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Employee Self Service: View Leave Transfer Request History

How to view leave transfer request history: This job aid outlines how an employee can view
leave transfer request history.

Navigation: Employee Self Service > Time and Absence > Leave Transfer

1) On the Employee Self Service landing page, click the Time and Absence tile.

X )U:[i:[l(l:\‘ll{l(‘)}[‘ INA Menu + Search in Menu
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Employee Self Service v
Suggested Actions & News

Announcements

General Assembly approves 2% general increase for FTE
employees

0 unread

My Self-Service

Time and Absence Payroll Personal Details Benefit Details My Profiles

Last Pay Date 07/31/2025

2) Click the Manage Leave Donation tile.

View Requests Cancel Absences Payable Time

Extended Absence Request Manage Leave Donation
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ESS: View Leave Transfer

3) Click the Leave Donation History tab.

Manage Leave Donation

| -

| 0| Active
FTE | | 620130-HR. OPERATIONS AND SERVICES ADM

What would you like to do?

[ﬂ] Donate Leave
= >
Donate leave time to either an eligible employee or to a leave bank

Ij_:h Receive Leave Donation
4

Request donated leave from a leave program for yourself or on behalf of another employee

|f|-| Leave Donation History
0

View the status and history

4) On this page you can view the history and status of leave donation requests and requests to
receive leave. Review your request history.

Leave Donation History

[ -
| 0| Active
FTE| | 620130-HR OPERATIONS AND SERVICES ADM

Return to selection page

You can view the history and status of the leave donation requests

Request History 2 rows
Leave Program Name Request Type Submit Date Approval Status

Annual Leave Pool Donate 04/09/2026 Submitted >
Sick Leave Pool Receive 03/23/2026 Submitted >

(Continued on next page)
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ESS: View Leave Transfer

5) Click the Receive row to view the leave donation receive request details. Click the X to return to
the leave donation receive page.

Optional Click the Request History row or Approval Chain row to view the request history and
view where the request is in the approval chain.

Leave Donation Receive Request
)

- Sy
| O | Active
FTE | | 620130-HR OPERATIONS AND SERVICES ADM

Program Details

Program Name Sick Leave Poaol

Leave Time Request
Recipient Employee Recipient Name
Begin Date 03/23/2026 End Date 03/26/2026
Hours Requested 2250

Reason 3 rows

| am requesting donated sick leave from the sick leave pool to cover my absences related to my own catastrophic illness,
disability or injury.

. | am requesting donated annual leave from the annual leave pool to cover my absences related to the catastrophic illness,
disability or injury of my immediate family member.

) Other (Please provide additional details in the comments box.)

Additional Details Add additional info here.

Request History >

Approval Chain >

(Continued on next page)
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ESS: View Leave Transfer

6) Click the Donate row to view the leave donation request details. Click the X to return to the
leave donation request page.

Optional Click the Request History row or Approval Chain row to view the donation request
history or view where the request is in the approval chain.

Leave Donation Request
-
| 0| Active
FTE | | 620130-HR OPERATIONS AND SERVICES ADM
Program Details
Program Name Annual Leave Pool
Leave Contribution 1 row
Entittement YTD Accrued Balance Hours to Donate
Annual Leave 938 2.00
Request History >
Approval Chain >

You have successfully learned how to view your leave transfer request history!
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