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Employees

WebAdvisor Employee



Start your 
request for 
leave

Employee Profile



WebAdvisor Leave Request 
Form

Please check your leave balances.  

Your total hours requested must be 
less than or equal to your current 
available balance.



WebAdvisor Completed Leave 
Request

Leave Plans will 
show here

Fields with a red asterisk are 
required: Leave Plan (select from 
drop down menu), Request Begin 
Date, Request End Date, Total 
Hours Requested and Reason for 
Request

Click Submit 
button when 
finished



Email to Employee at 
Submission Time



Email Sent to Supervisor



Email to Employee with New 
Status



Once requests are approved by 
supervisors and processed through 
HR, balances are automatically 
updated and reflected here

Leave Plan Balance


