Workday Job Aid: How to Request a Leave of Absence via Workday

1) Log in to the Workday app and click the magnifying glass in the upper left corner to access
the search bar.
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2) Enter ‘Request Leave’ into the search bar and click on the ‘Task & Reports’ tab. From there,
select the ‘Request Leave of Absence’.
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3) Input the ‘First Day of Leave’ and you will then be prompted to input the ‘Estimated Last Day
of Leave’ and ‘Leave Type'. Add the leave paperwork in the ‘Attachments’ box.
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Workday Job Aid: How to Request a Leave of Absence via Workday

a) Select ‘Leave of Absence’ as the document category and click ‘Done’.
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4) Review all documents and checklists sent to your Workday inbox. Submit these tasks to
complete the leave request process. The request will then be sent to the Leave of Absence
Administrators for processing.
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For any additional information, questions or concerns, please call 216-838-0054 or email
employeerelations@clevelandmetroschools.org.
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