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BACKGROUND 
 

Historically, City Policy Manual, Section 4.2.3, Administrative Leave has required a completed 

Leave of Absence application as part of the process for placing employees on paid 

administrative leave.  Effective April 17, 2023, the City’s Leaves of Absence PDF form will be 

transitioning to a workflow in eWay.  Because of this change, the City is simultaneously rolling 

out a new workflow to place employees on paid administrative leave. 

 

INSTRUCTIONS 
 

1. Locating the Administrative Leave Workflow in eWay 

 

This workflow is only accessible in PeopleSoft by Department Employee Relations Liaisons, 

SJPD Internal Affairs, Department Directors, and the Office of Employee Relations.  If your 

department requires additional staff to have access to this workflow, please contact the Office of 

Employee Relations.  The workflow can be found at the following pathway as shown, below: 

 

Main Menu / Self Service / CSJ Administrative Leave 

 

 
 

 

 

 

 

 

https://www.sanjoseca.gov/home/showpublisheddocument/17809/637903817908730000
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2. Submitting an Administrative Leave Request 

 

When the workflow link is clicked you will see the following page.  Previous requests submitted 

by the requester will be available for review.  Requests for other departments, or from other 

requesters within your department will not be visible.  To initiate a new request, click the “+ Add” 

button in the red highlighted rectangle in the screenshot below. 

 

 
 

 

You will be brought to a new request as shown in the screenshot, below, where each new 

request has 3 tabs at the top of the page, (1) Instructions, (2) Submission Details, and (3) 

Workflow.  To begin entering information click on the Submission Details tab in the red 

highlighted rectangle in the screenshot below. 
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The field titled “Administrative Leave Reason” in the top of the screenshot below replaces the 

memorandum that had been required as part of the previous administrative leave approval 

process.  Please enter the department’s justification for placing the employee on paid 

administrative leave into this field.  The text box can be expanded by dragging the bottom right 

corner of the box down and to the right. 

 

Multiple employees can be batched into the same request for the same “Administrative Leave 

Reason” by clicking the “+” button at the right of the screenshot below.  If an employee is added 

erroneously, they can be deleted by clicking the “-” 

 

Please enter the employee’s identification number in the “Employee ID” field if it is known, or 

you can click the magnifying glass icon in the field to initiate a search for the employee. 

 

 
 

If a search is required to find the employee, once you click the magnifying glass you will see the 

search prompt below.  You can search by identification number in the top “Employee” field, or 

by name in the bottom “Name” field.  Click the row containing the appropriate employee to 

select them and return to the form. 
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Once the employee(s) are selected, click to the Administrative Leave Details tab and enter the 

requested information.  When an administrative leave form is completed for multiple employees, 

the following information can be unique to each employee: 

 

• Administrative Leave Start Date 

o Enter the start date of the administrative leave 

• End Date of Administrative Leave 

o If known, enter the end date of the leave.  An end date for the leave is not 

required for approval, as some instances of administrative leave are open-ended. 

 

The following information is later used by the workflow to generate a memorandum placing the 

employee on administrative leave: 

 

• Administrative Leave Employee’s Workweek Begins On / Ends On 

o Enter the day of the week where the employee’s administrative leave workweek 

will begin and end.  If an employee regularly works Monday – Friday, this will 

likely remain the same; however, employees on other schedules may be moved 

to Monday – Friday for any number of reasons.  While on administrative leave 

the employee may be required to report to work during their work shift as 

provided in these fields. 

• Admin Leave Employee’s Workday Begins At / Ends At 

o Enter the start and end time of the employee’s work shift while on administrative 

leave.  Employees on administrative leave must be responsive to 

communications from City staff during their designated work shift. 

• Employee’s Unpaid Lunch Period Begins At / Ends At 

o Enter the start and end of the employee’s unpaid lunch period where they will not 

be required to be responsive to communications from City staff. 

 

 
 

Once information is entered in the Administrative Leave Details tab, click to the Communication 

Details tab.  This information is also used when the workflow generates a memo placing the 

employee on administrative leave. 
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• Employee Must Check in with Department After / Before 

o This is the time of day during which the employee on administrative leave must 

call the designated person. 

• Employee Must Check in with this Department Designee 

o This is the department designee that the employee on administrative leave must 

check in with.  Clicking the magnifying glass will bring up a search function. 

• Department Designee Phone Number 

o The designee’s phone number will be automatically populated based on 

PeopleSoft data.  This can be manually edited in the field if the number is 

incorrect. 

 

 
 

Once this information is entered, the administrative leave request can be submitted.  Click the 

“Workflow” tab at the top of the form, and then click submit. 
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3. Department Director Review of an Administrative Leave Request 

 

When a Department Director navigates to the administrative leave workflow, they will see any 

pending requests as shown below. 

 

Department Directors can also create a new leave request by clicking the “+ Add” button above 

this list.  If a Department Director creates a leave request, the workflow should not require them 

to approve it separately.  Such a request should be automatically routed to the City Manager’s 

Office of Employee Relations for review. 

 

 
 

Once the Director clicks on a request, they will see the screen below.  The Director should 

review the details of each request by clicking on the Employee Details, Administrative Leave 

Details, and Communication Details tabs as shown in the screenshot below. 
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Once the Director has completed their review, they can click the Workflow tab at the top, and 

either approve or deny the request as shown below. 

 

 
 

Once approved, the request will be routed to the City Manager’s Office of Employee Relations 

for review. 
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4. What Happens After Approval from the City Manager’s Office of Employee 

Relations? 

 

Upon approval, a confirmation email will be sent to the employee who originally submitted the 

request.  Additionally, an email will be sent to PaySuper to notify Payroll that they must code 

ADM on the employee’s timecard.  Approved requests will show as “All Approved” as shown in 

the following screenshot: 

 

 
 

It is important to ensure that the end date of the Administrative Leave is correct in the request 

form, as this will inform Payroll as to when they must stop coding ADM for the employee.  This 

field can be updated after approval as shown below.   
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5. Additional Features – Memo Placing Employee on Leave & Memo Returning 

Employee from Leave 

 

Once an Administrative Leave form is approved, additional functionality appears that will allow 

the submitter to automatically draft memoranda both placing the employee on Administrative 

Leave and returning them from leave.  These memos can be drafted in the “Communication 

Details” tab of the request as shown, below. 

 

 
 

 

On the next two pages of this document are screenshots of the memoranda, which are created 

in Word and can be modified, as needed, after being drafted.  These memos are automatically 

populated with information submitted as part of the Administrative Leave request and should not 

normally require substantial edits.  Please reach out to the Office of Employee Relations if you 

have any questions regarding these memos. 
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