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Next, we will return to the Main Menu by selecting the link in the breadcrumb trail.  Select next to 
continue.   
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Next, we will go over how to create and submit a new leave request.  To continue, select the Leave 
Requests link from the Main Menu.   
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The Current Leave Requests page displays approved, pending and denied leave requests for the 
current, and for future pay periods. You can view existing requests by selecting the status link for the 
desired request.   
This table is sortable by column type.  Select the column headers to sort the table by the desired field.   
In this example, we will keep the table as is, and we are going to create a new request by selecting the 
Add Leave Request button.  Select next to continue.   
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First, let's take a look at the Leave Request Form.  The top portion contains the specifics of the request, 
like leave type, dates and hours, the status of the leave request, and the Leave Balance Calculator, 
which we will cover later.   
The Remarks section contains fields for both the submitter, which can be you, or your timekeeper, and, 
approver remarks.  If your supervisor denies your request, they are required to enter remarks in the 
appropriate field.   
Let's scroll down and take a look at the middle section of the form.  Select next to continue.   
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If you are requesting Sick Leave, you must provide a reason by selecting one of the available options.  
You will receive an error if you select Sick Leave and do not select a reason. 
The Family and Medical Leave Act section allows you to invoke your entitlement to Family and Medical 
Leave and provides options for the reason for taking this type of leave. Select next to continue. 
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Finally, the bottom of the form contains the Certification and Privacy Act sections, and the Submit and 
Cancel buttons.  The Submit button will save and submit your request for approval by your Supervisor.  
Your Supervisor will receive a message informing them of the request and the hours will be added to 
your timesheet. 
Let's go back to the top of the page.  Select next to continue. 
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To view the available types of leave, select the Leave Type dropdown menu.  Select next to continue.   
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Leave Type transaction codes are grouped by category. First, we see the Administrative and Excused 
Absence codes. Next, we will scroll down to view more. Select next to continue. 
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Next, we see the Annual Leave and Comp time codes. We will continue to scroll. Select next to 
continue. 
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