Submitting Leave of Absence (LOA) in ESS

Putting an Employee on LOA:

Click employees on the left, or “Add, View, or Update Employees” on the Employees Panel — then select

View/Update Employees on the drop down:
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Type in their last name, and first name then click search. When the results are displayed click on the

PERSLink ID number

Employee Lookup

Criteria

Last Name : [ mouse o ]
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Plan : | All |
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First Name : | mick e |
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Then leave of absence from the drop down:

Update Employment

Employee
PERSLink ID : 281534

Last 4 Digits of SSN: 8978
Employee Hire Date : 02/01/2020
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Name : Mickey Mouse

Employer : ND Public Employees Retirement System
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Fill out the type of leave, the start date and description, and whether insurances will continue while the LOA

is in place and who will be paying it and click Next
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Ensure all information is correct, click the certify button and click finish to submit the LOA request.
Employee
PERSLink ID : 281534 Name : Mickey Mouse
Last 4 Digits of SSN: 8978 Employer : ND Public Employees Retirement System

Employee Hire Date : 02/01/2020

Leave Of Absence Summary

Type of Leave : LOA/L eave without pay

LOA Start Date : 02/05/2020 Reason for Leave : Administrative Leave

Last Month of Coverage :

Continue NDPERS Dental Insurance ? Yes, employer paid

Continue NDPERS Life Insurance ? Yes, employer paid

Continue NDPERS EAP Insurance ? Yes, employer paid

Continue NDPERS Flex Comp ? Yes, employee paid

W1 certify that the above information is true and correct.

Cancel e
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Returning an Employee on LOA:

Click employees on the left, or “Add, View, or Update Employees” on the Employees Panel — then select

View/Update Employees on the drop down:
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Type in their last name, and first name then click search. When the results are displayed click on the

PERSLink ID number

Employee Lookup
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Then leave of absence from the drop down:

Update Employment

Employee
PERSLink ID : 281534 Name : Mickey Mouse
Last 4 Digits of SSN: 8978 Employer : ND Public Employees Retirement System

Employee Hire Date : 02/01/2020

Update Employment

What would you like to do? [ IEET«F - —

Enter the LOA date the employee is returning from as well as the reason for leave, then click Next.

Leave Of Absence Leave Of Absence Summary

Employee

PERSLink ID : 281534 Name : Mickey Mouse
Last 4 Digits of SSN : 8978 Employer : ND Public Employees Retirement System

Employee Hire Date : 02/01/2020

Leave Of Absence

Type of Leave : LOA/Leave without pay

“LOA Start Date : 2/5/2020 12:00:00 AM “Reason for leave :

Administrative Leave e ‘

: If employee has stopped any NDPERS sponsored plans, they will need to reapply within 31 days from Return Date of

_ N
Return from LOA Date : [ 0211512020 o Bl Lon.

Recertification Date : [ B ] ::tt: : A Leave of Absence cannot exceed one year without being recertified. If leave will exceed one year enter recertification

Cancel e



Certify the information is correct and click submit

Leave Of Absence Leave Of Absence Summary
Employee

PERSLink ID : 281534 Name : Mickey Mouse

Last 4 Digits of SSN: 8978 Employer : ND Public Employees Retirement System

Employee Hire Date : 02/01/2020
Leave Of Absence Summary

Type of Leave : LOA/Leave without pay

LOA Start Date : 2/5/2020 12:00-:00 AM Reason for Leave : Administrative Leave

Return From LOA Date : 02/15/2020

Last Month of Coverage :

I certify that the above information is true and correct.

Cancel



