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INSTRUCTIONS FOR FILLING OUT THE ONLINE APPLICATION 
FOR A SABBATICAL LEAVE (FACULTY MEMBER) 

Please read the information regarding the Sabbatical Leave program prior to completing the online application.  This 
information can be found at this website: https://hr.wisc.edu/professional-development/funds/sabbatical/. 

Please note that you will need your CV (2-3 single spaced pages) and your proposal in PDF form completed before 
starting the online process. 

The online application is available at this website:   http://apps.ohr.wisc.edu/staffdev 

If you have questions, please contact Donna Seelye (donna.seelye@wisc.edu, 890-3183).   

NOTE:  For those faculty members with split appointments, we advise that you share your proposal with both 
departments before starting the online process. 

Fill out the application/nominator information and click on the appropriate box at the bottom of the page.  Note that this 
is where you will indicate whether you have a split appointment.  An example is shown below. 

https://hr.wisc.edu/professional-development/funds/sabbatical/
http://apps.ohr.wisc.edu/staffdev
mailto:donna.seelye@wisc.edu
mailto:laurie.mayberry@wisc.edu
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If you click “Save for Later,” you will see the following screen.   NOTE: Only the top portion of the screen is shown. 

You will need to log back into the site using your NetID and password at this website: http://apps.ohr.wisc.edu/staffdev. 
Click on “VIEW MY PROPOSALS” and click “Edit Proposal” to continue.  

If you click “Save and Continue to Next Page,” you will see the following: 

http://apps.ohr.wisc.edu/staffdev
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NOTE REGARDING SABBATICAL PERCENTAGES:  Generally, Academic Year sabbaticals are taken at 65% 
salary support from the department and semester long sabbaticals are taken at 100% salary support.  Check with the 
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Dean’s office if you are unsure of the amount.  The percentages will automatically populate with 100% for one semester 
and 65% for the academic year.  If these numbers are not correct, you can change them manually. 

At this point, you should read the conditions of the sabbatical program found on this website:  
https://hr.wisc.edu/professional-development/funds/sabbatical/ 

If you click “Save for Later,” you will need to log back into the site using your NetID and password at this website: 
http://apps.ohr.wisc.edu/staffdev.  Go to “VIEW MY PROPOSALS” and select your proposal.  Then select “Edit 
Proposal.”  See the screen shot below. 

If you click “Save and Continue to Next Page,” the Sabbatical Agreement will appear.  Read it, fill out (1) if 
appropriate, and check the box at the bottom of the page.  Click “Save and Continue to Next Page.”  The next page is 
Compensation Received During Sabbatical Assignment.  

NOTE: Enter the salary you are paid by the UW during your sabbatical in the first box.  For a full academic year, enter 
65% of your salary.  For a semester, enter the amount you would receive for one semester. This is a required field; you 
must enter an amount to continue to the next page. Since it is often impossible to know whether you will receive 
additional grant money, enter the amount you are applying for.  If this changes, submit a revised compensation form with 
the sabbatical report you submit to the Vice Provost’s Office.  If you have questions, check with your Department 
Administrator. 

https://hr.wisc.edu/professional-development/funds/sabbatical/
http://apps.ohr.wisc.edu/staffdev
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If you click “Save for Later,” you will need to log back into the site using your NetID and password at this website: 
http://apps.ohr.wisc.edu/staffdev.  Go to “VIEW MY PROPOSALS” and select your proposal.  Then select “Edit 
Proposal.” 

If you click “Save and Submit for Review,” this screen will appear.  Follow the instructions.  This is the step where you 
are submitting the proposal to your Chair.  You will receive an e-mail telling you that your proposal was submitted.  If 
you don’t receive an e-mail within 15 minutes, check your SPAM folder.  

http://apps.ohr.wisc.edu/staffdev
http://apps.ohr.wisc.edu/staffdev
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After you click “Submit to Next Step,” you will see the following (partial page shown).  Note the “Show History” 
button.  If you click on it, you can see where your proposal is in the process. 

The Chair will receive an e-mail saying there is a sabbatical proposal waiting for his/her review.  Your Chair should click 
on the link to the website and log on with his/her NetID and password. After reviewing the proposal, if he/she wants to 
approve it, there will be a box that says “Click Here to Enter Your Decision.” After clicking on the box, the following 
will appear: 
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If your Chair clicks “Return to FACULTY MEMBER NAME,” he/she is rejecting the proposal and sending it back to 
you, the submitter. You will receive an email telling you that the proposal was rejected. Go to “VIEW MY 
PROPOSALS” and select your proposal.  Then select “Edit Proposal” to make changes. 

When you are finished, follow the steps outlined above to resubmit the proposal to your Chair.  The Chair will receive a 
new e-mail informing him that there is a proposal for his review.  He/she should click on the new link to review the 
proposal. 

If your Chair clicks “Take No Action At This Time,” he/she can go back to it later.  If he/she chooses to review the 
proposal later, he/she will need the link received in the previous e-mail to access the website.  If your Chair clicks 
“Submit to Next Step,” he/she is approving the proposal and sending it to the Dean’s Office. 

The Dean/Director (or designee) will receive an e-mail message stating that there is a proposal to be reviewed with a link 
to the website.  He/she should click on the website in the e-mail. After logging into the website using his/her NetID and 
password, he/she will review the proposal.  There is a box at the bottom of the page that says “Click Here to Enter Your 
Decision.”  If he/she wants to approve the proposal, they should click on this box and the following will appear: 
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If the Dean clicks “Return to CHAIR NAME,” he/she is rejecting the proposal and sending it back to the Chair. The 
Chair will receive an e-mail saying the proposal has been rejected .  The Chair can access the proposal by clicking in the 
link he/she previously received via e-mail.   If the Dean clicks “Take No Action At This Time,” he/she can go back to the 
proposal later.  It can be accessed by clicking on the link he/she previously received via e-mail. Clicking “Submit to Next 
Step” approves the proposal and sends it to the Academic Personnel Office.    

At this point, the process of submitting the proposal to the Academic Personnel Office is complete.   The Dean will receive 
an email saying that the proposal has been submitted.   Academic Personnel will receive an e-mail saying there is a 
proposal waiting for review.   

Please print the proposal for your records.   Remember to LOG OUT at the top of the page. 

If you have any questions or problems with the online submission process, please contact Donna Seelye 
(donna.seelye@wisc.edu, 890-3183).  

mailto:laurie.mayberry@wisc.edu
mailto:donna.seelye@wisc.edu
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