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Overview

Employees who approve or deny leaves of absence in CORE-CT will use this job aid.

Process Steps

Step Action Screenshot

1 You will receive an email notification when an employee submits a leave request that requires your approval. Additionally,
the leave request will appear in your Worklist in CORE-CT.
Click on the link in the email. If you are not logged
into CORE-CT, you will be brought to the log in DOIT.CORE Test@posstate.ctus
screen. When you log in, you will be Wed £/24, 2:37 PM

¥
automatically routed to the leave.
To help pi ivacy, some ent in this message has been blocked. To re-enable the blocked featwres, click hera.

As an alternative, you can search for leaves using
the Management Self Service (MSS) Leave 1l e comiEnEom s e ik bere
Ma nagement tOOI. A Leave Request has been submitted by 105664 [ ) and is waiting for your Approval.

2 Unign Code: 29

Navigation: Main Menu > Manager Self Service >
Leave Management > Leave Request

Click on the URL to Approve or Deny the request: https://coreped3uat ct gov/PEOIUAT /uconnwf. htrmi?

wiurl=EMPLOYEE/HRMS/c/,CT_MEMU_TLCT_LEAVE REQST MS5.GEL?
Page=CT_|L EAVE APPRVLEAction=USEMPLID=1956648EMPL_RCD=0&CT_| EAVE REQ ID=00513

or

From your Home page, under the Leave
Management section, click on Manage and
Approve Empl Leaves
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Screenshot

If you have not linked directly to the leave, you
can access the leave using the search tool. Click
on the Find an Existing Value tab and enter any
known information.

Click Search.

MS5S Leave Request

Enter any infermation you hawe and click Search. Leave figlds blank for a list of all values.

Find an Existing Value || Add a Mew \Value

Search Criteria

Leave Regquest ID
Empl ID[begins with ]

3 EmplResord[=__ ]
Lirnit the number of results to {up to 300): {300
Search Clear | Basic Search ._3;'.] Save Search Criteria
Find an Existing Value | Add a Mew Value
Under Search Results C|iCk on the LeaVe Request Search Clear | Basic Search rQI'Z] Save Search Criteria
ID of the leave you want to review, approve, or Search Results
deny. View All First (4 13orz ‘M Last
Empl ID Empl Record Name Leave RequestID Leave Category Leave Type Start Date End Date Approval Status
4 Leaves of Absence Faculty ~ 05/03/2017 05/03/2017 Apprv Proc

Leaves of Absence Medical  07/01/2017 09/01/2017 Apprv Proc
Leaves of Absence Sabbatical 05/03/2017 05/03/2017 Apprv Proc

Find an Existing Value | Add a New Valug
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Action Screenshot

Each leave of absence request has a minimum of Leave & Time Request ISa:batical Leave Form I Leave & Time Action

two tabs:

Leave & Time Request — completed by the

employee Leave & Tone Reguest Sabbatcal Leaxv Foem I Sabbabcal Modfcabon Fomm I farvw 4 Tina Acton
Leave & Time Action — tab on which you will

submit your approval or denial of the leave Leave & Time Request I Faculty Leave Form I Leave & Time Actions
request and indicate any comments

The following leave of absence types also require Leave & Time Request ||| UConn VERP Form || Leave & Time Actions

that you approve or deny the leave on the
specialized form, which will have its own tab:

5 e Sabbatical

e  Sabbatical Modification

e  Faculty Education/Research Leaves

e Voluntary Schedule Reduction Program

(VSRP)
SECTION 2: APPROVALS
You must first a pprove or de ny the leave on the I hereby confirm fhat 1 have reviewed this leave request and am electronically submitting my approval or denial
specia lized form I RECOMMEND APPROVAL OF THIS REQUEST

I AM UNABLE TO RECOMMEND APPROVAL OF THIS REQUEST BECAUSE:

Please note that all approval sections on the form

have attestation approval boxes that are required
to be checked. (Example screenshot to the right) Supervisar

Next

Signature Date

Click Next
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Action

Screenshot

On the Leave & Time Action tab, prior to clicking

the Comment box. Comments you enter will be
viewable to anyone with access to the leave,
including the employee.

If you approve the leave, it will be circulated to

6 the next approver. If you are the final approver,
the employee will receive an email notification of
the approval.

If you deny the leave, the employee will be
notified via email.

Approve or Deny, type any comments you have in

Leave & Time Request || Sabbatical Leave Form Leave & Time Actions

Employee ID: -
Empl Record: 1

Leave Request ID: 00809
Absence Name: Sabbatical Approval Status: In Approval Process

Approve Deny I

‘Submit Request

Approver's Comments

User ID 085225 UOC-Choi, Mun DateTime 05/Z817 1:34:20.000000FM

Please enter any comments you have to support your Approval or Denial of the leave request

in the box below, BEFORE Jou hit tha "Aggr\we" or Den: butfon.

Find | View All First ‘4 10f1 ‘%

Comment




