
Arkansas State University 
Employee Self Service 

Full-time Exempt Employee Leave Reporting 
 
Leave Reporting in Employee Self Service is available for Full-time Exempt employees to submit 
Vacation, Sick, Jury Duty, Child Education, FMLA, and Wellness Release Time. The current 
Payroll Deadlines are available under “News and Events” on the Human Resources/Payroll 
Services web pages. 
 
To access Employee Self Service: 

1. Log in to myCampus: https://mycampus.astate.edu/ 
2. Click on the Employee folder and click on Self Service 
3. Click on the Employee menu 

 
To access Leave Reports: 

1. Click on the Leave Report link  
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2. Select the Access my Leave Report radio button. 
3. Click Select. 
4. Select the appropriate Pay Period in the drop-down menu. 

 
 

5. Click Leave Report. 
6. The Leave Report will appear with the eligible leave options.  

 

 
 

7. To enter the hours, click on the Enter Hours link under the appropriate date.  
8. Enter the total number of hours for the day in the Hours field.  
9. Click Save. 
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To Copy Hours for Multiple Days 
10. To enter hours for multiple days, click on the Copy button. The dates in the pay period 

will appear with check boxes displayed under them. 
11. Select the check boxes for the appropriate dates and click Copy.   
12. Click on the Leave Report button to return to the leave report. 

 

 
 

13. To add comments to the leave report, click on the Comments button at the bottom of 
the web page.  

14. Enter the desired text. Please Do NOT use miscellaneous characters or symbols. 

 
 

15. Click Save. 
16. Click the Previous Menu button to return to the leave report. 

 
To Submit Leave for Approval 

17. Click Submit for Approval when all leave has been entered. 
18. Enter your PIN number to certify the leave reported. 
19. Click Submit. 

 
Click on the Forgot your PIN? Click Here link if you forgot your PIN number.  
 
Banner will display the date and time the Leave Report was submitted and to whom it was sent 
to for approval. Once the Time Sheet has been submitted, additional time cannot be reported 
for the pay period.  
 
Contact Payroll Services at 972-2293 for additional assistance. 


