
Leave Reporting Process Guide



In this guide you will find:

• General Guidelines (page 3)

• Recording leave (page 4)

• Types of leave (page 5)

• What to do if you cannot submit your leave report (page 6)

• What to do if your direct report cannot submit their leave report (page 6)

• What to do if you cannot approve your team’s leave reports (page 7)

• How to Submit a Leave Report Using Self Service 
Banner (SSB) (page 9)

• How to Approve a Leave Report Using SSB (page 15)

• How to Set Up a Proxy (page 22)



General Guidelines
All exempt staff are required to complete a leave report every two weeks, 
regardless of whether any leave was taken during that period. This reporting is 
necessary to ensure compliance with both CC Policy and the Fair Labor Standards 
Act (FLSA).

Accurate and timely leave reporting is critical for several reasons:
• It ensures compliance with federal labor regulations.
• It supports consistent and transparent tracking of employee leave across the institution.
• It allows the College to maintain accurate records that are essential for audits, reporting and 

resource planning.

Submit your biweekly report in Banner SSB, even if you have not taken any time off. 

To maintain consistent compliance, any instances of non-compliance will be escalated to 
the appropriate Vice President for review and follow up. 



Recording Leave
With supervisor approval, exempt employees are allowed some flexibility 
in their hours of work.
NOTE: All scheduled hours must be worked within the leave report window. Example:

Total  hours
Sunday Jun 
01 , 2025

Monday 
Jun 2 , 
2025

Tuesday 
Jun 3 , 
2025

Wednesday 
Jun 4 , 
20 25

Thursday 
Jun 5 , 
2025

Friday Jun 
6 , 2025

Saturday 
Jun 7 , 
2025

0 8 8 6 8 8 0

Sunday Jun 
8 , 2025

Monday 
Jun 9 , 
2025

Tuesday 
Jun 10 , 
2025

Wednesday 
Jun 1 1 , 
20 25

Thursday 
Jun 12 , 
2025

Friday Jun 
13 , 2025

Saturday 
Jun 14 , 
2025

0 8 9 9 8 8 0

Leave Report Period 80

Total  hours
Sunday Jun 
01 , 2025

Monday 
Jun 2 , 
2025

Tuesday 
Jun 3 , 
2025

Wednesday 
Jun 4 , 
20 25

Thursday 
Jun 5 , 
2025

Friday Jun 
6 , 2025

Saturday 
Jun 7 , 
2025

0 8 8 6 8 8 0

Sunday Jun 
8 , 2025

Monday 
Jun 9 , 
2025

Tuesday 
Jun 10 , 
2025

Wednesday 
Jun 1 1 , 
20 25

Thursday 
Jun 12 , 
2025

Friday Jun 
13 , 2025

Saturday 
Jun 14 , 
2025

0 8 8 8 8 8 0

Total  hours
Sunday Jun 
15 , 2025

Monday 
Jun 16 , 
2025

Tuesday 
Jun 17 , 
2025

Wednesday 
Jun 1 8 , 
20 25

Thursday 
Jun 19 , 
2025

Friday Jun 
20 , 2025

Saturday 
Jun 21 , 
2025

0 8 9 9 8 8 0

Sunday Jun 
22 , 2025

Monday 
Jun 23 , 
2025

Tuesday 
Jun 24 , 
2025

Wednesday 
Jun 2 5 , 
20 25

Thursday 
Jun 26 , 
2025

Friday Jun 
27 , 2025

Saturday 
Jun 28 , 
2025

0 8 8 8 8 8 0

Leave Report Period 1 78

Leave Report Period 2 82

Assuming supervisor approval,
this schedule would not require any
leave to be reported since all hours 

are in one leave period:

However, this schedule would require
two (2) hours leave to be recorded 

since it spans over two leave report 
periods:



Types of Leave

Please reach out to Human Resources x6421 or hr@coloradocollege.edu if you are 
unsure which leave type to record.

DefinitionLeave Type

Paid time off for personal rest or travelVacation

Time off due to personal / family illness or medical appointmentsSick leave

Designated day off related to years of serviceTiger Service day off

Leave to serve on a jury as required by the lawJury Duty

Colorado FAMLI leave / paid family medical leaveColorado Family Medical 
Leave

Time off to participate in approved volunteer activitiesVolunteer Leave

Leave for approved disability after Colorado FAMLI is exhaustedShort Term Disability



If You/Your Direct Report Cannot Submit 
a Leave Report

In rare instances, like an unexpected medical leave, it may not be 
possible to submit your leave report within the timeframes listed on 
the Payroll website.

The supervisor then becomes responsible for completing the leave 
report on the employee’s behalf. Unfortunately, this cannot be 
completed through Banner SSB.

Instead, supervisors must complete a “Manual Leave Report” as 
available on the Payroll website and send to 
payroll@coloradocollege.edu. The employee should be copied on this 
email to see leave submitted on their behalf when returning to work.  



If You Cannot Approve Your Team’s 
Reports

If you are going on planned leave, please set up a proxy 
(instructions follow). The proxy to approve leave reports should 
be your supervisor or another designated team member (as 
designated by the Vice President of your division).

If you take unexpected leave, your supervisor must reach out to 
payroll@coloradocollege.edu as leave will need to be approved via 
a manual process. Payroll will provide more details as necessary.



Submission Dates

Leave Reports are due within one month less one day after 
the pay period ends.

Supervisors must approve Leave Reports within one 
month after the pay period ends.

Early submittal is encouraged.

A detailed timetable can be found on the Payroll website. 



For the next several pages, please 
follow the blue instruction boxes.



How to Submit Leave Reports



Sign in to CC and select
Banner (SSB).

Select the “Employee” tab or 
“Employee” link in the main 
menu.



From the top of the page, select the 
“Employee” tab and select “Employee 
Dashboard” under the main menu.

Select: “Enter Leave Report”



Select the appropriate leave report period.



 Select the leave type.

Scroll to the day you took time off. Use the arrow > to see 
more dates. You do not need to enter “0” for days no 
leave was taken.

 Only use this if you are adding a second 
type of leave on the same day.

Press “Save” on the bottom right to record updates made.



 Check the box to acknowledge that the time entered represents a 
true and accurate record of your time and to acknowledge that you 
have taken all legally required breaks and lunches. Press “Submit.” 



How to Approve Leave Reports



Sign in to CC and select
Banner (SSB).

Select the Employee tab.



From the top of the page, select the 
“Employee” tab and select “Employee 
Dashboard” under the main menu.

Select: “Enter Leave Report”



This screen will help you identify how 
your team is doing on completing their 
timesheets:
- Pending = awaiting approval 
- In Progress = employee has not 

submitted their time



This screen will help you identify how 
your team is doing on completing their 
timesheets:
- Pending = awaiting approval 
- Completed = approval is complete



1. Review any leave reports still “In 
Progress.” Communicate with your 
team to ensure these are submitted 
promptly. Has anyone “Not Started?” 
Make sure you communicate with 
these team members to ensure they 
submit their leave report.

2. Review hours recorded as leave by 
clicking on the team member’s name. 



Once reviewed, click “Approve” or “Return 
for Correction.” 



Set Up a Proxy For Approval of 
Leave Reports



Sign in to CC and select
Banner (SSB).

Select the Employee tab.



From the top of the page, select the 
“Employee” tab and select “Employee 
Dashboard” under the main menu.

Select: “Approve Leave Report”



Select: “Proxy Super User” 



Select your name under “Act as a Proxy for.”



Select your supervisor or designated team member (as designated by 
the Vice President of your division) from the drop-down box. Select 
“Leave Report.” Press “Save.”

Team member leave reports will now be available for approval by the 
proxy. 

To delete the proxy, select the checkmark by the proxy’s name and 
press “Delete proxies.”



Need Help?
Call or email:

Human Resources x6421
hr@coloradocollege.edu

or
Payroll x6420 

payroll@coloradocollege.edu



Thank You!


