Leave of Absence (LOA) - How to
Submit a Pending Case

WCPS APPLICATION DEVELOPMENT TEAM



Note: You must be connected to the WCPS school network to use this application.

To submit a pending LOA Request case, follow the steps below.

Windows Users

Click on the ES&EEI shortcut that is located on your desktop.

Apple MacBook Users

Go to Self-Service > Bookmarks and click on the

Chromebook Users

Launch the Chrome web browser, open bookmark folder “wcps.k12.md.us bookmarks” and

select WCPS Hub.
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3. Locate the case in questions and
click on the case id hyperlink.

New Case

For instructions on submitting a new case, click here. For all other instructional information, click here.

Case Submission

Date Range: 3772008 [T | to 9772008 [T
Submit | Reset
Case Id Case Status Date Submitted Last Updated
84 Pending - New
79 Submitted - In Review 8/30/2018 3:14 PM YOUNG, LISA 8/6/2018 4:25 PM
4. Update the Leave Type if not e e D
selected already. «
Leave Type: Select... -
Leave Dates: ': to =
5. Update the expected Start and Leave Details
Return dates if not set already.
Leave Type: Select... -

Leave Dates:

- -

6. Attach any documentation to
the request by clicking on Add
Document.

Note: Steps 6-9 are optional.

Documents

Add Docurnent «

7. Click the Choose File button to
select the document you wish to
upload.

Documents

Add Document

- Choose File | | Remove File




8. Navigate to the directory where
the file is located. Select the file
and click Open.

@ Open x
@Uv\ J » Libraries » Documents » TestDocs = [ 44| Search TestDocs o]
Organize ¥ Newfolder EY 0 @
‘.Fa;‘“‘:’ ig;::[nems library Arange by Folder =
eskiop sthocs
8 Donnlaads Name Datemodified  Type Sie
&, Google Drive
G2 pecont laces 2 Requestor Test Doc Lpdf Adobe Acrobat D... Y
. L Requestor Test Doc 2.deck Micresoft Word D... 168
= Ubrris 5 Requestor Test Doc 3.doc Micrescft Word 0. L3T2KE
) Documerts = Requestor Test Doc 4.pdf Adobe Acrobat D... 3K
&) Music
& Pictures
B Videos

18 Computer
&, (C) Local Disk
&9 (6) Voll
9 () COleon Short

@ (1) transportatior ™

The selected file should now be shown as below.
Documents

Add Document

Requestor Test Doc 1.pdf (393.03 KB) Choose FiIeJ Remove File

Note: To add additional documents, repeat steps 6-8 as
needed.
Note: To remove a document, select the “Remove File”
button.

9. Add any additional information
pertaining to your case in the
field provided.

Add Note

Characters remaining: 300

10. Submit Case

| Submit Case FC&SE |




11. Select Yes to continue or No to —
cancel WCPS Hub: LOA Request Case Submission

By clicking "Yes" you are certifying the information listed
on this form is accurate to the best of your knowledge.

Are you sure?

Yes Mo

12. The Successful dialog will appear
and disappear automatically.

O The requested action was successful.

After submission, you will receive an email with your case number and any additional pertinent
information.

Tue 9/19/2017 11:24 AM
WcpsHub-no-reply <WcpsHub-no-reply@wcps.k12.md.us>
WCPS Hub Leave Request 1046 Submission

To M Giks, Corin

Dear CORIM GILKS,

We have received your WCPS Hub Leave Reguest, case number 1046, Once your request has been reviewed, a staff member will be in touch.
To view the status of this request, please ensure you are connected to the school network and then click here.

Please do not respond to this email. It has been systemically generated.

Thank you,
WCPS Hub Administration




