
QUESTIONS?

Ask at slido.com using the 

code UBCOWW



Workday Wednesday: Leaves of 
Absence
May 11th, 2022
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RESOURCES AVAILABLE

Place Worker on Full Leave of Absence

• https://ubc.service-now.com/selfservice?id=kb_article&sys_id=5d5867a31bae05909068c992604bcb54

Place Worker on Partial Medical or Disability Leave

• https://ubc.service-now.com/selfservice?id=kb_article&sys_id=e9acece61b75451027278556cc4bcbb9

Return Worker From Leave

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=4769c7b31bceb410ba8f539f034bcb93&table=kb_knowledge

Benefit Change: Go on Leave

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=c6e460371b2e45909068c992604bcb17&table=kb_knowledge

Benefit Change: Return from Leave

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=57a32faf1b2e05909068c992604bcb62&table=kb_knowledge

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=5d5867a31bae05909068c992604bcb54
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=e9acece61b75451027278556cc4bcbb9
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=4769c7b31bceb410ba8f539f034bcb93&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=c6e460371b2e45909068c992604bcb17&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=57a32faf1b2e05909068c992604bcb62&table=kb_knowledge


AGENDA
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1 Place Worker on Full Leave of Absence

2 Place Worker on Partial Medical/Disability Leave

3 Gradual Return to Work

4 Return Worker from Leave

5 Q+A



5

PLACE WORKER ON FULL 

LEAVE OF ABSENCE
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Navigate to the employee’s profile in Workday 

and click ‘Place Worker on Leave’ under the 

‘Time and Leave’ section.

PLACE WORKER ON FULL LEAVE OF ABSENCE

1
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Enter the Leave of Absence Details for the 

employee and submit.

PLACE WORKER ON FULL LEAVE OF ABSENCE

2

• Select the date of your employee’s first day of 

absence, last day of work, and estimated last day of 

absence

• It is critical to have the correct Last Date for Which 

Paid, given its impact on an employee’s pay.

• For long-term leaves, employees will receive the 

Benefit Change: Go on Leave task in their Workday 

inbox

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=c6e460371b2e45909068c992604bcb17&table=kb_knowledge
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PLACE WORKER ON PARTIAL 

MEDICAL/DISABILITY LEAVE
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The following business processes must be 

completed when a salaried employee goes 

on partial leave:

PLACE WORKER ON PARTIAL MEDICAL OR DISABILITY LEAVE

Place Worker on Full 

Leave of Absence

Change Job: FTE 

Changes (Partial 

Disability/Sick)
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Navigate to the employee’s profile in Workday 

and click ‘Place Worker on Leave’ under the 

‘Time and Leave’ section.

PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

1

• All medical documentation is collected and stored by 

WRAP. If the employee is working with the Return to 

Work or WRAP team, have the appropriate 

documentation ready to initiate the Sick/Disability 

Leave

• If employee is going on Partial Leave, have the FTE 

they will be temporarily working
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Enter the Leave of Absence Details for the 

employee and submit.

PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

2

• Under Leave Type, select either Partial Medical, 

Partial Disability or Gradual Return to Work

• It is critical to have the correct Last Date for 
Which Paid, given its impact on an employee’s pay.

Fill in LOA details for 

the employee

Click Submit
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Update the employee’s FTE

PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

3

When the Leave Type is Partial Medical or 

Partial Disability, an inbox item shown below will 

route to the initiator. Update the employees FTE 

if needed before submitting this task.

Initiate the Change Job BP4
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Verify employee’s job

PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

5
If the employee has multiple positions, 

verify the correct job is selected; the job 

selected will say (On Leave)

Enter Start Details of Job Change6

• When do you want this change to take effect?

• Enter the first day of FTE change

• Why are you making this change?

• Select FTE Changes – Leave Related, then 

either Gradual Return to Work, Partial Disability 

Leave, or Partial Sick Leave
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Update Scheduled Weekly Hours and Time 

Type and click submit.

PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

7

• All other fields in the Change Job steps will remain the 

same; there are no other changes needed.

Under Location Details, click the 

pencil icon to begin editing. In the 

Scheduled Weekly Hours field, enter 

the new hours as described on the 

medical documentation.

Under Administrative, click the pencil 

icon to begin editing and update the 

Time Type. If the worker is currently 

a full time employee, change the 

Time Type to Part Time while they 

are on a partial leave. The FTE will 

automatically update.
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Assign Costing Allocations

PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

8
• If the Costing Allocations:

• Do change during this Partial Leave, update the 

Costing Allocations at this step

• Do not change, skip this step by clicking the 

gear icon and select Skip this Task
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Complete ‘To Do’ step in inbox

PLACE WORKER ON PARTIAL MEDICAL/DISABILITY LEAVE

9

Return to the inbox task and click Submit

Note: The employee must be returned from leave if/when their Partial Leave ends. This includes the Return from Leave BP and 

Change Job: FTE Change (Partial Disability/Sick) in order to return the employee to their ongoing FTE.
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GRADUAL RETURN TO WORK
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• When completing a gradual return to 

work, you will need to complete FTE 

changes for each week

• Once you are sent the full RTW plan, 

enter the whole plan consecutively, week 

by week, through FTE changes via the 

Change Job BP

GRADUAL RETURN TO WORK
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RETURN WORKER FROM 

LEAVE
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Navigate to employee profile and select 

‘Return Worker From Leave’ under ‘Actions’.

RETURN WORKER FROM LEAVE

1

Ensure you are returning the employee to the 

correct position.2
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Enter return details for the employee.

RETURN WORKER FROM LEAVE

3

• Actual Last Day of Absence = day before first day back
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Q+A

Next Workday Wednesday: May 25th | 10:00 – 11:00am

Topic: Delegations

Registration link

https://ubc.zoom.us/meeting/register/u5YrduGoqjkrGtZ4GSllpRli_Jw4D1-fBA0o

