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The next step in submitting a leave request is to enter the start and end dates.  Just like with the Leave 
Balance Calculator, you can type the dates directly into the appropriate fields, or, you can select the 
calendar icons and select from the calendar.  You can request leave in future pay periods, but the dates 
requested must all be within the same pay period. 
In other words, you should not have dates from two or more pay periods in the same request. A 
separate request should be submitted.  In this example, we are going to select March 31st as our start 
date, and April 2nd as our end date.  Select next to continue.   
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You can enter start and stop times into the appropriate fields if you are requesting a partial day's worth 
of leave.  If you are requesting a full day, or multiple full days, select the All Day checkbox, or enter the 
number of hours you work on a regular day into the Daily Hours field, and webTA will apply that total to 
the days you have entered.   
For example, if you are on a standard, 8 hour day, and wanted to request 3 full day's worth of leave, 
you would enter 8 into the Daily Hours field.  If you have an approved Schedule, webTA will 
automatically deduct the scheduled meal time according to the Schedule. 
If you do not have an approved schedule, the meal time will not be deducted, and the hours may not 
calculate as expected. If you do not have an approved Schedule, use the Daily Hours field and enter 
the total number of Leave hours being requested. Select next to continue. 
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Next, we'll scroll to the bottom to find the submit button.   
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Select the Submit button to continue.   
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Note the message indicating that our request has been updated and that the request now has a status 
of Pending.  Also note that the total hours field has updated to include 24 hours.   
Your Supervisor will be notified of your request and will be able to approve or deny the request.  
Leave Requests can be modified and re-submitted, as long as they are in the Pending state.  Once a 
request has been approved, your Supervisor would have to revert the request to the pending state for 
any modifications to be made.   
In this example, we are going to edit the request to include some additional time by selecting the Add 
New Row button.  Select next to continue.   
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You can add as many entries as you like to a single leave request, provided you are requesting the 
same leave type and that the dates fall within the same Pay Period.  If you are interested in using a 
different type of leave, or if the dates cross multiple Pay periods, a separate request must be submitted.   
In this example, we are going to select an additional 4 hours of leave on April 3rd.  We will select April 
3rd as the Start Date, 7am as the start time and 11am as the end time.  Select next to continue.   
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Next, we will scroll to the bottom of the page to display the Submit button.  Select next to continue.   
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