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Welcome to the OSC HR/Payroll SAP TM310 ïLeave 

Administration training.
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There are several pre-requisites that you MUST take before 

attending this class. Attending these pre-requisites ensures 

that you are prepared to learn the new processes, concepts, 

terms, and data entry skills that are covered in this course.

All of the pre-requisites are web-based courses which are 

self-paced.
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As noted in the pre-requisites this class is preceded by the 

web based course TM210 ïIntroduction to Leave 

Administration.
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The course introduction is an opportunity to get to know the 

others who are attending this class as well as agree on 

classroom courtesy. The instructor will inform you about the 

facilities and when the breaks will occur.

Please make sure you receive the credit you deserve for 

attending this class by signing the attendance sheet.
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The Leave Administration student guide provides a copy of 

the PowerPoint slides used during the classroom training. 

You will observe that space is provided for you to write 

notes. You can use the guide as a reference when you 

return to the workplace. For example you can used the 

exercises for practicing in the SAP Training Environment.
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Simulations let you practice using SAP in a clearly defined 

and safe environment.  Each simulation has instructions to 

guide you through the task.  Simulations are available only 

for select transactions.
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