
An Instructional Aide for New Employees



Leave reporting is the process for 
regular, full-time classified employees 
to enter and submit your absences 
through the electronic self-service 
portal.  

(This is not for student or short-term hourly 
employees.  They will enter their sick leave through 
the timesheet process in Web Time Entry (WTE).  
Faculty will not use this process for now, either.)



◦ Leave Reporting = submitting your absences 
through an electronic process

◦ Banner Self Service/Banner SSB = self-service 
portal to access your employment information 
and other electronic services, including Leave 
Reporting

◦ G# = your old (Datatel/Colleague) employee 
number with a G+0 (zero) in front of it

◦ Leave Period = the date range for submitting 
your absences



◦ Must enter and submit absences by the 
deadlines provided

◦ Cannot access leave report before or after 
the open window 

◦ Cannot submit late absences electronically

◦ The deadline for submission of leave 
reports is approximately the 3-4 days into 
the next month



◦ Current supervisor information must be 
maintained or you will not be able to 
access and/or your leave report will not be 
sent to the correct person for approval

◦ Accruals are run through the Payroll 
process, employees will need to plan 
ahead for submitting vacation usage, if 
they need to lower their balances prior to 
the accrual being processed



◦ Leave usage will be deducted from your 
leave balances as soon as your supervisor 
approves the leave report

◦ You do not need to submit a leave report 
for the month if you do not take any time 
off during that leave report period.



◦ Details about your usage will only be 
available if you submit it through the 
Leave Reporting process (i.e., how many 
hours taken on which date)

◦ If you miss the deadline, you will be
required to request an exception for HR to 
process it manually



◦ If the request for exception is approved, 
HR will record it as a lump sum and your 
will not see the details regarding specific 
dates and hours

◦ This could also negatively impact your 
accruals, as it will take even longer for the 
deduction to be made to your leave plan



How to Log-In





User ID = Banner G#
PIN = Password

If this is your first time 
logging in, then your 
default password will be 
your 6-digit birthdate; 
otherwise, you should have 
already been prompted to 
create a new password





How to Check Your Leave Balances



It is a good idea to check your leave balances first 
to confirm that you have enough time in your leave 
categories



You will be able to review a list of your current 
balances as of today’s date.

Click on the leave type you would like to see details for.



In most cases, you will only see one job 
listed.

Leaves are set up in Banner “by job,” so you may see more than 
one job listed.  Click on your regular, full time position title.

To navigate back to the previous screen, click on 
“Leave Balances”



You will be able to review details by Pay 
Periods/Leave Periods here.



Leave Detail

You may view individual transactions by clicking on “Leave 
History by Job” at the bottom of the Leave Detail page



Leave History by Job View

This view will show you individual transaction detail  for the 
leave plan that you are viewing.



How to Enter & Submit Your Absences



 These types of leaves will be submitted 
through Leave Reporting in SSB:
◦ Vacation
◦ Floating Holiday
◦ Comp Time
◦ Sick Leave
 includes Personal Business (PB) & 

Personal Necessity (PN); do not have 
separate leave plans for these two



 Even though you will be entering these types of 
leaves electronically, you must still follow 
current contract regulations and department 
processes/procedures regarding requesting for 
the time off.  In other words, vacation leave
and personal business leave must still be pre-
approved by your supervisor.  

 If the leave requires a doctor’s note be 
submitted for verification, you must submit the 
doctor’s note.



 All other leaves will need to be submitted to 
Human Resources for processing via paper 
as they require documentation

◦ Jury Duty (requires printout from the 
Courthouse confirming attendance)

◦ Bereavement (requires verification of 
relationship & location)



◦ Conference Attendance (requires 
confirmation of attendance)

◦ Military Leave (requires military 
paperwork)

◦ Industrial Illness (processed through Leave 
Specialist)

◦ Catastrophic Leave (processed through 
Leave Specialist)



To enter & submit your absences, click on “Leave 
Report”



Select “Access my Leave Report,” then click  the 
“Select” button

If you are a supervisor or other type of super user, you may see a 
screen similar to this one with selection criteria.  If not, then you 
will automatically be taken to the Leave Report Selection screen .



By default, the “Leave Period and Status” box 
will display the current leave period.  If 
necessary, click the down arrow and select a 
different “Leave Report Period,” then click the 
“Leave Report” button  

Please double check to be sure that the current leave period leave 
report is the correct one that you wish to enter time on.  If not, 
please choose the correct leave report.



Choose Your Leave Period (cont’d)

When you click the down arrow, you will be able to select 
from the previous leave reports that were processed.



 The Leave Report will display different 
statuses that are important  to note:

◦ Not Started – you have not opened nor 
started your leave report for the leave period

◦ In Progress – you have opened or are in the 
process of entering your absences for the 
leave period



◦ Pending – you have submitted your leave 
report to your supervisor for approval and 
it is waiting for him/her to approve

◦ Return for Correction – your supervisor 
has returned your leave report to you for 
corrections; HR suggests that the 
supervisor have a conversation with the 
employee, make the change, and add a 
comment for record purposes, instead of 
returning to employee for correction



◦ Approved – your supervisor approved your 
leave report

◦ Completed – after your supervisor 
approved your leave report, the hours 
were deducted from your leave plan



Pay close attention to the “Leave Report Period” dates and the 
“Submit by Date.”  If you or your supervisor miss your deadlines, HR 
will override the report and whatever is entered will be deducted. 

This is YOUR deadline.  Once the deadline has passed, 
you will no longer be able to access your leave report for 
this particular period.



Note: Weekends and holidays are listed as regular days that you 
can submit absences for.  Be sure you are paying attention to 
holidays and/or weekends before you select “Enter Hours.”

It is the responsibility of the employee and the supervisor 
to accurately report days/hours absent.



Be sure you are entering your absence under the correct date 
and leave type; you should see multiple selections here.



Choose the correct date; use “Next” button to access more 
dates; click “Enter Hours” under the correct leave type under the 
correct date



Enter your hours for the day in the box.  If you wish to include a 
note regarding your leave entry for your supervisor, click the 
“Comments” button and enter your message.

Round to the nearest two 
decimals for minutes used.



To convert the minutes into a decimal, divide 
the number of minutes you are taking by 60.  
This will give you a decimal number, round to 
the nearest two decimal places, if necessary.

◦ Example – you take 2 hours and 40 
minutes
 40 minutes / 60 minutes = 0.6666667 

= 0.67
◦ You will enter 2.67 in the box for that day



Enter your comments to your supervisor in the “Enter or Edit 
Comment” box and click  the “Save”  button.  One comment 
per Leave Report, so specify which date/leave type each 
comment is for.  You are not required to leave a comment if 
you don’t need or want to.



Click the “Save” button when you have completed entering your 
hours for that day.   DO NOT click “Submit for Approval” until you 
are ready to submit for the entire month.  You will not be able to 
access this Leave Report after you submit it to your supervisor for 
approval.

You can go into this Leave Report multiple times to 
enter hours throughout the month as long as you are 
saving after each entry.



Be sure to read any warning messages that may appear

The hours entered will populate under that day.  If this warning 
message appears, it means that you don’t have enough hours in 
your balance to fully cover the hours you have entered. 



Click the “Preview” button to look at your entries for the full month on 
one page.



You will be able to see your individual entries, per day, per 
leave type, and a total for the full month.  You may have 
to scroll across at the bottom to complete a full review for 
accuracy.  Click the “Previous Menu” button to return .



Once you have completed entering your hours for the 
ENTIRE MONTH  and  have reviewed it all for accuracy, 
click the “Submit for Approval” button.  (You will not be 
able to go back after you submit, so verify, verify, verify!)



You will see the status at the bottom of the screen: “Waiting for 
Approval From.”  Your supervisor may make corrections/updates at 
this point, but you will not be able to access it again (unless the 
supervisor returns it to you for corrections – not recommended).  

You will receive a message that shows your leave 
report was successfully submitted to your supervisor.



Once your supervisor approves your leave 
report, you will be able to see the status as 
“Completed” 

When your leave report has been approved by your supervisor, you will 
see a status of “Completed” after the Leave Report Period.  This means 
that it has been submitted by your supervisor and your leave balances 
have been updated.



You can view the date your supervisor 
approved it here

When your supervisor approves it, you can view the date at the bottom 
of the leave report.  If your supervisor had a proxy in place, and that 
person approved your leave report, then you will see his/her proxy’s 
name instead.



 With Banner, new parameters have been set up to 
allow for electronic leave reporting.  This means:

◦ You will only be able to access your leave report 
for the reporting period for 5 days before the 
start of the leave report period through 2-3 days 
after the end of the leave report period.

◦ Your supervisor will then have 3-4 days to 
approve your leave report for that leave report 
period.



This is an example of how the open 
window dates are set up:

Leave Period: October 1, 2017 – October 31, 2017
Employee Window 
Opens

Employee Window 
Closes

Supervisor Window 
Closes

09/25/2017 11/03/17 @ 11:59 PM 11/09/17 @ 11:59 PM



◦ Once these dates pass, the leave report for 
that period will no longer be accessible by 
either the employee or the supervisor and 
Human Resources cannot “re-open” it for 
you to access.  This is why it is imperative 
that you submit your leave report on time.



◦ If you miss the deadline, you will need to 
apply for an exception for manual 
processing of your absence.  This request 
will require a reason that a manual entry is 
necessary, plus sign off by your 
supervisor, their supervisor, the 
VP/President and the Associate Vice 
Chancellor, HR.



 Human Resources strongly encourages all 
employees to make a habit of entering leave 
just before or just after it is taken. 

◦ Accessing your report and entering your leave 
as it happens will help to ensure that it is 
submitted accurately and by the deadline.

◦ Add a note in your calendar at the end of 
each month to remind yourself to log in and 
submit your leave report for the month.



◦ Make sure to verify all your entries are correct 
for the entire month before you submit your 
leave report for approval.

◦ It is the responsibility of the employee AND 
the supervisor to accurately report 
days/hours absent  and comply with the 
deadline dates.

◦ Submission of hours counts as your electronic 
signature.  Fraudulent reporting of hours may 
be grounds for disciplinary action.



◦ You do not need to submit a leave report 
for the month if you do not take any time 
off.

◦ You can only add, edit or change time you 
have entered in your leave report within 
the current leave report period.  Once you 
submit it to your supervisor and he/she 
approves it, neither of you will be able to 
access the leave report to make revisions.



◦ You will only be able to access your leave 
report for the reporting period during the 
open window.  Once the deadline passes, 
you will no longer be able to access the 
leave report for the report period.



◦ The entire process ends after the Payroll 
process (where accruals are applied), so if 
you are at or close to your maximum limit, 
it is advisable to plan your vacation 
absences as far in advance as possible.  
You will not be able to submit future-
dated absences to reduce your limit, so 
please plan ahead.



◦ If you are an employee who has received a 
notification from Human Resources, for the 
first time, that you are within 37.5 or 40 
hours of reaching your maximum limit, this 
means that you have approximately 2-3 
months worth of accruals before you will 
actually reach the point where you will max 
out.  

◦ Taking at least 2 days per month should keep 
you at or below your maximum limit, if you 
are that close.



 Human Resources Specialists
 Rose Jackson  rose.Jackson@wvm.edu
 Classified Staff 
 Ryan Ng ryan.ng@wvm.edu
 Administrative Staff  /  Comp Time



 Leave Reporting (Human Resources Webpage)
◦ Here you can find documents specifically related to 

Leave Reporting, such as:
Leave Report Deadline Schedule (2020)
Leave Reporting Paper Submission form
Request for Manual Entry form
Minutes Conversion Table

https://wvm.edu/services/hr/employees/Pages/default.aspx#Tab2
https://wvm.edu/services/hr/employees/PublishingImages/Pages/default/Leave.Report.Deadline.Schedule.2020.pdf
https://wvm.edu/services/hr/employees/PublishingImages/Pages/default/Leave%20Reporting%20Paper%20Submission.pdf
https://wvm.edu/services/hr/employees/PublishingImages/Pages/default/Request%20for%20Manual%20Entry.pdf
https://wvm.edu/services/hr/employees/PublishingImages/Pages/default/Minutes%20Conversion%20Table.pdf


Thank you for participating!




