
Entering Leave Time on Employee Self Service Portal 

Reporting Leave through Self Service is currently to be used by Full Time and 9 month Faculty and Main 

Campus PSA non-hourly employees  to report Vacation, Vacation Holding (for those who that applies), 

and Basic Sick only.  Any other employee and/or other type of leave still use the 3 part Absence Report 

Form. 

Step One:  Log into myUT with utad credentials 

 

 

Step Two:  On the employee tab select More Employee Options 

 

 

 

 

 

 



Step Three:  Select Leave Report under the options listed for Employee 

 

Step Four: Chose Access my Leave Report and click Select.  

 



Step Five:  Chose the desired reporting period to enter time into and click Leave Report 

 

NOTE:  To enter time in a period no longer open, select the current period.  Enter the hours on any day 

not being used and in the comments section add the correct dates. 

 

 

 

 

 

 

 

 

 

 

 



Step Six: Click Enter Hours under the desired Sick or Vacation type under the appropriate date.    

Relationship to Sick is still required.  Please use the comments field to indicate relationship to Sick. 

 

Select Submit for Approval when all hours are entered and when the Leave Report Period has come to 

an end but before the Submit By Date as noted at the top of the form 

You will receive a message that your time was submitted successfully 

 

The web leave reports only route to HR and Payroll to apply to the leave balances.  If your supervisor 

requires, you can go back into your submitted form and take a screen shot and email it to your 

supervisor to confirm submission. 

Once applied, it affects the vacation and sick leave balances directly and will not be reflected on the 

paystub. 


