
Approving 
Leave Reports 
(Approvers) 



LEAVE REPORTING SUBMISSION DEADLINES: 





Click to access Leave Reporting 



To access those leave reports in your approval queue, select 
“Approve or Acknowledge Time”, then click the “Select” button. 





REVIEW OF QUEUE STATUSES FOLLOWS 





 
“In Progress” – Lists those employees for whom you approve leave, 
that have started their leave report.  The leave report will remain “In 
Progress” until the employee fills in all of their applicable leave, and 
submits to you for approval. 



      

    

  

      
   

• “Pending” – Lists employees for whom you approve leave, that have submitted their leave report for approval. 

• The “Required Action” column will indicate those awaiting your approval. 

• 





  
Selecting an employee for review: 
Click directly on the employee’s name, highlighted in blue. The 
selection will access the employee’s leave report. 















Access any leave category and day by clicking directly on the blue link as 
applicable. 

















   

  

The queue listing will display up to date statuses of each leave report.  Once a leave 
report is approved by you: 

• The Leave Report status will remain “Pending” 

• The “Required Action” will be blank and … 

• The “Queue Status” will be “Approved” 



Contact Payroll at 460-7868, or 
payroll@southalabama.edu 
should you need assistance. 

When e-mailing, be sure to 
include your J number and name 

in the text of the e-mail. 

mailto:payroll@southalabama.edu
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