Proses Cuti di myATMA 3. Pada bagian ‘Reason’ pilih alasan cuti,

, lalu isi detail deskripsi alasan
‘ 1. Klik ‘Main Menu' -> 'Self Service pengajuan cuti
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2. Dosen PA memberikan persetujuan di
myATMA 2. Klik ‘Create New Request’

> Kiik ‘Leave of Absence 4. jika sudah, klik ‘Submit maka

3. BAK memberikan persetujuan di myATMA akan keluar ‘Request Number

XXXXXXXXXXTIANUSXXXXX
4. Ambil dan isi form cuti di Bagian SR —

My Request Detail
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5. Pada Self Service -> Service Request 7. Lalu pada kolom Status akan muncul

9. Jika pada kolom Status muncul
mahasiswa akan melihat permohonan ‘Approved’

cutinya vang telah diajukan
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(artinya sudah disetujui PA dan BAK)
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Create New Request

6. Setelah pada kolom Status sudah muncul 8. Mahasiswa akan mendapat email yang

‘Approved-Go to next approver’

(artinya sudah disetujui PA)

Selanjutnya menunggu persetujuan BAK
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Create New Request

menjelaskan pengajuan cuti sudah
disetujui dan perlu melakukan
beberapa langkah tambahan

‘Rejected’, maka pengajuan cuti
ditolak dan akan mendapat
pemberitahuan lewat email
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........ Fonvarded Message
Subject:Leave of Absence Request - Approved
b 16 04:11:45 +0000
a ac id

Dear XOOXXXXIXXXXXXX

Please bgmlomedlhal yourLeave of Absence Request for ODD Semeste ,zmszunlna been approved by Academic Advisor and ]

For further datails, please login
tohtp/10.10.2.33 80 10psc COUATIENPLOYEE/SA/GN_SELF_SERVICEN S8 SRY_REQ GEL"Page=N_SRV_REQ VIEW_8Action=U
SEMPLID=120150008308OPRID= Online Application

The next step to do.

1. After obtaining the approval, the student should prnt this email as an approval for Leave of Absence (LOA)

2. The student should get the Form of Leave of Absence from the BAA - Registration (BAA - Pendaftaran) and go to the Library to get the
approval

3 Afterthe student gets the approval llom the Li ibrary the student should bring that Form of Leave of Absence and the pant-out fromthis
email to the BAA ~ (BAA tobe futher

Thank you & have a good day

Kolom Status

Penjelasan langkah
tambahan

------ Forvarded Message =
Subject:Leave of Absence Request -Rejected
Date:\Wed, 26 Oct 2016 04 I)B 5340000

From:noreply@stmajaya.ac
ToAJAY K PATELGORACLE cOts

Dear XOOOOOXXXXTIANUSXXXXX

Please bginformed that your Leave of Absence Request for ODD Semester 2016201

For further details. please login
1o http /10 10 2 38 8010/ps/ CSUATIEMPLOYEE/ISAUGN SELF SERVICE N_$S SRV REQ GBL?PagesN SRV REQ VIEW &Acticn=l
SEMPLID=1201500172380PRID= Online Application

Thank you & have a good day

*contoh email rejected

10. Setelah mendapat email persetujuan,

silahkan ambil form cuti di Bagian
Pendaftaran. Lalu silahkan minta
persetujuan dari Perpustakaan

Langkah terakhir, bawalah form cuti
dan print-out bukti email konfirmasi
cuti ke Bagian Pendaftaran
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