SAP HR Quick Reference — Donate Hours to Shared Leave Bank in ESS

Donate Hours to Shared Leave Bank in ESS

This document will give instructions on changing your addresses and phone numbers using
Employee Self Service (ESS).

Here is a direct link to log in to ESS: https://ess.seattleschools.org/irj/portal. You can also navigate to
ESS from MySPS (staff website).

Navigating to Employee Self-Service

1. To access the ESS home page, select the Employee Self-Service tab.
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Navigating to Working Time
1. Select Working Time.
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Display and record your absences, hours worked, and extra time
** Time more than 1 year old cannot be entered
** Contact your Time Administrator or Payroll Office to process earlier dates

Quick Links
B Record Working Time
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Navigating to Shared Leave Bank

1.

From the Working Time screen select Shared Leave Bank
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“ou can record your werking time here. In the last 32 days, there are 0 workdays for which you have recerded either net enough or too many hours.
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You can display your leave balance and other time account information he re
[ Public Holidays

Retrieve the list of public holidays for the current year. You can importi these holidays info your deskiop calendar.
I@ Shared Leave Bank I

Shared Leave Bank

Donating to Shared Leave Bank

1.

From the Donate hours to shared leave bank screen, open the drop down by
clicking the arrow next to Personnel Assignment and select the assignment you
wish to donate from.
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2. Choose the type of leave to donate using the Abs. Quota Type dropdown.
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Overview

mployee Self-Service = Overview

Donate hours to shared leave bank

Personnel Assignment List
* Perzonnel Assignment: (00023264 Custodial - Washington Custodial Engineer K

Absence Donation

Begin Date: 11/29/2023
* Abs. Quota Type: |;

* NumberMnit: | 49 Vacation Leave Carry Over { 160.00000 Hours )
50 Vacation Leave { 0.00000 Hours

52 Sick Leave ( 0.00000 Hours )

3. Enter the number of hours to donate to the shared leave bank and click Save.

Donate hours to shared leave bank

Personnel Assignment List
* Personnel Assignment: (00023264 Custodial - Washington Custodial Engineer K

Absence Donation

Begin Date: 12/04/2023
* Abs. Quota Type: |

& Number/Unit: | 000 >
Save || Clear |

4. Once you have clicked Save you should receive a confirmation message stating the hours
have been saved successfully.

Hours Donation to Shared Poaol Saved Successiully!

Return to the main ESS landing page

1. To return to the main ESS landing page, click Overview. To log out of ESS click Log

off. To protect user data and privacy, it is always recommended to click Log off when
done using ESS.




SAP HR Quick Reference — Donate Hours to Shared Leave Bank in ESS

e Search - Now Session [ L
. (Dv)
4Back Forwsd b Hstory Favoites Pessonalize View Help Welcome Jane

= =

Herre Empiayin Sof-Sermon
Owerview
D Emplayes Sefi-Seevice | Full Screen | Options =
Employee Services
5.0
- Map | Drectory | Index

= Related Links

. 1 ¢
Ezg Working Time % Payment

Despiay and record youe absances, hours worked, and exira Viw salary staloments

e few B 6 your W-4 tax withholding
== Tima mors than & weeks ald cannal be enterad * Wiew and elect for Onina W-2

** Contact your Time Administrator or Payio Ofice to

procass earkar dotes

Cuick Links
Salary
Cuick Links ] ;

B Recona working T B W Tex

oy Elec
Gij Career and Development

v and update your Quakicaton Profle
w your SPS intermal wark history

2 Conlires

mlements

Benefits

* View pénsion. DCP, and 403(b) skections

Quick Links * View FSAHSA payrot contribution alections i




	Navigating to Employee Self-Service
	Navigating to Working Time
	Return to the main ESS landing page



