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Upon the campus-wide implementation of the PLARP application in 2003, all professional leave requests
became electronic and are submitted as such via PLARP.

This document is intended to serve both as a practical overview and a comprehensive manual of
instruction for the use of TMCC’s PLARP application. Note: for security reasons there may be data
inconsistencies in this document. This is merely a visual demonstration.

TMCC’s ITS Team developed PLARP internally by mandate of the Administrative Computing Committee.
PLARP is the institution’s only endorsed and supported grade professional leave submission and
accounting utility.

It is important that users note that this program is intended to enforce the existing procedures established
by the State regarding Professional Leave. PLARP does not take the place of those procedures but rather,
formerly paper based tasks electronically. PLARP’s primary function is to provide you a safe, secure and
uniform method of electronically requesting and tracking your leave.

PLARP is a web-based application designed to gather, track and maintain accurate professional employee
leave balances. There is a complex back end to the program utilized by HR personnel to keep leave
balances accurate and up to date; however, this documentation will cover the use of the web-based user
portion of the application.
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First off, you will need to know how to navigate to and login to PLARP. The first portion of the
documentation will walk you through this process.

Begin by launching Internet Explorer from your PC Desktop.
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Once you have your browser window open, navigate to the TMCC Faculty & Staff page. You can get there
by clicking the Faculty & Staff link near the bottom of the TMCC home page, or by clicking here.
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http://www.tmcc.edu/facstaff/

Once on the Faculty Staff page, click the Professional Leave Request Form link.
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Let’s get started. For instructional purposes, we will walk through the process step by step.



1. Log into PLARP:

Leave Request Form for Professional Employees - Login

To access this form, you must be registered as a professional TMCC employee. Please enter
yvour last name and employe ID number to login.

Once logged in, you may request leave and check vour leave balances and history.

Your Last Name: |

Employee ID Number: | Forgot Your Emp 107

R

Enter your Last Name and Employee ID Number in the corresponding fields and click the “Login Now”
button.



Upon clicking the “Login Now button”, you will be directed to the Online Leave Request Form.

Please completely fill out this form and press submit.

First Name:

List Name:

Employee ID Number:
Position:

FTE:

Mail Stop:
Department:

E-mail:

Variable Work Schedule?

Charge my leave as follows:
(=elect only one)

Click here for instuctions on choosing

yvour selection

Time Requested Off:
Enter date= and total days off.
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& No (Yes If ves, Hours per Week: Days per Week:

(& Annual Leave (Submit in Advance)

{3 Siclke Leave: Self Sick

() Sick Leave: Family Illness/Death

FMLA - Family and Medical Leave Act (* Mare information on FMLA)

{3 FMLA: Sick Leave
() FMLA: Annual Leave
{3 FMLA: Leave Without Pay
() Leave Without Pay (Submit LWOP Form.)
(") Administrator Teaching (1 reque5t|[]_ hours annual leave.)
() Other (Military, Court, Administrative leave, please explain below:)

Reason:

To enter dates, click the calendar icon next to the text field box and select vour
date.

Start date: | ﬁ End date: ﬁ

Totaling: |0 FULL workday(=s) and/or |0 HALF workday(s).

By pressing submit, you are verifying that all of the information provided

above is true, correct and complete.

Press submit only once!

[ Submit Leave Reguestl ]




2. Complete the Online Leave Request Form:

You may have noticed that all of the pertinent demographic information such as Name, Emp ID, and
Position to name a few, have been pre-populated for you.

e The variable work-schedule section. This does not apply to the vast majority of us. If this
section applies to you, simply click “yes” and populate the “hours per week” and “days per week”
sections.

e Charging Your Leave. It is this portion that directs HR how to charge your leave. PLARP is
designed to assist you in selecting the proper type of leave for various situations. Of course, most
leave requests are simple. We know that if we are going to Hawaii for pleasure that we need to
take annual leave. Additionally, we know not to charge leave as annual if we're home with the flu
and have sick leave available. However, there may be instances wherein we’re not exactly sure
what type of leave to charge, i.e. Family Sick, FMLA sick, FMLA Family sick, Military, or even Leave

Without Pay.
(%) Annual Leawe (Submit in Advance)
i) Sick Leave: Self Sick
% () Sick Leave: Family Illness/Death

FMLA - Family and Medical Leave Act (* More information on FMLA)
() FMLA: Sick Leave
() FMLA: Annual Leave

Charge my leave as follows:

(=elect only one) () FMLA: Leave Without Pay
Click here for instuctions on choosing () Leave Without Pay (Submit LWOP Form.)
vour selection i) Administrator Teaching (I request |0 hours annual leave.)

) Other (Military, Court, Administrative leave, please explain below:)

PLARP provides you with a quick reference to some of the official Federal, State and HR verbiage. To view
this documentation, simply click this link in the “Charge my leave as follows” section.

e Next, the “Time Requested Off” section.

% To enter dates, click the calendar icon next to the text field box and =elect your
date.

Time Requested Off:
Enter dates and total days off. Start date: | ﬁ End date: ﬂ

Totaling: |0 FULL warkday(s) andfor |0 HALF workday(s).

This is fairly self-explanatory. Provide the dates that you are requesting and the total days those dates
amount to. See the top of the next page to learn how the full-day half-day system works:



*** If you work more than 4 hours in a day, submit no leave to this system.
If you work less than 4 hours in a day, submit leave to be charged for a half day.
If you do not or will not be reporting for work, submit a leave request for a full day.

If your FTE does not equal 1.00 (100%), pro-rate the leave request according to your FTE using the same
guidelines above.

For example, 50% FTE, full day = 4 hours, ¥2 day = 2 hours.

That's it for the form. Once you feel confident that you have filled everything out correctly, just click the
“Submit Leave Request” button.

By pressing submit, vou are verifying that all of the information provided
abowve is true, correct and complete.

Press submit only once!

[ Submit Leave Request! ]

With that, your portion of the request is finished!

How do | know if my request was approved or denied? Read on...
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3. Receive / Review Confirmation Emails.

When you complete the above process and submit your online leave request, a multiple step process is
initiated. An email is generated and sent to your appointing authority containing a link to a review page
with the leave parameters that you have requested. The appointing authority may then either approve or
deny your request. Regardless of whether or not your request is approved or declined, when your
appointing authority clicks the “Submit” button, you will receive an email notifying you as to what has
transpired.

FYI

Your leave request for 6/18/2007 through 6/18/2007 has been approved by
your supervisor. It will now be sent to your dean/director/department chair for
final approval.

Thank you,
TMCC Human Resources

CC

Or the less popular...

LEAVE REQUEST DECLINED

Your leave request for 6/18/2007 through 6/18/2007 has been declined. Please
read your dean/director/department chair's comments below:

Dean/Director/Department Chair's Comments:

If you have any questions regarding this e-mail, please contact your
dean/director/department chair directly.

Thank you,
TMCC Human Resources

CC

Following your Supervisor’s actions, HR is electronically notified of the request and may also approve or
deny the request for varying reasons. As HR either approves or declines your request, you will receive
email notifications similar to those above.

At this point you have done everything that you need to do and you know where you and your leave
request stand.



4. Additional Items:

e As PLARP is an HR practice, all Auto-generated email within the PLARP process will show in the
“from” line as being sent from humanresources@tmcc.edu . Again, these confirmation emails are
auto-generated by the PLARP application. You may however direct leave questions and concerns to
the Human Resources office .

e Because PLARP accounts for leave using a debit type system and we must close out balances at the
end of each month, if you submit a leave request that spans two different months i.e. June 30 —
July 2, a leave request must be filled out for each portion falling in separate months. The above
example would result in a request for one day in June and a request for two days in July. Contact
HR if you have any questions.

e Naturally, it is always beneficial to request your leave as far in advance as possible, however, if
your appointing authority is not available and you need to request leave you may do one of the
following:

o Wait until your appointing authority returns.

o Fill out the request as normal and then contact ITS and ask that your request be
forwarded to the next authority in your chain of command. Only ITS can perform this
function for you.

If you are an appointing authority and you are going to be absent for an extended period,

please contact Information Technology Services and advise the department as to where you
would like to have leave requests directed.
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5. Assistance:

Should you have any questions regarding the use of the PLARP application, please contact the IT Helpdesk
anytime:

IT Helpdesk

helpdesk@tmcc.edu
673-7800

If you have questions regarding professional leave policy and procedure, contact Nicole Scollard in Human
Resources:

Human Resources
humanresources@tmcc.edu
674-7168
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