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Navigator

Step 1: On the Navigator, go to UP Employee Self Service -> Leave

Management -> Leave Application.
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Leave Application Summary

Step 2: Go to Leave Summary. Then click Update lcon.

Absence Management: Summary

Employee Name
Organization Email Address

Employee Number
Business Group

Leave Management

Leave Summary = Leave Balances

Search

Note that the search is case insensitive

Leave Type v Leave Category v

Approval Status M End Date

&

Start Date  (18-Jul-2

Go Clear

CreateLeave | [ 2 & & v

Duration
Start w End 2 Leave Type & Leave Category -~ Approval Status - Supporting Documents Details Update Confirm Delete
Date Date Days Hours
25-Jul-2022  25-Jul-2022 Special Privilege Leave Paid Leave 1 Approved E] | %

Step 3: Update Leave Details.

Update Absence: Enter Absence Details

Cancel Save For Later Next
Employee Name Employee Number
Organization Emall Address Business Group
tequirad feid
Absence Status Confirmed
Absence Type Special Privilege Leave
4 Juty v 2022 v »
Absence Category Family Leave
Absence Reason Within the Philippines v SUN MON TUE WED THU FRI SA
Duration * Start Date  25-Jul-2022 Y % 27 2 29 30 1 2
End Date 25-Jul-2022 s Y, A va; & I 8 9
@ TIP Stant Date is 10 1" 12 13 14 15 16
7 [E 19 20 21 2 2
Days
Total 1 Calculate Duration % & B 48 BN
n 1 2 3 4 5 6
* Assignment Position Adminstrative Aide VI.UPM Human Resource Deveiopment ¢
Specify Leave Reason Cebu
Commutation Not Requested
Comments
View Entitlement Balances
View Entitiement Balance
Supporting Documents
Optionally, attach supporting documents that justify the absence. You can attach document or image file, or 5
Add Attachment
Title Type Description Category Last Updated By Last Updated Usage Update Delete
No resuits found
Cance] Save For Later  Next




Leave Application Summary

Step 4: You may fill up the comments, but it is optional.

Create Absence: Enter Leave Details Cance] Save For Later Mext
Employes Name Employes Number

Orpanization Email Address Businass Group

* Indicates required field
* Leave Status  Confirmad
* Leave Type - .
Leave Category d July v 2022 - b

LAN RBaSG N SUN MON TUE WED THU FRI SAT

[ 26 Fr ®B 2 W 1 2
Duration Start Date St%rl Time o ¥
HEH:MM (12 | 4 5 [ T 8 a
End Date % End Time 10 " 12 13 m 5 16
# TIP Stant Date s required
i7 18 18 20 H 22 13
DaysHours M4 /5 B N B MW W
Total Calculate Duration e 1 2 3 4 5 &
* Assignment Position 3
Specify Leave Reason
Commutation 3

Comments

View Entitlement Balances

nitiem

Supporting Documents

Oplionally, attach supporting documents that justify the absence. You can attach document or image file, or specify a URL
Add Attachment

Tithe Type Description Category Last Updated By Last Updated Usage Update Delete

No results Tound

Cancel Save For Later  Mext




Leave Application Summary

Step 5: You may add/attach supporting documents, but it is optional.

Create Absence: Enter Leave Details

Employee Name

Organization Email Address

* Indicates required fisld
* Leave Status
* Leave Type
Leave Category

Leave Reason

Duration

* pssignment Position
Specify Leave Reason

Commutation

Comments

View Entitlement Balances

Miew Entitier

Balance

Supporting Documents

Optional

Employee Number

Business Group

Confirmad

-
~
* Start Date (74 s“l," Liae
HHEMM (12:00:11:88)
End Date e End Time
@ TIP Start Date i required
DaysHours

Total Calculate Duration

porting dacuments that justify the absence. You can attach document or image file, or specify & URL

Tithe Type Description Category Last Updated By Last Updated

No results found

Usage

July

MON

27

18
25

Cancel Save ForLater Mext
»  0E » ]
TUE Rl SAT

23 29 01 2

12 13 [E 15 16
19 20 H 2 B
6 27 B 2 W

Update Dlete

Cancel Save For Later

Mext




Leave Application Summary

Step 6: Click Next to review Leave Details.

Create Absence: Enter Leave Details Cancel Save For Later | Next
Employee Name Employee Number
Organization Email Address Business Group
=

ndicates required field

®
Leave Status

* Leave Type v
Leave Category 4 — v 202 V. »
Leave Reason N MON JE WED THU FF AT
Duration * Start Date ) > o 2 271 28 29 330 1 2
End Date ™Y 3 4 5 6 7 8 9
& TIP Start Date s 10 1 122 13 @ 15 16
17 18 19 20 2 2
Days
Total 1 Calculate Duration 24 25 % 21 B ¥ W
N 1 2 ) 4 ¢ 6
- Assignment Position Adminstrative Aide VI UPM Human Resource Development {
Specity Leave Reason  Cebu
Commutation
Comments
View Entitlement Balances
View Entitiement Batance
Supporting Documents
Optionally, attach supporting documents that jusiify 1 ence You can attach document of image file, of specify a URL
Add Attachment
Title Type Description Category Last Updated By Last Updated Usage Update Delete

No results found

Cancel Save For Later | Next




Leave Application Review

Step 7: You can review the Leave Details here.

Update Absence: Review

Employee Name
Organization Email Address

Absence Details

Current
Absence Status Confirmed
Absence Type Special Privilege Leave
Absence Category Family Leave
Absence Reason Within the Philippines
Start Date 25-Jul-2022
End Date 25-Jul-2022
Days 1

Administrative Aide VI.UPM Human Resource Development Office. UPSB-

Assignment Position 1, »451-2004

Specify Leave Reason Cebu
Commutation Not Requested

Cancel Printable Page Save For Later Back

Employee Number
Business Group

Proposed

Confirmed

Special Privilege Leave
Family Leave

Within the Philippines
25-Jul-2022
25-Jul-2022

=

Administrative Aide VI.UPM Human Resource Development Office. UPSB-
ADAB-2451-2004

Palawan g

Not Requested

Submit

Step 8: You may add/attach additional information, but it is optional.

Additional Information

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.

Mone  Add




Leave Application Review

Step 9: You can review the approvers here.

Approvers
P~ RER o B
Detadls Line No Approver Appeoved Type Ovder No Category Status Delete
» Supervisor
> HR Recipient
> HR Chief
oo VCA/NVCAA/VCRE

Step 10: You may fill up the fields for comments to approver, but it is

optional.

Comments to Approver




Leave Application Review

Step 11: Click Submit.

Update Absence: Review

Employee Name
Organization Email Address

Absence Details

Current
Absence Status Confirmed
Absence Type Special Privilege Leave
Absence Category Family Leave
Absence Reason Within the Philippines
Start Date 25-Jul-2022
End Date 25-Jul-2022
Days 1

Administrative Aide VI.UPM Human Resource Development Office. UPSB-
ADAG-2451-2004

Specify Leave Reason Cebu

Assignment Position

Commutation Not Requested

Cancel  Printable Page  Save ForLater  Back

Employee Number
Business Group

Proposed

Confirmed

Special Privilege Leave
Family Leave

Within the Philippines
25-Jul-2022
25-Jul-2022

1

Administrative Aide VI.UPM Human Resource Development Office. UPSB-
ADAB-2451-2004

Palawan g

Not Requested

Step 12: The Leave Application will then be submitted and will be pending

for approval.

4 Confirmation
The changes have been submitted for approval

Leave Management: Summary

Employee Name
Organization Email Address

Leave Management

Leave Summary  Entitliement Balances

Search

Note that the search is case inse

Leave Type v Leave Category v
Approval Status v Leave Status v
Start Date  (714-Jul-2022 fo End Date ®
Go Clear
Createleave | 31 2 @ {3 v [
Start - End Duration Leave

Date Date . Leave Type - Leave Category - Dy Hon Approval Status - Stafus

2+ Supporting Documents Details Update Confirm Delete

Employee Number
Business Group

25-Jul-2022  25-Jul-2022 Special Privilege Leave Family Leave 1 Pending Approva Confrmed




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

@’ upiac

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


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

