How Do I submit a leave
document for an Employee?

In an emergency only, if an employee is absent and unable to submit his/her
leave document, then the department leave coordinator submits the document(s)
In the Leave Traq system for the employee.

The next slide demonstrates how to submit a leave document for an employee
and provide the Office of Human Resources the “Approval of Leave Notification”
document that must be completed on behalf of the employee by the Supervisor
and entered as “approved leave” into LeaveTraq System by the Departmental
Leave Coordinators.

NOTE: The department leave coordinator will need to change their role to “Depit.
Admin”. to submit a leave document for an employee.( To change role to “Depit.
Admin.,” click on right top corner).
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Leave Request Form to be
Completed......

PRAIRIE VIEW A&M UNIVERSITY APPROVAL OF LEAVE NOTIFICATION

Employee Name Employee UIN#

Date(s) /Hours of leave requested

Type of Request: Compensatory Time Annual Leave
Sick Leave Sick Leave Pool
LWOP Jury Duty
Military Leave Other

Date employee contacted supervisor (time)

Method of contact used by employee (check all that apply) Phone Email

In Person Personal Note
Do you have the correct documentation? yes no

Have you forwarded documentation related to the current event to HR?(email from you regarding an employee being out, the employee’s personal note,
doctor’s excuse, medical certification form, jury summons, military orders, and request for bereavement leave, etc.)

yes no
| certify that the above mentioned employee has contacted me regarding his/her inability to submit leave documents in the LeaveTraq System. The
information represented in this form is true and accurate.
Signature of Immediate Supervisor Date
Printed Name of Immediate Supervisor Phone Number
Has the leave time been submitted in Leave Traqg? yes no
| certify that | have officially submitted the above stated employee’s leave in the Leave Traq system based on information | have received on this form and
as the employee is unable to submit his/her own document(s) in the LeaveTraq System.
Signature of Department Leave Coordinator Date
Printed Name of Department Leave Coordinator Phone Number
Email address
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How Does the Leave the Department Leave
Coordinator submit a leave for an Employee
Cont’d.....
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