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Leave Approvals
This process streamlines your leave approvals in Self-Service.

Please reach out to Payroll Services if you have any questions or issues.

The following are instructions for the new Leave Approval process for Classified, Confidential, and
Admin employees only.

You will no longer use the Colleague MTDL screen to approve your staff employees’ leave requests;
you will access Self-Service to approve leave hours.

The process for approving Faculty, Short Term, and College Asst. employees leave requests will still
use the current process.

All entries and approvals are in real time, which means you will see requests, approvals and

rejections instantly.
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Logging into Self-Service

There are multiple ways to login into Self-Service to use the Leave Requests and Reporting screen.
1. Self-Service is the web interface for Colleague. It can be accessed by opening a web browser

(Either on or off campus) and going to https://selfservice.canyons.edu/Student/Account/Login.

a. Login with your COC Username and password.

& lasawyer (> signout @ relp

For the latest Novel Coronavirus Information. please click here.

Hello, Welcome to Colleague Self-Service!

Choase a categary to get started

O]

o Student Finance B Tax Information
=
= fj) Employee §) Course Catalog
- Here you can view your lea ances. request leaves and ap: a iere you can view and search the tal
4

Facult Financial Management
k) X " b . ;
& 2000:2023 Eucan Company flates A ghts iy

2. Loginto myCanyons https://my.canyons.edu/campusm/home#menu

a. Select your profile (Staff, Student, Faculty, Guest).
b. Login with your COC Username and password.
c. Select one of two tiles to enter Self-Service.

i. Leaves & Contact Info tile, then select Leave Requests and Reporting menu.

ii. Self-Service tile.

Employee Intranet

Employee
Resources

HUMAN
RESOURCES

MY CANYONS

Select Leave Requests and Reporting I
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Navigating to Leave Approval Screen

1. Once you have logged into Self-Service, click on the Employee tile.

For the latest Novel Coronavirus Information, please click here.

Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

o Student Finance E/. Tax Information
atement and make a payment online.

Here you can view your la Here you can change your consent for e-delivery of tax information.

J) Course Catalog

vyour leave balances. request leaves and approve leaves. Here you can view and search the course catalog.

Financial Management

Here you can view the financial health of your cost centers and your projects

Y Faculty

Here you can view yo

™~

Jr active classes and submit grades and w

2. Click on the Leave Approval tile.

For the latest Novel Coranavirus Information, please click here,

Welcome to Colleague Employee Self-Service!

Leave
w your leave balances and leave requests.

Here you can

Leave Approval

Here you can approve or reject leave requests for people you supervise
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Set Leave Approval Filter Options

Leave Approval

? Filter Filter is Active

Leave Approval Filter Options

Leave Balance
Leave Request
Submitted
Approved
Rejected

Withdrawal Pending

Include Employees with no
Outstanding Leave Requests

/_7_\ /_7_\‘
i‘ Reset Filters J] i‘ Apply Filters ‘]

M A M A

1. From the Leave Approval Filter Options, you can view:
e Leave Balance — Displays current leave balances per Leave Type for each of your employees.
e Leave Request — Displays the leave requests for your employees.
o You can filter the leave requests by status (Submitted, Approved, Rejected and
Withdrawal Pending).
Note: We are not currently using the Withdrawal Pending feature in Self-Service.
e Include Employees with no Outstanding Leave Requests — allows you to view or hide employees
in the list that have no leave requests.
Enter your filters and click on the Apply Filters button to reflect the filters on the screen.

Click on Reset Filters to clear your filter selections.
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Approving Leave Requests

1. Setand apply the Filters to display Leave Requests in the Submitted status.
2. The screen will display all Leave Requests that are submitted for your approval.

You can approve, reject or comment from the Leave Approval screen or from the Leave Approvals
details screen.

BEFORE taking action on the request, you should:

e Ensure the Leave Type matches the request. To view the employee’s available leaves, you can
use the Leave Balance filter.

e Review the Start Date, End Date, individual days, and hours per day requested in the leave
request to ensure they fall within the employee’s work schedule.

e Ensure the Total Hours Requested correctly match the request.

e Review the Current Leave Balance and Effective Balance of the employee before approving the

request.

Leave Approval Screen

1. Click on Comments if you would like to see your employee’s comments on this leave request or
if you would like to enter comments for your employee.
a. Click on Add Comment after entering the comments.
b. Click on Close to close the Comments screen.

Note: Comments should be entered before approving or rejecting the leave request.

¢

Comments

Comments )4

Have a great vacation!|

£

Close
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2.

3.

Click on Approve to approve the leave request.
v
Approve

Click on Reject to reject the leave request. You must enter a Reason for the rejection.

Reject Leave Request b 4
Rejected By Lisa A. Sawyer

Employee Nathan Wagemann

Rejecting Request For Vacation 12/13/2023

Reason

p

This is a critical time for year end)

coneel “

Once you approve or reject the leave request, the employee will receive an email with the
status of the request.

Note: You will no longer receive an email once you approve or reject your employee’s leave
request.

Leave Approval Details Screen

1.

Vacation

To view the details about a leave request, click on ....View

800  12/13/2023 Lisa A. Sawyer [Submitted | v ® ()

Approve Reject Comments View

The employee’s outstanding Leave Requests will be displayed on the left of the screen. If you

click on the Date Range, you can view the details of the request.

The details of the leave selected will display on the main part of the screen.

On the top right, you will see the following fields:

e Current Leave Balance: Employee’s current leave balance for the selected Leave Plan.

e Pending: Sums the hours the employee has submitted to the supervisor that have not yet
been approved for the selected Leave Plan.

e Effective Balance: Displays the projected balance should the pending leaves be approved.

e Total Requested: Displays the hours the employee has requested for this specific leave
request.
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5. Across the screen, you will see the detailed information about the selected Leave Request:

e Leave Type.
e Start Date and End Date.
e Hours for each day that the employee has requested.

v ® )

Reject Comments

Vacation 12/13/2023 ‘ Submitted

Approve

Current Leave Balance:
Pending:

Leave Type

Effective Balance:

Total Requested:

Start Date *@ End Date *
12/13/2023 12/13/2023
sU MO TU WE TH FR SA
10 1 12 13 14 15 16

8.00

6. You can comment, approve or reject as per the previous section.

Unapproving Leave Requests
If an employee needs to cancel or modify a leave request that you have approved, the employee will

request you to UNAPPROVE the request. The unapproved request will then be available for the

employee to unsubmit where it will return to DRAFT status to be amended and submitted or deleted.

1. Setand apply the Filters to display Leave Requests in the Approved status.
2. The screen will display all Leave Requests that you have approved.

3. Click on Comments if you would like to enter comments for your employee.
a. Click on Add Comment after entering the comments.
b. Click on Close to close the Comments screen.

Note: Comments should be entered before unapproving the leave request.

@

Comments
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4. Click on Unapprove to unapprove the leave request in the Leave Approval screen or the Leave

Approvals Details screen. The status of the leave request will revert back to Submitted.

v

Unapprove

Leave Approval Proxy

Setting up a Proxy in your Absence

Self-Service is designed to allow you, the supervisor, to designate a Proxy (alternate) that can approve

leave requests in your absence.

1. Once you have logged into Self-Service, click on the Employee tile.

Far the latest Novel Coronavirus information, please click here,
Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

Student Finance
L .

our latest statement and make a payment online.

Employee
= Here you can view y

Ity
a Fam..w"

Here you can view your active classes and submit grades and waivers for students

2. Click on the Employee Proxy tile.

U Tax Information

~

Course Catalog

an change your consent for e-delivery of tax Information

Financial Management
can view the financial heafth of your cost centers and your projects.

For the latest Novel Coronavirus Information, please click here,

Welcome to Colleague Employee Self-Service!

:‘ Employee Proxy

Here you can delegate certain types of work tasks to another employee

Leave Approval

3. Click + Add Proxy.

Leave

Employment Employee Employee Proxy

‘ For the latest Novel Corenavirus Information, please click here.

Employee Proxy

Active Proxies

You have no active proxies

- Add Proxy
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4. Once you are on the Add Employee Proxy screen, you can define your Proxy(s).
a. Select Proxy Type of Leave Approval.
b. Set the Effective Date and Revoke Date for the range of dates you will need your Proxy
to act on your behalf.
i. You can leave the Revoke Date open if you want someone to act as your Proxy
on an ongoing basis.
c. Onthe Search for Proxy field, enter the name of the person who will be serving as your
Proxy. You can enter LastName, FirstName or the Colleague ID and click the Search icon.
i. Select the name of the person you want for your Proxy
ii. Note: This person must be an administrator and, in most cases, should be within
your division.

d. Click Add Proxy

| Add Employee Proxy

Select Proxy Type*

Leave Approval A
Effective Date* Revoke Date
12/18/2023 12/31/2023 @
Proxy access ends at 12:01 AM on this date.
Search for Proxy™*
Search for Employee to Act as Proxy Q

Aileen D. Paras

0417831

Cancel Add Proxy

Acting as a Proxy

If you have been selected as a Proxy, you will receive a copy of the email notifications sent to the
primary supervisor for the duration of their absence period. As the Proxy, you will follow the same

approval process you complete for your own staff.
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When you are a Proxy, the Person Proxy screen will appear when you logon to Self-Service.
1. Click on the person’s name you want to be a Proxy for.
2. Click on Continue.

Person Proxy

Welcome to Colleague Self-Service! Select the person's account you want to view:
-

Aileen

Lisa A. Sawyer

Cancel

Aileen acting on behalf of Lisa Change User

When you access Leave Approval in Self-Service, you should see all leave requests for the supervisor you

are covering for. Then you can approve or reject that supervisor’s employees’ leave requests.

You can change your access to your own access or change to a Proxy by one of two ways:
1. Click on Change User in the green banner

2. Click on the user name in the top right and click Change Proxy User
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User Profile

View/Add Proxy Access
Change Proxy User
Site Administration
Account Preferences

Required Agreements

Please reach out to Payroll Services if you have any questions or issues.
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