
Submitting a Leave Request in the SISFIN Portal

Enter all necessary information

o From Date

o To Date

o Duration **You will enter .5 for half of a day and 1 for a full day**

**IF YOU ARE GOING TO BE GONE FOR MULITIPLE DAYS, ENTER EACH DAY SEPARATELY AS WE

MAY HAVE TO HAVE A DIFFERENT SUB EACH DAY**

o Type of Leave

o Leave Request Routing (for approval)

o Is a Substitute Required?

o Comments

o Location

o SUBMIT

**PLEASE ENTER YOUR LEAVE BEFORE YOU ARE GOING TO BE GONE, UNLESS IT’S AN

EMERGENCY

**ALL LEAVE MUST BE ENTERED AND APPROVED IN SISFIN BY THE 10TH OF EACH MONTH FOR

PAYROLL TO BE PROCESSED FOR THE DISTRICT IN A TIMELY MANNER

**IF YOU NEED YOUR PASSWORD RESET, PLEASE LET MELISSA YONKER KNOW


