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GUIDELINES FOR ONLINE LEAVE REQUEST


 Online Leave System Guidelines 
· Be sure to enter the correct date and leave type. The leave request screen defaults to annual leave. 
· When using the Create Leave Request screen, make sure that the leave approver is the person who normally signs your leave slips. If not, advise your supervisor so that the HR data can be corrected ASAP since the approver’s name is determined by the holder of the position to which your position reports in ISIS HR. 
· Start and end times are required for a single and partial day but are not needed for multiple full days. Although the system contains the total number of hours employees are scheduled to work each day, it does not contain individual start, stop, and lunch times. You must enter on-line the number of hours on the request and verify the beginning and ending times are consistent with that number of hours. 
· You cannot combine partial and full days. For example, if you are taking an afternoon off and the next entire day, you must do two online requests. 
· You should not span weeks on a single on-line leave request. The leave requests will be done for one-week at a time. (For a two-week vacation, you will do two online requests). 
· Online leave system will not allow request if there is an insufficient leave balance (quota) available. 
· You cannot request leave for a non-work day (week-end, holiday, etc.). 
· You are not required to complete the comments field. If you enter info in the comments field, do not include any personal details. 
· Since leave for a prior pay period cannot be entered on-line, you must submit a paper leave slip for such request. 
· How will you know what are the dates for the pay period? The “Begin of Pay Period” date is shown on the screen. 
· Requesting leave in future periods is allowed. However unless you have large leave balances, don’t request leave too far in the future. 
· Leave is deducted from your quota balances when the online leave is approved. 
· Check “Leave Information” for current period balances and balances adjusted for future leave. 
· On Monday, all pending leave requests for the pay period ended will be posted. The supervisor has until 9:00 a.m. to approve these requests online; otherwise, the employee will be required to complete a paper leave slip. 
· A paper leave slip is NOT required for any leave entered and approved online. 





 Cancel Leave Requests 
· If the Leave Request has not been approved/posted, then the employee can cancel the leave request. 
· If the Leave Request has been approved/posted, then the employee can cancel the leave request and your supervisor must approve the Cancel Leave Request. 
· Supervisor still has two days for approval/rejection otherwise system automatically rejects. 
· On Payroll Monday, all pending Cancel leave requests are cancelled (rejected). 

Problems or Questions 
· Please contact the Fiscal Section if you have any questions or problems.
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