
 
 

 

USF Supervisor Quick Guide 
How to Approve or Deny Annual and Sick Leave 

 

 

 
When an employee submits a sick or annual (vacation) leave request, the supervisor will receive an 

email notification of the leave request. 



 
 

 
 

 

 
 

To review all Leave Requests, use the “Employee Leave Details” tile in GEMS under the “Employee Self 
Service” menu. 

 

 



 
 

 
 

 

 

Select “Manage Leave Approvals” within the USF Employee Leave menu. All Employees that report to 
the supervisor should appear.  

 

 



 
 

 
 

 

 

Select “Leave Pending” to review Leave Requests submitted by the employee. 

 

 

 



 
 

 
 

 

 

Select the drop down in the Status field to “Approve” or “Deny” the leave request. 



 
 

 
 

 

 

Select “Save.” 
 



 
 

 
 

 

 

A confirmation box will appear letting the supervisor know an email message has been sent to the 
employee to confirm the approval or denial of the request. 


