Approve using Employee Self-Service
Approvers can use Employee Self-Service to approve leave documents.
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Select Approve Leave Reports or Approve Leave Requests.
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5. Select the employee you want to review from the list of available employees.

loyee Name e £

C Organization C Hours/Days/Units -
omero Swick, Hannah E. Q-54010, Human Resources Office 184.00 Hours
mployee Service Coordinator,
athes, Kyle Q-54010, Human Resources Office 48.00 Hours
ployment Hiring Specialict
ase, Sarah Q-54010, Human Resources Office 40.00 Hours
sst. Dir. of HR & Payroll, -
arks, Marshall . Q-54010, Human Resources Office 56.00 Hours
Director of Human Resource_,
6. Select the comment box to view any employee comments regarding leave time.
Pending 4 Approve/Acknowledge
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Romero Swick, Hannah E. Q-54010, Human Resources Office 184.00 Hours D1
Employee Service CccrdinatO"- '
Mathes, Kyle Q-54010, Human Resources Office 45, Comments E
Employment Hiring Specialis_ .
Romero Swick, Hannah E.
Chase, Sarah Q-54010, Human Resources Office 40, Pending On 07/22/2020 12:35PM E
Asst. Dir. of HR & 3ayro|l-

Parks, Marshall ). 0Q-54010, Human Resources Office 56. |

Director of Human Resources, -

7. Select Preview to approve a single employee time document.
Mathes, Kyle

Employment Hiring Specialist, -

Q-54010, Human Resources Office 48.00 Hours ( E @

Mathes, Kyle Q-54010, Human Resources Office 48.00 Hours =
Employment Hiring Specialist @

Leave Balance
Chase, Sarah Q-54010, Human Resources Office 40.00 Hours %



Preview X

- Mathes, Kyle

Employment Hiring Specialist,_ 54010, Human Resources O
ffice

Pay Period: 07/01/2020 - 07/31/2020 48.00 Hours

Submitted On: 07/20/2020, 10:00 AM

Earning Distribution

Earn Code Total
Vacation Leave 48.00
Total Hours 48.00
Total Units 0.00

Weekly Summary

Details

Return for correction Approve

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

Pending 4 Approve/Acknowledge
X
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Romero Swick, Hannah E. Q-54010, Human Resources Office 184.00 Hours (ﬁ - ==
Employee Service Coordinator- Preyis

[7] Mathes, Kyle Q-54010, Human Resources Office 48.00 Hours o .
Employment Hiring Specialist, -



Employee Leave Balance

-- Romero Swick, Hannah E.

Comment (Optional):

Add Comments

Details

Retur.ﬂ for corr.e‘:tlon

10. Approve or Return for correction as appropriate.

Vacation Leave Sick Leave
Begirming Balance 184.50 Beginning Balance 0.00
Banked 0.00 Banked 65.50
Available 07/01/2021
Earned 16.00
Earned 0.00
Taken 0.00
Taken 0.00
Vacation Leave in hours m
Sick Leave in hours
9. Add comments as necessary.
Preview X
Weekly Summary “
Week Total Hours
Week 1 24.00
Week 2 8.00
Week 3
Week 4 8.00
Week 5 8.00



