
 
 
Managers can approve annual leave and long service leave using HR Online at https://hris.mq.edu.au 
 
 
Approving Leave Requests: 
 
1.  Select ʻApprovalsʼ menu 
 
2.  Select ʻApprove Transactionsʼ 
     to view all leave requests  
     needing to be actioned   
 
3.  Last column ʻTo be actioned byʼ 
     shows the final date to action  
     the leave before it is escalated 
 
4.  Click on ʻRecord IDʼ number to  
     view details of the request 
 
 
5.  A new screen will appear: 
     Read details of the leave request and  
     check there are no warning messages  
     displayed at the top of the page 
 
     Please reject all leave requests with  
     warning messages e.g. ʻAmount requested 
     exceeds rostered hoursʼ or ʻThis leave  
     request is an overlapping bookingʼ 
 
6.  Select from drop-down list to:  
     • Approve or reject leave 
     • Escalate (to next level approver)  
     • Defer (to defer decision without escalating)  
 
7.  Add comment if necessary to next level    
     approver (if escalating request) or to  
     requesting employee (if rejecting request) 
 
8.  Click on the ʻUpdateʼ button.  
     The requesting employee will be emailed  
     advising them of your decision    
 
 
Approval History: 
 
1.  Select ʻApproval Historyʼ from 
     the menu to see all leave requests  
     you have approved or rejected 
     (This also includes leave reversals) 
  
2.  Choose to display the requests for 
     an individual or all reporting staff   
     members (leave all fields blank) 
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Approval Delegation: 
 
This feature enables you to delegate another staff member to process all your leave requests whilst you 
are on leave.  Your delegate will only receive new leave requests during your absence as the delegation 
is not applied to existing requests.  Please finalise all existing leave requests prior to going on leave.  
 
1.  Select ʻApproval Delegationʼ then  
     ʻAdd New Delegation Recordʼ 
     then ʻWeb Leave Bookingsʼ 
 
2.  Enter Delegated Position Number 
 
3.  Select Start and End Dates 
 
4.  Click on the ʻInsert Buttonʼ 
     You can edit or delete the 
     delegation record at any time 
 
 
 
Team Management Menu: 
 
This menu allows you to view your team list and team leave matrix.  It also provides reports on:  
 • Leave balances   • Birthdays   
 • Leave bookings    • Length of service 
 • Staff profiles   • Team training and development 
 
 
Team List: 
 
1.  Select ʻTeam Managementʼ menu 
 
2.  Select ʻTeam Listʼ to display  
     all staff who report to you 
 
3.  Click on ʻViewʼ in last column 
     to view all team members who 
     report to each of your staff  
     
   
 
Team Leave Matrix: 
 
1.  Select ʻTeam Leave Matrixʼ 
 
2.  Select a start date for the 
     matrix 
  
3.  Click on the ʻDisplayʼ button 
 
4.  All approved and pending leave     
     will be shown in the matrix for      
     each reporting staff member       
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