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How to Apply for a Leave of Absence for 

Yourself or on Behalf of Someone Else 

Q R G 

This QRG is for associates who wish to request a leave of 

absence in myACI through associate self-service.  This QRG is 

also for HR team members and others who assist associates in 

applying for a leave of absence on an associate behalf. 

Quick Reference Guide (19 Steps) 
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STEP 1

Sign in to myACI then click on My HR.

STEP 2

Click on Leave of Absence.
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STEP 3

Enter the subject for the leave request.

Example subject: "New leave of absence"
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STEP 4

Click on Affected Party

An Affected Party refers to the associate impacted by this ticket. Please ensure the correct 
associate is designated as the affected party, as this entry could affect pay.
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STEP 5

Select Leave of Absence from request category.
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STEP 6

For nature of request, select "Apply for LOA"

This section should be used only to apply for a new LOA. Do not use for updating or adding
information to existing LOA claims.

STEP 7

Enter a valid associate phone number.
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STEP 8

For "what is the reason for your leave request", select the correct reason for
 your leave.

Example: Employee Own Illness or Injury is for your own serious health condition.
Care of a Family Member is for if you are needing to care for a family member with a serious 
health condition.
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STEP 9

Select if you are needing a Continuous or Intermittent leave.

Continuous: Greater than 3 days of time away from work
Intermittent: A single time period of time needed
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STEP 10

If you selected Employee Own Illness or Injury, select whether this was work
 related injury or not.

Note: If you selected yes, you will be asked to enter the date of injury.
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STEP 11

If you selected Employee Own Illness or Injury in questions #8, this question
 is asking if an associate wishes to use available supplemental pay sources (if
 available) to maintain their income during a leave of absence. 

Select YES or No from the integrated leave pay dropdown box.
Supplemental pay sources may include sick pay, paid time off, flexible time off, floating holidays 
and/or vacation.
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STEP 12

If Integrate leave pay is YES, enter the associate's name here to authorize pay
 integration.
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STEP 13

Select which pay source an associate wishes to include to maintain their
 income during their leave of absence. 

Note: They must have unused sick pay, PTO and/or vacation time or unused floating 
holidays available to be used as a pay source during a leave of absence.

STEP 14

Enter the average hours the associate works in a week.
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STEP 15

Complete all of the information requested to ensure accurate and complete
 claim information.

Depending on the leave reason, the system will display different questions.
Example: Is the leave continuous or intermittent? How old is your child?
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STEP 16

Click on YES or NO

Only select YES if you are going to attach a document. Documents must be in PDF or JPEG
format no larger than 10MB.
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STEP 17

Use the detailed description box to enter any additional information about
 the leave of absence request.
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STEP 18

If you answered "Yes" in Step 16, Drag and Drop any documents in this section 

NOTE: Documents must be in PDF or JPEG format no larger than 10MB.
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STEP 19

Click on Save in the lower left corner of the screen to save and submit the
 leave of absence request.

If you do not click on the Save button, the leave of absence request will not be submitted.
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