UCPath Task:
[OF |

th Extend Existing Leave of Absence
CALIFORNIA a

Use this task to extend an approved leave of absence. In this example, a bereavement leave must
be extended.

Note: Locations should review the Expected Job End Date (in the Job Data component or
Workforce Job Summary page) prior to submitting a leave extension to ensure the Expected
Return Date for the leave is not beyond the Expected Job End Date. A job cannot be ended
(terminated) prior to the employee's return from leave.

Navigation: Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences > UC
Customizations > Administer Extended Absence

OR

Absence Administration (Homepage) > Absence Management (Tile) > Extended Absences >
Administer Extended Absence

Absence Management
New Window | Help | Personalize Page | =
Administer Extended Absence
Search Criteria
Show Requests by Status Transaction Number
Approver Q Initiator Q
Employee 1D Business Unit (s}
e[ ] emwcraeniitee )
First Name Last Name
FFom ] NThrougn [ ]
From Date E1 Through Date [
Display Cou ut Search Clear
Administer Extended Absence Person:
Extended Absence Details | JED Additional Eamings Codes || Workers' Compensation || Sabbatical || Pay Period Dates for AY Academics || Job Overrides || Attachments
Transaction 3 *Expected  Actual - Absence i Action Workfl
Number ErmLn StartDate o otwrn Date Return Date “52Y¢ EMIAGTHARIN IR eave Reason Action | o ason Status
1 152061 10000488 Bea Mient 06/04/2018 06/05/2018 Jury Duty Paid-Block PLA  JUR  Submi
2152033 10000499 Elizabeth Parry 06/01/2018 06/04/2018 Jury Duty Paid-Block PLA  JUR  Submi
< 2>
#100% ~
Step Action
1. Use the Administer Extended Absence page to search for existing leave requests.

Enter search criteria in the header, then click the Search button.

2. Only approved requests can be edited.

Click the button to the right of the Show Requests by Status field.

v
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UCPath Task:

Extend Existing Leave of Absence

Step

Action

3.

Click the Approved list item.

Approved

If you know the employee's ID, use it for the search; it is the quickest and most
reliable way to locate the leave request.

Click in the Employee ID field.

Enter the desired information into the Employee ID field.

For this example, enter 10000005.

Click the Search button.
Search

Absence Management

New Window | Help | Personalize Page | =]
Administer Extended Absence

Search Criteria

Show Requests by Status Transaction Number
Approver QQ Initiator Q
Employee 1D 10000005 Business Unit a
teave v] FPMlACRRAPDLLLewel ]

First Name Last Name

FNFrom[ v FNThough [ ]

From Date 5 Through Date [5

Display Cou \l[ Search Clear

Administer Extended Absence Person:

Extended Absence Details JED Additional Eamings Codes Workers' Compensation Sabbatical Pay Period Dates for AY Academics Job Qverrides Attachments

Transaction . “Expected  Actual P Absere . Action Workf
Number Emp! [0 Name StartDate  perum Date ReturnDate L°2'¢ FMLAICFRAIPDLL Leave Reasot Action peason Status
17 10000005 Joan Miner 07/0172018 OTH52018 Medical Leave* Employee's SHC-FMLA ~ Paid-Block PLA MED A
< >
H100% -

The requests that meet the search criteria appear in the Administer Extended
Absence section.

For this example, the request for Joan Miner must be extended.

Click the scroll bar.
>
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UCPath Task:
Extend Existing Leave of Absence

/Absence Management
New Window | Help | Personalize Page | =] ~
Transaction Number
Initiator aQ
Business Unit Q
FMLACFRAPDLLLeave
Last Name
FNThrough ]
Through Date El]
Search Clear
Personalize | Find | View 100 | 2 | 2 First ‘4 1.50 01562 '*' Last
Jorkers' Compensation Sabbatical Pay Period Dates for AY Academics Job Overrides Attachments
fted Actual Absence Action Workflow -
[Date | Return Date Leave FMLA/CFRA/PDLL Leave Sy Action Reason | Stats Notes Edit Approve PushBack Deny Cancel
Medical Leave® Employee’s SHC-FMLA Paid-Block PLA MED Approved Notes | Edit Approve || PushBack | Deny Cancel
v
< >
E100% -
Edit
\lAbsence Management
New Window | Help | Personalize Page | 2
EmplID 10000005 Miner Joan Exempt Benefit Summary; Review Absence Balance
FMLAICFRA Eligibility FMLA/CFRA/PDLL Balances & Takes
Eligible for FMLA?: & FMLA Override: FMLA Balance: FULL CFRA Balance: FULL PDLL Balancs
Eligible for CFRA?: &/ CFRA Override:
N FMLA Taken: 0 CFRA taken: 0 PDLL takei
Service Months: 1109 Eligibility Hours:  1400.00

Disclaimer - Exempt employee may be eligible regardless of the eligibility hours.  More Info

Extended Absence Summary

Extended Absence Details JED Additional Eamings Codes

Disclaimer: Ending Balances only reflect absences that have been processed as of the date di

Personalize | Find | View Al | @\ i First ‘4 1

Workers' Compensation Sabbatical Pay Period Dates for AY Academics Job Overrides
Transaction Expected Actual - . LastDate  FMLA/CFRA/PDLL
Number Start Date Return Date Return Date Leave FMLA/CFRA/PDLL Leave Paid/Unpaid Worked  Adjustment Hours Y
1
Administer Extended Absence
Extended Absence Details JED Additional Eamings Codes Job Overrides Attachments
*Start Date R;’l“"rﬁ“gafe ‘“"'“"D‘;:‘“'“ Leave FMLA/CFRA/PDLL Leave Paid/Unpaid Action a;:::ﬂ w";‘:
1 (07101720185 (071512018 [5) 5 Medical Leave” Employee’s SHC-FMLA Paid-Block v]PLA  [MED|Q Appro
GoTo Retumn to Administer Absence page
< 2>
H100%
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UCPath Task:
Extend Existing Leave of Absence

Step Action

10. The leave request appears in the Administer Extended Absence section and the
leave fields are open for editing.

11. Enter the new Expected Return Date to extend the leave.

Click in the Expected Return Date field.
07/15/2018

12. Enter the desired information into the Expected Return Date field.

For this example, enter 7/28/2018.

13. Click the scroll bar.

Absence Management

New Window | Help | Personalize Page | E
mary Review Absence Balance
PDLL Balances & Takes
e: FULL CFRA Balance: FULL PDLL Balance: FULL
n: 0 CFRA taken: 0 PDLL taken: 0
ding Balances only refiect absences that have been processed as of the date displayed.  More Info
Personalize | Find | View All || B2 First (4 10of1 (b Last

Fay Period Dates for AY Academics || Job Overrides
LastDate FMLA/CFRA/PDLL

DLL Leave Paid/Unpaid Worked  Adjustment Hours ‘Workflow Status
Personalize | Find | View All | 22 | = First ‘4' 10f1 &' Last
LL Leave PaidiUnpaid Action ';:::Sn W"gﬂ&f Last Date Worked ;’é‘m;ﬁ;ﬁfﬁi‘;‘; Noles  Save Submit
PLA [MED | Approved 06/3012018 Notes | Save Submit
< >
javascript:submitAction_winD{document.wind, NOTESO'); H100% -
Step Action
14. You must enter Notes any time you enter or update a leave request.

Click the Notes link.
Motes
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CALIFORNIA a

Absence Management

New Window | Help | Personalize Page | =]

Request History Personalize | (A1
Status Name Date Comments
Submitied Book,Yvonne 07/01/2018
Approved Monson, John 07101/2018
Approved Kern, Phil 07/01/2013 Leave was entered in Job Data
Requester Notes |

OK Cancel

H100% -

Step Action
15. Click in the Requester Notes field.
|

16. Enter the desired information into the Requester Notes field.

For this example, enter Extended leave from 7/15/18 to 7/28/18..
17. Click the OK button.
oK
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UCPath Task:
Extend Existing Leave of Absence
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/Absence Management

New Window | Help | Personalize Page | =]

nmary Review Absence Balance

|PDLL Balances & Takes

Fe: FULL CFRA Balance: FULL PDLL Balance: FULL

n: 0 CFRA taken: 0 PDLL taken: 0

|ding Balances only reflect absences that have been processed as of the date displayed.  More Info.

Personalize | Find | View Al | E0] B Fist (4 10f1 & Last
Pay Period Dates for AY Academics || Job Overrides | [0

Last Date FMLA/CFRA/PDLL

POLL Leave Paid/Unpaid e B fonrs Workflow Status.
Personalize | Find | View Al | 0] B First (4 10f1 2 Last
PLL Leave PaidiUnpaid Action """‘R' = “"ﬂ‘.'.': Last Date Worked m"':”’nu'l Notes  Save Submit
[FadBock —  VIPLA [MED |2 Approved [06/302018 [ Roies| save | | suomt |
< . >
javasc itAction_win0(dos ind, NOTESD ) Alwox v
Step Action

18. Click the Submit button.

Message

Do you want to Submit the fransaction.

) (o)

itAction_winO(doc find,'NOTESO');

HI00% -
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UCPath Task:
Extend Existing Leave of Absence

Step Action

19. A confirmation message appears.

Click the Yes button.

Message

The Extended Absence Request was Submitted Successfully

H100% v

Step Action

20. A second confirmation message appears.

Click the OK button.
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UCPath Task:
Extend Existing Leave of Absence |OF |

=

Absence Management
New Window | Help | Personalize Page | =]

mary Review Absence Balance
PDLL Balances & Takes

er FULL CFRA Balance: FULL PDLL Balancs

FULL
n: 0 CFRA taken: 0 PDLL taken: 0
ding Balances only reflect absences that have been processed as of the date displayed.  More Info

Personalize | Find | View All | 20| B First (4 10of1 &) Last
Pay Period Dates for AY Academics || Job Overrides

N Last Date FMLA/CFRA/PDLL
DLL Leave Paid/Unpaid orEer

Adjustment Hours "vorkflow Status

Personalize | Find [ View Al |0 ] B First (0 10F1 & Last

L Leave Paid/Unpaid Action ﬁ:‘ai:"j‘n Workflow Status Lvavﬂn?:ge :ﬁiﬂgﬂﬁﬂ;: Notes  Save Submit
Faid-Block PLA  MED Approved 06f30/2018 Notes | Save Submit
Nbr: 0:Pending
v
< >
®100% v
Absence Management
New Window | Help | Personalize Page | =] ~
EmplID 10000005 Miner Joan Exempt Benefit Summary Review Absence Balance
FMLA/CFRA Eligibility FMLA/CFRA/PDLL Balances & Takes
Eligible for FMLA?: ¥ FMLA Override: FMLA Balance: FULL CFRA Balance: FULL PDLL Bala
Eligible for CFRA?: & CFRA Override:
FMLA Taken: D CFRA taken: 0 PDLL ta
Service Months:  191.00 Eligibility Hours:  1400.00

Disclaimer : Exempt employee may be eligible regardiess of the eligibility hours.  More Info | Disclaimer: Ending Balances only reflect absences that have been processed as of the date

Extended Absence Summary

Personalize | Find | View Al || B2 First (4
Extended Absence Defails || JED Additional Eamings Codes || Workers' Compensation || Sabbatical || Pay Period Dates for AY Academics || Job Overrides
Transaction ¢ oo Expected Actual

, Last Date  FMLAICFRA/PDL
Number Return Date  Return Date === FENERT LA L= Bl Ry iasd Worked  Adjustment Hour

Administer Extended Absence

Extended Absence Details JED Additional Eamnings Codes Job Overrides Attachments
. *Expected  Actual Retum
Start Date T

=l Leave FMLAICFRA/PDLL Leave PaidiUnpaid Action ﬁ:g;’:ﬂ Workfl
1 071012018 O7/15/2018 Medical Leave* Employee's SHC-FMLA Paid-Block PLA MED
UC UCOP AM Extended Stage
ID: 10000005, Empl Record: 0, Trans Nbr: 7, Trans Nbr: 0:Pending
UC UCOP AM Extended Path
Pending Not Routed
o Multipie Approvers ) Multipie Approvers

UG AWE Approver 01 B | awe pprover 02 v

< >
E100% -
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Step Action

22. You have extended an approved leave of absence.
End of Procedure.
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