
Time/Leave Traq Setting Preferences as an Employee and/or Manager 
 

Time Traq and Leave Traq allow the user to set their preferences regarding notifications for 
Leave and Timesheets. 
 
Leave Traq: 
Employee and/or Manager 
Make sure your role is set to Employee 
Click on Profile

 
 

 

 



Set your preferences as indicated below and then SAVE

 
 

ime Traq 

mployee
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E  

your role is set to Employee 

 
 
 

Make sure 
Click on Preferences

Make sure your email address is 
correct

You may select or not 

Managers should select Each Document 
or Daily 

Employees should select Each Action or 
When Complete 



 
Set your preferences as indicated below and then SAVE 

 
 
 

anager

Select as appropriate 

Select as Use the regular 
submission process 

Select as Each Approver 
Action or When Complete 

Select Each Timesheet (as submitted) or   
Daily (one email a day, usually at end of day) 

Select as appropriate 

M  
ake sure your role is Manag

reference

 
 
 

M er 
Click on P s 

 
 
 
 
 



 
Please set your preferences and SAVE 

 
 
Remember as a Manager you are to notify your delegates when you will be out and unable to 

view/approve Time/Leave Traq documents for your employees that you manage. 

the manager 
ill be out of the office and you are to review/approve Time/Leave Traq for the manager that 

Please select Each Timesheet (when 
submitted) or Daily (one email a day, 
usually at end of day so may not be timely) 

Please select as appropriate 

re
 
Remember as a Delegate for a Manager in Time/Leave Traq should be aware when 
w
you have been set as their delegate. 


