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Purpose of Employee Self Service: 
• All Employees: 

o Leave Management 
▪ Make Leave Requests 
▪ View PTO Balances 

o Access  
▪ Pay Statements 
▪ Tax Form 
▪ Previous FAR/SAR Documents 

• Managers/Supervisors 
o Leave management 

▪ Approve/Deny Leave Requests from Direct Reports 
▪ View Team Leave Calendars 

o View Team Member Details 
o Access Past FAR/SAR Evaluations for Direct Reports 

 

 

To access Employee Self Service: 
 

1. Click on the Desktop Icon 
-or- 

Follow this link: 
 

https://vcom-prod.operations.dynamics.com/?cmp=VCOM&mi=HcmEmployeeSelfServiceWorkspace 
 

All VCOM issued computers should have this icon on their desktop.   
If you do not see this icon on your desktop you will need to contact your campus’ IT office. 
 

 

2. If you are not automatically signed into Employee Self Service (Anthology), you 
should see the screen shown below.  You will need to enter your VCOM email 
address. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter your VCOM email address  
 

(*****@vcom.edu) 

https://vcom-prod.operations.dynamics.com/?cmp=VCOM&mi=HcmEmployeeSelfServiceWorkspace
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3. A second log in screen will appear requesting your password.  This will be the 
same username and password that you use to log into your VCOM computer. 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

After entering your password, you may also be asked to verify your identity via 
the authenticator app. 

 

 

4. Once logged into Anthology, you can access Employee Self Service by clicking on 
the button as shown below.  Please note that your home screen may look 
different depending on your granted access. 
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Employee Self Service 
 

Welcome to Employee Self Service! 
 
All functions will be completed from the area within the red box below.  You will be 
able to click and navigate within the panel to the far left, but functionality of those 
features has been disabled for most users.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Employee Self Service screen will have 3 tabs: 

A. My Information – contains information about the employee accessing Employee 
Self Service 
 

B. My Team – Managers/supervisors only; contains limited information about Direct 
Reports and Team Members 
 

C. Leave Management – This tab is not yet active 
 
If at any time you get lost, you can click the “Home” button in the upper left corner.  
This will take you back to the Anthology home screen. 
 

 
 

A B C 
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Requesting Leave 
 
 
 

1. Access Employee Self Service 
2. Go to the My Information tab 
 
 
 
 
 

3. Click Request time off 
This will open a new screen 
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D. Add any 

attachments or 

comments 

A. Choose the 

Leave Type 

B. Enter the Leave 

Date(s) 

C. This area will 
populate as you 
add dates; you 
can split your 
leave between 
multiple 
categories 

As you add leave 

requests your totals 

will change to show 

you how much leave 

you will have left 

after submitting the 

request 

E. Click Sumit, Save 

Draft, or Cancel 

Submit – This will send the request to your supervisor for approval  

 

Save Draft – This will save the request for you to edit and submit at 

a later time; the request has not been submitted for approval 

 

Cancel – Cancels the request 
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Viewing Leave Balances 
 
 
 

1. Access Employee Self Service 
2. Go to the My Information tab 
 
 
 
 
 

3. Click View time off 
This will open a new screen 
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The new screen will have 4 tabs: 
 

 
 
 
 
 
 

A. Balances – Shows your current/available leave balances based on the “As of Date”;  
be sure to put this date as 6/30/** to account for all leave requests in the fiscal year 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

B. Approved time off – Shows all approved leave requests.  From this tab you can 
update and cancel requests.  Adjusted or cancelled requests are sent to your 
supervisor for approval.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A B C D 
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C. Time off requests – Shows all requests and their status. 
 
Status: 

• In review – submitted but not yet approved/denied 

• Draft – created, but not yet submitted 

• Completed – submitted and approved 

• Denied – submitted and denied 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
D. Leave buy sell requests – This tab is not active and will be blank 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Leave request dates 
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Additional Employee Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From the My Information tab an employee can: 
 

A. Attachments – View documents, such as tax forms, that the HR Office has made 
available 
 

B. Pay Statements – View a summary of the most recent payroll or access pay 
statements 

• B1 – pay statements before 09/01/2024 

• B2 – pay statements after 09/01/2024 
 

C. Compensation – View their current compensation 
 

D. Certificates – View current/past contracts 
 

E. Performance Journal – Gain access to and view past FAR/SAR performance 
evaluations 

 

 
 
 
 
 
 

A B1 

C 

E 

B2 
D 
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Attachments 
 

By clicking on the blue number, or Manage attachments, an employee can access 
documents that the HR Office has uploaded for them.  These documents can be 
downloaded. 
 

1. Click on the blue number or Manage Attachment 
• This will bring you to a new screen 

2. Select the document you wish to view from the document listing 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Document Listing 

Click Open to download 

the document 

Click the back button to 

return to Employee Self 

Service 
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Pay Statements (before 09/01/2024) 
 

The Pay Statements box gives employees access to their pay statements for payrolls 
that are dated before 09/01/2024. 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 

 

 

Click this button to 

show a summary of 

your most recent 

payroll 

Click this button to access pay 

statements from previous payrolls 

Click on the payment date to bring up the 

pay statement detail and to print or 

download the file. 

Click OK 

Click this button to 

print the document 

Click this button to 

download the document 
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Pay Statements (after 09/01/2024) 
 

The Payroll Payments box gives employees access to their pay statements for payrolls 
that are dated after 09/01/2024. 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click View payments 

2. Select the payment you 
wish to view.  Only 1 can be 
selected at a time. 
 
3. Click Payment Details. 

4. A new screen will open 
that shows a statement 
summary. 
 
5. Click Statement 
A new screen will open. 
 
6. Click OK 
This will open the pay 
statement on your screen 
 
7. The Pay Statement can 
be printed or downloaded 
by clicking on the icon in 
the upper left corner     
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Compensation 
 

The Compensation box will show an employee’s current salary and their most recent 
increase.  Employees are only able to see their salary – they do not have access to the 
salary of those that report to them or any other team member. 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

 

Contracts 
 

The Certificates box will allow an employee to view their contracts that have been 
uploaded to the system by the HR office. 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click 

“Show” 

1. Click View all certificates 

2. Choose the item to view 

3. Click on the 
paperclip icon in the 
right corner to view 
the document. 
 
A new screen will 
open.   
 
4. Click Open at the 
top to download the 
document. 
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Evaluation Documents 
 

The Performance Journal link will allow an employee to see their past FAR/SAR 
performance evaluations.  These evaluations can also be seen by your direct supervisor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

  
 
 

Click “Performance Journal” 

Click on the Performance Journal you wish to view 

Your evaluation 

can be viewed 

here 

Click this button to 

print the document 

Click this button to 

download the document 
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Approving Leave Requests 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

1. Click to view all work items 
assigned to you (including leave 
requests needing approval) 

2. Click on the request (in blue) 
to see the details. 

3. Click Approve or 
choose another 
option from the drop-
down arrow.   
 
A new screen will 
open that will allow 
you to enter a 
comment. 
 
Click/confirm 
Approve/Deny. 
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Manager Absence Calendar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

The Manager Absence Calendar can 
show you the leave requests for those 
within your hierarchy.   
 
To access the Manager Absence 
Calendar: 
 

1. Click on the My team tab 

2. Click on Manager Absence Calendar 
This will open a new screen. 

Clicking the [+] next to the 
employee’s name will bring 
up additional details 

This drop-down box will allow you to: 
• View all team members by turning on the 

toggle: Without requests 

• View team member birthdays by turning on 
the toggle: With birthdays 
The birthdays will show as flags in the calendar 

• View all team members within hierarchy by 
turning on the toggle: Extended reports 
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Team Evaluation Documents 
 

The Team Performance Journal link will allow a supervisor to see the past FAR/SAR 
performance evaluations for their direct reports. 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

 

Click Team Performance Journals 
This will open a new screen. 

Click on the 
Performance 
Journal you 
wish to view 

The Evaluation can 

be viewed here 

Click this button and choose open to 
download the document 
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My Team Information 
 

The employee information section will allow supervisors to view basic information about their direct 
reports and team members. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Click on Details and then Certificates to view the employee’s contract. 

1. Choose the document that you wish to view 
2. Click on the paperclip in the upper right-hand corner.  The paperclip should have a “1” 

within the blue circle.  If it is showing a “0” that means that a document has not been 
uploaded to the system.  A new screen will be opened. 

The document can be 

viewed here 

1 

2 

Click  to download the document 
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View Team Hierarchy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Clicking “View Team” will allow 

a supervisor to view the direct 

reports of an employee that 

reports to them. 

You can continue to drill down 

by clicking “View Team” 

By clicking “Details” and 

“Certificates” you can view the 

employee’s contract.   

Shows basic information 

Shows years of service 

Shows number of 
pending leave requests 
for a team member and 
limited balance 
information 

Currently not used 


