
Employee asks 
to request 

leave.

HR Adds new EE Leave 
Record to Leave Tracking 

and Incidents Block - 
Linked to EE record via 


HR Sync

Medical Certification Date 
is added to the EE Leave 

Record.

 Leave Initiation 
Request email sent to 

EE 10 min later (to allow 
field for state and pay 

frequency to pull 
through necessary 

attachments)

WF #37

HR receives Website 
Leave Email notifying of 

Leave Request 
submission and the 

associated Medical Cert 
Due Date.


 Medical Cert Email 
Sent immediately & 

Status auto-
updated

WF #38

Employee receives 
email and including 

State Specific 
instruction files.

Status = Open/Pending

Employee immediately 
receives Medical Cert 
Notice (similar to email 

received by EE from 
Leave Website also).

 Leave record 
updated with State 
and Pay Frequeny

WF #33

Status = New

Note: Workflow does NOT run  if 
classification of Leave is:

WC, LOA, PLOA or Accident/
Incident

7 Days from Med Cert Date


WF#39

3 Days from Med Cert Date


WF#40

1 Days from Med Cert Date


WF#41

Is Medical Cert 
Approved Status 

field still = No?

Employee receives the  
Medical Cert Notice 

Reminder notice

Yes, Still set to “No”

When cert received - 
HR uploads to EE 
LEave Record & 

Updates leave record.

Status = Open

HR learns and 
records return to 

work date.

Return to work 
date is more 
than 30 days 

out.

HR edits EE record, sets 
Return to work date.

HR edits EE record, sets 
Return to Work Date 
and sets Fitness for 
Duty Auth Status to: 

Send Fitness for Duty.

 System schedules 
Fitness for Duty 

Email Task

WF #35
 System Sends 

Fitness Duty Email 
Task

WF #36

Yes No

Employee receives 
Fitness for Duty Task 

Email with form for Dr to 
sign and link to form to 
submit the completed 

form.

Send Fitness For Duty
RTW Date = in 30 days


Sched. Fitness for Duty Task

EE Submits 
Form?

Completed Form Stored 
in GB, Fitness For Duty 
Auth Status updated.

WF #35

Yes

Fitness for Duty Completed

Employee receives 
reminder task every 5 

days till complete.  
Marked overdue after 

25 days, and Unfinished 
after 37 days.

No

END
Does EE complete 

steps through 
Leave WebSite to 

request leave?

Yes

END

No

Medical Certification Reminders

Sample Leave Tracking Workflow Built on GraceBlocks

HR User Action

Automated Email

Start / 
End

 Workflow 
Automation

Key

Decision

Return to Work Management

Outside 
GraceBlocks

Managed by/in GraceBlocks

User Aware Web Form or 
Tab Email Inhaler could 
allow Employee to initiate 
this if desired.

Process Automations Workflow Example - built on GraceBlocks
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