
Return an Employee from a Leave of Absence 

When an employee comes back to work after a leave of absence, the manager will enter 
information about their return.  

From the Time and Absence dashboard:  

1. Within the Absence tab, under Tasks, select Return Worker from Leave.  

2. From the Worker prompt, select the direct report on leave. 

3. Select OK. The Return Worker from Leave page displays. 

 

4. Enter the first day back at work.  

5. Enter the actual last day of absence. The first day back at work must be after the actual last 
day of absence. 

6. Select Submit. 

 


