
Approving 
Leave Reports 
(Approvers) 



LEAVE REPORTING SUBMISSION DEADLINES: 

Employee submission of leave report - 5:00 PM of the 10th day of the month 
following the month being reported. 

Approval of leave report - 5:00 PM of the 13th day of the month following the 
month being reported. 



Once logged into PAWS, you should have a menu similar 
to the one above.  Click on “Employee Services”. 



Click to access Leave Reporting 



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



Under the “Leave Report” section, choose 
the proper department and pay period 
and click the “Select” button. 



REVIEW OF QUEUE STATUSES FOLLOWS 



  

 

“Not Started” – Lists those employees who are within the 
organization (department) number which you are approving, but 
the employees have not started their leave report.  If there are 
employees listed for whom you do not approve, they will drop out 
of any of your list once they have started their leave report. 



  
“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 those employees for whom you approve leave, that have submitted their leave report for approval. 

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

• The “Queue Status” column will indicate “Approved” for those you have already approved.  

The Director of Payroll will be the final approval on all leave reports. Between the 14th and 17th of the month, final 
approval will be given, which updates employee leave balances, and moves the status to “Completed”. 



“Returned for Correction” – Lists those leave reports that have been 
returned by either you, or possibly the Payroll Office for correction by 
the employee. 



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



The employee’s leave record is available for review, action as 
necessary, and also displays the current status. 



REVIEW OF ACTION BUTTONS FOLLOW 
Note that action buttons available are dependent upon a time sheet’s status. 



“Previous Menu” – To navigate back to previous menu. 



“Approve” – Click this button to approve the leave report. 



“Return for Correction” – This button will return the leave report to the 
employee.  Add a comment, if necessary, to the leave report before returning. 



“Change Record” – Gives the supervisor the ability to change leave entered 
on the leave report as shown on the following page. 



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



 “Delete” – This button will initiate a dialogue box to confirm deletion.  Once 
deleted, the employee’s leave report will return to a “Not Started” status. 



“Add Comment” – Free form field to add comments, which becomes a 
permanent record with the leave report. 



“Previous” and “Next” – These buttons will access the previous or next 
employee’s leave record as applicable as it appeared in the queue listing. 



 

 

Leave balances for the employee will be 
shown below the leave reported.  The 
“Available Balance” will be updated by the 
leave reported once the status is moved to 
“Completed”. 



 

The routing queue will show actions awaiting, 
actions taken, and dates and times of actions 
taken.  Some names may be listed that are FYI’s, 
and are not approvers.  Once the Director of 
Payroll has approved the leave report, the 
status will be updated to “Completed”. 



  

Once you are ready to approve the 
leave record, click on the “Approve” 
button. You will see your queue status 
go from “Pending” to “Approved” as 
shown on the next page. 



 

  

  

The status of the leave report will remain “Pending” until 
the Director of Payroll (currently Robin Lankford) or her 
designee approves the leave report. This will occur 
between the 14th and the 17th of the month. Once she 
approves the leave report the status will move to 
“Completed”, and leave balances will be updated. 
Click “Previous Menu” to return to queue. 



   

  

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. 
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