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Quick Reference Guide eLeave Request: Approving & Denying an eLeave Request

1) Login to Panthersoft HR Manager Self Service

2) Navigate to: Human Resources Self Service > Manager Self Service > Time Management > Approve
Time and Exceptions > eLeave Approve Request

3) Select the “Get Employees” button without entering a search criteria and it will generate all of the direct
reports that have submitted an eLeave Request and are pending approval.

e In order to narrow down your search results, you may enter a search criteria such as
“Employee ID, Last Name or First Name

4) Select the desired eLeave Request Number to review the details of the request

Approve eLeave Request

Employee Selection

Empl ID: aQ

Last Hame Q
First Name Q
Business Unit Q

Department Q

Reports To Q

Start Date e

End Date e

Clear Criteria Get Employees

Employees For Idorys Calvo Persanalize | Find | 2| = First ‘& 10f1 ‘&' Last

eLEAVE Request Nbr Empl ID Hame Begin Date  End Date S:Qness Department Reports

it To Supervisor Name

11702 1234567 Roary Panther 1/05/2016 11122016 HUMRE 156400000 34213000 Supervisor, Best

5) Review the details of the eLeave Request

e Scroll to the bottom of the page after reviewing the details of the request
e A Comments box is available for Managers


https://login.fiu.edu/myfiu/
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eleave Build Request

1234567 Roary Panther

Request Details

elLeave Request Number: 1704 Start Date:  11/05/2016 Approval Status: Submitted

Total Requested Hours:  32.00 End Date: MHZ206 Payroll 5tatus:  Pending Processing

Leave Type Summary: Vacation;

elLeave Timesheet Personalize | Find | E‘| Q First ‘4’ 1-50f5 ‘&' Last

Empl 1D Date Day _';ﬂe"““ Eﬁz:‘:m” g::::sed Eleave Payroll Actions
Hours

1 1350990 110712016 Monday ‘facation 3.00 0.00 Pending Payroll Processing
2 1350990 11/08/2016 Tuesday ‘Wacation 8.00 0.00 Pending Payroll Processing
3 1350950 11/0942016 Wednesday ‘acation 2.00 0.00 Pending Payroll Processing
4 1350980 MAN2016 Thursday ‘acation 8.00 0.00 Pending Payroll Processing
5 1350850 11112016 Friday Holiday 0.00 0.00 Pending Payroll Processing

eleave Process Summary

Category Total Hours
elLeave Hours processed 0.00

Employee Comments (limit 254 characters) :

6) Managers may approve the eLeave Request by selecting the “Approve” button in the Approval
Workflow section at the bottom of the page

Manager Comments (limit 254

characters):

Cancel Date: Reason:

Created By: 1234567 Roary Panther Created: 10/28M16 12:44PM
Last Upd By: 1234567 Roary Panther Last Update Date/Time: 10/23(16 12:47-25FN

Approval Workflow

eLEAVE Request

Actions eLeave Req Nbr = 1702:Pending
| hewwe | O Levelapprova
Pending
Deny Best Boss (7634321)

@ FIU eLEAVE First Lv Approver
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7) Managers may deny the transaction by selecting the “Deny” button in the Approval Work Flow Section

e Selecting the “Deny” option will prompt the Manager to enter the reason for denying the
transaction.

e Once comments have been entered, select the “OK” button

o Employee will be notified via email of the denial with its respective comment

Approval Workflow DE"F reason

Actions

Approve
Comment:

—

Deny

OK Cancel



