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WHAT’S INSIDE: 
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ENTERING LEAVE REQUEST AND APPROVAL PROCESS 

10012345 

Note: You are only able to enter leave requests 
from the current date to an allowable future 
date.  Once the date has passed, your Payroll 
secretary will have to enter the leave request 
for you. 

JANE DOE 

10012345 
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ENTERING LEAVE REQUEST AND APPROVAL PROCESS 

STEP # 1 

STEP # 2 

Select:  
The date you are 
requesting leave in 
the calendar 
provided. 
Once the screen 
refreshes, “Step 2” 
will appear at the 
bottom of the screen. 

Select: 
The “From” and the 
“To” times 

Select: 
The length of your 
lunch period 

Select: 
The type of leave you 
are requesting 
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ENTERING LEAVE REQUEST AND APPROVAL PROCESS 

Note:  If SICK LEAVE 

or VACATION are      

selected you must 

complete  “Step 2a” 

in the box that will 

appear.  You  need 

to provide a specific 

reason from the 

available options.  If 

you are unsure on 

which type to select, 

please consult with 

your Payroll 

Secretary. 

STEP # 3 

Once you are finished 
with all your 
selections in   
“Step 2”. 

 
Click on: 
“Step 3” 

Note:   

If TEMPORARY 

DUTY is selected, 

please provide the 

required 

information 

pertaining to your 

Temporary Duty in 

the comment box. 
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ENTERING LEAVE REQUEST AND APPROVAL PROCESS 

Depending on the 

type of leave 

requested, your       

administrator may 

be required to 

approve it.  When 

the request has 

been approved, the 

word “Requested” 

will be changed to 

“Approved”.         

Approval 

Notification will also 

be sent to your 

District First Class 

email. 
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MAKING CHANGES TO YOUR LEAVE REQUEST 

If you need to       

DELETE a previously 

requested leave, 

select that specific 

date on the calendar 

then click on the 

“Delete This” link.  
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MAKING CHANGES TO YOUR LEAVE REQUEST 

If you need to modify a leave request made for the current payroll 

run , your Payroll Secretary must change it for you.   

 

After the appropriate changes are made, you will be required to log‐in 

to the employee portal, at which time the LEAVE TIME 

CONFIRMATION will appear, click on “Approve This!” if everything 

was entered correctly.  
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