Faculty Leave Request Module
Department Requests for Approvers

You have been designated as an
approver for your division/department.

UF Com-JAX
Faculty Leave
Request

Under the Department Requests Tab,
you are able to view the following
requests submitted from your Faculty.

v Pending requests (Request Queue)
V' Approved requests
v Declined requests
V' Cancelled requests
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Department Requests
Approver categories

The Department Requests has four (4)
categories:

)iy

Reques
V' Request Queue Queus

All requests submitted by the
Faculty pending action.

Approved | . Cancelled

Requests Requests |
\/ Approved RequeStS Monday, September 53, 2003 B:00 AM Mondary, September 28, 2009 8:00 AM
Monday, luly 06, 2009 8:00 AM Mandary, Juby D, 2009 8:00 AM
All requeStS approved. i monday, Goober 15, 2005 5:00 AW Wednesday, Ooaber 21, 2005 00 AN

Monday, Octber 26, 2009 B:00 AM Monday, Ociober 25, 2005 8:00 AM

V' Declined Requests
All declined requests including the
reason for denial

V' Cancelled Requests
All requests cancelled due to
scheduling conflicts or changes in
plans, etc.
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Department Request

Notification/e-mail alerts

A submitted leave request will generate a B f ew Go Do pmens Hep sssberr T
. . . |Eadnew - 25 W) el ChRephioM) G Fovard BS W sentBeseie - [ L Seschadtesio: o @ o
notification/e-mail alert to the approver and i @ec @ AEHR 9 @ weu B=EET '
g : Mail | . Inbax [seehinba Prl# ToDo = X
the administrative contact(s). s ry P ———— B P
iinbax & SM TW T
(BT 0 dFen Sutjer Receeed - S C ¥ | ER
. . Leave I I = jucufieduy  Mew L from Landicha. Jacd. Thu GIENE 1L 4KE 1:];]:;%
» The alerts advise the approver of a pending requests : j o i) PEEEERL 2nus
leave request that needs review and action. notifications il
Mew Leave Request from Landicho, Jacci |=m
o . . . 3 Thi /75 500 A0
« The notification/e-mail contains the leave g o i o
=i Mk DO NOTEMTER
request information and gives the approver E o | eSS A
Hello,
: : . rerrorr
the option to view the request and make a e s
determination by clicking on the link e s el b i o aa A U TR AL S oy
FROM T TYPE HOUES| et - i?
. . Meaday Tuly 06, 2009 £:00 AM Monday, fuly 06, 2009 500 AM Vacation/8.00 | puepar_ W
* Once the request is viewed the approver ] |4
can approve or deny the request. g CaaDr: o
Eitin_. W
acs. W

*Note: Please, DO NOT REPLY to this email

Notification / e-mails are sent to the
administrative contact(s) when leave request
are:

Submitted

Approved

Denied

Cancelled

Keyed-in to People Soft

2 2 =2 2 =2
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B ORIDA FACULTY 2
eques et L RE e
Department Requests I—E(‘fjﬁﬂl}m ASHETY

Reguests Department Requests Reports Search
Request Queue

There are 5 requests awadting approval.

s DN STamiOES Exdpatzs L Somescass
u'ig-l.]:;idnq, Mondary, Juby DS, 2009 B:00 AM Mondary, Juby DS, 2005 B:D0 AM B0 Wacshon
u'ig-l.]::dnq, Mondary, June 22, 2005 B:DIAM  Friday, June 26, 2005 2:00 AM 40.00 Sick (Femiy] sl be out on family sick leave— all dinic appointments have been
The Request Queue u1=-|.]:-:ahq. WMondery, August 03, 2009 8:00 M | Mondary, August 03, 2005 12:00 PM | 400 Wacaton
‘Wiew Landicho, Mondary, September 21, 2008 3:00  Tuesday, September 22, 2005 3:00  15.00  'Wacaton
o M M BO0 | Sick (Famiy]
Mondary, Juby 13, 2009 B:00 AM Mondary, Juby 13, 2005 B:D0 AM
. iew Landicho, Mondary, Dchober 15, 2005 3:00 &M Wiednesdary, Ochober 21, 2005 3:00  24.00  Sick 2l dimics covered
— Indicates the number of requests = b 28 2 B AR | oy, Ot 26, 2005 800 A || Soran

received from Faculty staff pending

action/ determination. UF wavess el E A CULTY "
FLORIDA % £AVE RequsT < Leave Request Form > R
. Home My Requests Department Requests Reports Search Approve or Deny I
— Enables the approvers to view th I R 5
. [_2pprove Bequest || Deny Request |
leave request: | REQUEST STATUS: 201120 |
r £ )
Facalty Member Information I Pending I Reguest 1D: 13
. - Mame: L Jaca rimnemi: Office of the Dean Date Suberited: 18/2009 10:18:24 AM
+ Click on View and the request —— et N . S
form will be displayed E—————
Slart Dabes [Emedl Dabes Leawe Types Todal Homrs: ‘Request Comments:
E Monday, July 06, 2009 3:00 AM Monday, July 06, 2009 3:00 AM Vacation 2.00

* The request form opens to
display details and allows the
approver to determine status - = AT
of the request: (approve or deny)
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Reports

Queries
¥ H
The Reports tab permits queries using UF | FL.ORIDA E‘iévggl-gs?
different variables: — u e
Home My Reguests Reports Search
Leave Type + — —
Department > = . =
Faculty Name P Foaky Hame: 5 s o L W v e i e W e B
Request Status > Request Status:
Leave Date Range ——— 5> [&&7 D I
Keyed into PeopleScht C
. Muliple Leave Types: r
In this screen shot the leave type chosen was R
Vacation and the

Leave Data Range used was

Dceartment, kel Rewmests ekalitems
2009-06-01 to 2009-06-10 e ey : .

Tuesdary, June 23, 2008 1:09:31 PN

= To view the report, click on
Request Report

= The report will be displayed at the
bottom half and it can be exported
to an excel spreadsheet

= To view the request and information click
on VIEW, and the leave request will
open and information displayed.

Tuesdey. June 23 2009 2:15:18 P
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Search

Search requests

UNI\'ERS]‘I!‘ .uf

The Search Module for approvers EWE MQUBF
will list the requests according to ""“"_ ——
the search criteria used.

‘Search by all or some of the following paramebers:

Vv

Leave Type <
Leave Data Range«——>

The results will be listed with the
option to view requests.

Click on VIEW ;o see theg

request.
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