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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 > Submit, Search, Modify Leave
1 or
From your Home page under Leave Management, click Submit, Search, Modify Leave
On the Submit, Search, Modify Leave page, the Search Existing
active employment records associated with your i
name will populate. :
Empl Record 2-U Staff Professional 3 v E—
To find the leave you need to modify or cancel, Leave Reauest D _
2 choose the appropriate Empl Record for the leave, Clear Crea
and enter the Leave Request ID. With no Leave Leate Category :
Request ID, you can search by Leave Category, or Start Date B EndDate ]
dates, or leave all fields blank to bring up all
leaves. Click Search Criteria.
Under Search Results and column header Job Leave Request Search Results
Code Description, click on leave you want to oo |, oy B . B
3 modify or cancel. Recan ob Code Description Rate Department Description Location Description Leave Re|
2 U Staff Professional 3 ;‘fga” Wilitary Prog and o |oNA BLDG-MILITARY PROG 00305
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Action

Screenshot

If you are canceling a leave of absence:

Click on the Leave & Time Action tab.

Select Delete Request from the pull down menu
that follows Leave Request Status. Then click

Leave & Time Request UConn VERP Form Leave & Time Action

Employee ID: 431891
Empl Record: 0

Babette Joumnayintolmaginatiomwit  Leave Request ID: 00345

Absence Name: \oluntaryWVSRP Approval Status: In Approval Process

Actions
Cancel. Cancel
Leave Request Loaded
43 The approvers will receive a system notification Leave Request Status
—JAmend Loaded Request
that your leave of absence has been canceled. 4R Amend Unloaded Request
Approw ini e Al Fist ‘4 1af1 ‘b Last
User ID 431881 UOC-Babette Journeyintolmagina DateTime 052717 3:15:20.000000PM
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.
Comment
If you are modifying a leave request: Lesve & Time Request || Uonn VSRP Form || Leave & Time Action
Employee ID: 431881 Babette Journeyintolmaginatiomwit  Leave Request|D: 00345
Empl Record: O
Make Updates tO yOUr IeaVe requeSt on eaCh Absence Name: VoluntaryVSRF Approval Status: In Approval Process
applicable tab, including the appropriate forms, Actions
with a new attestation and attestation date. EETEE
Leave Request Loaded
Leave uest Amendad
On the Leave & Action Tab, click on the pull down Leave Request Status
menu next to Leave Request Status. Submit R mend U
Approver's Comments Find | View All Fist ‘4 1of1 '® Last
° If there is a check in the box in front of Leave UserID 431201 UOC-Babette Journeyintolmagina  DateTime D527/17 3:15:20.000000PM
Request Loaded, select Amend Loaded B o e A Dol o e e st
ab Request. Comment
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.




