
Leave Request Online
Supervisor



Supervisor Approval Process

Login to Colleague

https://datatel.hocking.edu:8080/live/index.htm



My To Do List

My To Do List
MTDL

Application 
HR



MTDL – Supervisor’s Approval 
Screen
Individual requesting 
leave

Supervisor clicks here 
to detail to request



MTDL – Supervisor’s Approval 
Screen

May detail to 
add comments

Supervisor may 
alter any fields, 
but Approval 
Action is the 
main element to 
enter



MTDL – Supervisor Screen

Approval Action

Add Comments



MTDL - Supervisor Screen 
(completed)



Email to Employee with New 
Status



Reminder

Faculty time is deducted based on contract %.  
– If employee is out all day they will be deducted for 

an 8 hour day  if 100% contract.  
– If their contract is only 64% then they will be 

deducted 5.12 hours for the day.

If employee is out longer than 5 days sick they will 
need a doctors slip to return to work.  The slip 
needs to be sent to HR to put in file.



Non-WebAdvisor Leave form


