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1. Open Chrome and go to the District website. 

Select the Employees Tab and click on the  
Employee Service Center. 
a. Website: Employee Service Center 
b. Log in with your Credentials. 

 
2. Select the Extended Leave Request. 

a. Click the Add button 
to create a new  
request. 

 
 
3. Submit the following required  
 fields: 

a. Expected Dates of leave 
b. Absence Reason 

• Local Personal 
• Non Duty 
• State Personal 

c. Leave Use Path 
• Must select District Process 

 
4. Select the Upload button 

 in Section 4 and open the  
 Extended Leave Request Details 
 and either of the following Family 
 and Medical Leave Act  
 (FMLA) documents:  
 a. Extended Leave Request Details 
  (link also found in section 4) 

b. FMLA Medical Certification 
Form- Self (link also found in  
section 2) 

c. FMLA Medical Certification 
Form- Family Member (link also 
found in section 2) 
• Important: If the leave is for 

a family member, upload a  
document specifying the  
relationship (child, spouse, or  
parent) 

This document is to be utilized to submit an Extended Leave Request.  
 

Note: if you have not registered for Employee 
Service Center, please do so by clicking 

Register.  

Note: Be sure to read all 
sections carefully  

https://edgewood.erp.frontlineeducation.com/servicecenter/EntryPointSignOnAction.do
https://eisd-my.sharepoint.com/personal/eleonora_mujica_eisd_net/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Feleonora%5Fmujica%5Feisd%5Fnet%2FDocuments%2FExtended%20Leave%20Request%20Details%2Epdf&parent=%2Fpersonal%2Feleonora%5Fmujica%5Feisd%5Fnet%2FDocuments&ct=1680039672056&or=OWA%2DNT&cid=38c6b3db%2Da153%2Da4c1%2Da448%2D8a3faeabeff0&ga=1
https://cdn5-ss12.sharpschool.com/UserFiles/Servers/Server_12151994/File/FMLA%20Medical%20Certification%20Form%2002%202014.pdf
https://cdn5-ss12.sharpschool.com/UserFiles/Servers/Server_12151994/File/FMLA%20Medical%20Certification%20Form%2002%202014.pdf
https://cdn5-ss12.sharpschool.com/UserFiles/Servers/Server_12151994/File/Risk%20Mgmt/FMLA%20Medical%20Certification%20Form%20(Family)%2002%2007%2014.pdf
https://cdn5-ss12.sharpschool.com/UserFiles/Servers/Server_12151994/File/Risk%20Mgmt/FMLA%20Medical%20Certification%20Form%20(Family)%2002%2007%2014.pdf
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5. You MUST check the box in Section 6- Required Signatures, you will not be able to continue through the request 
without doing so. 

 

 

 

 

6. Click Save once all items have been completed.  
 a.   The status of your Request will show as 
  Entered. 
 
 
 
 
 
7.  Select the line item than click Submit.  

a. Once the Request is submitted the status of your Request will change to Submitted to Approval  
 

 

 

 

 

 

8. If the Extended Leave Request is Approved, you will receive an email from Frontline stating the following:  

 

 

  

         a.        The status of the Request will read Approved.  

 

 

Note: Skip Section 5- FMLA 
Incident Number   

Note: You can only edit requests in the Entered Status, be sure to 
check all information is correct before moving to the next step. 
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9. If the Extended Leave Request is Denied, you will receive an email from Frontline stating the following: 

 

 

a.       The status of the Request will read Denied. 

 

 

If you have any questions or need assistance regarding Extended Leave, please contact the Risk Management 
Department via email riskmanagement@eisd.net. 

If you have any questions or need assistance regarding Employee Service Center, please contact the Training & 
Resources Department via email business.training@eisd.net. 


