS CF-Help Desk Analyst ear. 2013 v
Supervisur Positian: BITS-LF-VCAS LF-AsstVC, ITS F'ay Period: :44'1—44'30 v:
Pay Period: \4/1-4/30 -
Select the pay period of the 4/1-4130 -~
absence being reported.
Contact.PayroII M{lth any 6116130 I
pay period questions. —
TM-7 5
a/1-8131 =
End Date 8/1-8/30
75 |o4grzo1z 101107 m
11M1-11/30 il o

Once the year and pay period have been selected, the absence(s) can be entered. The absence
code for the first absence should be selected. To select an absence code, click the pull down menu
under “Code 1,” then select the appropriate absence type. Important: Some absences types may
require additional information or supporting documentation to be provided. When an Absence type
that requires additional information is selected, a “Reason” box will appear directly under the code.
Enter the reason in this box. Supporting documentation must be attached to the Absence eForm (see
step 13).
a. Absence typesinclude:
i. Sick (may require the attachment of a doctor’s note)
ii. Bereavement Leave (provide relationship to the deceased)
ii. Bereavement Time Travel (include the miles traveled one way)
iv. Family Care Leave (indicate the relationship)
v. Judicial Leave (aftach the jury summons, and the proof of service)
vi. Medical / Dental Appointment
vii. Military Time (attach military orders)
viii. Professional Conference Leave
ix. Association Time
x. Negotiation Time
xi. Unpaid Leave
xii. Workers Compensation (60 days maximum)
xiii. Vacation
xiv. Compensation Time Taken
xv. Personal Necessity (include the reason)
NOTE: Contact Payroll with any questions about the type of absence or the required supporting
information or documentation. Information can also be found in the appropriate Union Contract.




6.

Code 1

Row Date Day of Yveek Hrs

Code 1

- Delete

_

BRL - Bereavement Leave

BTT - Bereavement Travel Time

FCL - Family Care Leave

JOL - Judicial Leave

MDA - MedicallDental Appointment (Employes Onhy)
KIL - Military Time

PCL - Professional Conference Leave

UAT - A==ociation Time

UNT - Negotiation Time

UPL - Unpaid Leave

WEC1 - Workers Compensation (50 Days MAX)
WaC - Vacation

CTT - Compensation Time Taken

PRM - Personal Necessity

m

1

Start Date End Date Hrs

04/09/2013 |8 |o4morz013 | |8:00 Add
M T W TH F 54 SU

Include: 08 0

Code 1 Total Hours:

Add Code Delete Code

Code 1

:F'RN - Perzonal Necessity

Code 1

PEN - Perzonal Necessity -

Feason

Femsesem PlUMbing work at house

The days of the week check boxes located under the start / end date boxes, indicate the standard
work week of the employee reporting the absence. This will default to Monday through Friday.
Employees with traditional schedules do not need to adjust these fields. Employees who work a non-
fraditional work week (e.g. Saturday — Wednesday) can check the day of the week boxes for the days
that they work. Clicking an already checked box will deselect it. This feature allows a date range for
the absence to be reported, while only recording the absence on the days that the employee normally
is scheduled to work. For example if an employee works Thursday through Saturday, check the boxes
for Saturday and Sunday. Uncheck the boxes for Monday through Wednesday. When a date range is
entered for an absence, the eForm will only record the absence on Thursday, Friday, Saturday, and
Sunday - the days that the employee would normally work.




Start Date End Date otart Date End Date
05/24/2013 3 052412013 H 052402013 3 05/24/12013 3

M T W TH F SA SU M T W TH F SA SU
Includg ¥ @ & # F O O nclude™ O O @ ¥ # F &

7. Next, select the “Start Date” of the absence from the calendar. The start date will default to the current
day. Click the calendar lcon next to the date, to open the calendar. Click the forward or back buttons
on the calendar to access the next or previous month respectively. When the correct month is
displayed, click on the date of the absence from the calendar to select it. Repeat the process for the
“End Date” of the absence. This allows a range of dates to be entered (e.g. 3 days, 1 week, 1 month,
etc.). The completed start and end dates should appear in the respective boxes. The top section of
the Code box is for entry purposes only and does not reflect any edifs done in the code section.

NOTE: As with the paper absence forms, absences from only one pay period can be reported
on the form. Any absences from previous or future pay periods must be reported on a separate
absence form. However, multiple absences of any type from the same pay period may be
reported on the same form.

otart Date Epell click to open Hrs

04/09/2013 the calendar. 2:00 Add |
Start Date End Date Hrs
04/09/2013 04/09/2013 T8 |8:00 Add |

Click to go Click to go
back one ‘ May 2013 ’ ’ forward one

month. month.
Su Mo fTu fwe JTh JFr Jsa
1 2 3 4

5 e 7 3 9 10 11
12 13 14 15 16 17 1 Click the date of
19 20 21 =22 23| 24 Y25 | theabsence to

Hours:
26 27 23 29 30/ 31 select.
Start Date End Date Hrs
05/24/2013 T8 0512412013 5] |8:00 Add

8. The number of hours per day of the absence needs to be entered in the “Hrs” field. Enter using the
format Hours:Minutes (e.g. 4:30 for 4 hours, 30 minutes). Once the date and hour information for the
absence has been entered, click "Add” to add the absence to the form.



otart Date
05/24/2013

End Date

o] | o524z

013

Hrs
= 1800 add |

otart Date
05/2412013
Pl

Enter the total as

hours:minutes per day

for the absence being

reported.

Hrs

E\mnl [ Add |}/

Click to add the
absence to the
form.

b L

Include:; i

The absence should appear on the card. To add an additional absence event, click “Add Code.”

Repeat steps 5-9 for each additional absence to be reported. To delete an absence that has been
entered, click “Delete Code.” The “Code Total Hours” box above the add/delete code buftons reflects
the total number of hours that will be reported for that event, any edits to that event will be reflected in

this total.

Code1

[ PRM - Perzonal Necessity

Feason |Plumbing work at house

1 a4 =|  [Friday

Row  Date Day of Week Hrs

Start Date End Date Hrs
05/24/2013 T8 |05/242013  |TE (4:30
WMoT W TH F SA SU

Inciude: B |

Delete

Click to add Code 1 Total Hours: 430 Click to
additional / delete the
absences. Add Code l Delete Code

absence.

10. Entered absence codes can be edited. The date and hours can be changed, and one day of a multi-
day event can be deleted without having to delete the whole absence event.

a. To change the date of an absence, click the pull down menu for that day under the “date”
column. Select the corrected date. The day of the week field will automatically update to the

correct day.
Code 1

| PRM - Perzonal Necessity

Feason Plumbing work at house

F ooy Date

1 24 v

Day of WWeek

Friday

Hrs

4:30 Delete



1 524 v Friday 430 Delete

524 -

Click the correct

date to make the

change.
Code 2
VAC-Va v
F o Date Diay of Week

The day of the

_________________ week will update

1 B Sunday automatically. Delete |

b. To change the numbers of hours of an absence, click on the “Hrs” field and enter the corrected
time. Use the Hours:Minutes format (e.g. 2:15 for 2 hours, 15 minutes).

FHow Date Day of Week Hrs

1 Su'EE -r: Sunday 4:30 Delete |

Enter the correct
r y time using a
1 526w Sunday 2:15|

Hours:Minutes

format.

c. To delete one day of a multi-day event, click the delete button to the right of the day to be

removed.
Code 2
VAC - Vacation -
Fow Date Day of Week Hrs

,ﬁ /| Click to delete

1 :5:'1 v: Wednesday 3:00 Delete this one day
2 5r2 - Thursday 8:00 Delete from the event.
3 s3  w|  Friday 8:00 Delete
4 56  »| Monday 2:00 Delete
5 51'? - Tuesday 8:00 Delete
] :51'8 - Wednesday 3:00 Delete




11. Comments can be added to the Absence eForm in the provided “Comments” field. Once all the
comments have been entered, click “Add Comment” to add to the eForm. The comments will be
added with a name, time and date stamp. Comments will be listed from newest to oldest.

Comments

Comments v

Cancel previously scheduled vacation on 5/9/13. Click to add
comments

to eForm.
Comments added
Tammy L. Cottrell, 04/09/2013 13:41 . .
Cancel previously scheduled vacation on 5/9/13. with name, time /

date stamp.

12. Some absence codes such as Judicial Leave, may require additional documents to be attached to the
absence form. In these cases, a check box will appear under the comments box. Checking the check
box confirms that the appropriate documents have been attached to the absence form.

Attachments

certify that | have attached a valid Jury Summeons to this absence form
certify that | have attached the proper Jury Service Certification to this absence form

Al Check to confirm that

ertif the appropriate valid Jury Summons to this absence form
documents have been

| certi hed he proper Jury Service Certification to this absence form
attached.

13. To attach documents to the Absence eForm, click the "*Attachments” button on bottom of the form.

Click to attach
documents to the
Absence eForm.

14. In the "Attachments” dialog box, click "Add" to add a document. Click once on the document to be
added to select it, then click “Attach.” The document will appear in the Aftachments box. Repeat this
process for all documents that need to be aftached. Once all the documents are listed in the
Attachments box, click “Ok” to complete the process. The total number attachments will appear in
parenthesis in the attachment button.



[ O Attachments A u

Mame Size Path l Add I
Mo attachments
Rgfove
ok || cancel |
=
-
o= / > =
Look in: .- Deskiop 4 - ? =% -
3 i@} Articulate Presenter '09 (=] Dependencylnstaller.exe
=it rticulate Cluizmaker & esktop.ani
*} Articulate Quizmaker ‘09 i | desktop.ini
Recent Items Ei Articulate Video Encoder '09 || found-datatelini.td
fal Camtasia Studio 7 @ RSCCD Same Sign On.ppte
= [#F Cisco IP Communicator ﬁa Sac-Motifications.rdp
- |fl Datatel || Safety
Desktop |§ Diarnend Scheduler aticns.rep
5 GIMP 2 T TEST.docx
@ Google Chrome 1% Thumbs.db
[‘l @ Oracle YM VirtualBox E.WinSCP
My Documents £ AcrobatPro_11_Webh_WWMULexe
#- Adobe Acrobat 9 Pro
, s - Shortcut % Ad-Tools.RDP
ﬂg'-q &, Ad-Tools2.rdp
Computer ] |£| class_status_change_vlL.pdf
Ex | m | 2]
% File pame: TEST.docx Attach
Network  Flesoftype: [ allFies - Cancel




Click to add
additional

documents.

-
O Attachments

Mame Size Path

Tammy_Vacation_021... 3 H:'\Private User Direct...
TEST.docx 2892 C:\Jsers\Cottrel_Tam...

Click to delete
the selected
document.

Click to add the
documents to

the eForm.

[ T L L T R T P Y T P P W W P TR T TRy I W WP

Sign

Total number

of attachments

is shownin ()

15. Once all the information has been completed and appropriate documents attached, the form needs
to be electronically signed by the employee. To sign the form, scroll down to the “Signatures” box.
Click the “Sign” bufton under “Employee / Preparer.” The employee name and current date will
appear in the signature box.

Signatures

Click to add electronic

EmployeeiPreparer .
signature to the eForm.

| heretry certify that this repart correctly reflects all absence time for me foghe g
The employee name and

Tammy L. Cottrell 0410972013
current date will appear
Timekeeper 1 in the signature box.
| hereby certity that the employee named on this form has provided accurate inf o e e T e S Teri e,
Sign
Approver 1

| hereby certify that the employee named on this form has provided accurate information in regards to their absences.

Sign



16. Optional: When the absence form is complete, a copy can be printed by clicking the “Print” button at
the bottom of the form. A page set up box will appear, click "Ok” to continue. Select the appropriate
printer from Print dialog box, then click “Ok” to print a copy of the completed absence form.

Click to print

-
rPagE Setup u1

Media

Size: 'Letter - '
Source: .Automaﬁmlly Select -
Orientation Margins

@ i@ Portrait
left (in) right (in)

E () Landscape 1.0 1.0

. Reverse Portrait top (in) bottom (in)
1.0 1.0
IE (71 Reverse Landscape

[£| Print g

Prirter
MName: HP Officejet Pro K5400 Seres
Status:  Ready Select the

Type: HP Cfficejet Pro K5400 Series
Where:  USBODM

appropriate

printer.
Commert: [ Prirt to fild
Print range Copies
@ Al Mumber of copies: 1 =
(") Pages  from: 1 to: 3 _ _ _
Selection _ﬂg _2}3 _3'3 ol
ok J| Ccancel
||

17. To submit the completed absence form, click the “Submit” button on the bottom of the form.
NOTE: Once the eForm is submitted, any changes will need to be submitted on a new form.



Absence Form Category:  Fulime Classified/Administrator =

Employee Information

Mame Cottrell, Tammy L D [oast07 |
Employee Position: SITS-CF-AMYS CF-Help Desk Analyst Year, 2013 v
Supervisor Position, SITS-LF-VCAS LF-AsstVC, TS Pay Period @
Code 1 Start Date End Date
——— - =N =

M T W TH F SA 35U

Row  Date Day of Week Hrs

Delete

Code 1 Total Hours:

Add Code

Code 2 Start Date End Date

o nacaiiene = sz [psaom g
M T W TH F S5A sU

iy}

Include:

Row Date Day of Week Hrs

Delete

Code 2 Total Hours:

Add Code Delete Code

Comments

Tamrmy L. Cottrel, 04/09/2013 13:45
Sending Jury Service confirmation paperwork via inter-office mai on 5/31.

Tammy L. Cottrel, 04/09/2013 13:41
Cancel previously scheduled vacation on 5/9/13.

Attachments
certify that | have attached a valid Jury S to this form
certify that | have attached the proper Jury Service Certification to this absence form

Clicking Submit will route your absence form for approval. No additional changes will be allowed.

Signatures

EmployeefPreparer
| hereby certify that this report correctly reflects all absence time for me for the period indicated
[Tammy L Cotirel | [oanazots | sgn |

Timekeeper 1
| herehy certify that the employes named an this form has provided accurate information in regards to their absences
\ | \ son |

Approver 1
| herehy certify that the employee named on this form has provided accurate information in regards to their absences
\ | | son |

Timekeeper 2

| hereby certify that the employee named on this form has provided accurate information in regards to their absences

\ | | s

Approver 2
| herehy certify that the employes named an this form has provided accurate information in regards to their absences
\ | | son |

Cabinet Member
| hereby certify that the employee named on this form has provided accurate information in regards to their absences
\ | \ son |

Attachments (1)

s e | re | Avocmens @)

18. A confirmation that the form was successfully saved will appear. This message indicates that the
Absence eForm was successfully saved and submitted to the time keeper.



19. To exit the eForm, click the “X" in the upper right corner of the of the ImageNow Forms tab.

a ImageNow Forms

Click to
close tab.

20. To exit the Absence eForm link screen in WebAdvisor, click “Ok.”

Santa Ana College & Santiago Canyon College

EMPLOYEES Welcome Tammy!

Absence eForm Link

Mame: Cottrell, Tammy

Colleague ID: 1035107

Please choose the position that you want to report your leave to. To make your choice, click on the eForm link to the left of the appropriate position. This will take you to the
ahsence form.

Link Position Pos Title Primary Start Date Rate Dept Supervisor
gForm  SITS-CF-ANYS —CF-Help Desk Analyst Y 12/01/2009 51 CIle to eXit LeTourneau, Sylvia L.

d the Absence
| ok |
eForm.

| | | | |
Advisor

21. To exit WebAdbvisor, click the “Log Out” tab on either the top or botftom menu. Click “Ok” on the
webpage message pop up box to close the browser window.



Santa Ana College & Santiago Canyon College

The following links may display confidential information.

User Account efem ¥ Click either button

What's My Student Number / Staff ID Number? Absence eForm Link
What's My WebAdwvisor Login? Blank Absence eForm Link (Timekeeper Use

What's my password to Iog OUt Of
Change Password .
Address Change WebAdVISOF.
Check My Email
Emergency Information

Personal Profile

Position Summary

Leave Plan Summary

Status Change eForm Link

TimeCard eForm Link

Absence eForm Link

Blank Absence eForm Link (Timekeeper Use Only)

Advisor

Message from webpage

You are now logged out of WebAdvisor,

To ensure the security of data, you should now close your browser
Click to close

window. To close your browser now, click OK

the browser
window.




