
 

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: 

 
 
 
 

 

 

 

 

 

 

 



 

Type in their last name, and first name then click search. When the results are displayed click on the 
PERSLink ID number 

 

 
 

 
Click on Update Employment 
 

 
 
 
 
 
 



 

Then leave of absence from the drop down: 
 

 
 
 
 
 
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 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Ensure all information is correct, click the certify button and click finish to submit the LOA request. 



 
 

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: 

 
 
 
 

 

 

 

 

 

 

 

 

 



 
 

Type in their last name, and first name then click search. When the results are displayed click on the 
PERSLink ID number 

 

 
 

 
Click on Update Employment 
 

 
 
 
 
 
 



 
 

Then leave of absence from the drop down: 
 

 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Certify the information is correct and click submit 

 


