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REQUESTING EXCUSED ABSENCE IN ITAS

The following guide details how to request excused absence in ITAS. For questions regarding eligibility,
contact workflex@mail.nih.gov.

STEPS TO REQUEST EXCUSED ABSENCE:

1 » Request Leave
» RequestTeiework Req uest Leave 1. Click the
» Certify Timecard Request Leave
» Verify Timecard :
» Sign In Afield with an asterisk () before itis a required field. menu item
» Sign Out
» Donate to VLTP 2. Select Other

» Donate to Leave Bank |ESNENN ‘:’ 1 :I (i Types

» Leave Bank Membership
» Personal

Leave Type: O AnnualLeave O Sick Leave O Leave Without Pay Other Types
» Tour of Duty

» Reports
» myPay
» ITAS Messages

For partial day leave only,
Select the starttime and enter the number of hours, or select the startand end times.

EndDate | | 3. Enter the Start Date

4. Select aStart Time

For partial day leave only,

Seled the starttime and enter the number of hours, or seled the startand end times. .
5. Select an End Time or enter the

Number of Hours

Hour Minute

rd Time
Numberof Hours: |:| 5
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Hour Minute

: am O pm O~ Calculate Hours
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6. Enter the total hours next to Excused Absence

7. Enter appropriate comment(s).

Commonly used codes:

Reason

Comment Code

For Dependent Care Responsibilities

Dependent Care

High Risk, instructed to quarantine, Tier IlI

Weather & Safety Leave

To receive COVID-19 Vaccination

COVID-19 Vaccine

8. Click the OK button

New Request

Leswe type

Annual Leawe

SickLeaw

Comp Time

Religious Comp Time
Comp Time for Tranel {CTT)

CreditHours
FMLAL=3we
FMLA- Annusl Leawe

FMLA- Sick Leae
FMLA-LWOP
Expanded FMLA (LWOF)
FamilyFriendhylLeawe
Ml Faeral Leane
Excused Abzence
CourtLeane

\fofing Leawe

Bone Mamow Donor
Organ Donor
Prexenfie Healh

Lesne WikawiFEy

Lea e Comments

Balance
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There are no exdsfing requests

| o | Reset |

An email is automatically sent to the employee’s LAO and the employee each time a Leave Request is

submitted.
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