Using eLeave

Login to eLeave

1. The user will navigate to the official website of South Carolina:  SC.Gov.  The URL, or web address, is http://www.sc.gov.

2. Once the user arrives at http://www.sc.gov, they should click on the “State Employees” link, which is located at the top of the page.

3. Once the link has been clicked, a new page will be displayed.

4. The user should now look for another link on the right hand side of the new page under the heading “Online Services.”  The link is named “Eleave Request.”

5. Click the “eLeave Request” link.

6. The next page that the user will see is the main login page for eLeave.

7. Optionally, the user may chose to bookmark eLeave by clicking the “Bookmark eLeave” link in the upper right hand corner of the page.  Upon clicking the link, the user will be prompted to name the bookmark.  Users who chose to bookmark eLeave will be able to skip steps 1-5 (above) in the future.  Thu user will simply open their browser and select the link that they have created.

8. The user is now prompted to enter a username and password for eLeave. ***Note*** Users that do not have an eLeave user name and password should contact their eLeave liaison.

9.  The user will now enter their eLeave user name and password.
10. The user will click the “Login” button.

11. A successful login will bring the user to the eLeave home page.  The user’s full name will be displayed on the page.

Using the Employee Functions of eLeave
Submit and eLeave Request:
1. The first option for employees is to “Create a Leave Request.” 

2. The user should click the “Create a Leave Request” link.
3. The next screen will display year to date leave accruals for the logged in user, the user’s name, and the month and year of the desired eLeave request.
4. The user should use the drop-down menus to select the appropriate month and year for the eLeave request.

5. With the appropriate moth and year selected, the user should click the “continue” button. 

6. The next screen will allow the user to enter more detailed information about his or her eLeave request.  

7. The user should use the drop-down menus to select the starting day and time of the eleave request.  The user should use the hours that correspond with his or her shift.  

8. The user should use the drop-down menus to select the ending date and time of the eLeave request.  The user should use the date and hours that correspond with his or her shift.

9. The user should fill in the requested number of hours in the next field.  ***Please note that employees should compensate for one hour of lunch when completing this field.  For example:  If the employee is requesting eLeave for 8:30AM-5:00PM (8.5 hours), the hours requested will actually be 7.5, due to a one hour lunch break.*** 

10. The user should now use the drop-down menu to select the most appropriate type of leave.  Common examples are Annual or Sick Leave.  The user’s supervisor will be able to assist the user with selecting the most appropriate leave for a given situation.

11. The user may optionally leave a brief comment for this eLeave request.  This note may provide additional details for the employee or supervisor.  Again, this is an optional field.

12. The user should now click the “Next” button to advance to the next step.

13.  The next screen prompts the user to enter the name of his or her supervisor/Leave approver.  

14. The user should enter the first and last name of his or her supervisor/leave approver and click the “continue” button.
15. The system will now display the name of the user’s supervisor/Leave approver.
16. The user should click on the supervisor/Leave approver’s name once and then click the “continue” button

17. The next screen will provide the user with a detailed view of the eLeave request to be submitted.  The user should confirm the details of the request and press the “submit request” button.  Alternately, the user may choose to click the “modify request” button (this option will allow the user to make changes before submitting the request.
18. Once the “submit request” button is clicked, the user will see a confirmation screen.  An email is automatically sent to the user’s supervisor/Leave approver.  The email will prompt the user’s supervisor/Leave approver to either approve or deny the eLeave request.

19.  The user has now submitted an eLeave request and may either continue working with eLeave or log out of the system.
Check Approval Status and Balances:

1. The user should click on the “Check Approval Staus and Balances” link.

2. The corresponding screen will show eLeave balances for the calendar year and a detailed view of recent eLeave requests.

3. The user is free to review recent request: Starting/Ending dates, Hours, Type of Leave, Comments, and Status.  ***Please note that the user will be able to cancel an eLeave request by pressing “cancel” in the “status” column.  (This option only applies prior to the day of the eLeave request).  If the user wishes to cancel an eLeave request after the day of the request, the user should contact his or her supervisor/eLeave approver. ***
4. The user is free to scroll through the recent eLeave transactions listed.  When the user has completed this function, he or she may either return to the main menu or log out of the eLeave system by clicking the appropriate button at the bottom of the screen.

Donate Leave:

1. From the main menu, the user should click on the “donate leave” link under employee functions.

2. The corresponding screen will display the user’s leave accruals for the calendar year.
3. The user should use the drop-down menus to select the year of the request to donate leave.

4. The user should use the drop-down menus to select the number of Leave hours to donate.

5. The user should use the drop-down menus to select the type of Leave to donate (this can only be sick or annual leave).

6. The user should click the “continue” button.

7. The corresponding screen will provide a summary of the Leave donation.

8. The user should confirm the details of the Leave donation and click the “submit” button to donate the specified Leave to the Leave pool. 

The user should click the “log out” button to exit the eLeave application
