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How to Submit a Leave Request (Time
Off Request)

1 Navigate to Employee Profile

https://www.tnstate.edu/
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2 Click "Request Time Off"

3 Click "Start Leave Request" for the desired Time Off period
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4 You will see a notification "Leave Request successfully created"

5 Click the desired Requested off day
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6 Click the desired Leave Code

7 Enter "Hours"
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8 Click "Save"

9 Repeat as needed.
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10 Click "Preview" to review Time Off Request

11 Review Request
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12 Click "Submit" to submit request for Supervisor approval

13 Notification: "Leave Request successfully submitted"
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14 Click "Return" to the main menu

15 Note: Click "Cancel Request" to cancel a request that hasn't been approved yet
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16 Note: Click "Recall Leave Request" to change a request that hasn't been approved
yet


