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Log in using your AU NetID and Password. This

Select a Language:
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Menu Search, located under the Main Menu, now
supports type ahead which makes finding pages
much faster.

Navigate to the Manager
Dashboard.
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Select the “Actions”

down arrow next to the
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Main Menu > Manager Self Service > Job and Personal Information > Reguest LOA

Request Leave of Absence
Select Employee

Princess Tiana

Enter the date the leave begins and click Go. Select an employee to initiate leave request by clicking on
ar clicking on the chart icon
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the employee name, clicking an Search for Employee,

—» Leave Begin Date: 121312016 |[=
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Search for an employee
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Favorites | Main Menu > Manager Self Service > Job and Personal Information > Request LOA

Request Leave of Absence
Leave Details

Select “Reason for Leave”

Elsa Frozen

Enter the leave details below for the selected employee. Leave wio Pay Policy
Ta verify eligibility, please refer to appropriate link on the right. FMLA Poli

Leave Detail

12M3/2016

*Reason for Les
Paid Sabbatical Leave

Lnpaid w/ Benefits/Disability
LInpaid with Benefits

*Expected Return Da

Current Information

(&
Position: Human Resources Assistant 2 00004975
FTE: 1.000000
*Department University HR Semvices 30400040
*Location Augusta University 120
*Job Code Human Resources Assistant 2 510%22
Reports To: Mgr, Benefits & Data Mgmit 00006316
Supervisor:
Comment:

* Required Field

Submit |
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Main Menu > Manager Self Service > Job and Personal Information > Request LOA

Request Leave of Absence
Leave Details
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Enter the leave details below for the selected employee. Leave wio Pay Policy
SEIGCt the ”EXpeCted Retu rn To verify eligibility, please refer to appropriate link an the right. FMLA Pali
Date” calendar icon and Leave Detail
enter the date that the “Effective Date: 121132015

employee is expected to

~Reason for Leave: | Unpaid with Benefits v

e
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G S M T W T F S
1 2 3
Position: Human Resaurces A 4 5 8 7 8 8 10

11 1214 15 16 17

18 1% 20 21 22 23 24
*Department University HR. Sernvic 25 X 2T 2@ 29 30 M

FTE: 1.000000

tion Augusta University
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Human Resources Assistant < RTORES

Reports T Mar, Benefits & Data Mgmt 00006316

Supervisor:

Comment:

uired Field

Submit |
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Favorites | Main Menu > Manager Self Service > Job and Personal Information > Reguest LOA

Request Leave of Absence
Submit Confirmation

g The Submitwas successful.
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