
Entering Leave of Absence 

To place on employee on paid leave, unpaid leave or return an employee from leave, go to HRWEB>Leave 
Administration >HRWEB Leave of Absence>Leave of Absence. 

Search for the employee using the name, national ID (SSN), or the 7-digit HR/Payroll system employee ID and click the 
search button 

 
 
To enter an update to the employee record, type in the effective date for the update in this format: MM\DD\YYYY or 
click the calendar icon to select the effective date 

 
 

  

Click the magnifying glass next to the action 
field to see possible Actions and select the 
action. 



Entering Leave of Absence 

Click the magnifying glass next to the Reason Code Field and select the Reason Code 

 

 

Be sure to click “Save” in 
the lower left corner 
when you are done! 


