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Additional resources and training opportunities can be found on the PeopleSoft site, found here.  Or follow this navigation path: 
SDUSD > Staff Portal > Applications & Support >IT Department > Select PeopleSoft from the IT Resources drop down menu.            1 

How to Review Leave Request /Donation History 

 

Employees can use the Leave Requests/ Donation History Review page to view all requested leave that has 
been approved denied or canceled.  

 1. Log into PeopleSoft HCM.  

2. Navigate to Leave Request/Donation Review page 

within Self Service.  

• Click NavBar. 

• Select Menu. 

• Select Self-Service. 

• Select Leave Requests. 

• Select Leave Request/Donation Review. 

3. Displayed in the Modify/Cancel tab are requests in Needs Approval or Tentative status. Requests  

displayed on this tab can still be modified or canceled.  

 

4. Navigate to Leave Request/Donation Review page within Self Service. 

 

https://itd.sandiegounified.org/it_resources/people_soft/
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The Reported Status column will reflect the approval status of the request. See table for definitions:  

Reported Status for Leave Request Description 

Needs Approval The request has been routed to the approver. 

Denied The approver has denied the request.  

Approved The approver has approved the request. 

Tentative The approver has tentatively approved the request. 
Usually, for future requests dated two (2) months or 
more in advance.  

Canceled The employee has modified the initial request. 

https://itd.sandiegounified.org/it_resources/people_soft/

