SUBMIT LEAVE REQUEST ESS
ESS-7 | BUSINESS PROCESS PROCEDURE

The purpose of this job aid is to explain how to submit a leave request in the Integrated HR/Payroll System.

Trigger:

Use this Document to submit and modify submitted leave requests in ESS.

Business Process Procedure Overview:

The leave request service is located within the 'My Working Time' Section of ESS. Use this service to
submit leave requests to your supervisor.

Submit Leave Request - Create a leave request and submit it to your supervisor.

Modify Existing Leave Request - Modify leave requests which have been submitted but not yet
approved.

The leave request functionality within ESS is not used by all agencies. If your agency does use this
functionality, the employee must enter the type of leave date(s) and the number of hours to report the
leave. Leave requests can be submitted for future dates only.

Submit Leave Request

1. From the Integrated HR/Payroll System Home Page, Click the My Bata (ESS) | tab or click the My Time
under Quick Link to go directly to the My Working Time screen.

Welcome: Simon Monsen 80000120
r e - i — — — — — —
| C C C 5 C C 5

Home My Data (ESS) OrgCharis Business Objecis Home Page Admin Browser Admin SAP GUI LMS & NCVIP

Home = Home

Welcome to the OSC Integrated HR-Payroll System

This system provides you with the tools you need to better access and manage your state benefits and personal
information. For additional support information, visit the BEST Shared Services website at
www.osc.nc.govistate-employees/BEST. i you need assistance while using the site, please call the BEST Shared
Services Center from 8 am. to 5 p.m., Monday through Friday, at 919-707-0707 if local to Raleigh or 1-866-

NCBE ST4{U) {1-866-622-3784) outside the Raleigh area.

Quick Links

Note: The portal will be unavailable weekdays from 8 to 9 p.m. and on Sundays from 2 to 8 p.m. for regular
maintenance.

News of Interest
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ESS-7 — Submit Leave Request BPP

2. Click My Working Time.

My Data (ESS) = Overview > Overview

| Overview

Employee Self-Service applications provide North Carolina State employees with easy access to information and services. This page gives an overview of the entire offering.

My Working Time

\‘t’]

Quick Links
Record Working Time:

My Pay
Display your pay statement or print/reprint your W-2/W-2¢

ecord your working times, plan your leave, and display your time data

i

o

Lol

My Benefits
Display the plans in which you are currently enrolled; enroll in new benefit plans during the State's
annual enroliment periods, access Stale Health Plan forms.

My Personal Data
Manage your addresses, direct deposit, and tax withholding information

3. The My Working Time screen will be displayed. Click Leave Request.

‘l;r;? =
My Data (ESS)

Overview My Working Time

| My Working Time

I

‘v

L

You can

Rel

£a5E

Reques

"

My Staff (MSS)

In the last
Your recorded times have been approved up to 04/05/2019.

SAP GUI SAP GUI - TRAINING USERS ONLY

My Benefits My Pay My Personal Data

D My Data (ES5) = My Working Time = My Working Time

My Time Sheets
Record Working Time

record your working time here.
30 days there are 5 workdays on which you have recorded not emough or too many hours.

Working Time Data

You have released all your recorded times.

My Leave Requests
Leave Request

eave and other types of absences.

Quota Overview
Display your leave balance{s).

Mrkb Cacalion |

4. The Leave Request screen will be displayed with several options for monitoring your Leave Requests and

viewing your leave balances.

Leave Request

I» 1

Display and

=

Edit Review and Send

} Show Team Calendar

w Hide Calendar P Show Time Accounts [ Show Overview of Lesve

L] May 2018 June 2019 July 2018 *
50 Mo Tu We Th Fr Sa Su Ma Tu We Th Fr 3a Su Mo Tu We Th Fr Sa
18|23 |20 |30 (1 | 2 |3 |4 | 22| 26|27 |29 |20 |30 |31 (1| 27/ 30 |1 |2 |3 |4 |5 | @
195 |6 |7 a8 90 11| 23 2|3 |4 |5 6|7 |4 287 889 w1 1213
E 12 E 14 1516 (17 1@ | 24 a9 10 11 12 13 14 15 320 14 15 16 17 18 19 20
2119 |20 |21 |22 |23 |24 (25| 25 16 17 |18 19|20 21|22 30|21 |2 |2} M |25 28|27
22 26|27 28 28 0 |31 1 26 23|24 25 26 27 28|29 31|28 29 MM N 1 2
232 |3 |4 |5 7B | 27|30 4 (B |8 | 324 |65 (8|7 |8 |8 i
Absent Multiple Entries Sent ] Deletion Requested

To request or report leave, enter the required data and choose Review.

Type of Leave: |Approved Leave -|

Date: losmerzote B To  |osmezo1e [0
Durstion:  JHours

Approver: |James Matthews ja )]

Mate for Approver:  |Vacation

[4 Previous Step | [Review #] [cancsl]
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Values

Show Team Calendar

Currently not being used.

Calendar

The default Calendar displays a three-month period which can be
moved back or forward. It displays your current leave requests and
their status.

Show Time Accounts

Provides an overview of your current leave balances.

NOTE: The Leave Balances are not deducted during the Leave Request
process. Balances will be affected only after your time has
been entered, approved, and processed by the system.

Show Overview of Leave

Shows the status of all your leave requests. This is where you will
change or delete requests when necessary.

NOTE: Only future dated leave requests that have not been approved
can be changed or deleted.

The Calendar view also color-code requests to indicate status:

Status \ Color

Absent

Values

Indicates an approved leave request.

Multiple Entries

Indicates a pending leave request that includes more than one
absence type for one work day.
(i.e. 4 hours Approved Leave and 4 hours Sick Leave).

Sent

Indicates a pending leave request.

Deletion Requested .

Indicates a previously rejected leave request.

5. After reviewing your leave, enter the details of your request.

To request or report leave, enter the required data and choose Review.

Type of Leave:
Date:

Duration:

Approver:

|Approved Leave - |
|osmezo1e B To  [osMezoie [

[ B|Hours

| James Matthews )|

Mote for Approver: |‘l.-facati|:|n

[4 Previous Step | | Review #] [ Caneel |
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Field Name Description

Type of Leave The Attendance/Absence (A/A) type of the leave being requested.

Date Fields The Start and End date of the request. Only dates in the future are allowed. You
cannot use current date or a date in the past for a leave request.

Duration The number of hours of leave being requested

Approver The name of the supervisor who will be approve the request

Note for Approver Any notes for your supervisor about the request.

6. Once you have finished entering the information, click |M.

To request or report leave, enter the required data and choose Review.

Type of Lesve: |Approved Leave - |

Date: |osmE201e B To  (osM&20Me [
Dwurafion: [ 8 | Hours

Approver: [James Matthews i)

Mote for Approver: |‘|.-fa-:s|ti|:|n

|4 Previous Step | Rewview b] [Gancel]

7. The information entered will be displayed. If an error is found, select [@| to return and

correct the mistake. If correct, click @l.

My Data (ES5) > My Working Time

Leave Request

" 1 2 3 -4
Display and Edit Review and Send Completed

You want to request the following leave:

Type of Leave: Approved Leave

Diate: on Thursday, May 18, 2012
Duration: 2 Hours

Used: Holiday Comp Time: 800 HOURS
Approver: James Matthews

Mote for Approver: | WVACATION

To send the leave request to the next processor, choose Send. You can check the processing status of the request in the overview of leave.

(4 Previous Step | ([ Send || [cancel |
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8. You should receive confirmation that “The leave request has been sent.”

I»a!ird'e Request

I+ 1 2

Display and Edit Review and Send

[ The leave request has been sent.

What do you want to do next?

Request Ancther Absence

Go to My Working Time Homepage

Go to Employee Self-Services Homepape

You have requested the following leave:
Type of Leave:
Date:

Duration:
Used:

Approved Laave
on Thursday, May 18, 2012

2 Howrs

Haoliday Comp Time:

Approver: James Matthews

]

Completed

8.00 HOURS

Mote for Approver. |WVACATION

Modify Existing Leave Request

1. From the Leave Request screen, click Show Overview of Leave.

My Data (ESS) > My Working Time

Leave Request

2119 |20 |21 22|23 |29 25| 25|18 17 |18 (18 |20 2 |22
22 M |27 28 | 2930 311 26 23| 2 2% 2T |26 29
23| 2|3 |4 |5 |6|7F|B| 27 1|23 (4|64

w1 =] I

é Display and Edit Review and Send Completad

p Show Team Cslendar W Hide Calendar W Show Time Accounts | P Show Overview of Leave
a4 May 2018 June 2018 July 2018 L

Su Ma Tu We Th Fr Sa Su Mo Tu YWe Th Fr Sa Su Mo Tu We Th Fr Sa

18|28 (28 (30| 1 |2 |34 | 22(28|27 |28 |28 (30|31 |1 | 27|30 1|22 |a|56]a
195 8 7 a@IHD 11 232 3456 7|8 287 8 9 w1 213
Emu 15[ 16 1718 24 9 |10 41 )12 |13 |44 (15 2014 |45 | 18| 17 | 18|13 |20

30|21 |22 23|24 |25 | M |27
M 28 |3 |30 3|1 2|3
22 4 (6|87 |B|B |10

Absent Multiple Entries [] Sent [l Deletion Requested
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2. Alist of your leave requests will be displayed. Select the leave request you wish to modify.

Leave Request

w1

Display and Edit

} Show Team Calendar

Leawve Since:  |01/01/2018 EE

=

4

Review and Send Completed

p Show Calendar

P Show Time Accounts W Hide Cverview of Leave

Display

From T

Approved Leave | 05M&2018  06MG6/2018  Sent 3 HOURS
Approved Leave | 05M0/2018  05M0/2018  Sent 8 HOURS
|:| Approved Leave | 05/09/2018  05/08/2018 | Sent 2 HOURS
|:| Approved Leave 04262018  04/26/2018  Sent 3 HOURS

|_| Approved Leave 04/24/2018

042412018 Approved 8 HOURS |:|

3. The leave request will be displayed. You can choose either the existing request or the
request altogether. Select .

Leave Request

wo [

Display and Edit

§ Show Team Calendar

2

w Hide Calendar

i 4

Review and Sand Completed

P Show Time Accounts P Show Overview of Leave

18| 28 | 28 a0
19| 5 |8 |7

1
a

4 Mey 2018
Su Mo Tu We Th Fr Sa

2 3|4 22
3

ERRTIRT

Em@u 15 4B 17 1 24 a

21|19 |20 |21 | 22| 23 |24| 25| 25 18
22|26 27 26 | 28|30 31 1| 26 22
23 2|3 |4 65|86 |T|(B| 27|

June 2018 July 2018 L]
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

27

2|28 |30 |3 |1 Z7T|a 1 2|3 4 5 &
4 |5 |6 | T & 287 8|9 w1 1213
11|12 |13 (14 (15 2B/ 14 |15 |16 | 17 |18 | 19 |20
18 |16 |20 |21 |22 30|21 |22 |23 |2 |25 |28 2T
25|26 |27 28 20| 31 28 29 |3 M 1|23
2|3 |4 |6 |8 32/4 |6 |8 |7 |8 0|10

Absent  Mulfiple Entries [] Sent [l Delefion Requested

Submit Mew Request

You have selected the following leave request:

Type of Leave: | Approved Leave

J

Dste: L ICENT |

Drurstion: | 5| Hours

Used: Holiday Comp Time:  2.00 HOURS
Approver: [James Matthews

Previous Notes:

05/13/2019 09:21:37 SIMON MOMSEN
VACATION

(3 Previous Step |

(Change) (Deieiz)

[Cancel |
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NOTE: You cannot change/delete a leave request that is in the past even if it has not been approved.

4. Enter the updated information for your leave request.

Change the leave request to suit your requirements and choose Review.

Type of Legve: |4pproved Leave - |

Date: [o51eczote @ To [o5iezote [
Dwration: [ &|Hours

Used: Holiday Comp Time:  8.00 HOURS
Approver: | James Matthews [u]

Mote for Approver: | This leave request is for 511618, Flease disregerd the
information included in the Previous MNotes fisld.

Previous Notes:
051372018 08:21:37 SIMON MOMNSERN
WACATION

|4 Previous Step | | Review B| | Cancsl |

Field Name Description

Type of Leave The Attendance/Absence (A/A) type of the leave being requested.
Date Fields The Start and End date of the request.

Duration The number of hours of leave being requested

Approver The name of the supervisor who will be approve your request
Note for Approver Any notes for your supervisor about the request.

5. Once you have finished entering the information, click L= .

Approver: [James Matthaws [a ]|

Mote for Approver: [THIS LEAVE REQUEST IS FOR 5/16/18. PLEASE
DISREGARD THE INFORMATION INCLUDED IN THE

Previous Notes:
05122018 08:21:37 SIMOMN MOMNSEN
WACATION

|4 Previous Step | || Review || | Cancal |
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6. The information entered will be displayed. If an error is found, select @| to return and
correct the mistake. If correct, click @l.

Leave Reguest

L3 1 2 3 -
Display and Edit Review and Send Completed

You want to request the following leave:

Type of Leave: Approved Leave

Date: on Thursday, May 16, 2012
Duration: 2 Hours

Used: Holiday Comp Time:  2.00 HOURS
Approver: James Matthews

Mote for Approver: | THIS LEAVE REQUEST IS FOR

Previous Motes:
05132018 09:21:37 SIMOMN MOMSEN
WACATION

To send the lesve reguest to the next processor, choose Send. You can check the processing status of the reguest in the overview of leave.

[4 Previous Step | [ Send | I[Cancel]

7. You should receive confirmation that “The leave request has been sent.”

[i The leave request has been sent.

I'I.I".‘hat do you want to do next? I

Go to My Working Time Homepage
Go to Employee Self-Senvices Homepane

You have requested the following leave:
Type of Leave: Approved Laave

Date: on Thursday, May 18, 2019
Cruration: & Hours

Used: Holiday Comp Time:  2.00 HOURS
Approver: James Matthews

Mote for Approver. | THIS LEAVE REQUEST IS FCR

Previous Notes:
05M32010 10:43:17 SIMON MOMEEN A
THIS LEAVE REQUEST IS FOR
5/18/10. PLEASE DISREGARD THE W
INFORMATION INCLUDED IM THE
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Additional Resources

For additional assistance, contact BEST Shared Services:

Phone (Raleigh Area) (919) 707-0707
Phone (Toll Free) (866) 622-3784
Email: BEST@osc.nc.gov

OSC Training website:

https://www.osc.nc.gov/state-agency-resources/training

Click Help Documents and search for:

ESS Quota Overview
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