How to Manage Leave Requests

Manage Leave Request page provides managers the ability to approve, deny, or tentatively approve (requests
for a future date more than two (2) months in advance) leave request.

Approve a Leave Request

1. Navigate to Manage Leave Request page within Manager
Self Service:

° Click Navbar. NavBar: Menu @

e Select Menu. ® E >

e Select Manager Self- Service

Recently Visited M

* Select Leave RequeSt' m Manager Self Service > l -
H
e Select Manage Leave Request. — F
- 5
2. Manage Leave Request page opens on the Pending Ap- Manu [l E Leave Requests N ]..,
L4
proval tab displaying leave requests that are pending ap- - &
proval' |I E Manage Leave Request
3. Select box of leave request row to approve.
Note: Use “Select All or Deselect All” link to approve all leave request rows.
4. Click Approve.
Favorites = Main Menu = > Employee Self-Service > Manage Leave Reguest
Manage Leave Request
Manage Leave Request Employee 1D 1744453
Chris Manager
Fending Approval \\2!_' © SelectAll Deselect Al
Pending Approval Personalize | Find | View Al | 1] [ First (4) 1-40f4 (») Last
Select Empl ID Name From Date« End Date Type O Request Commentis Hours per Day Total Hours Date Submitted Request Stafus
1 \9’ 8351 Cynthia Sample 09/06/2023 09/06/2023 Vacation 2.000000 2.00 09/05/2023 Needs Approva
20 17530901 Toney Sample  09/07/2023 09/07/2023 Pers Bus up to 2 Hour 2.000000 2.00 09/07/2023 Needs Approval
30 1116891 Mari Sample 0916/2023 09/08/2023 Vacation 8.000000 8.00 09/05/2023 Needs Approva
40 1686951 Cynthia Sample 09/14/2023 09/14/2023 Pers Bus up o 2 Hour  2x medical appis 2.000000 2.00 09/05/2023 Needs Approval
Approve | 4 | iw Tentative

IMPORTANT! Requests approved by manager go directly into employee timesheet.

5. Click OK on the timesheet message.

Pending Approval | | Tentative Approval Select All Deselect A

Pending Approva Personalize | Find | View Al = First
Select Empl ID Name I'-;'Iessage Hours per Day Total Hours Date Submitted
1753081 Toney Sample 2. 2.00 09/07/2023
Selected Rows Approved and inserted on timesheet in Time and Labor
2 1116891  Mari Sample 8.000000 8.00 09/05/2023
3 1686951 Cynthia Sample 09/14/2023 0914/2023 Pers Bus up to 2 Hour 2 medica 2.000000 2.00 09/05/202

Approve Deny Tentative
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How to Manage Leave Requests

Deny a Leave Request

1.

On Manage Leave Request page, select box of leave request row to deny. Note: Use “Select All or
Deselect All” link to approve all leave request rows.

Click Deny.

Manage Leave Request

Manage Leave Request
Chris Manager
Pending Approval

Tentative Approval Select All Desslect Al

Pending Approval

Select Empl ID Name From Date End Date
1 053991 Toney Sample  09/07/2023 09/07/2022
20 1116891  Mari Sample 09/16/2023 09/08/2023
30 1686951 Cynthia Sample 09/14/2023 09/14/2023

. e Deny

Tentative

Employee ID 1714468

Personalize | Find | View Al | (21| [§§  First

Type Of Request Comments

Pers Bus up fo 2 Hour

Vacation

Pers Bus up fo 2 Hour

2z medical appis

Hours per Day Total Hours

2.000000 2.00 09/07/2023
8.000000 8.00 09/05/2023
2.000000 2.00 09/05/2023

Date Submitted Reguest Status

4/ 1-3of 3 (k) Last

MNeeds Approval

Needs Approval

Meeds Approval

Click OK on the denied message.

Message

Selected Rows Denied

@
=]
T
T
T

Tentatively Approve a Request (For future leave requests two (2) months or more in advance).

1. On Manage Leave Request page, select box of leave request row to deny.

2.

3.

Click Tentative.

Manage Leave Request

Manage Leave Request
Chris Manager

Pending Approval | | Tentative Approval Select All Deselsct Al

Pending Approval

Select Empl ID Name From Datea End Date
1 01 6891  Mari Sample 11/20/2023 1102002023
Approve Deny Tentative e

Employee ID 1714468

Type Of Request Comments

Vacation

Personalize | Find | View Al | G| & First

Hours per Day Total Hours

8.000000 .00

09/05/2023

4/ 1-10f 1 (p Last

Date Submitted Request Status

Meeds Approval

Click OK on the denied message.

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

