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Welcome to TSTC’s Online Leave Request system.  This tool enables employee to access from any computer with internet access for greater convenience and efficiency.  Employees can verify their leave times, what is pending and what has been approved.  You are still required to communicate with your supervisor when leave is to be taken prior to requesting any leave when possible.

Logging In
Website:  https://employee.westtexas.tstc.edu/
You can also access it through your TSTC WebAdvisor, or through Google, just search for TSTC Employee Portal.
Enter your Novell Username and password.




You have a variety of tools at your fingertip.  To access Leave Request System, click on the drop box to select Leave Request System.




Leave Requst System
Available options are listed in the left sidebar panel. When complete, be sure to click on the logout option at the top of the application, select a different application from the drop-down list, or click "Dashboard" to return to the overview screen. 
 To Generate a Leave Request, click here




Steps to Creating a Leave Request
You will need to select the type of Leave.  To do this, click here
A list of leave types will pop up, click on the leave type that is appropriate then click on “Continue” on bottom of the screen.
 (
Note: Your leave 
b
alances
)
Please note, once you have selected the type of Leave, a description will appear below description the leave type.
You will then indicate “Date/Time” you are requesting leave time.
 (
Note
:
 Edit Tab
 
Clicking on the edit tab navigates you to edit without having to start over.
)[image: ] 

You will be asked one more time to verify the information before submitting
[image: ][image: ]
Please note:
At the bottom of the screen, a calendar is displays who else is out on leave in your department.
You can add days to your leave by click on the “green plus sign” in the calendar.


Once submitted, you will be notified it has been submitted by an email in Groupwise.
[image: ]
[image: ]


My Leave Usage
You have the ability to view your leave usage:  vacation sick, etc.
[image: ]



Once you click on “My Leave Usage” your screen will display the information below.  You can view your Leave balances and check the status of any leave request.  You can also click on Settings and change what can viewed on your dashboard.  For example, if you would like to see Comp Time, click here
[image: ]

 (
Comp time will be displayed here, if you have accrued any comp time.
)[image: ]

[image: ]
If you click “View” under the “Option” heading, you can view details on the leave request.
[image: ]



[image: ]


Grant Access
By default, you have access to view your own leave requests, and those of the employees who report to you for request approval. You currently have default access to view leave requests for the following: Yourself

Select the person from the list to whom you wish to grant access, and then click the Grant Access button.
[image: ]


Who’s on Leave
This is a helpful tool when determining if you should request leave time.   
[image: ]



Approve/Deny Requests
[image: ]
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