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Overview Employees who report time will use this job aid to assist them in modifying or canceling a leave of absence.

Process Steps

Step Action Screenshot

Navigation: Main Menu > Self Service > Leave Management > Leave Request
1 or
From your Home page under Leave Management, click Submit or Modify Leave Request

On the ESS Leave Request page, click on the Find ESS Leave Request
an Existing Value tab. Enter any information you have and click Search. Leave fields biank for a list of all values.

I Find an Existing Value I Add a New Value

Your employee ID will auto-populate and cannot
Search Criteria

be changed.
2 i Empl ID| begins with | 041691
If you know the leave request ID enter it on the EmpiRecord[=____ ]
Leave Request ID row. Leave Request ID[begins with /|
include History DCorrectHistory
. Limit the number of results to (up to 300). (300
Click Search. ' ’

=
Clear | Basic Search |2 Save Search Criteria
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Action

Screenshot

Under Search Results click on the Leave Request
ID of the leave you want to modify or cancel.

=
Search Clear Basic Search I:o-' Save Search Criteria

Search Results

View All First ‘4 13or3 P Last
Empl ID Empl Record Name Leave RequestID Leave Category Leave Type Siart Date End Date Approval Status
3 Leaves of Absence Faculty  05/03/2017 05/03/2017 Apprv Proc
Leaves of Absence Medical ~ 07/01/2017 09/01/2017 Apprv Proc
Leaves of Absence Sabbatical 05/03/2017 05/03/2017 Apprv Proc
Find an Existing Value | Add a New Value
If you are canceling a leave of absence:
Click on the Leave & Time Action tab. oz e fequecty [ Com S EE R
Employee ID: 431891 Babette Joumeyintolmaginatiorwit  Leave Request ID: 00345
Empl Record: 0
SeleCt Delete RequeSt from the pu" dOWn menu Absence Name: \oluntaryWVSRP Approval Status: In Approval Process
that follows Leave Request Status. Then click Actions
Cancel. Cancel
Leave Request Loaded
The approvers will receive a system notification Leave Request Status
4a Amend Loaded Request

that your leave of absence has been canceled.

Submit R Amend Unloaded Request
Delete Request

Approvers n e All First ‘4 1of1 '‘® Last

User ID 431581

Please enter amy comments you have to support your Approval or Denial of the leave request
in the box below, EEFORE you hit the "Approve” or "Deny” button.

UOC-Babette Journeyintolmagina DateTime 052717 3:15:20.000000FM

Comment
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Action

Screenshot

If you are modifying a leave request:

Make updates to your leave request on each
applicable tab, including the appropriate forms,
with a new attestation and attestation date.

On the Leave & Action Tab, click on the pull down
menu next to Leave Request Status.

e Ifthereisa checkinthe box in front of Leave
Request Loaded, select Amend Loaded
4b Request.
e Ifthereis not a check in the box in front of

Leave Request Loaded, select Amend
Unloaded Request.

Then click Submit Request.

Your leave will be circulated to the approvers and
you will be notified when your leave has been
approved.

Leave & Time Raquest UConn VSRP Form Leave & Time Action

Employee ID: 431331
Empl Record: 0

Absence Name: Voluntary\VSRFP

Babette Joumeyintolmaginationwit  Leave Request ID: 00345

Approval Status: In Approval Process
Actions
Cancsl
Leave Request Loaded

Leave uest Amended

Submit R (Amend Loaded Request
uBmi By mend Unloaded Request
Delete Reguest
—

Approver's Comments Find | View All First ‘4" 1of1 '® Last

UserID 431801 UOC-Babette Journeyintolmagina DateTime 082717 3:15:20.000000PM
Flease enter any comments you have to support your Approval or Denial of the leave request

in the box below, EEFORE you hit the "Approve” or "Deny” button.

Comment




