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 If for some reason the employee
is unable to enter these time off

entries in Workday, the
department can send a ticket to
AST with an itemized list of time
offs and we can enter them into

Workday for them.

If there is a change to
the leave (duration,
end date, etc.) the

employee must
submit updates to UW
HR, which kicks off a

new review and
approval process to

update the leave.
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If employee does not
have additional
information the
process ends.
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