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Job Aid 31: How to enter Educational Leave using LMEX: Leave for Competing in Exams 
In order receive Educational Leave you must receive approval from DHSS Training.  Without approval you are 

not authorized to pay to Educational Leave. 

 

 

1.  Once Educational Leave has been approved and the Manger is notified, the employee must submit a 

Time off Request using LVMX on the day they use Educational Leave.  

 

Employee: 

                 

Log into eSTAR on your dashboard select My Time OFF. 
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2.  Select Create New Request, Time off for Sick, Vacation and Other. 

 

The parameters of leave should be: 

 

Time Off Type    LMEX Leave for Competing in Exams 

Date(s) 

Comments       Educational Leave 
 

 
 

Request Details 

 

You may need to change the hours of leave used that day. 

 

 
Submit the Request. 
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3. Manager 

     Approve the Time off Request.   

 

Once the Time off Request has bee approved this will write to the timesheet. 

 

 
 

4. Approve the timesheet. 

 


