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How to Approve Leave Reports in
Banner Services

1 Navigate to Employee Profile via Banner Services

https://www.tnstate.edu/
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2 Click "Approve Leave Report"

3 Click "Approvals"
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4 Click "Leave Report"

5 Click the "All Departments" field.
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6 Select the desired Department.

7 Select the desired Time Period for approval
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8 Click either Pending on the chart OR in the list below the chart (Step 9)
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10 Selecting the desired Employee(s)

11 Click "Action Menu" to Preview the Leave Report or view Employee Leave Balances
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12 Click "Approve" OR "Return for correction"
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13 Click "Return" to return back back to Pending Approvals

14 Click the desired Employee
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15 Click "Approve/Acknowledge"

16 The notification will display:

"Leave Report(s) successfully processed. x Leave Report(s) approved."
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17 Optional—Change Status to review employee Leave Report statuses

18 View "Completed" Leave Reports


