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Any leave requests submitted by Employees will route for approval to Managers, these types of requests will be 

classified as “Absence Request” and can be approved via e-mail or via the HRMS tile.  

Email Method: 

1. Approver will receive the approval   e

-mail notification. 

2. At the bottom of the e-mail, click on 

the hyperlink to open the document. 

3. 3. Enter your UTEP credentials to log 

in to PeopleSoft, you will then see the 

document displayed. 

1. Log into PeopleSoft, from the Employee Self Service 

homepage, select the HRMS Approvals tile.  

2. Under Pending Approvals, select the Absence              Re-

quested request from the list (each row contains: 

employee name, absence type, start and end date).  

Option 2: 
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Any leave requests submitted by Employees will route for approval to Managers, these types of requests will be 

classified as “Absence Request” and can be approved via e-mail or via the HRMS tile.  

Review the details on the approval page. 

3. The page displayed will show:  

 3a. Absence Details  

 3b. Current leave balance  

 3c. Attachments, if applicable. 

 4. Select: Approve to approve the re-

quest, select Pushback to send back the 

request, or select Deny to terminate the 

request. Please note, comments are re-

quired when pushing back or denying 

transactions.  

5. Click the Submit button to complete 

the process  
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