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	Employee’s Name: 
	     
	Employee’s C #: 
	     

	 FORMCHECKBOX 
 Exempt 

 FORMCHECKBOX 
 Non-Exempt


Note: A DHRS Document with the same effective date of another document in the same pay period that has not yet been paid will override the previous document.
Paperwork Required by Human Resources:
1.  FORMCHECKBOX 
  Completed LOA Form. 
 Verify Information: 
2.  FORMCHECKBOX 
  Personal LOA should not exceed 90 Days

Input Online Document:
3.  FORMCHECKBOX 
  Click on DOCUMENT SUBMISSION; select Leave of Absence and click on Personal Leave.
4.  FORMCHECKBOX 
  Click on NEXT.
5.  FORMCHECKBOX 
  Select Leave Type: UNPAID.
6.  FORMCHECKBOX 
  Input LEAVE DATE, LAST DAY WORKED, RETURN DATE; and input REMARKS (required field) i.e. actual leave date (if applicable) - click on NEXT.
7.  FORMCHECKBOX 
  Verify home address and update if applicable – Click on NEXT.
8.  FORMCHECKBOX 
  Verify pay rate amount is $0.00.
9.  FORMCHECKBOX 
   Input START/END DATES and ACTUAL START/END DATES (if applicable).
10.  FORMCHECKBOX 
   Input EVENT/START STOP CODE LP: Personal Leave.
11.  FORMCHECKBOX 
  Click on VALIDATE/CALCULATE.
12.  FORMCHECKBOX 
  Click on SUBMIT DOCUMENT.

13.  FORMCHECKBOX 
  Verify and notify departmental pending approvers.
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� Please see UM’s Policies and Procedures for more detailed information regarding LOA leaves and guidelines.
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