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This guide provides steps to submit requests for non-work-related and work-related medical 
leave of absences. These steps should also be followed to submit leave extensions.
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In this guide, you will learn:

How to Request Extended Absence

How to Request Extended Absence                                                                         


Making Changes to an Existing Request                                                                     
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On the Employee Self Service (ESS) 
main page, click on the NavBar icon 
to access the main menu.

Step 1

From the Menu, click Global Payroll & 
Absence Mgmt.

Step 2

From the Global Payroll & Absence 
Mgmt sub-menu, click Payee Data.

Step 3

Within the Payee Data menu, click 
Maintain Absences.

Step 4

Under Maintain Absences, click 
Request Extended Absence to start 
the submittal process.

Step 5
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Input your Employee ID or any of the name search fields to 
locate your PeopleSoft record. 


Click Search to be directed to the request form page. 

 


Note: If you conduct your search by inputting a couple of 
letters of your name, you will have to locate your name 
under the search results, and double click on your 
employee record.

Step 6

On the Request Extended Absence page, provide the leave dates you are requesting. 


Be sure to fill out all the fields with an asterisk including Absence Type, which will cause 
the Absence Reason dropdown and a Comments section to appear on the page. 


Once the fields in the Extended Absence Request Details box are filled in, click Save for 
Later to access the related links feature to attach required documents.

Step 7
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Note: If you click on the 
Leave of Absence Policy 
link, you will be 
redirected to the Leave of 
Absence resource page. 
And will have to navigate 
back to the form. 

Note: This form should 
not be
submitted for Paid 
Family
Leave (PFL) 
requests.
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A confirmation screen will appear once 
you have saved your request. 


Click OK to return to the Request 
Extended Absence screen.

Step 8
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Click on Absence Supporting 
Documents link to view the Maintain 
Attachments pop up screen. 

Step 9

Click Add Attachment to begin 
submitting the required supporting 
documentation. 

Step 10

Fill in the required Subject line and click 
Add Attachment to access the File 
Attachment pop up screen. 


Click Choose File to access the location 
your documentation is saved in and click 
Upload. 

Step 11

123456789

ANDY ALLEN

123456789



HRSS Leaves Administration


4

If your file(s) uploaded properly, the 
name of the file will appear under the 
Subject line. 


Click Save.

Step 12
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Medical_Certification

Once attachments have been saved, 
they appear in the Attachments section.


Click Extended Absence Request to 
return to the request form page.

Step 13

The number of documents uploaded will 
appear in the Absence Supporting 
Documents area under Related Links.


Click Additional Information to enter 
personal information and work schedule.

Step 14
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. . .

Follow the instructions in every section and fill out all required fields except the FMLA 
Eligibility section. Click Validate Sections then click on Return to Extended Absence 
Request.

Step 15

The FMLA Eligibility section will 
populate after Validate Sections 
is clicked.


Note: This section is an estimate 
that will be reviewed and 
confirmed by the Leave team.

The Work Schedule 
section MUST be 
completed to 
successfully submit 
your request. 


Note: If your 
schedule is not 
found in Section A, 
please complete 
Section B.
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When back on the Request Extended Absence page, click Submit to formally submit your 
request. 

Step 16

ANDY 

ALLEN

Clicking Submit will complete your leave request and will show a Confirmation Page 
Absence EA pop up. 


Click Yes and the next screen will reconfirm your submission.

Step 17

Note: If you click No, you will 
be directed back to the 
request form where you can 
make any necessary 
changes to your submission. 



HRSS Leaves Administration


If the request was successfully submitted, you will receive an email like the one below.

Email Confirmation

Click on the link provided in the 
confirmation email to review 
your submission in PeopleSoft. 


Note: You will not be able to 
make changes to your request 
once submitted.  

123456789 - ANDY ALLEN
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On the Employee Self Service (ESS) 
main page, click on the NavBar icon 
to access the main menu.

If your leave gets pushed back after being submitted, you can edit the Extended Absence 
Request form by following the steps below.

Making Changes to an Existing Request

Step 1

From the Menu, click Self Service.

Step 2

Within the Self Service sub-menu, 
click Time Reporting.

Step 3

Under the Time Reporting menu, click 
View Time.

Step 4

From the View Time menu, click 
Extended Absence History.

Step 5

On this page locate the absence request 
form you need to amend and click Edit.

Step 6
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By clicking Edit, you will be redirected to 
the Extended Absence Request Details 
form you originally submitted. Here you 
can make changes to the form and can 
upload additional supporting 
documentation. 


Once your changes have been made, 
please follow the steps in the beginning 
of the guide to resubmit your request.

Step 7

Once your amended request has been resubmitted, you will receive an email confirmation 
similar to the one below.

Email Confirmation
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