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(DEPARTMENT CHECKLIST)

	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 
  Maternity/Medical/Industrial LOA – Release Medical Certificate sent to Human Resources.

2.  FORMCHECKBOX 
  Family LOA – A Doctor’s note is not needed.
Input Online Document:
3.  FORMCHECKBOX 
  From Document Submission Menu, select Returns and click on Return from Leave.
4.  FORMCHECKBOX 
  Input UM ID #, and click on RETRIEVE; verify employee is correct and click on NEXT.
5.  FORMCHECKBOX 
  Input the RETURN DATE and REMARKS (this is a required field); click on NEXT.
6.  FORMCHECKBOX 
  Verify/update any Address if applicable; click on NEXT.
7.  FORMCHECKBOX 
  Input START DATE (return date) and END DATE (end of fiscal year).
8.  FORMCHECKBOX 
  Input EVENT START/STOP Y: Return from Leave of Absence/Sabbatical. 
9.  FORMCHECKBOX 
  Verify/Input the PAY RATE (minimum pay rate and/or whatever his/her pay rate was prior to the leave, or if the leave crossed fiscal year rollover and entitled to merit increase).
10.  FORMCHECKBOX 
  Input valid ACCOUNT #.
11.  FORMCHECKBOX 
  Click VALIDATE/CALCULATE.
12.  FORMCHECKBOX 
  Verify information; Click on SUBMIT DOC.
13.  FORMCHECKBOX 
  Verify and notify department pending approvers.
14.  FORMCHECKBOX 
  When A03 to A01: always notify Payroll.

15.  FORMCHECKBOX 
  When there are two different pay rates in the same pay period for an A03, always notify Payroll.
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