FACULTY INFORMATION SYSTEM HOW-TO DOCUMENTS

How to Add a Leave of Absence to a Faculty Record
(Handled by the Provost’s Office)

1. Select the Leave Tab of an individual’s record
2. Click on [+Add New Record]

Faculty Details
SEHOOL ACADEMIC YEAR: STATUS: FACLATY:
scHoow: Jack, Joseph and Mortan Mandel School of Applied Social Sciences FACLLTYID: 117898 FACULTY RAME: Jasmine Louise Ball
CASE EMPUID:1124733 OWRU ID: jxbE599 HIRE DATE AT CWRL: 09/01/2002
HOME DEPARTMENT: MSASS (241973 YEARS AT SCHOOL: 20 AGE: 48
JOINT HOME DEPARTMENT: N/A YEARS AT OWRLE 20 JOANT APPOINTMENT: N/A
nformation complete.
+ ADD NEW RECORD
LEAVE TYPE START DATE END DATE PERCENT COMPENSATION DESCRIFTION EDIT DELETE

3. Select the Leave Type from the drop-down menu:
a. Options include Sabbatical, Uncompensated, and Leave of Absence
4. Insert the Start Date and End Date (if available)
5. Add the Percent Compensation — the percentage of salary the faculty member will receive during the
leave
6. The Description field allows for notes, additional information on the reason for the leave
7. Click [Save] to record the information
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8. Change entries, either by clicking on the [Edit] button, or remove existing records by clicking
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