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Submit Multi-Row Leave of Absence Request 

Use this task to submit a multi-row leave of absence request in UCPath. This example 

demonstrates a medical leave where the first part of the leave is paid and the second part is 

unpaid. 

 

Note: Locations should review the Expected Job End Date (in the Job Data component or 

Workforce Job Summary page) prior to submitting a leave 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 > Request Extended Absence 

OR 

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

Request Extended Absence 

 

 
 

Step Action 

1. Use the Find an Existing Value page to search for the applicable employee. 

 

Enter search criteria in one or more of the search fields. 

2. Click in the Empl ID field. 

 

3. Enter the desired information into the Empl ID field. 

 

For this example, enter 10000338. 
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Step Action 

4. Click the Search button. 

 

 
 

Step Action 

5. Click the Drill in button to select and open the employee's data. 
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Step Action 

6. Use the Request Extended Absence page to enter the details for the leave request. 

7. If the leave is FMLA-related you must verify the employee's eligibility for FMLA 

before submitting the request. 

 

Review the FMLA/CFRA Eligibility and FMLA/CFRA/PDLL Balances & 

Takes sections. 

8. The UCPath system automatically selects the Eligible for FMLA? and Eligible 

for CFRA? check boxes if the employee is eligible for FMLA and CFRA. 

9. Use the Extended Absence Summary section to review the existing leave requests 

for the employee. 

 

This section stores up to two years of leave requests and displays three leaves at a 

time. Use the grid navigation buttons to view additional leaves. Use the tabs to 

view additional information related to the leave. 

10. Use the New Extended Absence Request section to enter the details of the new 

leave request(s). 

 

Remember, this example demonstrates the entry of a Medical FMLA-related leave. 

One request is entered for the timeframe that the leave is paid and another request 

is entered for the unpaid timeframe. 
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Step Action 

11. Enter the date the leave of absence begins. 

 

Click in the Start Date field. 

 

12. Enter the desired information into the Start Date field. 

 

For this example, enter 7/1/2018. 

13. Enter the date the employee is expected to return from leave. 

 

Because this is a leave with multiple leave types, enter the date the employee is 

expected to end this particular leave type. 

 

Click in the Expected Return Date field. 

 

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

 

For this example, enter 7/15/2018. 

15. Press [Tab] to open the leave fields for entry. 
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Step Action 

16. Click the button to the right of the Leave field. 

 

 
 

Step Action 

17. Select the appropriate leave type. 

 

For this example, click the Medical Leave* list item. 
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Step Action 

18. A warning message appears. 

 

Click the OK button. 
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Step Action 

19. If the leave is related to FMLA, CFRA or PDLL, select the appropriate option from 

the drop-down list. If the leave is not related to FMLA, CFRA or PDLL, leave this 

field blank. 

 

For this example, the leave is related to FMLA. 

 

Click the button to the right of the MLA/CFRA/PDLL Leave field. 
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Step Action 

20. Select the appropriate FMLA, CFRA or PDLL option. 

 

For this example, click the Employee's SHC-FMLA list item. 
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Step Action 

21. Click the button to the right of the Paid/Unpaid field. 
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Step Action 

22. Select the appropriate pay option.  

 

For this example, click the Paid-Block list item. 

 

 
 

Step Action 

23. Click the scroll bar. 
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Step Action 

24. Enter the last date the employee was physically at work. This date should be prior 

to the Start Date of the leave. 

 

This is a required field. 

 

Click in the Last Date Worked field. 

 

25. Enter the desired information into the Last Date Worked field. 

 

For this example, enter 6/29/2018. 

26. A note is required for every leave request. 

 

Click the Notes link. 
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Step Action 

27. Click in the Requester Notes field. 

 

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

 

For this example, enter Approved paid medical FMLA.. 

29. Click the OK button. 
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Step Action 

30. Click the Add a new row button to enter the next leave request. 
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Step Action 

31. Enter a separate request for the unpaid timeframe. 

 

The Start Date of the second request must be the same date as the Expected 

Return Date of the first request. This ensures no break in the employee's leave of 

absence. 

32. Click in the Start Date field. 

 

33. Enter the desired information into the Start Date field. 

 

For this example, enter 7/15/2018. 

34. Click in the Expected Return Date field. 

 

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

 

For this example, enter 7/31/2018. 

36. Press [Tab]. 

37. Click the button to the right of the Leave field. 
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Step Action 

38. Select the appropriate leave type. 

 

For this example, click the Medical Leave* list item. 

 

 
 

Step Action 

39. A warning message appears. 

 

Click the OK button. 

 

40. If the leave is related to FMLA, CFRA or PDLL, select the appropriate option from 

the drop-down list. If the leave is not related to FMLA, CFRA or PDLL, leave this 

field blank. 

 

For this example, the leave is related to FMLA. 

 

Click the button to the right of the FMLA/CFRA/PDLL Leave field. 
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Step Action 

41. Select the appropriate FMLA, CFRA or PDLL option. 

 

For this example, click the Employee's SHC-FMLA list item. 
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Step Action 

42. Click the button to the right of the Paid/Unpaid field. 
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Step Action 

43. Select the appropriate pay option. 

 

For this example, click the Unpaid-Block list item. 

 

 
 

Step Action 

44. Click in the Last Date Worked field. 

 

45. Enter the desired information into the Last Date Worked field. 

 

For this example, enter 6/29/2018. 

46. Click the scroll bar. 
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Step Action 

47. Click the Notes link for the second leave request. 
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Step Action 

48. Click in the Requester Notes field. 

 

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

 

For this example, enter Approved unpaid medical FMLA.. 

50. Click the OK button. 

 

 
 

Step Action 

51. Click the Submit button for the first leave request. 
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Step Action 

52. A confirmation message appears. 

 

Click the OK button. 
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Step Action 

53. The leave request is Submitted for approval and appears at the top of the 

Extended Absence Summary section. 

54. Click the Submit button for the second leave request. 
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Step Action 

55. A confirmation message appears. 

 

Click the OK button. 
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Step Action 

56. The leave request is Submitted for approval and appears at the top of the 

Extended Absence Summary section. 

57. Click the scroll bar. 
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Step Action 

58. You have submitted a multi-row medical leave of absence request in UCPath. 

End of Procedure. 

 

 


