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Oracle Annual Leave guide

To view absence summary or make a new leave request:

Go to Employee Self Service, click on Request paid/unpaid leave

E-Business Suite

Logout Preferences Help

Enterprise Search  All - Search Results Display Preference  Standard ~
Logged In As EMPLOYEEQO1

Note: For all your notifications, including the Saved For Later transactions, click on the Full List button then choose All Notifications from the View drop-down
list

Full List
From Type  Subject Sent « Due
System Administrator HR f A

L ence for Employee A as been for for approval 14-Feb-2014
System Administrator HR Leave of Absence for ¢ 2 Ann has been for for approval 13-Feb-2014
Sy rator ployee Ann has been forwarde pproval 21-Jan-2014
p edirect or auto-resp ification:
p cify which users c ind act v

[BR-ouest Pac/Unpad Leav

N.B. Your worklist will
display notifications, e.g.
when a leave request is
submitted to your manager or
when it is approved

P60 and P11D)

You will now see a summary of all your absences

LCC Employee Self-Service

Home Logou Preferences Help
Request Paid/Unpaid Leave: Summary
Employee Name  Employee Ann Employee Number 0166693

Absence Summary  Entitlement Balances

This is a summary view of all absence details, the search fadility below aliows a filter on absence view e.g. by absence type. If you wish to request a new absence dick on Request Leave fink below.
Search

Note that the search s case insensitive

Absence Type - Start Date ﬁ 3 . .
z e e Click on next 10 to see earlier dates
Clear

Request Leave 1-10 I Next 10
Duration i

Start Date | End Date Absence Type Absence Category Days Hours A 1 Status
04-Aug-2014 08-Aug-2014 Annual Leave Vacation

18.5 Pending Approval

11-Mar-2014 12-Mar-2014 Annual Leave Vacation

10 Pending Approval
18-Feb-2014 20-Feb-2014 Annual Leave Vacation
14-Feb-2014 14-Feb-2014 Annual Leave Vacation
13-Feb-2014 13-Feb-2014  Sickness

31-Dec-2013 02-Jan-2014 Annual Leave

185  Approved

« <— 1 Annual leave that has not yet

= ' been taken can be updated
es : ,:[Q[;:jjj': ' or deleted (yellow pencil or
e | green delete icon must be
highlighted) but changes
must still be approved by
your manager

7.4 Pending Approval

1 Approved

T T

20-Nov-2013 20-Nov-2013  Sickness

31-0¢-2013 31-0ct-2013  Annual Leave
Vaaation 6.17  Approved
19-Aug-2013 20-Aug-2013 i Sickness 2 Approved
Request Leave

Sickness absence Absences in the past
is in days, annual cannot be deleted or
leave is in hours updated, see your

manager if any changes
are required




Click on the Entitlement Balances tab

LCC Employee Self-Service

(ARt ogou, Preferences Hel

Request Paid/Unpaid Leave: Summary

Employee Ng#fe  Employee Ann Employee Number 0166693

Absence Summary  Entitlement Balai

ces

alances are as of: 14-Feb- ZOll

“TIP Enter ih date for which you wish to view Leave
aca

e o ) This will show you how many hours of leave you
\ have remaining. Change the effective date to check
how much leave you will have at a later date, e.g. to
check leave remaining at the end of the leave year,
enter 31-Mar-2018 and click Go.

Click on Request Leave from the main summary page to make a new leave request

LCC Employee Self-Service

Home Logout Preferences Help

Create Absence: Enter Absence Details

Save For Later | | Next

Employee Number 0166693

9 February ~ 2014 -

Sn M Tie Wed Tu R st

] 1
" * Start Date zuH; 2014 [ Start Time | 2 3 4 s 6 7 8
Feb-2014) FMM (12:00-11:590)

9 10 1 12 13 14 15

End Date »mu 2014 (@ EndTime [ % 17 18 19 20 2 2
Hours 3 24 23 2% 7 B 1
Total| 7.4

Additional Absence Information

e Type: Annual Leave,
o — ' e Reason: Annual Leave,
o i el e Start/End dates — using calendar

e Hours (in hours and decimals).
Tip: click in date field then click on a date in the
calendar on the right hand side to input in correct
format.

Click Next twice. You will be able to check the details as shown below before you
submit to your manager for approval.

LCC Employee Self-Service

Home Logout Preferences Help

Printable Page | | Save For Later | | Back

Employee Name Employee Ann Employee Number 0166693

Create Absence: Review

Absence Details
Proposed
Absence Status Confirmed
Absence Type Annual Leave
Absence Category Vacation
Absence Reason Annual Leave
Start Date 20-Feb-2014
End Date 20-Feb-2014
View Entitlement Balances
View Entitlement Balance
Additional Information
Attachments
To help approvers understand the request, you can attach supporting documents, images, or links to this action.

None Add

Comments to Approver

Cancel | [ printable Page | | Save For Later | [ Back | | Submit |



