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Extending Leaves Beyond a Year 

Before extending the leave beyond a year, check to see if the RTW Process has been started. If it is appearing 
in your worklist, you will need to cancel the Return to Work process. 

You can do this by: 

• Launching any one of the four RTW worklist items or selecting RTW process from the drop-
down menu. 

  

• Change the RTW status from “Proposed” to “Cancelled” and clicking “Next”, and then click 
“Submit”. 

 

Now you are ready to extend the LOA. 
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1. In the current leave case, select “Modify absence schedule” from the "Select action drop-down menu 

 

 

2. A pop-up window will appear containing the Absence Schedule. Update the fields to include leave 
extension dates. 

 

3. Complete the wizard 
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4. The system will warn users that the leave will surpass 365 days and that a new leave will be created. 
Click “submit”. 

 

5. Review the policy grid and ensure that the correct policy is appearing with the appropriate pending 
status and that it covers the correct extension dates.  

If a new policy applies for the extension, select the policy from the “Add policy” drop-down menu. 

 

The system will create a new leave case number with a policy status of Pending (pending 
certification). 

 

 

You can now proceed to complete the pending worklist items in the new case to get the case to an 
“approved” status. 
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***Reminder – You will need to go back to the original (older) case and close it and indicate that the 
employee’s leave has transitioned to a new case.  Below are the steps to take to process this transition. 

Step 1 

Go back to the original (older) case and complete any pending worklist items. 

 
 

Step 2  

From the Select action drop-down menu, select “Return to Work process” 
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Step 4  

On the Return to Work process page, enter the date that the transition from one leave to the other 
becomes effective and click on the <Next> button. 

 

 

Step 5  

Provide the required Return to Work Data in the Return to Work Process screen and click the <Next> 
button 

• Return to Work Status should be “Completed” 
• In the “Actual return to work date” field enter the date that the employee transitioned to a new 

leave 
• Select “Transition to new leave” from the “Return to work process outcome” drop-down menu. 
• Click <Next> 
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Step 6  

On the Details page; enter the comment “Transition to new leave” in the input box and click on the 
<Next> button. 

 

 

Step 7  

The confirmation screen will pop-up. Make sure all the information is correct. After reviewing, click the 
<Submit> button.  

 

 

Once the RTW process has been completed in the original (older) case, there will be a few system events 
(that take approximately seven days) that will need to be completed by the system before you will be 
able to close the case. 


