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New Leave Request Guide 
 
Step 1: To access LeaveLink from home, go to https://leavelink.com/hph_selfservice   
 
Step 2: Log In: 
 

 Username: 6-digit HPH Employee Number and Last 4-digits of your SSN (ex: 1234567890) 

 Initial Login Password: “password”  
 

(Note: This will get you in to the system so that you can create your own personal password in Step 3.) 

 
For future log-ins, input the password you created or you may click on “Forgot Password” to 
reset your password.  Information will be sent to your work email to reset your password. 

 

 
 

Step 3: To use Leavelink, you must create your own personal password. 
 
If you have previously created your own personal password, proceed to Step 5. 
 

If this is the first time you are logging in or you are prompted to change your password, you are required 
to create your own personal password. Your password must contain at least 8 characters and 3 of the 4 
following criteria: Lower Case, Upper Case, Number, & Special Character. 
 

Step 4: “Submit” your information. 

 

Step 3 

Step 4 

Step 2 
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If you see this screen, please skip down to page 11 to complete LeaveLink Authentication Process; 
otherwise, please continue to Step 5: 

 
 

Step 5: You will get a password change confirmation.  After that, click on “NEW LEAVE”.   

 
 

Step 6: Complete the general contact fields below.  Asterisk (*) indicates required fields.   
 
Step 7: “Submit” your information.  

 
 

HPH Employee 123456 

Step 5 

Step 6 

Step 7 
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Step 8: Select the reason for your leave request.  There are 2 lists of reasons.  If you select “Other 

reason for leave”, List 2 will appear.  
 

 
 
 Note:  This List 2 will only appear if you select “Other reason for leave” 

 
 
 
 
 
 
 
 
 
 
 
 

List 1 

List 2 

Select for own health condition 

Select for Domestic/Sexual Violence 

Select for Non-Medical Leave  
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Step 9: Complete the physician and condition fields below.  (You will not see this screen if your leave is 
not related to a health condition for yourself or your family member.)  Asterisk (*) indicates required fields.   

 
Step 10: “Submit” your information.  
 

 
 
 
 
 
 
 
 

  

Step 9 

Step 10 
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Step 11: If you are caring for a family member, you will see this screen.  Enter the name of your family 

member.  Date of birth is required if caring for a child.  Select the relationship that applies. 
 

 
 
Step 12: Select the type of leave you will be requesting.   

 

 
 
 

 
 
 
 
 
 
 
  

Step 11 

Step 12 
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Step 13: Inputting your Leave Request Dates. 
 
If you are submitting a Continuous Leave request:    
  

Start Date:   Fill in the first day of missed work time.   
End Date: Fill in the last day of missed work time. 

 

 
 
If you are submitting an Intermittent Leave request:   
 

First Absence Date:  First day of missed work time.  (If you have not yet utilized your intermittent 
leave, enter today’s date.) 

 

 

 
Step 14: “Submit” your Continuous or Intermittent leave request. 

  

Step 14 

Step 13 
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Step 15: Pay Options & Acknowledgement  
 

 Make selections to the “Pay Options” listed on this page, if applicable.  
 

 Read through “General Pay Practice While on a Leave of Absence”.   
 

 Check off the Acknowledgement box. 
 

 Type in your first and last name in the “eSignature” field to submit the request. 
 
Step 16: “Submit” your information. 
 

  
 

 
 

Step 15 

Step 16 
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Step 17: Confirmation Page  
 
You have successfully submitted your leave request.   
 
Please allow up to 5 business days for a HPH HR LOA Administrator to review your request.  
Your leave request will not show up in My History on LeaveLink until a HPH HR LOA 
Administrator has reviewed your request.   
 
A letter will be mailed to your home address to confirm your request, together with additional steps 
needed, if applicable.  Health Care Provider Certification forms, if required for your leave request, will be 
included with your letter.  Your manager will be notified by an HPH HR LOA Administrator of your request 
through email. 
 
However, if you need the Health care Provider Certification forms sooner, then go to Employees’ HERO 
to print out your own form(s) to take to your Health Care Provider. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

“New Leave Request” Guide (continued)                                                                 Page 9 
 
Step 18: “Pending” status for leave request submitted. 
 
Once an HPH HR LOA Administrator has reviewed your request (within 5 business days of your leave 
request submission), it will appear in your My History page.  The Status will be Pending until 
certification (if applicable) from the physician is complete.   
 
If the Health Care Provider Certification we receive is incomplete, you will receive a call from an HPH HR 
LOA Administrator and be sent another letter informing you that you will be provided an additional 7 
calendar days to provide the required information.   
 
If no response is received by the deadline, your leave request will be Denied.   

 

 
 
 
 
 
 
 
 
 
 
  

HPH Employee 

987654 
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Step 19: “Approved” status for leave request submitted. 
 
Once the certification is complete from your doctor, you will receive an Approval letter and the Status 
below will say “Approved”.   Please note your “Expected RTW” (Return to work) date.  You manager 
will be notified through email of your approved leave and your return to work date. 
 
If there are any changes to your leave request dates, please notify 1.) Your manager AND, 2.) An HPH 
HR LOA Administrator as soon as possible by clicking on “CONTACT HUMAN RESOURCES”. 

 

 
  

HPH Employee 

987654 
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LeaveLink Identity Authentication Process 
 
As a part of LeaveLink’s commitment to protect our employees’ personal information, the LeaveLink self-
service website requires you to confirm your identity using a temporary, one-time access code that will 
be sent to your work email. 
 
How does this affect you? 
If you are applying for a new leave or would like to report your absences under an approved intermittent 
leave, when you access LeaveLink self-service on or after Feb 23, 2019, there will be a 2-step process to 
confirm your identity. 
 
Step 1: 
Enter your regular user name and password to log in.   
 
Step 2: 
You will then see this message to authenticate your identity.    

 
 

a. Click on the circle to select your email address and click submit. Once you select the delivery 
method, you will receive an email with a one-time confirmation code.  Please note the code is 
only good for 10 minutes from the time it was requested. 

The email will look similar to this: 
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b. Once you receive the code, input the code in the “Enter code” box as seen below and click 
submit. 

 
 

c. You will then be given the option to input a mobile number where you could receive future 
authentication codes via text.  If you do not wish to enter your mobile number, click Not Now. 

 
 

*This 2-step authentication process will be required every 90 days for security purposes.* 
 

Once authentication process is completed, please return to step #5 on page 2 to continue your new 
leave request submission. 


