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Prerequisite

Prerequisite/ Dependency: Only an Approved Leave can generate the
report.

Absence Management: Summary

Leave Management
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Navigator

Step 1: On the Navigator, go to UP Employee Self Service -> Leave
Management -> Print CS Application for Leave

Navigator

Personalize

4 BB UP Employee Self Senvice

All Actions Awaiting Your Attentian
My Information
» Em Employee Infarmation
» BB Publication, Research, Creative
Waork & Other Scholarly Waork
» Em Public Senice
» BB Employee
Submissions/Requests
» Em sPmS
» Em saLn
» BEm Training and Development
IT&I Leave Management
Leave Application
Print CS Application For

Leave

Wiew Vacation and Sick

Leave Balance
View SPL and CMNA Balance
Frint UP Approved Leave




Leave Application
Parameter/Review

Step 2: You may fill up the Leave Start Date. Click the Next
button to review the request.

Define Review

Schedule Request: Define Manage Schedule Cancel  Continue
* Indicates required field
Program Name UP Leave Application Form
Request Name

The name can Ister be used to search for this requast

Parameters = Layout  Delivery Options

* Leave Start Date
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Step 3: Click the Submit button.
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Define

Schedule Request: Review

Review

Manage Schedule Cancel Back

Name

Concurrent Program Name UP Leave Application Form
Request Name
Operating Unit
Language Settings
Hesagym

s Numeric
Language Territory Charactar Sort
Amefican United Binary
English States i Sort
Parameters
Leave Start Date 16-Aug-2022
Layout
Layout Settings
Howav@
For Language Template Name Language LT
Format
American UP Leave Application
English Eam English PDF
Delivery Options

B Show Delivery Oplions

Manage Schedule Cancel Back  Submit




Request Summary

Step 4: Click the Output icon.

Requests Summary Table
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8036025 UP Leave Application Form Completed Normal 08-Aug-2022 16:19:48 @ 'i:;?:r




Technical Support

For technical support, please contact us
at the
UP System ICT Support at:

https://ictsupport.up.edu.ph/

UP Information Technology Development Center
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This document was was prepared by the Office of the Vice President for
Development-Information Technology Development Center (OVPD-ITDC).
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