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E M P L O Y E E  P E R S P E C T I V E



LOG INTO YOUR PORTAL (SSB9)
When you first log in, you will be taken to the new Employee Dashboard!





From here, you can view many of the same details as in SSB 8, but one of the most noticeable upgrades, is that you 
can now view your leave balances.

Positive balances are outlined in green, zero balances in yellow, and negative balances in red





On the right-hand side of your screen, under My 
Activities, select Enter Leave Report to open your leave 
report for the month





Make sure that the month showing is the month you want to enter 
hours against.  If not, then you will need to click on the drop-down 
arrow and select the correct month.





Click on the date that you want to enter hours for; it will highlight dark blue and the Start Leave Report
button will appear



Make sure it is for the correct position and the correct reporting period (Pay Period); then click Start Leave Report



The Leave Report will be created.  The date that you wish to enter hours for will still be highlighted in dark blue.
To enter hours, click on the Select Earn Code drop-down arrow



Select the leave type that you used from the drop-down list



My vacation leave plan has been selected and the Hours box has been opened
Enter the number of hours that you were absent on this date; then click Save at the bottom right corner



• The hours for that day will post in the calendar under the date you selected 
• The system will start sum up your total entered hours for each leave plan under that day

You can use the copy function, to make duplicated entries to additional dates



Select the additional days in the leave report that you want 8.00 hours entered on 
OR 
If you took full days through the end of the month, you can use the Copy to the end of the pay 
period check box and select the dates with one click





I can now see my copied entry on the date I selected



Once I am finished entering my hours, I can exit the page and it will save my entries.  The Exit Page link is at the 
bottom-left of the screen.

When I am ready to submit my leave report at the end of the month, I can review all my entries and confirm the hours 
per day 



Click on one of the days to preview and submit your leave report for approval



When I am ready to submit my leave report at the end of the month, I can click on one of the dates to re-open it, and 
then click Preview on the bottom-right of the screen.





• Double check the leave period to make 
sure it is the right month

• Double check the total number of 
hours absent that month

• Double check that the total hours for 
each leave is accurate



• You can add your comment(s) here before you submit

• When all information has been verified as accurate, click the Submit button



• Once you have submitted your leave report, you will receive a message confirming successful 
submission, in the top right corner of the screen, under your name



• Your leave report will move to a Pending status
• After you submit for approval, if you realize that there was a mistake in your leave report, you can 

now click Recall Leave Report and it will return to an In Progress status until you re-submit for 
approval

• If your supervisor has already approved it, you will be unable to recall it
• DO NOT FORGET TO RE-SUBMIT FOR APPROVAL WHEN YOU HAVE FINISHED MAKING 

CORRECTIONS





• The information icon at the top of your leave report will show you the progression steps of your leave report, if you like 
to follow this information



SOME EXTRAS

E M P L O Y E E  P E R S P E C T I V E



• You can also change the view when selecting the leave report you want to open
• Click the down arrow after Month



• Select Leave Report Period from the list



• You can view the leave report periods in a list view and click Start Leave Report from this view, if you prefer
• You may need to scroll down to the bottom of the page to find the more recent periods



• At the bottom of the screen, you will see the more current leave report periods



• You can also view prior leave reports, even the ones created 
in SSB8

• To view them, click on Prior Periods
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LOG INTO YOUR PORTAL (SSB9)
When you first log in, you will be taken to the new Employee Dashboard!





You will have the same perspective, but with some 
additional functionality.  Click the My Team button to 
view a list of employees that you supervise.



To review information for the identified employee, click 
on their name



If you wish to review an employee’s leave balances prior 
to approving their leave report, you can do so here



To approve leave reports, return to the main Employee 
Dashboard page





On the right-hand side of your screen, under My 
Activities, select Approve Leave Report to open your 
approval queue





Be sure to select 
Leave Report from the 
first column

Be sure to select the Leave Report 
Period that you will be approving 
for, if it is not already showing by 
default



You can see a list of the leave reports that are pending 
your approval



Click on the dots to preview the employee’s leave 
report or to check their balances



Click Preview to review the leave 
report entries before approving.  

To review detailed entries, click 
Details.  



Click Leave Balances to 
review the employee’s 
balances before 
approving.  



Once you have verified the entries 
match the employee’s absences, click 
Approve.  



Once you approve the leave report, you will receive a 
successful message in the top right corner and the 
employee’s leave report will move to the status of 
Completed.  



PROXIES

A P P R O V E R  P E R S P E C T I V E



If you need to act as a proxy for another 
approver, click the Proxy User link in the top 
right corner.



Select from the drop down the approver you will 
be acting as a proxy for then click Navigate to 
Time & Leave Approvals application.



You can also setup a proxy from here.  Click Add 
a new proxy.
You will see a field appear to select a proxy.



From the drop-down list, scroll until you find the person you want to assign.  Select the name of the person you 
would like to make a proxy.  Once selected, their name will appear in your proxy list at the bottom of the page.



You can also delete a proxy from here.  From your list, click 
on the box in front of the name that you want to remove.  
Then click Delete proxies.

You will receive a message in the top right confirming the 
removal; click Yes.



You will notice that the proxy has been remove from 
your list and you will also receive a successful removal 
message in the top right corner.



WHO TO CONTACT?
Rose Jackson
Human Resources Specialist II
E: rose.jackson@wvm.edu
P: 408.741.2161

mailto:rose.jackson@wvm.edu
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