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Welcome Tab 
My Leave Minibar 

This reference guide provides a comprehensive overview of the My Leave minibar within ScheduleReady 4.5. The following process steps 
and instructional information are provided within this document: 

 View existing leave requests  
 Edit existing leave requests 
 Enter new leave requests 
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View Existing Leave Requests 

View Leave 

• Click on the  symbol within 

the My Leave minibar. 

 

 

 

 
  

 

 All existing leave will appear in 

the My Leave table. 
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Edit Leave Requests 

Edit Leave Requests 

1. In the row of the leave request 

to be edited, click Edit. 
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2. To change the type of leave, on 

the Leave Type menu, click the 

desired leave code. 

To change the dates of leave, 

type in the Leave Begins and/or 

Leave Ends boxes the new 

date(s). 

To change the time leave begins 

or ends, type in the 

corresponding time boxes. 

To change the request date, type 

in the Request Date box.  

To change the time of the 

request date, type in the 

corresponding time boxes. 

To enter a note for the leave 

request, type in the Reason for 

Leave/New Note box. 

3. Click Save Changes. 
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Enter New Leave Requests 

Enter New Leave Requests 

1. Click New. 
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2. On the Leave Type menu, select 

the type of leave. 

4. In the Leave Begins and Leave 

Ends boxes, type the leave 

beginning and ending dates. 

5. In the time boxes, type the 

beginning and ending times. 

7. If needed, in the Reason for 

Leave/New Note box, type any 

additional information.. 

8. Click Save Changes. 

Note: To view other leave 

requests already entered into the 

system during the same time 

period, click Update. 

 
 


