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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 Submit a Leave Request/Donation 

 

Leave Request gives salaried employees the ability to request absences thru PeopleSoft Employee Self  
Service.  

1. Log into PeopleSoft HCM.  

2. Navigate to Leave Request/Donation page within Self  
Service.  

• Click NavBar. 

• Select Menu. 

• Select Self-Service. 

• Select Leave Requests. 

• Select Leave Request/Donation. 

3. Select a Type of Request from dropdown. 

4. Click Continue. 

5. Select the Job Code against which the 
Leave Request will be applied to. Some 
employees may have more than one job 
code.  

6. Enter the Requested Hours per Day. This 
will be the allocated hours per day for 
each workday within the From Date and 
Thru Date. 

7. Enter the From Date. This is the workday when the leave request starts. 

8. Enter the Thru Date. This is the workday when the leave request ends.  

Note: Total Hours will automatically be calculated when From Date, Thru Date and Requested Hours per Day 
are filled out. The system will include weekends in the calculation. 

9. Enter Comments that may be useful in the approval of this leave request.  

10. Click Submit.  

https://itd.sandiegounified.org/it_resources/people_soft/
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How to Submit a Leave Request/Donation 

 

11. Once submitted, the Leave Requests tab is updated with the information just submitted.  Note:  The 
Leave Requests tab contains history of the employee’s Leave Requests and Catastrophic Leave Donations 
requests. The Leave Request will have a Reported Status of “Needs Approval” and go to the employee’s 
Reports to Person’s approval queue.  

The Reported Status column will reflect the approval status of the request. See table for definitions:  

 

 

 

 

 

 

 

 
 

Note: Employees can modify requests in Needs Approval or Tentative Reported Status. Instructions can be 
found on the How to Modify/Cancel a Leave Request, found here . 

12. Click the Leave Balance  
tab to view employee Year - 
to-Date Leave and Compensa-
tory Time Balances as of the 
last payroll.  

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/
https://cdnsm5-ss18.sharpschool.com/UserFiles/Servers/Server_27969467/File/IT%20Resources/PeopleSoft/Job%20Aids%20for%20HCM/ESS_How%20to%20Modify%20Cancel%20Leave%20Request.pdf

