Faculty Leave Request
Module

You have been given access to the Faculty
Leave Request Module located on your

desktop: 0

UF-Com JAX
Faculty Leave
Request

or you can access the link:
https://facultyleave.umc.ufl.edu/

This will enable you to request vacation,
sick or any other type of leave. You will be
able to view the status of all your requests
and also check leave requests that were
submitted to see the status.

We have compiled a few instructions for
your guidance in using the Faculty Leave
Request Module.
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Faculty Leave Request
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The Faculty Leave Request Module
allows you to :

v Submit a new leave request

Once you submit a request it is routed to
the authorized approver and department
administrator.

V' View all requests made

Status of submitted requests can be
viewed

V' Find a Request

You can search for a specific leave
request

To begin your leave request:
Click on the new request button
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My Requests

Submitting a New Request

Leave Information Section:
Leave Report Fields

UF |FL.ORIDA FACULTY

Start Date/Time: g v rivmte LEAVE REQUEST etmark Loger: mansine
> You select from a pop-up NSy VTS Gainmh
calendar the “start” and “end —— ——x —
dates requested. o A, S e e S e
> Specify the time of day you will be ou Leave Infarmatien
of the office. i‘"’""" S Toftesrs Tvpeotieme
i.e.: 06/04/2009 8:00 AM — 6/04/2009 12:00PM [e0 H [z00m H [ | g re— |
7 'S.I ll::;k“‘l’h Fr ; _ ISMT!'D&—:\- i
# of hours field: fill-in the number of hours R FE T
. FMLA Qualifying Event? BB T BB N gy of FMLA Event (i Soplcable):
requested for the specific date(s). e P e
. ) 5 6 7T 8 3981
Type of Leave: Click on appropriate type Tedbr e 265 =
of leave.
H
FMLA Qualifying Event? e T
Utilized for approved sporadic absences e e e b e B T
Otherwise, if absence warrants FMLA-Sick oobcann, and o Corivcason of Heakh Care Frovees 1o, 38 sopropnte. o e e el P e

and leave equals to 15+ days an extended
leave of absences form should be
completed

Additional Comments:
Information can be entered for the approver
to view to aide in the review of the request.
>  Clinical coverage detail
> Coverage information
> Validate time balances



My Requests

Submitting a New Request

Once you have completed the form, click
on Submit Request and the leave request
will be routed to the authorized approver
and department administrator

Once the request is submitted the approver
(Chair/Division Chief) and department
administrator will receive an e-mail

alerting them that a leave request needs to
be reviewed.

The approver will review the leave request
submitted and will either:
Approve or Deny request

If approved:
1. An e-mail will be received by the

requestor with status (approved) of the
leave request.

2. The request will automatically be routed
to Admin. Affairs for processing into
PeopleSoft

If denied:
1. An e-mail will be received by the

requestor along with comments from the
approver

UF

FLORIDA FACULTY

Callegeot Neiscie - jucivwrte. LEAVE REQUEST

Network Logon: mandino.
Home My Reguests Search
| Mame= Andina, Mickse [office of the Dean B FID: 65446148
Imdicate the type of leave you are requesting below. More tham ome type of beawe may be estered on
‘e application if used during the same period of absence (e.0., 6 hours of vacation and 2 hours of sick leave)
Leawe Informatiom
Start Date/ Time Emdl Date  Time # of Homrs: Type of Leave:
DE/Z009 | [B:00 AM oe/va2009 |[+00Pm 5 2.00 Sick [En ]
Dsr12/2009 | [8:00 A oersrzo0n [0 5 16.00 [aestion |
| FMLA Qualifying Event? Type of FMLA Event [ 2pplcable]):
Coves B
| Addational Comments:
[ have validated that 1 have encugh sick time and vacation to cover this request. -
Thank you
I -
application for leave form should be used to document an m sbsence from work when the length of the absence is 15 days
& for
I shsent
mmmmdmmmﬁmmmmwsmm

gresber than 15 days, complete a Reguest for Exbended Leave of Absence form, an [nermitient Uss of Faid Leave
2nd a Certification of Heakh Cane Frovider form, as appropriate.




My Requests
View all requests made

The My Requests tab will display the
status of all requests that have been
submitted

Results of all submitted reques /
Pending Request
Requests submitted pending approval

Approved Requests/
Requests approved by the approver /

Declined Requests

Requests denied by the approver
including the reason for denial. /

Cancelled Requests

Requests cancelled due to a change
in plans/schedule.
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Search
Search requests made

The Search option will allow
searches by Leave Type and Leave
Data Range

Requestor can:
View all submitted requests by

a specific date range or by the
type of leave taken.
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‘Search bry all or some of the folowing parameters:

Leave Type: [selez Lezve Type -————————=

{Andina, Mickie

Leave Date Range: Start Dabe:

[Swbmisears ] emrom




Search
Search/Query requests

The Search tab will list the
requests according to the search
criteria used.

FLORIDA FACULTY

Clegeet ot -jeiwmte LEAVE REQUEST

Home » Search

Network Logon: mandino.

| ER
Search by all or some of the falowing parameters:

Leave Type <

Leave Data Rangel

The results will be listed and the
option is given to view requests.

Click on VIEW to see the

details of the request.

Leave Type: rd [wacation |

Name: Ending, Woke

Leave Date Range: Start Date: End Date:
11 resuit(s} found.

Showing 1-10 of 11 Ttems Per Fege [10 5] Frev [15] mex:

Mame Start Datels) End Dafte(s) Date
e Bondanza, Mike Sf1Lz00e S8 5/19/200% 12:19:55 AM
= Zenni, Eisa SLUz00e Sr1a/2me S/13/200% 2:30:11 PM
friem Bondanza, Mice S/27r2008 SIZI2008 SIZ9/2005 12:41:10 AM
friem Sondanaa, Mice s/2772009 512772000 5/79/2000 12:55:39 AM
S/z8/2009
[View Bondanza, Mike S2T 2009 Sfzaf2009 5292009 1:14:45 AM

SIZA2009 L1551 AM

BILP009 111040 AM

6112009 11:20:08 AM

612009 11:23:17 AM

BIL2009 4:53:29 PM

June 2, 2009




My Requests

View requests

Requests will contain additional UF | FiORIDA FACULTY
information: et LEDNE FEREEST Network Lo o
| REQUEST STATUS: Approwed ]
Request Status:
| Facsity Member information Request 10: 1
\ Pending, Approved, or Denied. If the Mame: Sondaras, we Depmtment 15 _ zass
request was denied a reason will be i — i Emeit s sdet

stipulated.

Monday, Mary 11, 2009 12:00 AM  Mondary, May 11, 2009 12:00 AM  Vacation 700 Wiy s pectiot apiral iaeyabet Joom ot Jex Ovth. izt Sha s repired 5 hove
Other Information:
\' The submission date will be displayed,

date approver reviewed request, and a I',,'.‘.;'_' " e |
request ID number.

The request ID number is
automatically assigned by the
system.

August 6, 2009 8
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