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How to Submit a Leave Request in
UT Share

This guide provides a quick, step-by-step overview of how to submit your leave

entitlement—such as sick, vacation, and other applicable leave types—using
UTShare.

Navigate to Employee Self Service - Time and Attendance - Manage Absence

Step 1

Create a New Request.

Enter the Start Date and End Date for your leave request (One day entry at atime)

Fromthe Absence Namedrop-downmenu, select theappropriate leave entitlement
e (e.g., Vacation, Sick Leave)

Then Select Apply Absence

Create a new Request

*Start Date [ 10/30/2025 =] End Date | 10/31/2025 |l +1 Day I
*Absence Name [ Floating Holiday VI Apply Absence
Step 2
Select the option for Partial Days & Hours.
Create a new Request
“Start Date | 10/30/2025 iz End Date  10/31/2025 \

*Absence Name ‘ Floating Holiday v| I Apply Absence Reason ‘ Select Absence Reason V‘

Balance 59.00 Hours™

Partial Days &
Hours None >

Total Hours |0.00 Hours

E



Step 3

OncethePartialDays& Hoursoptionisselected(asperthepriorstep),apop-upwindow will appear.
In the Duration field, enter the total hours you will be absent Per Day for the entire leave
period.

e Example: If you work an 8-hour shift and are taking two full days off, the
Duration must be entered as 8 hours (Per Day).

Cancel Partial Days & Hours

Partial Days & Hours | All Days «

Duration :] Hours

Begin Time [——:— - @l

Step 4

Reviewyourleaverequestcarefullytoensurealldetailsarecorrect.
Submit therequest.

Create a new Request

“Start Date | 10/30/2025 End Date [10/31/2025 ] +1 Day I
Ave you sure you want to Submit this Absence
“Absence Name l Floating Holiday v] l Apply Absence Reason | Scheduled ~ Request?

Balance 59.00 Hours™

Partial Days &
Hours All Days

Total Hours | 12.00 Hours

B




Incorrect Leave Entry Example

An employee is wanting to request 2 days of leave and works 12 hours shift per day. When
entering partial days and hours the employee entered Duration 24 hours. *** This will

cause the employee to be over paid as the system will read it as 24 hours per day (when the
correct entry is 12 per day)**

Create a new Request

*Start Date | 11/06/2025 | End Date |11/07/2025 |
*Absence Name ’ Select Absence Name v] Apply Absence

Partial Days & Hours  Done

Partial Days & Hours

Duration |24

ik

Hours

Begin Time |--:—- - ® |
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