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Colleague Self-Service Leaves Guide 

 

This reference guide will demonstrate the process of how managers approve leave requests in Colleague Self-Service. 

Approving/Rejecting Leaves 
Step Image Reference 
1. Login into your MySWC webportal and click 

on the “Employee” link in the “Colleague Self-
Service” pane. 

 
2. Once on the “Employee Overview” screen, 

click the “Leave Approval” button. 
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3. Notice any outstanding leave requests. 

 
 

4. From this screen, you will be able to quickly: 
a. “Approve” a leave 
b. “Reject” a leave and provide 

commenting pertaining to the rejected 
leave 

c. “Comment” on a leave before 
approving/rejecting 

d. “View” the leave request with details 

   

5. When you enter the detailed View screen, 
you will see all pertaining information to the 
request: 

a. “Leave Type” requested and date 
information. 

b. Leave day/hour breakdown 
c. Leave plan information 
d. Leave options: 

i. Approve 
ii. Reject 
iii. Comments 
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6. Once a leave is approved, you will see a 
notification on the top-right corner of the SS 
screen. At the same time, you will be 
presented with the following options should 
they be needed: 

a. Unapprove 
b. Reject 
c. Comments 
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