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Vacation Requests from New Hires 
Newly hired employees must have six months of continuous state employment before they can 
use vacation leave. TCP is not configured to monitor this conditional vacation usage and all 
accruals will begin at the date of hire, not the date of eligibility for use. TCP will not prevent an 
employee from submitting a vacation request.   
 
It is the responsibility of the Department to ensure that, if an employee submits a Vacation 
Leave Request within their first six months of employment, the Leave Request is edited and 
changed to Leave without Pay. 
 

1. Navigate to the pending leave in either Calendar or List view. 

2. Access the request details by right-click on the request and select Detail.  Alternatively, 
click the request and then click the Manage button, or double click on the request. 

 

3. On the Employee Request Details page, click Edit. 
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4. Change the Leave Group drop-down to Leave Code 

5. For the Leave Code, select 3-Leave without Pay. 

6. For the Description, enter a note regarding the employee being within their first six 
months of employment. 

7. Click Ok to update the request. 

 
8. On the Employee Request Detail, with the changed Leave Code, click Save. 

9. The processing window will display the completion rate. When complete, click the OK 
button. 

10. The Leave Request will now be updated on the Request Manager page. 

11. For managers, to approve the Leave without Pay entry, right-click on the amended 
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Leave Request and select Approve Request Level 1. 

12. The processing window will display the completion rate. When complete, click the OK 
button. 

13. The Leave without Pay entry will now be seen on the Hours screen. 
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