
2023 Leave Bank Enrollment Instructions 

 

1. Log into CONNECT, then click the Navigator button. 

a) The navigator button can be found at the top right corner.  

 
 

b) Once you click on the navigator button a toolbar will appear and you can 

then click on navigator. 

 

 



2. Click on HCM Systems 

  

 

 

 



3. Click on Self Service 

 

 

 

 

 

 



4. Click on Leave Transfer Requests 

 

 

 

 

 



5. Click on Enroll into Leave Bank 

 

 

 

 

 

 

 

 

 



 

 

 

6. Next, you will need to choose the program name from the drop down.  This 

year’s program name is 2023 LB Enrollment  
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

7. Choose which type of leave you would like to contribute from the 

entitlement drop down.   

a. You must donate 8 hours of annual, personal, compensatory or sick 

leave.  

b. Then, read and check off that you have read and understand the 

Agreement and Compliance section. 

c. Finally, submit your 2023 leave bank enrollment request. 

 


