
Alliance Public Schools: 
Leave Requests
CERTIFIED STAFF



General 
items to 

keep in mind

Make sure to submit your 
request at least three days in 

advance. Worst case scenario, 
the day you get back from 

your absence.

“Staff” Page on our APS 
Website is where you will find 

the necessary links, forms, 
and information.

Each employee is 
responsible for entering in 
their own leave requests.

Make sure you have all the 
necessary information, 

lesson plans, seating charts, 
etc. for your substitute.
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www.alliancebulldogs.org

“More Tab”

Staff

SUI Logo
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How to 
access the 
“SUI Web Link”



USER ID: 1st Five Letters of Last Name 
and1st Four Letters of First Name

Password: Last Four Digits of your 
Social Security Number

Sandra Morava can help with log in issues.

You can update your password at any time.
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SUI Web Link 



Requisitions

Check History (Paystubs)

W2 Tax Form

“Leave” Request/Balances
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Options within 
SUI Web Link 



Steps to 
complete your 
leave request.

61. Under the  
employee 
Information Tab, 
choose Leave 
Request Entry.

2. Type in Leave ID. If 
unsure of wording, 
click on search
icon.

3. Type or use 
calendar icon to 
enter in Start and 
Stop Date of your 
absence.

4. Type in Start and 
Stop Times. This is the 
timeframe YOU will 
be gone.

5. Number of Leave Units to Use: absences are 
deducted in quarter-day increments.
1-2 hours absent = 0.25   3-4 hours absent = 0.50
5-6 hours absent = 0.75   7-8 hours absent = 1.00

7. Leave Balances: The numbers displayed is INFORMATION ONLY. If for 
some reason you don’t have enough of a balance for your leave 
request, please contact the Payroll Clerk.

8. Additional Leave Request Fields: Depending on the type of leave you 
are using, there will be additional questions that you will need to 
answer. 

6. Comments Section: If you have any additional information regarding 
your absence, you can leave your building administrator or the Payroll 
Clerk a note in this section. 

9. Substitute Information: List the name(s) of your substitute and the 
timeframe that they will be working. There may be scenarios when the 
start/stop time of your absence will be different from the start/stop time 
that your substitute works. 



How and when to contact your 
substitute?

A list with all the 
substitutes’ 
names/contact 
information will be shared 
via Google Drive.

Within this Google Doc. 
the substitute’s days of 
availability will be listed.

Always make sure to 
contact your substitute 
before listing them on 
your leave request. 

He/She needs to 
confirm/deny whether 
he/she can sub for you, 
don’t just assume that 
they will show up! 

This is a new program this 
year for ALL of us! I am 
here to help, so don’t be 
afraid to contact me 
when you are having 
issues or have questions. 
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Save, Delete, or Submit
Save: Need more time to find a substitute? Or maybe you aren’t quite sure of the 
date(s) of your absence. You can always save the entry and finish it at later date.

New Request: Self explanatory

Save Current Request and Create a New One: Want to create a bunch of leave 
requests all in one session? This is how you would do that.

Delete: Canceled field trip, Mother Nature ruined your plans, or maybe you don’t 
have any more paid time off…. You can delete the request!

Submit: Once you click on this, the request will be email to your building 
supervisor for approval.
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What Happens Next?

• Your building principal will receive the email regarding your 
leave request.

• They will either approve or deny the request.

• You will receive an email letting you know what the 
outcome of your request is.
• If approved, enjoy your day off! 
• If denied, well, better luck next time. J
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Leave Request Inquiry Screen
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This screen will show you any unsubmitted, pending approval requests, and requests that have been approved. In my opinion, this 
will be very helpful for our coaches/sponsors to make sure they have submitted their absences during their ‘activity season’.



Leave Balance Screen
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This will list all the days that have been processed during payroll. Just in case you have questions 
regarding your balance, who was your substitute, etc.



I hope that this SUI Web Link 
program will be more user-friendly 
than programs we have used in 
the past. 

PLEASE PROVIDE ME WITH ANY FEEDBACK THAT YOU MAY HAVE.

GOOD OR BAD, I WOULD LIKE TO HEAR FROM YOU!!

MARCELA LOERA, PAYROLL CLERK      MARCELALOERA@APSCHOOLS.ORG 762-5475
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