
 

 

How To Submit Paternity Leave Requests in SuccessFactors 
 

This guide will show you how to submit your paternity leave request in SuccessFactors. 
 

1. Navigate to SuccessFactors 

 



 

 

2. Click "Request Time Off" 

 

3. Click "Select Options" and Select "Paternity Leave" 

 

 



 

 

4. Use the calendar icon to select the "Start" and "End Dates" of the Paternity Leave. 
Please note that Only 7 or 14 calendar days may be selected for Paternity Leave 
 

 

5. Please type any comments in the "Comment" box 

 



 

 

6. Click "Upload" and attach your completed Paternity Leave Plan 

 

7. Click "Submit" 

 

8. This workflow will now be sent to your Line Manager for approval. 

 

https://warwick.ac.uk/services/peopleteam/internal/policies/paternity/

