
Reward for Excellence –‘How to’ for staff who are awarded to request their leave days 

1. Login to GSM and from the menu select Staff Member 
2. Click on Absence              Leave Request to open the Absence Summary page. 

 

3. Click -  Click here to make a leave request  

 

4. In Create Absence: Enter Absence Details page, Enter/Select: 
a. Absence Status – Planned 
b. Absence Type – Special Leave with Full Pay 
c. Absence Reason – No Reason (default) 
d. Special Leave Type – click Go to access the list of leave types, then select Reward for 

Excellence  from the list. 

 

a. Enter Half Day Options if applicable. 
b. Enter Duration Start and End Date 

IMPORTANT: Review dates entered taking into account the 3 or relevant amount 
of working days entitlement – refer to your awards letter. 

c. Click Calculate Duration – system validates if you exceed the entitlement awarded. 
d. Enter: Contact number, Contact name  



 

e. Click Next and Review your request. 
f. Click Submit. Leave request will be sent to supervisor for approval. 
g. Staff may upload their Reward letter – by clicking on the Managed attachments 

button.  This is not a mandatory step. 

 

5. To confirm your return from leave, click Confirm, Next and Submit as you would for annual 
leave. 
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