
Application for Leave – Guide regarding Covid-19 (Corona Virus) specific 

processes   
 

Application for: Work from Home 
 

1. Log on to sun-e-HR by accessing the link on the My.SUN website under Staff. 

2. Open the function ‘Leave of Absence’ under the Responsibility ‘SUN Employee Self Service’. 

3. The Leave of Absence: Summary page will open (Fig. 1). 

4. Click on the ‘Create Absence’ button. 

 

 
Fig. 1 

 

5. The Create Absence: Enter Absence Details page will open (Fig. 2). 



 
Fig. 2 

 

6. On the form select the drop-down list for the field Absence Type, and select option ‘Leave of 

Absence’ (Fig. 3). 

 

 
Fig. 3 
 

7. On the form select the drop-down list for the field Absence Reason and select the option ‘Work 

from home’ (Fig. 4). 



 
Fig. 4 

 

8. Enter the rest of absence details and click on the ‘Next’ button (Fig. 5).  

 

 
Fig. 5 

 
9. The Create Absence: Review form will open (Fig. 6). 

10. Review you request and click on the ‘Submit’ button. 

 

 
Fig . 6 

 

11. The system will inform you of a successful submission (Fig. 7) 
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Application for: Covid-19 – Self Isolation 
 
 
1. Log on to sun-e-HR by accessing the link on the My.SUN website under Staff. 

2. Open the function ‘Leave of Absence’ under the Responsibility ‘SUN Employee Self Service’. 

3. The Leave of Absence: Summary page will open (Fig. 1). 

4. Click on the ‘Create Absence’ button. 

 

 
Fig. 1 

 

5. The Create Absence: Enter Absence Details page will open (Fig. 2). 



 
Fig. 2 

 

6. On the form select the drop-down list for the field Absence Type, and select option ‘Leave of 

Absence’ (Fig. 3). 

 

 
Fig. 3 

 

7. On the form select the drop-down list for the field Absence Reason and select the option 

‘Covid_19 Self Isolation’ (Fig. 4). 

 
 

 



 
Fig. 4 

 

8. Enter the rest of absence details and click on the ‘Next’ button (Fig. 5).  

 

 
Fig. 5 

 
9. The Create Absence: Review form will open (Fig. 6). 

10. Review your request and click on the ‘Submit’ button. 

 

 
Fig . 6 

 

11. The system will inform you of a successful submission (Fig. 7) 
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Application for: Family Responsibility Leave 
 

1. Log on to sun-e-HR by accessing the link on the My.SUN website under Staff. 

2. Open the function ‘Leave of Absence’ under the Responsibility ‘SUN Employee Self Service’. 

3. The Leave of Absence: Summary page will open (Fig. 1). 

4. Click on the ‘Create Absence’ button. 

 

 
Fig. 1 

 

5. The Create Absence: Enter Absence Details page will open (Fig. 2). 



 
Fig. 2 

 

6. On the form select the drop-down list for the field Absence Type, and select option ‘SUN 

Compassionate Leave’ (Fig. 3). 
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7. Enter the rest of absence details and click on the ‘Next’ button (Fig. 4).  

 

 



 
Fig. 4 

 
8. The Create Absence: Review form will open (Fig. 5). 

9. Review your request and click on the ‘Submit’ button. 

 

 
Fig. 5 

 

10. The system will inform you of a successful submission (Fig. 6) 
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Application for: Sick Leave – Confirmed Diagnosis Covid-19 (Corona Virus) 
 
 
1. Log on to sun-e-HR by accessing the link on the My.SUN website under Staff. 

2. Open the function ‘Leave of Absence’ under the Responsibility ‘SUN Employee Self Service’. 

3. The Leave of Absence: Summary page will open (Fig. 1). 

4. Click on the ‘Create Absence’ button. 

 

 
Fig. 1 

 

5. The Create Absence: Enter Absence Details page will open (Fig. 2). 



 
Fig. 2 

 

6. On the form select the drop-down list for the field Absence Type, and select option ‘SUN Sick 

Leave’ (Fig. 3). 
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7. On the form select the drop-down list for the field Absence Reason and select the option 

‘Covid_19 (Corona Virus)’ (Fig. 4). 
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8. Enter the rest of absence details and click on the ‘Next’ button (Fig. 5).  

 

 
Fig. 5 

 
9. The Create Absence: Review form will open (Fig. 6). 

10. Review your request and click on the ‘Submit’ button. 

 

 



 
Fig . 6 

 

11. The system will inform you of a successful submission (Fig. 7) 
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