MLOA Request Process

Quick Reference Guide

BUILDING AMERICA™

Leave Management

Accessing eHealthSafe (eHS):
From the MY UP Page:
1. Select Employee Drop Down
2. Click on eHealthSafe Link
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From the external Union Pacific Website (www.uprr.com):
1. Select Employe Drop Down
2. Click More

CUSTOMERS » pd'Igin{d3y COMMUNITIES»  SUPPLIERS

EMPLOYEES SITE (SECURED)
DIVERSITY & INCLUSION
EMPLOYEE CLUBS

RETIREES AND FAMILIES SITE

UP CAREERS

REMOTE ACCESS TO UP NETWORK
FURLOUGH INFORMATION

MORE
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3. Click Request Leave from the employee access box

Employees Access

UP EMPLOYEES SITE

Requires TCS User ID and password

Entering MLOA Request:

> MyUP Access

» ePayroll

> Labor Relations

> HR/Benefit Inquiries

> Remote Access to UP Network

» Performance Management I
Formerly Total Performance Tracker (TPT)

> Request Leave
(FMLA and Medical Leave of Absence)

> Return to Work & Fitness for Duty

» Furlough Information

1. In eHS, navigate to Employee > eHealth Safe.
2. Click Request a Medical Leave of Absence (MLOA)

FR Employee » eHealthSafe » Employes > Overview

Employee Warklst Human Resources Financa SAPGUI Business Inteligence

Owerview | Unlock Personnel Number ~ ePayroll | TimeEnfry | Travel & Expenses.

0is

MyProfile | My Benefits

- loyes
RO ~ T would Iikein...J

+ Overview
} Request a Service

+ Messages { Alachmenis consecutive missad days,

Request 3 Medical Leave of Absence (MLOA)

+ My Status Update 1 Sub... Request a Family Medical Leave of Absence (FMLA]

b Manager

Communicate 2 Repartzble Health Condition

Select this ontion if you are requesting a new Medical Leave of Absence for your owin persanal medical condition that raquires four or mare

Select this option if you are requesting a new Family Medical Leave of Absenca,

Select this option if you would Iike to report 2 health condition spacified in the medical rules.
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Input the start date and anticipated end date for your medical leave of
absence.
o Requests must be entered prior to your return to work.
e Requests can be made up to 30 days prior to your MLOA
start date.
The end date is your best estimate on the date you
anticipate returning to work.
Enter the reason for your medical leave of absence.
Leave type defaults to Off Duty Block Medical Leave.
Enter your preferred phone number and email address.
Click Submit to complete your leave request.
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[ REASGN FOR WEDICAL LEAVE OF ABSETCE

By ceking submit on tis requst fr Mecical Leave cf Ase
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documentation may revert 0 unescused

Upon clicking submit, you will be placed in a pending leave status on
the start date provided once your request has been processed.
Follow normal layoff procedures until your leave has been reviewed.
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6. Click on Messages/Attachments in the menu on the left.
7. Click the View Attachments button to access your leave paperwork

and forms.
i

~ Employee
« Overview SAP My To Do List

~ Request a Service:

- MymLOA

= G ToDo List  Acknowledged
» My Medical Condition —_—

- Messages /Afiachments Date: # | To |

s
Required Action: | Acknowledge

Note: Select row to view action item below the table.

» Manager

View: | [Standard View] v || (Export ~

On Duty
Employee Name Service Stage Injury
Related

Notification
Date

Emp...
D

Description Department

2-Awaiting Infor...  No. 09/15/2023 10:... REQUEST FOR LEA.

View Attachment
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