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

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

NOTE:  For those faculty members with dual appointments, we suggested that they share their proposal with both 
departments before starting the online process. 

The pages of the website that the faculty member will fill out are shown below.   The bottom of the first page is where they 
will indicate whether they have a split appointment. 

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

mailto:donna.seelye@wisc.edu
mailto:laurie.mayberry@wisc.edu
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If the faculty member clicks “Save and Submit for Review,” this screen will appear. 
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After the faculty member clicks “Submit to Next Step,” he/she will see the following (partial page shown).  Note the 
“Show History” button.  If you click on it, you can see where the proposal is in the process.   

The Chair will receive an e-mail saying there is a sabbatical proposal waiting for his/her review. 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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The 2nd letter of support is for those faculty members with split appointments. 

If the Chair clicks “Submit to Next Step,” he/she is approving the proposal and sending it to the Dean’s Office. 

You (or your designee) will receive an e-mail message stating that there is a proposal to be reviewed with a link to the 
website. Please check your SPAM during this time; sometimes the e-mails end up there.  Click on the link and log in 
using your NetID and password.  If you approve the proposal, the following will appear: 
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If you click “Return to Previous Step,” you are rejecting the proposal and sending it back to the Chair, who will receive 
an e-mail saying the proposal has been rejected.  

If you click “Take No Action At This Time,” you can go back to it later.  If you choose to review the proposal later, you 
will need the link received in the previous e-mail to access the website.   

Clicking “Submit to Next Step” approves the proposal and sends it to the Academic Personnel Office. The following 
page will appear: 
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When you have finished reviewing all the proposals for your school/college, please send a letter via e-mail listing your 
school/college proposals to Donna Seelye (donna.seelye@wisc.edu). 

At this point, the process of submitting the proposal to the Academic Personnel Office is complete.  You will receive an e-
mail saying that the proposal has been submitted, and the Academic Personnel Office 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:donna.seelye@wisc.edu
mailto:donna.seelye@wisc.edu
mailto:laurie.mayberry@wisc.edu
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