
 
Requesting a Medical Leave of Absence 
AbsenceSoft Employee Self Service 

Overview 
In the event you need to be off work for an extended period, due to a medical condition, follow the steps below to 
request a Medical Leave of Absence.  After completion, Human Resources will be notified of the request and will 
send the appropriate paperwork that needs to be completed by a healthcare provider. 
 

Logging in to Absence Soft 
Login to AbsenceSoft here. Click on LOGIN WITH SSO to use your M/I Homes login.  If you are not connected to the 
M/I System, you can also enter your M/I Homes email address, and click on Forgot Password, to establish your 
account password. 

 

Requesting a New Leave of Absence 
To request a new leave of absence, click on Request New Case.  The homepage will also reflect any open or 
previous requests.  Updates, outside of regular communications, on open cases will be found here as well. 
 
 
 

https://mihomes-ss.ess-absencetracker.com/Login?ReturnUrl=%2F
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Select from Request New Leave, Request New Accommodation, or Update My Cases.  Click on Request New 
Leave, to request a continuous or intermittent leave of absence.  Click on Request New Accommodation when a 
leave of absence is not need but accommodations are needed to perform job functions. 
 

 
 

Navigation 
A navigation bar will be located at the top of the page to reflect the progression through the request. 
 

 
 

Personal Info  
Review the personal information.  If any information is incorrect, it will need to be updated through Dayforce. Click 
here to learn how to change your address on Dayforce.  Enter a personal email address if that is the preferred way 
of communication during the leave of absence. If someone else is to be contacted or get updates about the leave 
of absence, click in the box next to Do you require alternate contact info for this case? 
 
 
 
 
 
 

https://mihomesinc.sharepoint.com/:b:/r/sites/HR/Ceridian%20Guides/Change%20of%20Address.pdf?csf=1&web=1&e=esHqh1
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Scroll to the bottom of the page and click on Confirm and Continue. 
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Reason For Case 

Select the reason for the leave of absence.  The most common reason will be Employee Health Condition.  Click 
on the other options to find the definition of each. Once a reason is selected, additional questions will populate. 
Answer those questions and click on Confirm and Continue.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Absence Details 
Select additional details regarding the leave of absence. Consecutive (unable to work at all), intermittent (will need 
time off periodically), or reduced schedule (doctor is requesting you to work partial days). Click on the options, to 
be provided a description of that type of leave of absence. After you have identified the type that is needed, click on 
Confirm and Continue. 
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Duration of Request 
Enter the estimated dates for the leave of absence.  These dates are just estimated and can be adjusted later.  
Click in the box a calendar will appear or type in the dates. Once the dates have been entered, click on Confirm 
and Continue. 

 
Additional Information 

5 days of PTO (see Employee Handbook for additional information) is required when taking a leave of absence.  To 
use additional days, click on the drop down and select Yes, if not select No.  If selecting yes, remember to enter 
the number of additional days, not hours.  Then click on Confirm and Continue. 
 

 
Confirm Request Details 

Confirm the details of the request to ensure the information is correct.  Then click on Submit Request.  
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Confirmation of Submission 
Confirmation of the submitted leave of absence, along with the case number will show on the screen.  Click Close 
and View Cases to go back to the home page. 

 
 

After Submission 
The leave of absence request will be sent to Human Resources. After review, a communication will be sent that will 
include the paperwork that will need to be completed by a healthcare provider to approve the leave of absence.  
Unless you have a written instruction from a healthcare provider, continue to report to work until you hear from 
Human Resources.       
 


