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Where Passion Meets Progress



ESS and Ready Dashboard 

Employee Only

UKG link: UKG Ready or 
http://ukgready.nps.k12.nj.us

You can access Ready by either logging 
into Employee Self Service (ESS) 

or using the following links 

Employee Self Service

http://ukgready.nps.k12.nj.us
http://ukgready.nps.k12.nj.us
https://npsssvc.nps.k12.nj.us/psp/essint/SELFSERVICEINT/ESS/?cmd=login&languageCd=ENG&


Home Dashboard – Accruals

When you log into UKG Ready 
you will see the My Account 
link where you will be able to 
submit a leave of absence 
request. 

You will also see the My Accrual 
Balances link which will let you 
know how much time you have 
if you want to take a paid leave 
of absence. 



Home Dashboard – Accruals

To view your My Accrual 
Balances in days, click on 
Day and the system will 
show your accrual balances 
in days instead of hours.  



New For All Employees/ 
Request Leave of Absence

Click on the My Account link and 
select Request Leave of Absence. 



Leave of Absence Request

1. Complete the Do I Qualify? 

Questionnaire 

2. Select the Reason for the 

LOA request.

3. Enter the Start Date and 

Estimated Return Date



Leave of Absence Request

1. Click on the Paperclip on the 

top right corner

2. Click Choose

3. Select the document to 

attach 

4. Select Document Type 

5. Click Save

Attaching Documents to a Leave Case



Leave of Absence Request

1. In the Custom Fields section, 
select Leave Questionnaire 
Completion and choose Yes

2. Click Submit 

Submitting the Request

IMPORTANT
You must complete the Leave 

Questionnaire in order to submit your 

leave case for review/approval.

You can see all of your leave cases 

including the status of your request in 

Recent Requests. 



Leave of Absence Request
My Notifications

Once you have submitted your 
application, you will receive an email 
notification to your district email and a 
notification in UKG Ready confirming 
the application has been submitted to 
the Leave of Absence team. 



Leave of Absence Request
My Notifications

You will receive an 
Acknowledgement Receipt after 
the application has been 
submitted to Health Services for 
review. 



Leave of Absence Request

You will receive an 
Acknowledgement Notice once 
all of the required documentation 
is received to your district email 
and in My Notifications in UKG 
Ready.



Leave of Absence Request
Uploading Documents

My To Do Items 

You will receive an email notifying 
you to complete the My To Do 
Items.

1. Click the 
2. Select My To Do Items
3. Click Documents

IMPORTANT: You will receive an email requesting 
documentation even if you have already submitted it. 
You do not need to re-submit them, however, you 
must click SUBMIT in order for your application to be 
processed. 



LOA Request Uploading Documents

If you did not upload 
documentation to your 
leave case before 
submission, you will receive 
a Collect Documents 
notification.

1. Click on Documents
2. Choose the document you want 

to upload in the pop up window 
3. Click Save
4. Click Submit



Uploading Documentation 
Existing Leave Case

1. Click on Hamburger Menu 
2. Under My Info, select My Time - 

Leave - History
3. Click the Pencil 



Uploading Documentation 
to an Existing Leave Case

1. Click the Paper Clip 
2. Choose your document 

to upload
3. Click Save 



My Leave Requests
1. Click on Hamburger Menu 
2. Under My Info, select My Time - 

Leave - History
3. The My Leave Request screen will 

show a record of all leave of absence 
requests



Return to Work

You will receive an Return to 
Work Notification ONE WEEK 
prior to your scheduled return to 
work date.  

1. Click on My Notifications
2. Select the Return to Work Notification
3. Click Save 



Return to Work

You will receive an Return to 
Work Notification ONE WEEK 
prior to your scheduled return to 
work date.  

1. Select My To Do Items
2. Choose the document you want 

to upload in the pop up window 
3. Click Save
4. Click Submit



NBOEHRS.com

Have questions? Visit www.nboehrs.com/leaves for 
more information on: 

• Leave Of Absence
○ FMLA
○ NJFLA
○ LOA FAQ

There is also information on the following topics: 

• 504 ADA Accommodation

• Health Benefits while on Leave

• Voluntary Benefits Insurance Options

Need assistance? Contact us at 

leaveofabsence@nps.k12.nj.us or at 973-733-7336.

http://www.nboehrs.com/leaves
mailto:leaveofabsence@nps.k12.nj.us

