How to Submit a Leave Request/Donation for Employee

Leave Requests gives salaried employees the ability to request absences on behalf of their employees thru
PeopleSoft Manager Self Service (MSS).

1. Loginto PeopleSoft HCM, navigate to Leave/ Request Donation

page within Manager Self Service:

Click NavBar.

Select Menu.

Select Manager Self-Service.
Select Leave Requests. —

Select Leave Request/Donation.

2. Select a Type of Request from dropdown.
Note: An additional drop down will display for
Personal Necessity requests and must be en-

tered to continue.

3. Click Continue.

4. Select the Job Code against which the Leave
Request will be applied to. Some employees
may have more than one job code.
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Leave Information
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Leave and Compensatory Time Balances

5. Enter the Requested Hours per Day. This will Description Flan
be the allocated hours per day for each work- Leave Sick
day within the From Date and Thru Date. Leave Vacation
Leave Floating Holiday
Leave Half Pay Sick Leave

Recorded Balance

53.000

27.900

0.000

792.000

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

7. 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 week-
ends in the
calculation.

8. Enter Comments, if
applicable.

9. Click Submit.

Leave Request / Catastrophic Leave
Chris Doe

Leave Information

Empl ID 199998

“Type of Request SLF Sick Leave Full

*Job Code: 6739 Q,  Computer Specialist

N
*Requested Hours per Day: 8.000000 Total Hours s.00 #
Comments ‘ Mot feeling well. Out sick g

Employees with multiple Salaried assignments please indicate the number of absent hours for each assignment.

Submit @ *Required Fisld

Leave Requests

View Job Aid
Leave Balance

Leave Requests

From Date Thru Date Type of Request ~ Comments Hours per Day Total Hours
1 02/24/2023 02/24/2023 Floating Holiday 8.000000 8.000000
2 1172172022 11/23/2022 Vacation §.000000 24.000000

*From Date: |09/15/2023 |54
LY
*Thru Date: | 09/15/2023 |[3{

Find | View All | (21
Date Submitted
01/12/2023

10/15/2022

First (4 10f2 (») Last
Reported Status
Approved

Approved

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/

How to Submit a Leave Request/Donation for Employee

11. Once submitted, the Leave Requests tab is updated with the information just submitted. The Leave Re-
quests tab contains history of the employee’s Leave Requests and Catastrophic Leave Donations requests
in descending Date Submitted sequence. IMPORTANT! Requests submitted by manager must still be
approved or denied thru Manage Leave Request page.

Leave Information

*Type of Request SLF
*Job Code:

*Requested Hours per Day:

Sick Leave Full

he

*From Date: 3
*Thru Date: M
Total Hours

Comments

W
4

Leave Requests

From Date Thru Date
01 09/15/2023 09/15/2023
2 02/24/2023 02/24/2023
3 12172022 11/25/2022

*Required Field

——
Leave Requests Leave Balance

Type of Request

Sick Leave Full
Floating Holiday

Vacation

Employees with multiple Salaried assignments, please indicate the number of hours you will be absent for each assignment.

View Job Aid

Find | View All | {2 First

Comments Hours per Day Total Hours Date Submitted

Mot feeling well. Out sick.  8.000000 8.000000 09/08/2023
8.000000 8.000000 01/10/2023
8.000000 24.000000 10/10/2022

1of 3 (» Last
Reported Status

MNeeds Approval

Approved

Approved

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

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.

IMPORTANT!: Employees can modify requests in Needs Approval or Tentative Reported Status. When an
employee modifies the initial request (dates/hours), the original row will display “Canceled” status. A new

request line will be created with
the revised information and will
display a “Needs Approval” status.

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

last payroll.

Leave Requests 12

Leave and Compensatory Time Balances

Description Plan

Leave Sick

Leave Vacation

Leave Half Pay Sick Leave

Personalize | Find | (2]

Recorded Balance

1-Jof 3

92.000

64.400

797 500

Additienal reseurees and training eppertunities ean be feund en the PeepleSeft site, found here. OF fellew this Ravigatien path:
SBUSD » Staff Portal > Applications & Suppert >|T Department > Select PeepleSeft from the IT Reseurees drop dewn menu.
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