[bookmark: _GoBack]SPF Absence Request Using ESS

When the SPF Absence Coordinator processes (approves or rejects) an SPF Absence request via ESS an email is sent to the employee and the supervisor notifying them that the absence is approved/disapproved pending determination by the SPF Absence Coordinator and designated as FMLA leave contingent upon receipt of medical information. 



 (
You have requested an absence under the Family and Medical Leave Act (FMLA).
If this is your first absence request for this reason or condition, your request
will be reviewed to determine if you are eligible.  You will receive written
notification of your eligibility, followed by notification of FMLA designation
or disapproval of the absence after review of supporting documentation.
 
--------------------------------------------------------------------------------
Initiated By           : 
ESS
 User
 
--------------------------------------------------------------------------------
Name                   : 
ESS
 User
Personnel #            : 00123456
Date/Time              : 
06/30/2009
 / 
09:04:04
--------------------------------------------------------------------------------
 
Action                 : Create New Leave Request
Status                 : Approval/disapproval is pending determination
Absence Type           : YA
Absence Hours          :    7.50
Begin Date             : 
06/29/2009
End Date               : 
06/29/2009
Begin Time             : 
00:00:00
End Time               : 
00:00:00
Meal Begin Time        : 
00:00:00
Meal End Time          : 
00:00:00
 
Submitter Remarks      : post surgery problems
 
--------------------------------------------------------------------------------
Processed By           : 
SPF
 Absence Coordinator
Position               : HR 
ANL
 1 (
GEN
)
Date/Time              : 
06/30/2009
 / 
11:17:22
--------------------------------------------------------------------------------
Work Item ID           : 000068363562
System ID              : PC1 110
--------------------------------------------------------------------------------
)







































SPF Absences Using Paper Leave Request

When an employee submits a paper leave request for a new SPF Absence a supervisor must notate the following statement on the leave request.





  Smith, Jane				123456								2-23-08

       YS		7.5	    2-22-08	     7:30 am	   2-22-08	    4:00 pm	534.50





Approval/Disapproval Pending Determination by
							   SPF Absence Coordinator.
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