
 
 

 

USF Employee Quick Guide 
How to Request Annual and Sick Leave 

 

 
For all Leave Requests, use the “Employee Leave Details” tile in GEMS under the “Employee Self 

Service” menu. 

 



 
 

 
 

 

 

Select “View all” to display Sick and Annual (vacation) leave panels. 



 
 

 
 

 

 

To add a new request, select the “add” button for the type of leave you are requesting. 

 



 
 

 
 

 

 

Complete the following fields to enter an Annual (vacation) leave request. “ANL” will be the earning code 
used to complete the Type of leave field. 

 

 



 
 

 
 

 

 

Complete the following fields to enter a sick leave request. “SIC” will be the earning code used to 
complete the Type of leave field. 

The date(s) and the number of hours must be filled to accurately reflect the time off. 

 



 
 

 
 

 

 

Select “Save.” 



 
 

 
 

 

 

A notification will be sent to the employee’s supervisor for approval. 


