E Viewing Leave Claims, Calendar and Balance

Viewing Leave Claims, Calendar and Reminder(s):

Balance Summary o .
e When reporting intermittent abscences, please be sure to
EMPLOYEE notify your manager.

Use this job aid to view leave claims, the leave
calendar and leave balance summary
associated with leaves of absence.

1 Viewing the Landing Page

@ View~ [ Report- i GeneralInformation~

Iy Your Dashboard

Log in to HR Central using your Luxottica e vt s o, Sy e v b ety ot il e g s, it el o, it s
employee ID and password. ”

Your Claims

In the self-service menu, select My Leave.

The landing page includes these dashboards:
Table of Your Claims
This table will list your rcurrent leave request.
Selecting More will take you to all your claim
history.

12015 et Medioal Employse Medical

Your Leave Calendar Your Leave Balance Summary (in weeks)

Your Leave Calendar

You can highlight day where an absence exists e

and it will show you the appropriate case. Select R B

More to see a four month view. O

Avsilatle: 1178

+ Federal Family and Medical Leawe Act

Your Leave Balance Summary

You can expand each policy to see time used,
pending and available. Select More to go to all
policies used.
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2 View Your Claims

@ Views [ Reportr i General Information

B Your Claims

You can drill down into the details of each
claim/case by selecting the claim/case # hyperlink.

Al your agen claims and any claims that tlosed within the last 24 manths are displayed.

taim Number & Contact
a0 I T Employee Medical Employee Medical Pending Pending Specialist Resiew

You can also contact the specialist by selecting the
envelope icon (in the Contact column).

20253015 5T Employee Medical Empicyee Kedical Pending Pending Specialist Review

MK

L 5is
273015 [ Mg Employee Madical Empicyee Medical Denisd Late Requast
Only 10 claims will show per screen. If you have — =
more than 10 claims, you will have to go to next
page (1, 2, 3, ...).

282015 Employee Medical Employze Medical Pending Pending Specialist Revew
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2E2015 77C Employee Wedical HoreSerious Heaith Condiion Pending Pending Specialist Revew
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3 View Your Leave Calendar

- Views B Reports i General Informabon

i Your Leave Calendar

Looking at the four-month view, you may highlight
any particular day to show the absence details and
the associated case.

Montn: | January

Sun Mon Tue Wed Thu Fri Sat  Sun Mon Twe Vied Thu Fri Sal  Sun Mon Tue Wed Thu Fri Sal  Sum Mon Tue Wod Thu Fri Sa
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Approved : | Denied : ] Pending :  Multiple Absences : [l

February 10, 2015

case mumeer [N ¢ Absenco Canfiumation Number

Date of Absence: 210/2015

Status: Denied

Absence Type. Inactve Duty Hours Absence B hrs 0 minulos

View Leave Balance Summary
Detail

- Views & Report= i General Information =

i Leave Balance ‘Summary

This will display all applicable policies realted to
your claim.

= California Family Rights Act

Used: 025
Pending: 124
Mvallable: 1175

= Federal Family and Medical Leave Act 1200

You may expand the detail to see the more
concerning each policy. It will then display:
e How much time has been used
e The amount pending
e The amount available

Uset: 025
Panding: 124
Avaitable: 1175
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