
EXEMPT STAFF MANUAL LEAVE REPORTING SUBMISSION FORM 

This Submission Form is for reporting corrections for a closed leave period in Employee Self Service.  
Enter the original and corrected leave time, where necessary, and an explanation for the change in the 
space(s) provided below.  If additional lines are needed, submit multiple forms. 
 
If you are correcting leave codes, hours reported or dates reported, use the Original Time and Corrected 
Time sections. 
 
If you are adding leave time not previously submitted, use the Corrected Time section only. 
 
Submit the completed form to payroll@iwu.edu. 
 
Original Time Reported: 
 
Leave Period Start Date: _______________ Leave Period End Date: _______________ 
 
Date   Leave Code  


