
STEPHEN F. AUSTIN 
STATE UNIVERSITY 

 
 
 
 
 
 

 
 

Payroll 
 
 
 

 

“Web Leave Approver’s Manual” 
 
 
 
 

 
 
 

Revised  May 6, 2011 
Confidential Business Information 

 

Banner 



SFASU – Banner Web Leave Approver’s Manual 

Stephen F. Austin State University – Updated 2 May 2011 Page 1 of 12 

 

Table of Contents 
 

Overview ..............................................................................................................................................................2 

Helpful Contacts ..................................................................................................................................................2 

You cannot log into mySFA ............................................................................................................................2 

You can access your department’s leave reports but the system displays the wrong employees, or 
employees are missing .....................................................................................................................................2 

Web Leave Report Navigation .............................................................................................................................3 

Navigation Buttons ..........................................................................................................................................3 

Keyboard Shortcuts ..........................................................................................................................................4 

Approving Leave Reports ....................................................................................................................................5 

Accessing Your Department’s Reports ............................................................................................................5 

Using the Department Approvals Summary View ...........................................................................................6 

Viewing the Details of a Leave Report ............................................................................................................8 

Adding Comments to an Employee’s Leave Report ........................................................................................9 

Returning a Leave Report for Correction ........................................................................................................9 

Editing a Leave Report .................................................................................................................................. 10 

Approving a Leave Report ............................................................................................................................. 10 

Managing Leave Report Approval Proxies ........................................................................................................ 11 

Establishing or Removing a Leave Report Proxy .......................................................................................... 11 

Approving Leave as a Proxy .......................................................................................................................... 12 

 



SFA – Banner Web Leave Approver’s Manual 

Banner Web Leave Approver’s Manual – Updated 6 May 2011  Page 2 of 12 

 

Overview 

This document is provided as a resource to assist you approving leave reports submitted by your employees. 
Leave reports must be approved by employees’ supervisors before they are processed by the Payroll Office. 
Failure to approve leave sheets before the deadline each pay period may result in employees leave being 
inaccurate, so it is critical not only that employees submit their leave, but that you approve their leave, in a 
timely manner. The steps within this document will guide you through this process. At any time should you 
need assistance, feel free to contact your supervisor or one of the individuals listed in the Helpful Contacts 
section below. 

Helpful Contacts 

Should you encounter difficulty in approving leave reports, contact one of the following individuals for 
assistance. 

You cannot log into mySFA 

Human Resources    (936) 468‐2304  hr@sfasu.edu 

You can access your department’s leave reports but the system displays the wrong employees, or 
employees are missing 

Controller’s Office  Dalyce Franks  (936) 468‐2382  franksdj@sfasu.edu 

Payroll                        Judy Duffin                        (936) 468‐2172                payroll@sfasu.edu 
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Viewing the Details of a Leave Report 

1. The top portion of the leave report will contain columns for each day of the pay period, and rows for 
each type of leave.  The images below show the top portion of a leave report in the approver’s view. 

 

 

 

 

2. The bottom section of the form will indicate any comments that have been entered on the leave 
report, the routing queue for the leave report, and current leave balances.  
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Approving Leave as a Proxy 

If another approver has granted you proxy rights, you may approve leave as that approver by selecting that 
approver in the Act As Proxy pull‐down list on the Selection Criteria screen. You will then proceed through 
the steps for approving, returning, and editing leave reports as normal. However, instead of seeing your own 
employees’ leave reports, you will see the reports for the employees that report to the supervisor for whom 
you are acting as a proxy. 
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