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Employee Overview 

This user guide will show employees how to submit and view leave requests for family 
and medical reasons (i.e., employee’s own serious health condition, birth or placement 
of a child, etc.) in ConnectCarolina. The UNC Leave Administration Team created this 
online submission format to make leave requests simpler and more consistent.  

Employee Access to Submit a Leave Request 
 

Log into ConnectCarolina.unc.edu 

 

Navigate to Self Service  

 

https://connectcarolina.unc.edu/
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Select the My Benefits Tile on Self Service Homepage of ConnectCarolina. 
 

 
 
Select the ‘Submit a Leave Request’ link under the Leave folder. 
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The page will display an overview of the online family and medical leave request 
form. The purpose of this form is to request time off work for family and medical 
leave reasons. If leave is needed for some other reason, this form should not 
be completed. Prior to submitting the request, we recommend that you review the 
University’s Family and Medical Leave policy. 

 

 

When selecting the next button, the employee will receive the following warning 
message which explains this form cannot be saved after it is started. If the employee 
selects ‘cancel’ or the system times out, the answers will not save and the employee 
will need to start the process from the beginning.  

 
 
The following page will display employment information specific to the employee 
submitting the form. Employees are required to select their departmental HR 
Representative using the search prompt (magnifying glass). This individual will be 
copied on communications related to this leave request.  Select the appropriate 
person from the list search results. If you do not know who your HR Representative 
is, select the HR Officer for your school or division. 
 

https://policies.unc.edu/TDClient/2833/Portal/KB/ArticleDet?ID=131750
https://hr.unc.edu/about/directory/schools-divisions/
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Employees are also required to indicate their Regular Work Schedule and Preferred 
Phone.  
 
Adding a preferred email is optional. If the preferred email field is completed, then 
that email address will be used for all leave communications for this leave case (i.e., 
eligibility notice, approvals, etc.).  
 

 
 

This page will also allow the employee to select the reason for this leave request.  
Options include: 

• Employee’s Serious Health Condition 
• Family Member’s Serious Health Condition 
• Birth of a child and to bond with the newborn 
• Placement of child with employee for adoption or foster care and to bond with 

the new child 
• Military Family Leave for Qualifying Exigency 
• Military Caregiver Leave 
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A leave reason must be selected prior to moving forward or the employee will 
receive an error message. 
 

 
 
Only one leave reason can be selected per request. If an employee attempts to 
select more than one reason the prior selected reason will return to ‘No’.   

 
Supplemental questions will populate based on the leave reason selected. These 
supplemental questions will assist the Leave Team in processing the leave request.  
In addition, these questions will determine which fields are shown on the following 
page. Here is an example of the supplemental questions that display when an 
employee selects the leave reason of Birth of a child and to bond with the newborn.  
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If the employee has another open leave request, they will see a warning message 
when selecting the next button. This warning message is to remind employees if 
they need to update the existing request email leave@unc.edu. If this is a new 
request, select ‘OK’ to proceed. 
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The Estimated Leave Schedule section explains the leave types available.  
Employees can select from Continuous Leave, Intermittent Leave, or Reduced 
Schedule Leave.  

Select all the leave types that apply and indicate the estimated start date and 
return date (day after leave ends) for each period of leave. Complete the dates 
to the best of your ability. The Leave Team can update the dates later, if needed. 

 
 
Continuous leave is leave not broken up by periods of work.   

 

 
 
Intermittent Leave is leave taken in separate blocks of time for a single qualifying 
reason. In the explanation field the employee should indicate how they are 
requesting to use the blocks of leave time.  
 

 

If the leave reason selected was Birth of a child and to bond with the newborn or 
placement of a child with employee for adoption or foster care and to bond with the 
new child, an additional question will appear in the intermittent leave section. The 
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employee must indicate if the department has approved the requested leave 
schedule.  

 

Reduced Work Schedule Leave is leave taken that reduces the employee’s usual 
weekly or daily work schedule. In the explanation field the employee should indicate 
the reduced schedule they are requesting.   
 

 

If the leave reason selected was Birth of a child and to bond with the newborn or 
placement of a child with employee for adoption or foster care and to bond with the 
new child, an additional question will appear in the reduced schedule leave section.  
The employee must indicate if the department has approved the requested leave 
schedule.  

 

 
Intermittent Leave and Reduced Work Schedule Leave can be taken concurrently. 
Continuous Leave dates cannot overlap with Intermittent or Reduced Work Schedule 
Leave dates. If overlapping dates are entered, the employee will receive the 
following error message.  

 
 
If the request was for Birth of a child and to bond with the newborn and the 
employee is the birthing parent, the employee will see the Paid Parental Leave for 
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Recuperation section. When requesting to use recuperation leave, the estimated 
start date will default to the expected delivery date or child’s date of birth added on 
the first page. The estimated recuperation leave return date will default to 4 weeks 
after the start date. If the date of birth changes, the Leave Team will update the 
approval dates. 
 
The Paid Parental Leave policy only applies for certain employee types; 
therefore, Faculty and temporary employees will not see this section even for 
the above leave reasons.  
 

 
 
If the request was for Birth of a child and to bond with the newborn or Placement of 
child with employee for adoption or foster care and to bond with the new child, the 
employee will see the Paid Parental Leave for Bonding section. When requesting to 
use bonding leave the estimated bonding start and return dates must be completed. 
Bonding leave must be used for a continuous four-week period and taken within the 
first 12 months of the birth or placement. 
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If the request is for an eligible faculty member, the Faculty Serious Illness section 
will display to provide information about the Faculty Serious Illness policy. 
 

 
 
If the request is for an eligible faculty member for Birth of a child or Placement of 
child with the employee for adoption of foster-care and to bond with the new child, 
the faculty member will see the Faculty Parental Leave section. This section 
provides information about the Faculty Parental Leave policy and may display 
supplemental questions.  
 

 
 
The Leave Accruals section will populate for employees who track time in TIM. This 
section will display leave balances for Sick, Vacation, and Bonus. Employees must 
indicate if any leave balances should be retained and if so, explain the amounts. 
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The Voluntary Shared Leave (VSL) Attestation section will populate for employees 
who track time in TIM and have less than 160 hours of combined Sick, Vacation, 
and Bonus leave available. Employees can indicate if they would like to apply for 
VSL in this section as well as specify if they would like their department to solicit 
VSL on their behalf.   
 

 
 
All employees must read the Employee Leave Certification statements prior to 
signing and submitting their leave request.  
 

 
 
After submitting the leave request, employees will see a results page which includes 
a link to the Leave Document form. If the employee has a document related to the 
leave request that they would like to submit at this time they can do so using the link.  
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After submitting the leave request, the employee, their supervisor, and their HR 
Representative will receive an email indicating the date the leave request form was 
submitted, the reason for leave, and instructions on how to view the form. 
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Page 14 of 17 
 

Employee Access to View a Leave Request 

Select the My Benefits Tile on Self Service Homepage of ConnectCarolina. 
 

 
 

Select the ‘View My Leave Forms’ link under the Leave folder. 
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Employees are required to complete DUO to view leave forms as they may 
contain sensitive information. Instructions are available on how to set up DUO if 
the employee has not previously registered.  
 

  
 

After completing the DUO prompt, the employee can continue to ‘View My Leave 
Forms’.  



Page 16 of 17 
 

  
 
When landing on the search page the employee must select the search button to 
see the form list.  
 

 
 
When the employee selects the Search button, the search page will display all 
Leave Requests and Leave Documents submitted regardless of their status 
(approved, denied, pending). Employees can select the Leave Request they 
want to view from the list and the form will open. 
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If you have questions or need assistance, please call the Benefits, 
Leave Administration, & Total Wellbeing department in the Office of 

Human Resources at 919-962-3071 or email leave@unc.edu. 

 

mailto:leave@unc.edu
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