
Manager Self-Service Annual Leave Adjustments 
 

1. Log into Oracle and click on LCC Manager Self-Service 
 

 
2. Select Self-Service Other Payment Claims 

 

 
 
 
 
 
 



3. This will now display your hierarchy. Click on the Action button next to the employee whose 
leave requires adjusting. 
 

 
 
4. Select Award New Compensation 

 

 
 
5. From the Type drop down box select Annual Leave Adjustment. A second drop down list will 

appear called Option, Select the relevant Annual Leave option to amend and then click 
Apply. 

 

 
 

 



 
 
6. The details section then needs to be completed.  All these details are mandatory. 

Leave Year Start Date: this will always be 01- Apr – but the year will change. 
Hours: this is in decimal format i.e. 7.4 is a full day. 

            Reason for Adjustment: enter the reason for making a manual adjustment 
 
The effective date section is not required. 
 

 

 
7. Once complete click Apply. 

 


