
How to Submit your STD 
Leave in the MSFT Leave Tool



How to submit a Short-Term Disability Leave

1. To request a STD leave of absence, go to the Microsoft Leave of Absence Tool.
2. Click on Submit a New Leave Request.

3. On the next page under Reason for Leave Request, Choose Employee Health Condition to begin the application 
process then click next at the bottom of the page.

4. The next page asks for an illness/injury date, a brief description, and if you wish to apply for paid benefits. Please 
click next when you have answered the questions below.  

.                                        

https://nam06.safelinks.protection.outlook.com/?url=https%3A%2F%2Faka.ms%2FLOATool&data=05%7C01%7Claniba%40microsoft.com%7C0375463447914372893408daa31bdd95%7C72f988bf86f141af91ab2d7cd011db47%7C1%7C0%7C638001637326360861%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=oP%2FkVTr2jXxV8fsGd4%2Bd3XysxXcc6W1zgqg%2B4i7GBy4%3D&reserved=0


How to submit a Short-Term Disability Leave (cont.)

5. Now you’ll add in your start/end date of leave and your last day worked. 

6. This next page is where you will choose the leave type for your LOA. Please choose the correct type for your 
situation. 



How to submit a Short-Term Disability Leave (cont.)

7. Here in the PTO section, you may utilize any vacation (Hourly EE’s Only), floating holiday, or HHTO time while you 
await your leave to be approved.

8. This page is where you will read and sign off on the Leave acknowledgement before completing your STD request. 

*Any vacation, floating holiday or HHTO time used 
can be replaced with disability pay once approved 
and credited back to your bank the following pay 
period.



How to submit a Short-Term Disability Leave (cont.)

9. The leave Summary Page is a summary of the leave that you just created. You can see how many hours you’ve used 
along with how many are available. 

*Please note all leaves start off 
as unpaid until approved by 
Prudential. 



How to submit a Short-Term Disability Leave (cont.)

10. Congratulations! You’ve made it to the Leave Submission page, please click Submit at the bottom of the page to 
submit your leave request.

11. Now that you have completed your leave request on the Microsoft end, now it’s time to apply for STD Benefits by
calling Prudential at 1-877-673-8562 (877-MSFTLOA).
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