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Introduction 
 
 

Welcome to Weber State Universityôs new automated leave system called Leave 
Tracker. 
 
This manual explains how to use Leave Tracker.  Leave Tracker replaces the old 
Employee Absence Reports and the manual process of tracking leave hours by a 
monthly hardcopy form filled out with pen or pencil.  The new program is designed to 
run in a web-based environment and is accessible at work or at home through eWeber. 
 
This Leave Keeperôs manual is intended to provide user instructions for all employees 
who report monthly leave and for leave keepers who will be verifying leave monthly in 
the automated system.   
 
The system offers two options for tracking employee leave.  Each department can 
determine which option they will use.  The first option has each employee input their 
own leave usage and then a designated Leave Keeper in their department verify the 
time.  The second option has a designated Leave Keeper enter time on behalf of all 
employees and then verify the time.  This manual will show you both options. 
 
Also included at the back of this manual is a list of individuals and their contact 
information.  If after reading and following this manual you still have questions or need 
assistance please refer to this contact list. 
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Part I:  Accessing the System 

 

Logging into eWeber 
 

To log into Leave Tracker you will need to log into eWeber at www.weber.edu by 
entering your Wildcat username and password on the Universityôs home page shown in 
the graphic below. 
   
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.weber.edu/
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Logging into Leave Tracker 

 
The Leave Tracker channel has been placed on the eWeber portal of all WSU 
employees (faculty and staff).  It is found under either the óFacultyô tab or the óStaffô tab.  
You will not need to add the channel.   
 
The Leave Tracker channel will most likely be found on the bottom left of your faculty or 
staff tab as indicated below.  Just click on the óWSU Leave Trackerô link which is 
highlighted in blue.  Once accessed the link will appear light purple. 
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Part II:  Instructions for the Employee 

 

Leave Tracker Welcome Screen  
 
Once you are logged into Leave Tracker you will be presented with the óWelcomeô 
screen as shown below. 

 

The óWelcomeô screen will display the current days date in the top right hand corner as 
well has a óHelpô link which brings up this userôs guide and an óExitô link which takes you 
out of the system and closes the window. 
 
You will also see any messages you may have from the system.  On the above screen 
you can see that messages are split into two main sections:  those for all employees 
and those for leave keepers.  Only those designated as a leave keeper will see the 
óLeave Keepersô messages.  All others will see only the óEmployeesô messages.  An 
example of messages you will receive is displayed on the screen shown above. 
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Selecting a Function 

 
You may access the screens with-in Leave Tracker by making a selection from the 
óSelect Functionô drop down box on the top left hand of the screen, as shown below. 
 
Depending on your security access you will be presented with a variety of selections.  
As a Leave Keeper your selections will include: 

¶ Approve Organizationôs Leave ï Allows Leave Keepers to approve all 
employee leave taken has been correctly entered for the month. 

¶ Compensatory Time ï Allows Leave Keepers to view employees and 
enter any comp hours earned.   

¶ Employee Leave Report ï Shows a departmental breakdown of accrued 
and used hours for all employees within the department.  It replaces the 
printed reports departments have been receiving. 

¶ Enter Your Leave ï Used to enter and track any type of leave used by 
the employee during the current month. 

¶ View Holidays ï Displays a list of all WSU holidays for the given year. 

¶ View Leave Codes ï Displays a list of all possible leave categories and 
their corresponding leave codes with links to additional information. 

¶ View Leave Deadlines ï Displays leave due dates and verify dates. 

¶ View Organizations ï Displays a list of all University org codes. 
 
Employees will only have the ability to access the Enter Your Leave, View Holidays, 
View Leave Codes and View Leave Deadlines options. 
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Entering Your Leave 

 
Employees will be spending the majority of their time in the óEnter Your Leaveô function.  
Using the drop-down menu highlight the óEnter Your Leaveô function.  In the óEnter Your 
Leaveô function the system automatically displays your name, your W number, your 
department and your personal leave information.   
 

On the left hand side is a table of your current leave balances, both the available 
balance and any hours already taken this month.  On the right hand side is a monthly 
calendar and a table for entering leave used in the current month.  The system will 
always display the current monthôs calendar.  You may go backward and forward 
through the months by clicking on the small links at the top of the calendar.  Holidays 
are highlighted in green and the day which has been selected to enter leave taken is 
highlighted in dark blue. 
 
Note:  The system does not allow employees to enter leave for future months. 
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To enter leave first select the day/date for which leave was taken.  When you click on 
the date it will be highlighted in dark blue, as shown below on the 10th.   

 
 
Then, using your mouse, click on the drop-down arrow to view the types of leave 
available and select the appropriate leave type used.  Only those types of leave which 
the employee is allowed to use are displayed. 
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Next, select the number of hours, in 15 minute increments of the leave you have 
taken or have scheduled to take.  The maximum amount of hours you may enter on 
one day is ô12.ô 
 

 
 
 
Then, click the óAddô button to add the leave type and hours to the system.   
 
If you select a leave type of óSPCLô you must enter a comment for why the leave was 
taken.  Employees may enter comments for each time leave is taken, but it is not 
required. 
 
Note:  They system will not allow an employee to take more leave hours than 
he/she has available. 
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To enter a comment, either type the comment in the empty comment box, or select a 
comment from the drop-down box. 

 

 
Once leave has been added it will show up in the table on the left-hand side of the 
screen. 
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An employee may delete a leave entry at any time until the leave has been approved 
by the leave keeper by clicking on the óDeleteô link to the side of the entry.   

 
The system will prompt the employee to make sure they want to delete the entire 
entry as shown here: 
 

 
 
Clicking óOKô will remove the day from the list of hours taken that month. 
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An employee may edit an entry at any time by clicking on the óEditô button to the left 
of the entry.  The entry is then displayed for the employee.  The date of the entry 
and type of leave taken may not be changed.  The employee may only modify the 
amount of time taken or the comment entered.  Click the óSaveô button after changes 
have been made. 
 
If the date or type of leave needs to be modified then the employee should just 
delete the entry and create a new one. 
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When all leave has been entered for the month the employee submits the leave to 
be approved by the Leave Keeper.  At the bottom of the left-hand side of the screen 
you will see óI have entered all my leave for the monthô followed by a ósubmitô button.  
The employee simply clicks on the ósubmitô button to tell the system they have 
entered all their leave and it is ready to be approved by the Leave Keeper.   
 

 
Note:  Employees must click the submit button even if they are not taking any 
leave for the month. 
 
 
 
 
 
 
 
 


