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View Overview of Leave

The Overview of Leave feature is a useful tool employees can use to

quickly view detailed information on leave requests they have created and

submitted for review and approval. Below are instructions on accessing and

using the Overview of Leave function to track leave requests through MySCEmployee.

To access the Overview of Leave function,
log into MySCEmployee, click the Employ-
ee Self Service tab, then select My Working £
Time from the main ESS menu. When you
reach the My Working Time menu, choose ]
Leave Overview from the list under the 2 e e
Leave Requests heading. T w—
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When you reach the Leave Over-

Ny UNEIVIEW | MY Employes seaich | My WOrKing |ime | Wy Fay | Ny Fersonainto | My denems view page (Shown at Ieft), you will

Leme Rhene see all your leave requests, includ-
| Leave overview ing the type of leave, start and end
| Leave since: (772070 [ [Damiy] date of leave request, status of

leave request and the total number

(Ve dREemen et e || e of hours of each leave request.

AAnnual Leave | BAZR2010 | 8132010 | Approved | 7.50 Hours
ASick Leave BIZ21/2010 6212010 | Approved | 3.50 Hours

|| & snnual Leave | 5282010 | 5/282010 | Approved | 7.50 Hours | Leave requests will be displayed

|| Adnnusl Leave | 5702010 | 5702010 | Aoproved | 7.50 Hours | beginning with January 1 of the
Asnnual Leave | 493010 | 492010 | Approved | 7.50 Hours current year by default. You can se-

| ﬁ.AnnuaIL&avt—.: /ZAZ010 | 242010 lAuprqud | 4 Hourz . lect a different start date using the

£ Sick Leave 252010 252010 | Approved . 7.50 Hours Leave Since calendar. Just click the

button highlighted in red in the im-
age at left, select a start date from

I_Il_!:lnwlﬂnw{j_l_l : the calendar and click the display
— button.
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