
 PROTECTED LEAVE  
Submitting Protected Leave Requests in Workday 

Updated 1/11/24  Page 1 

You must submit two protected leave requests in Workday to use either accrued leave or 
leave without pay for Family Medical Leave, Oregon Family Leave, Paid Leave Oregon, or 
any combination of protected leave in Workday. The two requests will identify the type of 
leave you are using and that the time off is for protected leave. This job aid will walk you 
through the process of how to do this in Workday. 
 
IMPORTANT: You must submit the leave requests in this order. 
 
Request 1 | Submitting the Leave Type 

The first request will be for identifying the type of leave you are using while on Family 
Medical Leave, Oregon Family Leave, or Paid Leave Oregon. Follow these steps to submit 
the request. 
 
1. Log into Workday and from your homepage, click on the menu button. 
 

 
 
2. From the menu click on Time Off (Absence). 
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3. Under the Time Off Calendar, click on Request, Cancel or Correct Time Off. 
 
 
 
A calendar will display for the current month. 
 
Click on each date you are requesting time off for.  
 
 
 
 
4. On the Request Time Off calendar, select all the days you are requesting time off for. 

Once you selected all the dates click on the blue button showing the number of days 
you requested time off for. 
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5. On the Request Time Off pop-up window, you will need to complete the following 
fields: 
a. Click on the Type field and search for the type of leave you will be using. You can 

use sick, vacation, personal business, compensatory time, straight time leave, or 
leave without pay. 

b. In the Daily Quantity field make sure the number of hours is correct for the amount 
of leave you are taking for each day you selected. The daily quantity must be the 
same for each day you are taking leave. If it is not you will need to submit another 
request. 

c. Click Submit to submit the absence request. This request will go to your manager 
for approval. 
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Request 2 | Submitting the Leave as Protected 

Now that you have submitted the type of leave you will be using, you need to submit the 
second request to identify the leave as protected. 
 
1. Log into Workday and from your homepage, click on the menu button. 
 

 
 
2. From the menu click on Time Off (Absence). 
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3. Under the Time Off Calendar, click on Request, Cancel or Correct Time Off. 
 
 
 
A calendar will display for the current month. 
 
Click on each date you are requesting time off for.  
 
 
 
 
4. On the Request Time Off calendar, select all the days you are requesting time off for. 

Once you selected all the dates click on the blue button showing the number of days 
you requested time off for. 
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5. On the Request Time Off pop-up window, you will need to complete the following 
fields: 
a. Click on the Type field and search for Protected Leave. 
b. In the Daily Quantity field make sure the number of hours is correct for the amount 

of leave you are taking for each day you selected. The daily quantity must be the 
same for each day you are taking leave. If it is not you will need to submit another 
request. Also, if the request is for Paid Leave Oregon protected leave then it must be 
in full day increments. 

c. Click on the Reason field and you’ll see all the options available. Select the option 
listed in your letter from your absence partner. If you do not have a letter or are 
unsure, select Initial Request.  

d. If you have an event number enter it in the comment box. 
e. Click Submit to submit the absence request. This request will go to your absence 

partner for approval. 
 

 


