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

absence in myACI through associate self-service.  
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Oracle Fusion Cloud Applications 20 Steps

STEP 1

Sign in to mACI then click on my HR.

STEP 2

Click on Leave of Absence tile.
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STEP 3

Click on Create Request in the lower right corner of the screen

STEP 4

Type reason for this leave

Example "New leave of absence"
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STEP 5

Your name will be automatically populated as the primary point of contact.
 Do not change this information.

STEP 6

In the Request Category dropdown, select leave of absence
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STEP 7

In the Nature of request dropdown, 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 8

Type in a valid Phone Number for yourself
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STEP 9

Click on Supplement leave pay and select either YES or NO

This question is asking if you wish to use the supplemental pay sources (if available) to 
maintain your income during your leave of absence. Supplemental pay sources may include 
sick pay, paid time off, /exible time off, and6or vacation.

STEP 10

Select which pay source you wish to include to maintain your income during
 your leave of absence. Note that you must have unused sick pay, PTO and/or
 vacation time available to be used as a pay source during your leave of
 absence.
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STEP 11

Type in average hours, how many hours do you work in a week?

STEP 12

Click on the drop down to select if the leave request is for your own medical
 condition or for another reason
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STEP 13

Select YES if the leave is for yourself, otherwise select NO, if you are needing
 a leave for another reason

:easons includeF Care of a Mamily Bember, Ponding, Bilitary, 'ersonal, 'regnancy etc...

STEP 14

If you answered "No" in step 13, click on the reason you are requesting a
 leave of absence from the choices in the dropdown

Don8t forget to scroll down, more options available
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STEP 15

Complete all (elds )some may be requiredx to help with accurate claim
 information

Depending on the leave reason, the system will display different questions.
EUampleF ?s the leave continuous or intermittentH 9ow old is your childH

STEP 16

Click on Do you have any documentation supporting your request for LOA?
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STEP 17

Click on YES or NO

Only select JES if you are going to attach a document. Documents must be in 'DM or G'EB 
format no larger than 10BP

STEP 18

;se the detailed description boU to type any additional information about
 your leave of absence request

Created with 10 of 12

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 19

If you answered "Yes" in Step 17, Drag and Drop any documents in this section

STEP 20

Click on Save in the upper right corner of the screen to save and submit your
 leave of absence request.

?f you do not click on the Save button, your leave of absence request will not be submitted
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Never miss a step again. Visit Tango.us
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