
LEAVE ENTRY
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Used for:

• Annual

• Sick

• Comp, and

• Personal

ESS LEAVE
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Benefits

Creates efficiencies in the work flow process

Time Keeper no longer needs to enter leave slips

Eliminates time keeper data entry errors

Reduces data input integrity audits

Eliminates delays and tracking

Eliminates alphabetizing, filing and storage

Eliminates inter-office mailing
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Manual Leave Submission vs. ESS

Paper

Employee fills 

out paper slip

Leave entered 

into SAP
Supervisor sends slip 

to timekeeper/employee

Payroll audits 

data integrity

Alphabetize, file 

and store each slip

Slip submitted 

for approval

Timekeeper returns copies 

to payroll/ employee

Supervisor receives 

e-mail

Employee receives 

e-mail of approval

Supervisor logs onto 

ESS, selects approval

Employee submits 

request thru ESS

More Efficient!!!

ESS
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ESS Leave
 When a submission of a leave is requested via ESS, the supervisor will receive an email within 30 minutes 

notifying them of pending leave awaiting approval.

 The email address of the leave submission will be from  00BATCHADMIN
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dog
 After the supervisor approves or denies a leave request, 

the employee will be notified via Outlook email.  This 
notification is sent promptly.  
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ESS Leave 
--ESS has intelligence built from the employees SAP profile.  ESS will use the 

applicable leave rules based upon the employees bargaining unit.

--For Sick Family and Sick Bereavement –ESS forces the user to select a 

relationship. Upon selecting the relationship ESS will calculate the 

allowable days. These relationships are also applicable to the user’s profile. 
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What if my supervisor is not available to 

approve my request?

This answer is three-fold:

1. Because ESS is available on the web, supervisors can

approve leave requests from off-campus locations.

* The recommended method of handling these long-term leave

approval situations is to have the next highest person in the chain of

command approve the leave slips.

2. If, after 7 days, your supervisor does not take action on

your leave request, it will be returned to you.

3. If a supervisor is going to be unavailable for an extended 

period of time, he/she can forward approval authority to 

another individual – please speak with HR in these cases.  
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What if I don’t have enough leave to cover a request?

ESS will not allow you to submit a leave request if you do not

have enough leave. Not only will ESS take into consideration

your current leave balance for the leave type you selected, but

it will also consider any leave you will accrue (if you are eligible

to anticipate leave) between the date you are making the

request and the end of the leave calendar year.
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Neither the balances screen, nor the ESS Leave Entry screen will

display your anticipated balances. They will only display the balances

you have earned to date.



What if I make a mistake when completing the leave entry process?

Simply click the ‘Clear Request’ button at the bottom of the page and you may 

enter your request again.

What if I start a leave request and decide I do not wish to complete it?

Simply click the ‘Return to the Main Menu’ button.  

Can I make a change to a leave request I’ve submitted through ESS?

Please cancel the leave request and resubmit it properly.

Can I submit leave for a date in the past?

Yes. Just like you would use a paper slip, you will use the ESS

Leave Entry Screen for requests for past dates.
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Can I see all the leave requests I’ve submitted to my supervisor? 

Selecting the ‘View Status of Submitted Requests’ radio button

on the ‘Employee Leave Request – Main Menu’ and clicking

the ‘Continue’ button will show you a list of all leave requests

you have made via ESS.
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Leave requests made via paper slips will still be available using the

‘Display Absences’ link after they are entered into SAP by HR.
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