
Instructions for Submitting a Leave Report

Click here

Click here

In the My Activities 
section, click on 
Enter Leave Report



Select Start Leave 
Report in the 
Appropriate Month

1.) Click the calendar day 
leave is taken

2.) Choose the Leave Type from the 
drop-down menu

3.) Enter the amount of 
leave hours for that day

Repeat steps 1-4 if additional leave/days need to be reported. When all time has been entered, 
continue to step 5.

4.) Click “Save”



5.) When all hours have been 
entered, click “Preview” to review 
accuracy

6.) Review Earn Code and hours entered

7.) Click “Back” to return, if needed, to 
make changes

8.) After the leave report has been reviewed and is 
correct, click on the “Submit” button



9.) This confirmation will be 
displayed after the leave report has 
been successfully submitted.
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