PPS Leave of Absence Coding

· BUNDLE MENU

· LEAV screen
· ELVE Screen - Enter data in the following fields, as applicable.

· Leave of Absence Action Code - code indicating the type of leave being processed.

· 07 - Leave with pay 

· 08 - Leave without pay

· Leave of Absence Begin Date - date the leave will begin/began. 
· The Date Format: mmddyy

· Return Date - date the employee is expected to return to work.

· The Date Format: mmddyy

· Type - code indicating the type of leave taken by the employee.  
· For a list of codes use F-1 help.

· If an Employee is eligible for Family Medical Leave (FML)use the following codes-

· “15” for FML without pay; or

· “16” for FML with pay

· If an employee is on a Pregnancy disability leave please use the following:

· “04”-Pregnancy Disability-Until Disability benefits end
· “08”-Personal Leave –During CFRA Leave

· If an employee is not eligible for FML use the following code-

· “05” for extended illness
· The rest of the fields in this screen do not need to be completed.

· Update PPS-Press F5

· Press F11-NextFunc
· EPER Screen-Change the Salary Review Date if applicable. 

· Update PPS-Press F5

· Intermittent leave/Reduced Work schedules.
· Don’t use ELVE screen to process partial hours worked. 

· ELVE screen is designed to record only full day increments.

· To record partial hours taken while on approved Disability use Time Record Sheet
· A reduced work schedule can be reflected on the Appointment Screen (EAPP).

· No changes are made to the appointment.

· Change time code accordingly if a variable schedule is used with “Z”

· The current distribution must have an end date (usually the last worked day).

· A new distribution must be created to reflect the period of time and reduced percentage.

· Reinstate the employee’s distribution; create a new distribution with correct dates and percentage.
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