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Xin Nghi Phé
Néu ban can xin nghi phép, hay lam theo hudng dan bén dudi. Ban phai xin nghi phép qua céng thong tin web DirectMyCare.

Xin Nghi Phép

1.
2.

Dang nhéap vao cdng thong tin web DirectMyCare cua CDWA.
Trén man hinh My Dashboard (Trang Téng Quan Cua T6i), hay nhap vao nit Workday dé chuyén dén trang chi Workday.

*Néu ban truy cap vao trang dang nhap, hdy nhap cung mot tén nquoi dung va mat khau ma ban dung dé dang nhap vao cong théng
tin web DirectMyCare.

Chon View All Apps (Xem Tat Ca Cac Ung Dung). Request View

Chon ing dung Absence (Nghi Phép). | Request Abeence | My Absence
*Néu ban chua cé tmg dung Absence (Nghi Phép), hdy lién

hé vai diéu phai vién dich vu duoc chi dinh cla ban. Conecehy fses Abeonce Beknce

Chon Request Absence (Xin Nghi Phép)(Hinh 01) dé hién
thi lich nghi phép.

Tu lich nay, chon (nhitng) ngay ban mudn xin nghi. D€ xin nghi Hinh 01
phép nhiéu ngay, hdy chon nhiéu ngay trén lich nay. (Hinh 02)

Request Retumn from Leave of Absence View Teams

Balances € 3 Octaber 2021 -

Per Flan

@ Hinh 02

Str dung nut Request Absence (Xin Nghi Phép) mau cam & g6c dudi cting bén trdi man hinh. S6 ngay xin nghi phép dugc hién thi
dua trén lich/khodng ngay ma ban chon dé gilp xéc nhan yéu cau cla ban. (Hinh 02)
Str dung menu tha xudng dé chon Type of Leave of Absence (Loai Nghi Phép). Chon Next (Tiép Theo).

-®- Loai Nghi Phép: [Teave of Absence

WA Domestic Violence

WA Emergency Response Leave

WA Military Leave

W4 Paid Family Medical Leave (PFML)

-@- DE biét thém thong tin vé nghi phép, hdy xem SO Tay Viéc Lam Cua IP.
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http://www.directmycare.com
http://www.directmycare.com
http://www.directmycare.com
https://www.consumerdirectwa.com/ip-employment-handbook/

9. Khang bat budc: Quantity per Day (S6 Lugng M6i Ngay) cd thé dugc dat mac dinh theo s6 gio da

lén lich hang ngay cla ban. DE thay ddi s6 lugng trong Quantity per Day (S6 Lugng M6 Ngay),

chon Edit Quantity per Day (Chinh Stra S6 Lugng M6i Ngay) (néu hién thi). (Hinh 03) Nhap so

lugng mong mudn va ch thich bat ky. Ban cling cd thé cap nhat cling ltic iy

t4t ca s6 luong thanh mot so lugng bang céch str dung truong Update All il e

Quantities (Cap Nhat T4t Ca S6 Luong). =

10. Chon Done (Xong).

-@- Néu cd gidy to ho trg, ban cd thé dinh kem bang céch kéo vao truong Attachments (Tép
Dinh Kém) hodc str dung nut Select Files (Chon Tép). Néu ban dinh kem gidy t&, hay chon
danh muc ph hop tir menu tha xudng. Ban cling c6 thé
thém thong tin mo ta (khong bat bude). Request View

11. Submit (Gﬁ'l) Request Absence I My Absence |
12. Ban c6 thé xem trang thai yéu cau cta minh bat ky lic nao
bang céch vao muc Absence (Nghi Phép) > My Absence

(Yéu Cau Nghi Phép Cua Toi). (Hinh 04)

Edit Quantity per Day

Hinh 03

Correct My Absence Absence Balance

Request Retumn from Leave of Absence View Teams

Hinh 04

Huy/Chinh Stra Yéu Cau Nghi Phép

1. TU ng dung Absence (Nghi Phép), chon Correct My Request View
Absence (Stra Yéu Cau Nghi Phép) dé ma lich nghi
phép. (Hinh 05)

2. Chon thdi gian nghi da duoc phé duyét (soc xanh luc) | Cortect My Absence | Assence Balance
trén lich. (Hinh 06)

3. Man hinh Correct Absence (Stra Yéu Cau Nghi Phép)
sé hién ra. (Hinh 07)

TU man hinh Correct Absence (Stra Yéu Cau Nghi Phép),
ban c6 thé:

-@- Huy yéu cau nghi phép, Correct Absence
-@- Chinh stra Loai nghi phép, hodc .

-@- Chinh stra S6 gio nghi phép. i

Request Absence My Absence

Request Retumn from Leave of Absence View Teams

Hinh 05

12

Hinh 06

Wadnasday, Ociober 13,2021
SelectAll || 0 selected
Correct 1 e = 0

Date Tipe Draily Guantity Select

Wednesday, October 13, 2021 Unpaid Time Crf B Hours

A

Type

Ouantity per Day i] l

unit of Time {empty)

Comment ‘

> Details /—//nh 07
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D& Huy Yéu Cau Nghi Phép:
1. Chon 6 bén canh ngay ma ban mudn hiy. M6t dau tich mau xanh lam sé hién ra. (Hinh 08)
-@- Néu cd nhiéu ngay, ban co thé chon ¢ Select All (Chon Tat Ca) dé chon tat cé cac ngay dugc liét ké.
2. Chon nit dau trir trudc nhitng ngay ban muon hiy
-@- Céc truong sé dé trong.
3. Nhén nit Submit (Giri) mau cam. Correct Absence  Lesley Willardson (WE1001258) (==

Total
8 Hours

Wednesday, October 13, 2021

Select All 1 selected

Correct 1 item =M

Date Type Daily Quantity Select

Wednesday, October 13, 2021 Unpaid Time Off 8 Hours -
i

4 »

Hinh 08

Deé Chinh Stra Yéu Cau Nghi Phép:
1. Chon 6 bén canh ngay ma ban mudn hiy. M6t dau tich mau xanh lam sé hién ra. (Hinh 08)

-@- Néu co nhiéu ngay, ban cd thé chon 6 Select All (Chon Tt Ca) dé chon tt ca cac ngay duoc liét ké.
2. Néu ban can chinh stra Loai nghi phép, hay chon menu dé md rong truong Type (Loai) va chon muc phu

hop tir menu tha xudng. (Hinh 09) : —
3. N&u ban can chinh stra s6 gio nghi, hay i = @

ChQI’] tl’U’dI’]g Quantity per Day (36 Luqng Date Type Daily Quantity ~ Select

Moi Ngay) va nhap so gio ban nghi trong

ngay dO (Hlﬂh 1 0) | ,::::, Thursday, October 14, 2021 Unpaid Time Off 4 Hours =
4. Nhan nit Submit (Giri) mau cam. —

— Friday, Intermittent WA PFML 8 Hours
]
Jury Duty (Caregivers) i
4 (3
© unpaid Time o
Correct 2 items Type | *| fsearch =
Date Type ¥ Unpaid Time Off
| o Thursday, October 14, 2021 Unpaid Ti| Quantity per Day ‘ 4
Friday, October 15, 2021 Unpaid Time Off 8 Hours D H/nh 09

4 (3

Type * | x Unpaid Time Off =

Quantity per Day ‘ 4

Hinh 10
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