UTSA Business Affairs

eForm Action Types

Leave of Absence

» Used to Indicate that an employee will be on leave
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Initiate New eForm Reguest %

Initiate New eForms Request

Actions T | Status Request ID

rocessing Messages

Appointment )
equest History

Contract Additions and Changes On the Initiate NeW eFOI’m
Entered By | Create Person of Interest Req ueSt page, C“Ck on
Name | £nd Appointment Leave of Absence from
Phone the dropdown box
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DeptID ERVIC
P Mew Fosition Request FRVICES

Secondary Co

Fetirament
Name

Phone Feturn From Leave

Termination
=] Motify . . (S5 Add

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Leave of Absence e )
Use the Justification

Actions Leave Of Absence Status text box to explaln or Request ID
Justification | [LOA Fall/Spring N “justify” the reason for | Reauestbate
. Processing Messages
the new eForm action o
Request History
— requested
EmplID (5001019930 |3 Hemandez, Sam
Select Empl RCD E;F:S::Ed Job Indicator Company HR Status Payroll Status | Eff Date Action Reason
10 0 Primary SAN Acive | Active pam1/2017 PV Rate Merit
} ; ; Change
2 [ 1 Secondary SAMN Active Active 04/01/2018  |Rehire Rehire - Same Institution
3 g 2 Secondary SAN Active Active 06/01/2016 |Data Change Pay Group Change
4 b3
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Leave of Absence

Actions Leave Of Absence Status RequestID
Justification |LOA Fall/Spring 1 Enteror LOOkUp the Request Date
) 1 oc i 0 0
employee S |D in the Processing Messages
. Request History
- Empl ID field
EmplID (5001019930 |3 Hemandez, Sam
Select Empl RCD E;F:S::Ed Job Indicator Company HR Status Payroll Status | Eff Date Action Reason
10 0 Primary SAN Acive | Active pam1/2017 PV Rate Merit
} ; ; Change
2 [ 1 Secondary SAMN Active Active 04/01/2018  |Rehire Rehire - Same Institution
3 g 2 Secondary SAN Active Active 06/01/2016 |Data Change Pay Group Change
4 b3
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Leave of Absence

Actions Leave Of Absence Status Request ID
Justification |LOA Fall/Spring B Request Date
Select the appropriate ;ffjﬂt‘:f ';‘fﬁﬁa'"es
- Empl record. E—

EmplID (5001019930 |3 Hemandez, Sam

Select Empl RCD E;F:S::Ed Job Indicator Company HH Status  'Payroll status EfT Date Action Reason
10 3 Primary SAN Active  Active ogip1/2017  FaYRate Merit
Change
2 [ 1 Secondary SAMN Active Active 04/01/2018  |Rehire Rehire - Same Institution
3 g 2 Secondary SAN Active Active 06/01/2016 |Data Change Pay Group Change
< >
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Leave of Absence

Actions Leave Of Absence Status

Justification |(LOA Fall/Spring

EmplID 6001019930 & Hemandez. Sam

select EmpiRcp |Cecied Job Indicator
Return
1 0 05/31/2019 i[=1); Primary
2 1 Secondary
3 2 Secondary
<
*Begin Date 09012018 [H
*Leave Action | o |
*Leave Reason | o |
LOA % Time | v

L] All Time and Leave Entered

Company

SAN

Enter the Expected
Return date

HE
Al jte

A=) I'.IIIHE
Active Active 040142018 Rehire
Active Active 06/01/2016 Diata Change
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Request ID
Request Date
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Feguest History
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Leave of Absence

Actions Leave Of Absence Status Request ID

Justification |LOAFall/Spring Request Date

Processing Messages

Feguest History

EmplID 6001019930 & Hemandez. Sam

Select Empl RCD E{:::S::ecl Job Indicator Company HR Status  Payroll Status Eff Date Action Reason
1 0[05/31/2019 {5 Primary SAN Active  Active 09/01/2017 Ei’g?;;e Merit
2 1 Secondary SAN Active Active 04/01/2018 |Rehire Rehire - Same Institution
3 2 Secondary SAMN Active Active 06/01/2016 Diata Change Pay Group Change
< >
‘Beginbate [09012018 | Enter the Begin Date
)
‘Leave Action | <] of the employee’s
*Leave Reason | w | Ieave
LOA % Time | v

L] All Time and Leave Entered
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Select the Leave

*Begin Date ~ |09/01/2018 [ Reason:
*Leave Action | V| Paid LOA
Leave Reason | v] Unpaid LOA
LOA%Time | v

[]All Time and Leave Entered

Save Submit Approve Denj CallBac Sendbac Cance Cop
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Empl 1D 6001019530 (7} Hemandez, Sam
Select Empl RCD Expected Return Job Indicator
1| & 0(|08/31/2018 |[m) Primary
2 1 Sacondary
3 2 Secondary

*Begin Date 06/0172018 [

Leave Reason

*Leave Reason

LOA % Time v

All Time and Leave Entered

Save

Company

SAN

SAN

HR Status Payroll Status  Eff Date

Active Active 0970172017
Active Active 0170172015
Active

Action

Pay Rate
Change

Pasition
Change

Paid LOA
Unpaid LOA
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‘BeginDate  |09/01/2018 [§ Paid LOA =
*Leave Action | Paid LOA v Academic
*Leave Reason | Academic Developmental v Develo pment
LOA % Time v

DAII Time and Leave Entered

Caye Suhmit Annroye Mlen CallRac Sendhbac Cance
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*Beqgin Date 09/01/2018  [x

Unpaid LOA=

‘Leave Action | Unpaid |.-0F- v| Academic
*Leave Reason | Academic vl
LOA% Time | v]

[ All Time and Leave Entered

1

Save Submit Approve Deny Ca
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‘BeginDate 00012018 5] Select the LOA % Time:

*Leave Action | Paid LOA v 100%
* aave Reason | Academic Developmental W 50-99%
100%
} 50-99%
Less Than 50%
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*Beqgin Date 09/01/2018  |[=

*Leave Action |LJI'|F33i-:.' |I_GF. v| If appllcable, Se|eC'[ the
"Leave Reason | Acadeic ] checkbox All Time and
Loa%Time |100% - Leave Entered
(] Al Time and Leave Entered
[
2
2

Save Submit Approve Deny Ca
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*Begin Date 09/01/2018 [

*Leave Action | Unpaid LOA v

*Leave Reason |Academic 4

LOA% Time | 100%

% |

Save the document

(] All Time and Leave Entesef

(]

(]
I
I

Save Submit Approve Deny

[
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*Beqgin Date 09012018 =
*Leave Action | Unpaid LOA | Add LOA
*Leave Reason |.¢.c::3-:'emic: v|

LOA% Time | 100% »

L] ANl Time and Leave Entered

Type Hote Attached File Attach Date/Time By

AddiDelete

Save Submit Approve Den; CallBac Sendbac Cancel Copy...
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*Begin Date 06012018 |[3]

Leave Reason | Faid LOA -
*Leave Reason | Academic Developmenta v
LOA % Time 100% v

#| All Time and Leave Entered

Submit form

Add/Edit

Comment By DateTime
L

Save Submit Approve Deny CallBack Sendback Cancel Copy...

Human Resources




