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Submit a New Accommodation Request



STEP 1

Click on the AbsenceTracker logo in myBama for single sign-on access to
 your Employee Self-Service (ESS) Dashboard

STEP 2

Click on NEW REQUEST or the REQUEST NEW CASE button to get started
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STEP 3

Click on REQUEST NEW ACCOMMODATION

STEP 4

If you need to update any personal information, contact the HR Service
 Center at (205) 348-7732 or email hr@ua.edu, otherwise click CONFIRM
 AND CONTINUE
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STEP 5

If personal information is incorrect, click the checkbox to provide
 ALTERNATE CONTACT INFO for this case

STEP 6

Click on CONFIRM AND CONTINUE
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STEP 7

Click on the REASON FOR CASE to identify the TYPE of accommodation
 required, then CONFIRM AND CONTINUE

STEP 8

Click on TIMING for this accommodation request and provide estimated
 START/END DATES as applicable, then CONFIRM AND CONTINUE
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STEP 9

Review the request details page, then click on SUBMIT REQUEST

STEP 10

Your new accommodation request will be assigned a Case ID number and
 reviewed by an assigned Case Manager in the BeneVts OfVce
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STEP 11

Click on CLOSE AND KIEW CASES to exit and return to your Employee
 Self-Service (ESS) Dashboard

STEP 12

After submitting the new accommodation request, you will receive an
 ACCOMMODATION AC?NOWLEDGEMENT letter via email with additional
 information and next steps to continue the interactive process.

For example, you will be asked to complete a more detailed Employee Accommodation 
Request Form within seven (7) days of receipt of this acknowledgement. You must also 
return a Medical Inquiry Form completed by your healthcare provider within 7fteen (15) 
days of acknowledgement.
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