Instructions
Submitting a Leave of Absence eForm

Go to www.grcc.edu/loa and select click the link for the Leave Of Absence form.

Human Resources

Human Resources Application for Leave of Absence
S The Application for Leave of Absence is now and electronic form that you can view here.
Seni Approver Tutorial

enices When you click on this link, it will take you to an online farm. The form will ask you for Requestor Tutorial
Equal Employment your Employee Id, Name, and Supenisor, Department Head or Program Director in
Endie order to carrecily route your request for approval. In addition, you will fill out informatian
Forms

regarding the leave that you are requesting, transportation information, insurance D Reguestor Documentation

Contact by Topic coverage and e ed expenses. D Approver Documentation

Employee Groups L
Application for Leave of Absence

Jobs
Freguently Asked Employees
Questions
Under Tutorials on the right hand side of this page, you will find a link to a video tutorial

Faculty & Staff

Yy that walks you through the new process, step-by-step. The video is called *Reqguestor
Contact Us Tutorial®™. There is also a detailed document that includes screen shots to help walk you
Community Resources thraugh the new process, which is named “Requestor Documentation® located under
Health Benefits Documentation
hr Faculty and Adjuncts, once you select your employee group you will be given a box to
{@grcc.edu

select your Department Head or Program Director. Once the form is submitted to that

{616) 234-3972
el person, they will then forward your request on to the Associate Dean that provides
Cook Administration Bldg approval for the leave. If you have questions about who you should be submitting your
Hirbation ME document to, please contact your department Support Professional or Human
Grand Rapids, MI 43503 .

Resources for assistance.

SupervisorsiDepartment Heads/Program Directors

The form will attempt to load in your browser. Internet Explorer may attempt to download and
install Java, which is used to render the electronic form. Occasionally Firefox, depending on the
version, will take longer to download Java and will display a black screen until it's completed.



Application for Leave of Absence

Personal Infor mation

*Employee |d
*Employee Name
*Email

*Employee Group

-

Leawve

*Purposze of Leave {give brief explanation)

*Event Mame
*Event Location
*Event Start Date
*Event End Date

Will this leave he taken on an intermittent basis or include non full days? If so, please describe

Check all that apply

|| Grantispecial fund far reimbursement

[[] General Leaves:

[l egve without pay (shor term

Once the application loads, it should look similar to this. If not, please contact ithelp@grcc.edu.

The fields that are required to submit the Leave of Absence are represented by a red asterisk.
The email field will only accept grcc.edu email addresses.

If you select Faculty or Adjunct Faculty from the Employee Group drop down, an additional drop
down menu with a list of Department Heads and Program Directors will be visible. If you are
Faculty or Adjunct Faculty please select your Department Head or Program Director. This is the
individual that will receive your Leave of Absence first. They will review your request and send
it to your Associate Dean for approval.

If you select any other options other than Faculty or Adjunct Faculty from the Employee Group
drop down, you will be presented with a Supervisor drop down. If you a member of an
employee group other than Faculty or Adjunct Faculty, then select your Supervisor from the list.



They will review your request for approval and route it to other approvers for additional
approvals if necessary.

*Event Start Date
*Event End Date

Will this leave be taken on an intermittent hasis orinclude non full days? If 50, please describe

The Event Start Date and Event End Date does allow for past dates (for an event that you have
already attended and are submitting a Leave of Absence after the fact). You can enter the date
manually or select the date from the calendar control.

Check all that apply

[[] Granttspecial fund for reimbursement

[] General Leaves:

[l Leave without pay (short termm
E Leave with no college expense
[l Leave on non-wiorking day

[] Court Appearance
[] Jury Duty
[] Wilitary Leave
[C] Faculty Leave Within Contract Allowance
[[] Faculty Leave Beyond Contract Allowance
[[] Administrative Request
(Budget charged: [7] Deans [] Department )
[] Classithletic Trip

[ Union Business

Check all types of leaves that apply for this request.



Trawvel and Expenses

*Doyou need flight arrangements set up?
i Yes @ Mo

Ifyes, please describe arrangements (car rental pickup at airport an.

What are your estimated travel expenses? (If none, enter 07
*Transportation 5

*Lodging, Meals, Misc §

*Banguet 5
*Registration 5
Total 5

Account Mumber

If you need flight arrangements, please select yes and describe the arrangements in the text
area directly below. Financial Services will be in contact with you for any additional information
that they will need from you to set up the travel. Please note that car rentals can be arranged
as well, but they can only be picked up at the airport.

Please include any travel expenses, and they will automatically be totaled up for you.

If you know the account number that the travel expenses will be deducted from, please include

it. If you don't know your account number, your Supervisor or Associate Dean will complete this
section for you after it's submitted into ImageNow. If total equals zero then "Not Applicable" will be
automatically inputted into the account number field. If the Leave of Absence is for IIPD or SSPD
please enter that into the account number field.

Learning Plans

*How many of the event hours apply to your learning plan? {f none, please enter 0

Underwhich GRCC Professional Skills Category should these hours be recorded?

-

If you want to apply any hours from the event to your Professional Development Summary,
please enter them here and select the GRCC Professional Skills Category that they correspond
to.



Insurance

=Are you driving your personal vehicle to conferencefunction? (fyes, complete all questions below)
i@ Yes @ MNo

Insurance Company Mame

Does your policy have a public liability minirmorm of $100,000 per person?

i Yes @ Mo
Dioes yaur policy have a public liahility minimum of $300,000 per accident?
& Yes @ Mo
Dioes your policy have a property damage minimum of $5,000 per accident?
& Yes @ No
Dioes your policy have a propety damage minimum of $10,000 agaregate?
i Yes @ Mo

&l "I canfirrn that 2l ofthe inforrmation submitied here is accurate

If you are planning on driving your personal vehicle, you must fill in your insurance company
name as well as validate that you carry at least the minimum for public liability and property
damage.

Finally, you must select the “| confirm” checkbox, stating that the information you are about to
submit is accurate. Upon checking the checkbox, some form validation will execute behind the
scenes. If there are any issues you will receive a notification on what information needs to be
corrected.

O\

Once you have validated the information on the form, you can submit the form. If you have any
attachments that need to be submitted with the Leave of Absence, you can do so by clicking the
attachments button.

Once you click the submit button, your application will be sent to ImageNow. You will see that
the form was submitted to the left of the Submit button. The form values will be disabled, but
you can print a copy of your request if you chose to by clicking the Print button.
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From: <ImageMow@grcc.edu>
To: Mathan Hamilton

Subject: Leave Of Absence Confirmation

Mathan Hamilton,

Your Leave of Absence Request for Test Event beginning on 03/17/2012 and ending on 03/23/2012 has been received.

Once your request has reached the approval workflow in ImageNow, you will receive a
confirmation stating that ImageNow has received your request. The confirmation will be sent to
the email address you provided on the application.

You will also receive an approval confirmation once your Leave of Absence has received all the
necessary approvals. Time varies on how long it will take to receive this confirmation. It all
depends on the number of approvals needed for your Leave of Absence and the time it takes for
the approvers to review and approve your Leave of Absence.

In the event that your Leave of Absence is denied a HR representative will notify you that your
request was denied along with an explanation for the denial.

Your request will remain in ImageNow, so there is no need to send any printed or electronic
copies of your Leave of Absence to anyone like you used to with the old carbon copy form.



