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Need help ? 

Do you need help with the Leave Management System ? Contact the Leave Administrator in the Heath, 
Wellness and Leave Sector, by telephone at extension 1473 or by email at congesrh@uottawa.ca. 

Users’ responsibilities

All University of Ottawa employees performing administrative duties have the following obligations, 
namely to:

1) respect the confidentiality of the information received in the performance of their duties and avoid 
using it for personal purposes,

2) maintain the confidentiality of their computer passwords and avoid disclosing them to anyone, 
under any circumstances,

3) only access the accounts assigned to them by the University and respect all related restrictions. 

The basics

Here is a list of characteristics that briefly summarizes the Leave Management System.

1) Each leave request needs two levels of electronic approvals.

2) Certain leave types need a third level of electronic approval.

3) The security is determined by the approval role assigned in the Fast Leave Management System.

4) There are four different type of approval roles:

• supervisor 

congesrh@uottawa.ca
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• approver

• super-approver

• leave administrator

5) An employee having a role of supervisor can only approve leaves at the first level.

6) An employee having a role of approver can approve leave requests at the first and second level and 
can create supervisor roles.

7) An employee having a super-approver role can approve leave requests at the first and second level. 
Can create supervisor and approval role, can also fill third-party leave requests and see summaries in 
their organizational unit. 

Hierarchical Menu

The assigned role in the Leave Management System determines the access to the different tabs within the 
application.
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Approvers’ Menus

Approvers have access to additional tabs that enable them to approve forms and create approver roles. 

The available tabs for approvers are the following:

1) Personal Leave

2) Review Requests

3) Manage Approvers (approvers and super-approvers only)

Approve or reject a leave request

The system shows the leave forms that need approval.

1. Click on Review Request. 

2. Click on Outstanding Requests. 

3. Click on Execute Report.
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4. Click on the leave request to approve. 
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5. You must validate the leave type and reason and read the comments, date and hours of the leave 
request. 
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6. Click on Approve or Reject. 

7. If you are the first approver, you must select the second approver. Add a comment if you must 
and click on Approve Request. 

8. The system returns to the list of outstanding requests.
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Approve or reject a leave request for another 
approver 

You can approve or reject leave requests for another approver in your work unit if you have the same secu-
rity ranges in the System. 

1. Click on Review Requests.

2. Select Outstanding Request. 

3. Click on the red X in the Sent To field to remove your employee number. 

4. Click on the magnifying glass of the Sent To box to insert the employee number of the approver 
that you are replacing.
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5. Enter the employee number in the Employee ID field or enter the name in the first and last name 
fields of the approver that you are replacing.

6. If the approver that you are replacing has outstanding forms, his name will appear and you will 
simply click on Add. However, if the approver does not have any outstanding requests, you will 
obtain an No Records Found message. 

7. Click on Execute Report. 

8. Proceed to approve the leave request. 
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Searching for a processed leave request form

You can search for a processed leave request form. 

1. Click on Reviewed Request. 
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2. Enter the selection parameters in the filter options appearing on the screen. You can use only one 
filter or a combination of filters. Here is the list of parameters that you can use to find your forms: 
a) The Employee ID enables you to list forms for a specific employee. 

b) The Leave Request # will post the specified leave request form. 
c) The employee number of the approver (Approvers box) enables you to see the list of processed 

forms by the specified approver.
d) The Year will post all processed forms within the specified year.
e) The Request Status will post a list of leave request form based on the specified status.
f) The Leave Type will post a list of leave requests with the specified leave type(s). 

3. Click on Execute Report. 

4. The list of leave requests corresponding the parameters entered in the filter options will appear 
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on the screen. To browse the request, click on the Request ID. 

Create an approver role

Follow the steps to create an approver or supervisor role.

1. Click on Manage Approvers.
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2. Click on Add Role And ORG.

3. Click on the magnifying glass to find the employee. 
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4. Enter the employee number or name in the appropriate fields and click on Search. 

5. Select the employee from the list.
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6. Select the appropriate role (Approver / Supervisor), enter the organization numbers in the Start 
ORG and End ORG and click on Save. You can assign security roles in the org ranges you have 
access to. 

7. The system will open a window to confirm that the role has been created, click on Close.
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View the list of approvers

You can view the list of approvers within you organizational unit.

1. Click on Manage Approvers. 

2. Select a role and/or enter the Start and End ORGS. You must enter at least one filter to execute 
the report. 
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3. Click Execute Report. 

4. The list of approvers/supervisors appears on the screen. 

Deactivate an approver role

Follow the next steps to deactivate an approver or supervisor role. You cannot deactivate a role if there are 
any outstanding leave requests that need to be approved by the approver or supervisor. 
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1. Click on Manage Approvers.

2. Follow the steps of the previous section View the list of approvers.

3. Click on the approver’s employee number. 
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4. Click on Make Inactive. 

5. The system will confirm that the account has been deactivated, click on Close.
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Menus for the super-approvers

The super-approvers have access to an additional tab (3rd Party Leave) that enables them to create leave 
request forms for other employees in their organizational unit. 

The creation of a leave request form for another employee works the same way as when the employee 
himself creates the leave request form. For information on how to create a Leave Request refer to the Fast 
Leave Management System User Guide.

A super-approver that has created a leave request form as a third party cannot approve the request. It 
is recommended that the following sentence be added in the Comment box of the Leave Form to ensure 
that the request is not returned to the super-approver for his or her approval.

“Please send this leave request to the following approver, xxxxxx”. “I cannot approve this form as I 
have created it for the employee”.

http://www.hr.uottawa.ca/files/health/guides/LMS-guide-en.pdf
http://www.hr.uottawa.ca/files/health/guides/LMS-guide-en.pdf
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