LEAVE MANAGEMENT 

FAQ’s

1. Are telecommuting days included in the Leave Management monthly schedule? Telecommute days are considered “normal” work days and are therefore not displayed differently on the Monthly Schedule page in Leave Management. 

2. Can I submit an absence request based on a projected amount of accrued leave at a future date? No. Although you can submit your leave request at any time (24 hours a day/7 days per week), you can only submit an absence request based on your current available leave balance. You will receive an error message if your leave request exceeds the current available balance for each type of leave available. 
3. If I enter an absence request on March 8th, will my balance be updated immediately? No, balances are updated on the 15th and the last business day of the month. 
4. How current are my balances in Leave Management? Your balances are current as of the last Absence Finalization process. This process updates leave balances on the 15th and last business day of the month. 
5. How will I know my leave has been approved by my manager? You will receive an email notification from your manager that your leave request has been approved, denied or needs rework.

               Approved - Manager has approved leave. 

               Denied-   Need to consult with your Manager. 

               Needs Rework- Manager is requesting changes to your leave request. Make                

              changes and resubmit to your manager. 
6. Who do I contact if my leave balances are incorrect? Contact your manager or Administrator after you have researched using the Absence History page and validated that the leave in question was approved. The Leave Management module will not process leave that has not been approved. 
7. Who should I contact if my Monthly Schedule in Leave Management is incorrect or needs to change? Please contact your manager for any Monthly Schedule changes required in Leave Management. 
8. Who do I contact if I submitted the wrong leave code?  If you received notification from your manager that your leave has been approved, contact your Administrator.
If the leave has NOT been approved by your manager he/she can send it back to you using the Needs Rework functionality.

9. When should my leave request be approved my manager? Leave requests should be approved in a timely manner by managers to avoid incorrect balances and adjustments. 
10. What should I do if I do not receive a response from my manager regarding my leave request? The Leave Management module does not send automated manager e-mail reminders. In this case, you may wish to send a friendly reminder to your manager that you have an outstanding leave request. 

11. Can I use the comment section on the Absence Request page? Yes, the comment section is very helpful for tracking specific information about the Absence Request. 

12. Are furlough days included in the Leave Management monthly schedule? No. Furlough days are not included in the Leave Management monthly schedule. The process for Furlough Days is handled by management. 

13. What should I do if my work schedule change is temporary?  If your work schedule change is temporary or permanent your manager will need to change your work schedule in leave management prior to entering your leave request.  Otherwise, your leave request hours could be incorrect.
14. Can I enter Military Leave in ESS Leave Management? Yes, military leave can be requested in Leave Management via employee self service.
