
Leave of Absence 
Request

eWay Self Service



Agenda + Outcomes
Understanding of the “why”
Review and discuss LOA Request workflow + notifications
Understanding of key changes in process and policy
Transition planning
Central HR Review/Response Time Expectations

Daily Review
 “Approve”/Move to Dept HR within 2 business days

Let’s take a look!



Understanding the Why…
 Improved Employee Experience

 Less overwhelming/simplified request form
 Compliance/Reduced Liability

 Reduced waiting time to get the required notices sent to requesting employees
 Efficiency/Accuracy

 eWay has employee info available while they complete
 Not required to review and complete areas that we already have access to
 Departments/Central HR have ability to correct info on application in system prior to 

approval
 Staff Time/Use of Skills

 Automated process will allow for consistent and efficient leave review and responses 
while minimizing e-mails.

 Case notes in a central location



eWay LOA Request Form Workflow

Changes/Extensions: 
Employee/Dept LOA Role will make a copy of the previously approved LOA, 

make changes, and submits to re-start workflow. 

• Option to upload required documents
• Option to print PDF Confirmation/Copy of Submission

Note: Dept LOA Role can start and/or submit on behalf of employees

EE submits LOA 
Form

• Employee receives confirmation of submission with a reminder to complete 
Leave Schedule

• HR is notified of submission and it is in worklist
• Supervisor(as listed in eWay) is e-mailed with link to application as 

FYI(reviewer only)

E-mail 
Notifications:

• HR reviews application and any documents uploaded
• Reviews details and dates to determine eligibility.
• Enters applicable data into “LOA HR Eligibility”  tab

• i.e. Protected/unprotected, unpaid date, LTD, PPL eligibility, any work restriction or 
other case note specifics)

• HR indicates Med Cert requested/not received and employee is reminded every 14 days

Application 
arrives in HR 

worklist in eWay



eWay LOA Request Form Workflow (cont.)
• HR “approves” then Department LOA Role reviews HR notes
• If unprotected or based on department preference, “Dept LOA Role” adds 

additional reviewers and/or approvers (i.e. timekeeper/Director)
• Department informs timekeeper of leave specifics/use of accruals

Department 
“LOA Role” 

notified

• If additional approvers/reviewers were added, they receive e-mail 
notification

Department 
Approves

• E-mail to employee letting them know it has been fully approved.
Final 

Approval/Denial

•Reminder e-mails are sent to employee, supervisor, and Dept LOA Role 7 
days prior to end of leave
•May be entered by Employee, Supervisor, HR, or Dept LOA Role
•Upon return date being entered, e-mail notice sent to employee, 
Supervisor, Alt. Supervisor, LOA role, and HR

Return from 
Leave



Automated Notifications
 Confirmation of Submission to employee (Sent to preferred e-mail and City e-mail if different)

This is to confirm that your Leave of Absence request has been submitted for approval: 

• Employee ID: 108264
• Request No: 2
• Name: Minnie Mouse

Your leave application has been routed to Human Resources for review and approval. Please ensure you have completed and submitted your 
Leave Schedule via document upload in eWay or to your department timekeeping directly. A delay in submission may delay the approval of 
your leave. 

Once processed, you will receive a letter indicating your eligibility and designation of your time off. For more information about the process, 
please visit the City's Leave of Absence Website. 

Click Here to view your application and/or obtain a PDF Leave of Absence Summary. If you do not have City network access, please Click 
Here. 

 Review Notice to Supervisor (and any other added “reviewer”)
 Approval Needed to HR and Dept LOA Role (and any other added “approver”)
 Confirmation of Approval/Denial to employee
 Medical Certification Reminders- HR will indicate Y/N and reminders will be sent to employee

 Return from Leave Reminders- 7 days prior, sent to employee, HR LOA Role, Supervisor, and 
Alt. Supervisor.

https://www.sanjoseca.gov/home/showdocument?id=86845
https://www.sanjoseca.gov/home/showdocument?id=91007
https://www.sanjoseca.gov/your-government/departments-offices/human-resources/leaves-of-absence
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsjhs92.hosted.cherryroad.com%2Fpsp%2Fsjhs92%2FEMPLOYEE%2FHRMS%2Fc%2FCSJ_CUSTOM_MENU.CSJ_LOA_APPLIC_FL.GBL%3FPage%3DCSJ_LOA_APPLCER_FL%26Action%3DU%26EMPLID%3D108264%26REQUEST_NBR%3D2&data=05%7C01%7Camy.morton%40sanjoseca.gov%7C0a51e17d6e3a454a844a08db3c450a73%7C0fe33be061424f969b8d7817d5c26139%7C1%7C0%7C638170039448299291%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ULaityVPXoVrXfRrmArTHs5GwT0G7EwRY0eMlCu8%2BA0%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsjhpss.hosted.cherryroad.com%2Fpsc%2Fsjhpss%2FEMPLOYEE%2FHRMS%2Fc%2FCSJ_CUSTOM_MENU.CSJ_LOA_APPLIC_FL.GBL%3FFolderPath%3DPORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.CSJ_LOA_APPLIC_FL_GBL%26IsFolder%3Dfalse%26OPRID%3D108264%26REQUEST_NBR%3D2&data=05%7C01%7Camy.morton%40sanjoseca.gov%7C0a51e17d6e3a454a844a08db3c450a73%7C0fe33be061424f969b8d7817d5c26139%7C1%7C0%7C638170039448299291%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Ya3yqprkw3KhjyNCQAEiPqD%2FtGWa0YUgs%2Bn8S%2Byef5Q%3D&reserved=0


Process Changes
While much of this new process is similar to that of the paper/PDF 
application, there are a few changes that are important to highlight:
 LOA Policy Updated- Director approval only required for unprotected time
 Employee may submit LOA Request prior to department approvals
 Leave Schedule no longer required to submit initial request
 HR will communicate eligibility and other case notes via eWay “HR 

Eligibility Tab” vs. e-mail
 Formal process for departments to create a LOA Request on behalf of 

employees
 Can prepare and ask employee to submit OR submit on their behalf.
 Employees get notified via e-mail if submitted and should review the LOA 

Summary



LOA Website Updated

https://www.sanjoseca.gov/your-government/departments-offices/human-resources/leaves-of-absence


Lets Take a Look!  
Employee Demo
HR LOA Role Demo

Dept LOA Role will receive the following upon HR approving:

The following Leave of Absence request requires your approval: 

Employee ID: 108264
Request No: 2
Name: Minnie Mouse

Click Here to review or update the application, add additional reviewers or approvers, and approve. 

• Review the 'LOA HR Eligibility Details' page for information about the employee’s eligibility for protected leave. If time off is for 
unprotected time, please be sure add the appropriate 'Approver' in the workflow prior to approving.

• If the employee did not submit proper documentation, they will be reminded every 14 days until resolved. Human Resources will
follow up accordingly. 

• Employees, supervisors, and HR/Dept 'LOA Role' staff will receive a reminder 7 days prior to the leave end date. Please make 
sure the application is updated with an accurate return date and/or an extension is submitted.

Important: Any additional reviewers/approvers must be added 'ad hoc' prior to the Department 'LOA Role' approval. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsjhs92.hosted.cherryroad.com%2Fpsp%2Fsjhs92%2FEMPLOYEE%2FHRMS%2Fc%2FCSJ_CUSTOM_MENU.CSJ_LOA_APPLIC_FL.GBL%3FPage%3DCSJ_LOA_APPLCER_FL%26Action%3DU%26EMPLID%3D108264%26REQUEST_NBR%3D2&data=05%7C01%7Camy.morton%40sanjoseca.gov%7C70d752ec1f9e4632be1408db3c468961%7C0fe33be061424f969b8d7817d5c26139%7C1%7C0%7C638170045869388381%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ILyOKUwHAeiIV2HHxfAbs8c3ca02JE6HXSgXrFscbL0%3D&reserved=0


Administrative Leave Process Update
• Paper or PDF Leave of Absence form is no longer required
• Going forward, the process to place an employee on paid administrative leave 

will be done in eWay/PeopleSoft
• Select employees in each department will have access to a workflow to initiate 

a request to put an employee on administrative leave, which will then be 
automatically routed for approval.  In most departments the person initiating 
these requests has been restricted to the Employee Relations liaison(s).

• The Administrative Leave policy will be updated to reflect these changes. 

If you have specific questions about the new process, please feel free to reach out 
to Bill Gold in OER at bill.gold@sanjoseca.gov or (408) 535-8161.

Guide to be published soon!

mailto:bill.gold@sanjoseca.gov


Next steps and Q+A
 Transition planning

 Department Discussion Guide

 “Soft” Launch
 Do we have to use eWay?  Eventually, HR will ask for full 

adoption of eWay form, but understand some departments 
may require more lead time to begin using.  

 Iterate to improve! Please try it out so we can know what 
works and what tweaks need to be considered.

 Central HR to hold weekly Office Hours for 
questions and issues

 Discuss department specific process questions and we 
can work to come up with mutual solution. 

 Work with IT to enhance or correct anything

 Updated/add to guides and job aids for employees and 
departments

 Q+A

Office Hours
Tuesday, April 
18th
11am-12pm

Zoom Link: https://zoom.us/j/96913780226
Add to calendar link

Thursday, April 
20th
2pm-3pm

Zoom Link: https://zoom.us/j/92121480799
Add to calendar link

Monday, April 
24th
9am-10am

Zoom Link: https://zoom.us/j/92832183854
Add to calendar link

Friday, April 
28th
11am-12pm

Zoom Link: https://zoom.us/j/94986590129
Add to calendar link

Wednesday, May 
3rd
2pm-3pm

Zoom Link: https://zoom.us/j/92655805950
Add to calendar link

Thursday, May 
11th
2pm-3pm

Zoom Link: https://zoom.us/j/96429942464
Add to calendar link

Wednesday, May 
17th
3pm-4pm

Zoom Link: https://zoom.us/j/95177759395
Add to calendar link

Recording to Zoom Meeting
Passcode: yp3%7K.r

https://www.sanjoseca.gov/home/showpublisheddocument/94453/638156887070570000
https://zoom.us/j/96913780226
https://sanjoseca.sharepoint.com/:u:/s/HR_Mod_Benefits/EU1r7C3eGlVLoa5Qcr5BIeEBYwgCPta2gyzpVzYxIEDILw?e=y6cZRm
https://zoom.us/j/92121480799
https://sanjoseca.sharepoint.com/:u:/s/HR_Mod_Benefits/Efb6wFzNnOtDhzsgBj3LEycBuG37EpzIMMbeMyOmgJ8Ktw?e=GvOasm
https://zoom.us/j/92832183854
https://sanjoseca.sharepoint.com/:u:/s/HR_Mod_Benefits/ES1xcdUw3hdPsVuQEcnIoUIBsdTJ8kBFzhiC8GI5foUQpg?e=R1orDA
https://zoom.us/j/94986590129
https://sanjoseca.sharepoint.com/:u:/s/HR_Mod_Benefits/ESSWdm7OMllFt-GPVyBel38B9mvKokvrlSP9S8t4jpcVaQ?e=khwDth
https://zoom.us/j/92655805950
https://sanjoseca.sharepoint.com/:u:/s/HR_Mod_Benefits/EdfrmyzNlRtNjU5M-ELhNScBkaWO6hRj0KtgHZR2XhcHgQ?e=SBEHfn
https://zoom.us/j/96429942464
https://sanjoseca.sharepoint.com/:u:/s/HR_Mod_Benefits/ESTn4-RppflBkU9QmGDezLEBcrsGCbooGbGx8Bwh9CFsRw?e=9TVaVP
https://zoom.us/j/95177759395
https://sanjoseca.sharepoint.com/:u:/s/HR_Mod_Benefits/EUzJxX3TsqFJkbqrKNbDWKYBlHEgMm441cRZltoOs8GUwQ?e=MwVJSc
https://zoom.us/rec/share/bTAvuAsU8LyA_HQxGGJsiSf5NFSJ4kQ3f5aIbYoYtY2a2-syoT9L69xo3ZSl7CFo.PzEyB0DATKVhL4pE
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