
The Leave System 

 

~What is the new Leave System? 

~How does it work? 

~How does it relate to me? 

 

  



For everyone that 

accrues and uses leave 

The Leave System Training 

Part A 



Setting up your computer 

to use the Leave System 
 

~Mozilla Firefox or Internet Explorer 

~Flash Player 10 

~Live vs. Test sites 

~my.evergreen.edu login – test it 

~Bookmark the webpage 

~my.evergreen.edu is accessible off campus 

 



What is the Leave System for and 

how does it relate to me? 

Employees: 

~Submit leave requests 

~Review balances, accruals and adjustments 

~View history 

 

Supervisors: 

~Submit proxy leave requests 

~Approve / deny leave requests 

~View histories 



What the Leave System is not for 

 

~Overtime 

~Compensatory Time earned or paid out 

~Additional Pay at Straight Time 

~Callback Pay 

~Shift Differential 

~Standby Pay 

Use the “Payroll Report of Changes to Salary” form for all 

of the above 

 

           
 

~Work Schedule changes 

~Shift changes 

Use the “Work Schedule / Shift Change” form for the above 



 



 



 



 



 



 



 



 



 



 

Note: Vacation accrual rate for Classified staff will increase 

after the anniversary date. 



 



Employee 

Supervisor 

Timekeeper 

HRS Main Office 

HRS Representative 

Computing and 

Communications Staff 

Resolving Leave System Issues 



Take Away Information 

 

~Test the Leave System 

http://mytest.evergreen.edu/ on your computer 

~When you go live use the production web site 

http://my.evergreen.edu/  

~Enter all of the leave you’ve requested and 

used since the 1
st
 of the month that you go 

“live” in. 

http://mytest.evergreen.edu/
http://my.evergreen.edu/


For Supervisors 

The Leave System Training 

Part B 



How does a supervisor access the Leave System? 

~ Open a web browser (Explorer or Firefox) 

~ Navigate to https://my.evergreen.edu 

~ Log in using your network username and 

password 

~ Under Faculty and Staff, click on Leave 

Approval or Leave Requests 

https://my.evergreen.edu/


Leave Requests: 

~Enter personal and 

proxy requests 

~View individual 

staff leave histories 

Leave Approvals: 

~Approve / deny 

requests 

~View all your 

supervised staff’s 

leave side-by-side 

vs. 



How to Create a Proxy Leave Request 

~ Select the Leave Requests link 

~ Select an employee by hovering 

over the black arrow 



~Once you’ve selected 

an employee other 

than yourself, the 

form turns green and 

is in proxy mode. 

 

~Fill out the form, 

review and submit. 

 

~You do not need to 

approve the request 

since you are the 

supervisor. 



Click on the Leave History tab to see the history for each employee that you 

supervise. 

 

You can switch to a different employee by hovering over the black arrow. 



Proxy Leave Requests continued 
 

When to do them? 

During extended absences (more than 2 

days) 

Each day an employee is in Leave Without 

Pay status 

Question: How do you know when an employee is in 

LWOP status?   

Answer: Check their balances in the Leave History section 

of Leave Requests 

Failure to do a proxy leave request when an 

employee is in Leave Without Pay status may 

result in an overpayment 



How to Approve / Deny 

a Leave Request 

 

~ Select the Leave 

Approvals link 

~ You will see any 

pending leave 

requests submitted 

by the people that 

you supervise 

~ You may approve 

the request by 

clicking the 

“thumbs up” symbol 

~ You may deny the 

request by clicking 

the “thumbs down” 

symbol 

~ Per the Collective 

Bargaining 

Agreement, all 

denied requests 

must include a 

comment in the 

Supervisor 

Comments section 



Questions? 


