
Self Registration for iVantage Connect 4.2 
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1. Click on the following link http://172.29.96.41/AH3913Connect/Employee or copy and paste the link into the address 

bar of Internet Explorer. This will take you to the log in page for Connect.  You will need to be logged in to the Airbus 
network in order to access Connect.  You can also access Connect from Quick Links on Airbus People. 

 
2. For first time users, please find the link that says “Log on for the first time”. 
 

 
 

3. This will take you to a self-authentication page, which will ask you your last name, Payroll ID, and to set up your user 
name (you can pick your own user name).  You can find your Payroll ID number on your pay stub in the gray shaded 
box listed as File number (without the leading zeros). 

 

 
 
4. Click on Register Me.  Once you have clicked “Register Me” an email will be sent to your Outlook account.  This email 

will contain a temporary password.  You need this password to log on for the first time 
 

 
 

http://172.29.96.41/AH3913Connect/Employee


5. When you have received your password you can now go back to the login page for Connect.  Enter your User name 
and Password, then click on “sign in.  If you wish to change your password, click on the “Maintain User Account” tab 
near the top of the page, then on the “Change my password” link.  If you forget your username or password, click on 
the “Forgot Password” link and enter your airbus email address on the password recovery screen.  Your username 
and password will be emailed to you. 

 
Note: 
If you are manager 
who will be approving 
timesheets, please 
notify Chris Welch or 
Reem Zaghal once 
you have successfully 
registered so that you 
can be designated as 
a manager in 
Connect. 

 
 
 
 

Entering and Reviewing Time/Absences 
 
“My Time” tab 
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Select Time Period - displays current and future 
calendars for entering time/absences  
 
Select Review Period - displays past calendars 
that have already been submitted 
 
Absences – displays summary of your absence 
plans including how much time you have  
taken and how much time you have available. 
Also displays a detailed list of absences taken 
for the current year 

Click on “Enter Time” to enter 
your time and/or absences 

 
 
 
 

 
 



Monthly calendars for salaried employees – only absences are reported 
 

 
 
Preview page 
 

View entire month on one 
page or a week at a time 

Add Time button inserts a row for entering time, 
separate row for each time type. 

Enter absences on 
this grid (in hours) 
 
Company observed 
holidays should 
automatically show up 
on your timesheet but if 
they don’t, enter “8.00” 
hours with a time type of 
“Holiday” for the 
appropriate date. 

 

Once you submit a 
calendar, you can no 
longer add/edit entries for 
that time period unless 
your manager denies the 
timesheet.  If your 
timesheet is denied, you 
can make changes or 
corrections and resubmit 
the timesheet. 
 
If corrections are needed 
after your calendar has 
been approved, please 
contact HR. 

Submit calendar

 
Submitting a blank calendar 
 
A calendar must be submitted for each and every 
month, even if you had no absences.  If you are 
submitting a blank calendar, you will get a popup 
window asking you to confirm that you are submitting a 
blank calendar.  Click “OK” to submit the calendar. 
  
 
Bi-weekly timesheets for overtime-eligible salaried employees – enter overtime and absences only 
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Bi-weekly timesheets for hourly employees – enter all hours worked and absences 
  

 
 
 

Preview page 

View entire period on one 
page or a week at a time 

Add Time button inserts a row for entering time, 
separate row for each time type. 

Enter time and 
absences on this 
grid (in hours) 
 
Company observed 
holidays should 
automatically show up 
on your timesheet but if 
they don’t, enter “8.00” 
hours with a time type of 
“Holiday” for the 

 

 

Once you submit a 
timesheet, you can no 
longer add/edit entries for 
that time period unless 
your manager denies the 
timesheet.  If your 
timesheet is denied, you 
can make changes or 
corrections and resubmit 
the timesheet. 
 
If corrections are needed 
after your calendar has 
been approved, please 
contact HR or payroll. 
 Submit timesheet
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Time Off Requests 
 
The Time Off Request task enables you to submit your vacation (or other time off) request up to 6 months in advance. 
The requests are routed to your manager (or other approving authority) and, upon approval, are written to your calendar or 
timesheet. 
 
You can only request time off for current of future time periods.   
This task cannot be used to add-to or correct absences for past time periods 
 
 

 
 
 
 
 
To view pending requests that you’ve submitted but have not yet been approved, click on “view current requests”. 
You can delete any pending requests that have not been approved. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
To enter a new time off request, click on the “Request time off” link (see next page).
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Request Time Off page – example 1 
Requesting a day off for Jury Duty 
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Click on “Send my request” when finished. 
 
 
 
Request time off confirmation page. 

Select appropriate reason.  The absence 
reason must match the time type you are 

requesting.  This is a required field 

Enter total number of work days you will be absent. 

Beginning date is the first day of absence and 
ending date is the last day of absence.  Beginning 
and ending dates must be week days. 

Select appropriate time type.  Available days shown is 
your available balance as of today (Sick & PTO plans 
always show as “0” or a negative number because they 
are non-accruing plans). 
Do not request time off from the Holiday plan (holidays 
are automatically entered on your timesheet or calendar) 

 

 



Request Time Off page – example 2 
Requesting Vacation days 
 

 

Z:\HRNA\HRIS\Connect\Connect 4.2 Instructions Page 7 of 8 ANA CW Mar 25, 2009 

 
Click on “Send my request” when finished. 
 
 
 
Request time off confirmation page. 

Select appropriate reason.  The absence 
reason must match the time type you are 

requesting.  This is a required field 

Enter total number of work days you will be absent. 

Beginning date is the first day of absence and 
ending date is the last day of absence.  Beginning 
and ending dates must be week days. 

Select appropriate time type.  Available days shown is 
your available balance as of today (Sick & PTO plans 
always show as “0” or a negative number because they 
are non-accruing plans). 
Do not request time off from the Holiday plan (holidays 
are automatically entered on your timesheet or calendar) 

 

   
 



Reviewing Approved Absence Requests 
Once your time off request is approved, it is saved to your current or future calendar/time sheet.  The 2 examples above were 
added to this person’s April and May calendars. 
 

 

Jury duty request 
Vacation days request

 
You can view, edit, or delete these absence requests if needed prior to submitting your calendar or timesheet by clicking on “Enter 
Time”.  If no changes are needed, you can simply submit your calendar/timesheet. 
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Saving a Connect Shortcut or Favorite 
 
 
Creating a shortcut or IE favorite by right-clicking on the Connect login page will not work for future 
logins.   
 
Right-click on the shortcut or IE favorite, select Properties and change the URL to: 
http://172.29.96.41/AH3913Connect/Employee 
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