Absence Management

Employee Report No Leave Taken

Overview

This job aid shows employees how to report no leave taken.

Report no leave taken

Action Information

1. Onthe Employee Self Ser 7.5 SEWIEE v L mD
Home Page, click the CSL
Time tile =

If you are ondafferent home page, click the home page menu to select the
Self Service home page.

2. Inthe left navigation pane _
click CSU Report No Leay | | (8L Rgpart Mo l.aavs-Takan

Taken. -
3. Optional: If you are workin -S&ss=Saiatra=s— — = —— -«
multiple jobs, select afe | = - = -~

x You can select only one job at a time.

x You must complete this procedure for each applicable job separately.
x Not all jobs are eligibleabsence management.

4. ClickContinue Contin s

8/22/2022 1

Employe



Employee report no leave taken

Action Information
5. Confirm nieave taken: ——nannn NIRRT T :
A. Verify the Pay begin ar e e
end dates.

B. Click Submit.

6. Review the confirmation
information.

x Your selfeport of No Leave Taken is pgralinghanagegpproval.
x If you see the message “Multiple ApprBvensStep,” Contact Payroll.

7. Optional: If you are workin
multiple jobs, repeat this
procedure for the remainir
jobs.
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