Requesting Leave through mySeattleU

The following instructions are for exempt employees who need to request leave time via mySeattleU. The Colleague
system allows you to report past leave time starting from the beginning of the new fiscal year (July 1st) and into the
future.
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Note: If you are not ready to submit, click ‘Save’ instead of ‘Submit.” The saved leave request will display
as ‘Draft’ in the Outstanding Leave Requests. You can delete the ‘Draft’ leave request if necessary.



Editing, Canceling or Deleting Requests after Submitting to Supervisor for Approval:
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