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Saskatchewan
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Title:

Apply for Immediate Absence (Cypress ONLY)
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Performing
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Employee
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STANDARD
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HR Systems and Analytics

Document Owner:
HR Systems

Date Prepared:
13-Nov-2025
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13-Nov-2025

Date Approved:

Enter a date

Related Policies/Documentation:

Summary: How to Apply immediate leave (CYPRESS Only). This type of leave is used if you need time off

within the next 72 hours.

Essential Tasks:

Saskatchewan
Health Authority

Please Log In

1. | Gotosask.staffscheduling.ca and enter your employee number and password.

Please enter your employee number (as it appears on your pay stub) and your password.

Employee Number:

Password:

Don't have an account? Register Here

For additional information please click on Help.

| Have Forgotten My Password
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https://sask.staffscheduling.ca/

On the scheduling home page, select absence requests. Then click on submit absence requests from
the dropdown menu.

Saskatchewan
Health Authority

Schedule v  Apply for Shifts «»  Absence Requests v+  Search v

» Submit Absence Requests

Saskatchewan
Health Authority

View My Schedule
Welcome to sask.staffscheduling.ca! Access your schedules up to a year ahead, and look forward to further features in future updates. Reme
When and where am | working? ® preferences in "My Account”. Assistance required? Our HELP section is ready. Embrace this exciting chapter in professional scheduling!

Apply for Shifts

Enter the date range for your absence.
Click Search.

Saskatchewan
Health Authority

Schedule v+  Apply for Shifts v+ Absence Requests v+  Search

Submit Request

®@ o o o
Select Shifts Select Partial Shifts  Select Absence Type Review
First Shift Date Tast Shift Date
Now 21, 2025 x Nov 21, 2025 x
0 Shifts Selected

Clear Selection Select All

Date Time lcon Department Pay Code

Enter dates then click 'Search' to find shifts.
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Locate the desired shift in the search results.
Select the checkbox next to that shift.
Click Select Partial Shifts.

Saskatchewan
Health Authority |

Schedule v Absence Requests v Search »

Submit Request
8 € o

Select Shifts Select Partial Shifts  Select Absence Type Review
First Shift Date Last Shift Date
Sep 05,2023 x n Sep 05, 2023 x
1 Shifts Selected
Clear Selection
Date Time lcon Department Pay Code
STRATEGIC SCHEDULING (956N80%9) 27

>

bSeler:t Partial Shifts

Powered by Andgo © 2011 - 2023

s 00 - 16:00 CS
‘ Sep05  08:00 - 16:00 CST d ey
<

Home Help Contact

If your request includes a partial shift, select Yes from the dropdown menu.
If request is not for a partial shift, skip to step 7.

& o (2) O,

Select Shifts Select Partial Shifts Select Absence Type Review

Does this request include partial shifts? (Required)

Yes

Sep 05, 2023, 08:00 - 16:00 CST d

Start: 12:00 Fnek: 16:00

- Back Select Absence Type

Enter the start time and end time of the absence.
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Enter the start time and end time of the absence.

Saskatchewan =
# Health Authority | =

Schedule v  Absence Requests v Search w e v

Submit Request
@ 2 () O

Select Shifts Select Partial Shifts Select Absence Type Review

Does this request include partial shifts? (Required)

Yes v
p 05,2023, 08:00 - 16:00 CST d
Start: . 08:00 T fnd: 16:00

Back Select Absence Type

Home Help Contact Powered by Andgo © 2011 - 2023

If the absence is not partial, select No.
Click Select Absence Type to continue.

Saskatchewan I
# Health Authority | =

Schedule v  Absence Requests w Search v 9 """""" v

Submit Request
& 2 () (8)

Select Shifts Select Partial Shifts Select Absence Type Review

Does this request include partial shifts? (Required)
Back Select Absence Type

Home Help Contact Powered by Andgo ©2011-2023
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At the top of the page, review your banks (available balances).

Submit Request

N

& & O (0

N

Select Shifts Select Partial Shifts Select Absence Type Review
Banks Available
Accumulated Vacation Hours Balance @ 12.53 hrs
Family Leave Hours Balance @ 31.25hrs
Shows All

Reason for Absence B

Immediate Sick Notification (Under 72 hrs)

Additional Info

To be used to notify that you will not be at your shift in the next 72 hours due to illness

Comments (required)

Back

Home Help Contact

Powered by Andgo © 2011 - 2023

Select the appropriate reason for your absence:
[ ]

Immediate Sick Notification (Under 72 hrs)

o

Immediate Absence Notification (Under 72 hrs)

Submit Reqt

Vacation Paid
Statutory Holiday Off Paid

For immediate sick leave, choose Immediate Sick Notification (under 72 hours).
For other immediate absences, choose Immediate Absence Notification (under 72 hours).

Select Absence Type

Sick Paid
Trade 5
Bereavement Paid

Medical Care Paid

General Leave Unpaid

Time Off in Lieu of Overtime Paid
Earned Time Off Paid

Personal Paid

Education Paid Phow All
Education Unpaid

Time Off in Lieu Payout

Immediate Sick Notification (Under 72 hrs)

Additional Info
To be used to notify that you will not be at your shiftin the next 72 hours due toillness

Comments (required)

Back

Home Help Contact

(a)
-«

Review

Available
12.53 hrs

31.25 hrs

120

Powered by Andgo © 2
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10.

Enter comments, if needed.
e Comments are not required for immediate sick leave
e Enterthe type of leave you are requesting.

e Provide any required details based on your collective bargaining agreement.

Submit Request
o 2 & (+)

Select Shifts Select Partial Shifts Select Absence Type Review
Banks Available
Accumulated Vacation Hours Balance @ 12.53 hrs
Family Leave Hours Balance @ 31.25 hrs

Show All

Reason for Absence
Immediate Absence Notification (Under 72 hrs) v

Additional Info

To be used to notify that you will not be at your shift in the next 72 hours due to a reason other than illness

Comments (required)

Bereavement Leave. Grandmother passed away.

77 4

S .

Home Help Contact

Powered by Andgo © 2011 - 2023

11.

Select Review to check your request details.

Submit Request

/:}

Review

Select Shifts Select Partial Shifts Select Absence Type
Banks Available
Accumulated Vacation Hours Balance @ 12.53 hrs
Family Leave Hours Balance @ 31.25 hrs
Show All

Reason for Absence

Immediate Absence Notification (Under 72 hrs) v

Additional Info

To be used to notify that you will not be at your shift in the next 72 hours due to a reason other than illness

Comments (required)

Bereavement Leave. Grandmother passed away.

Back

77

Review

Page 7 of 8




12.

Once confirmed, click Submit to send your request for your manager’s approval.

Submit Request

Select Shifts Select Partial Shifts Select Absence Type Review

Banks
Accumulated Vacation Hours Balance @
Family Leave Hours Balance @

Show All

Reason for Absence: Immediate Absence Notification (Under 72 hrs)

Comments (required):
Bereavement Leave. Grandmother passed away.

Available

12.53 hrs

31.25hrs

Requested Shifts Requested Time Off Department
Sep 05, 2023, 08:00 - 16:00 CSTd 08:00 - 16:00 STRATEGIC SCHEDULING (956N803)
NAW
[
Home Help Contact Powered by Andgo © 2011 - 2023

Disclaimer: Unless otherwise stated, knowledge documents on MyConnection are based on policies, directions and/or
processes in place at the Saskatchewan Health Authority. If you are part of another health care organization, please
check with your organization to ensure you are following proper direction or procedure.

Please do not print or bookmark MyKnowledge articles. Articles are updated periodically to ensure the most accurate and
up-to-date information is being provided. Please check for updates to MyKnowledge articles should you have the same or
a similar inquiry in the future.
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