
Approve using Employee Self-Service 
Approvers can use Employee Self-Service to approve leave documents. 
 

1. Log into ursa https://ursa.unco.edu/default 

 
2. Access the Employee Dashboard. 

 



 
3. Select Approve Leave Reports or Approve Leave Requests. 

 
4.  Select the timeframe and your department to approve.  

 

 



5.  Select the employee you want to review from the list of available employees. 

 
 

6. Select the comment box to view any employee comments regarding leave time.  

 
 

7. Select Preview to approve a single employee time document. 

 
 
 

 



 
 

8. You can view the current leave balance for the employee by selecting Leave Balance.  

 



 
 

9. Add comments as necessary.  
 

 
 

10. Approve or Return for correction as appropriate. 

 


