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Important:

e You are responsible for clearly communicating your need for FMLA related leave to your supervisor and answering
supervisory questions regarding these absences as outlined in Region 1’s Medical Leave Policy.

e [Entering FMLA is the same for both elapsed and punch time reporters.
e Approval for any type of leave must be obtained from your supervisor before entering leave time into PeopleSoft.

e You must enter an absence event in conjunction with an FMLA entry. You may use personal holiday, sick leave,
earned vacation, leave without pay, etc.

e [fyour FMLA request is pending approval, enter earned paid leave on the days the absence was due to the FMLA
reason. If you have no paid leave available, you will have to enter Leave Without Pay (LWOP).

e Employees may only enter FMLA coding after FMLA has been approved by the Region 1 Medical Coordinator.
Retroactive FMLA coding may be needed once FMLA has been approved.
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How to Enter FMLA as an Employee
Note: If you do not already have FMLA approved by the Region 1 Medical Coordinator, you will still need to follow steps

1-13. After your FMLA request is approved, you will need to follow steps 14-24.

1. Access PeopleSoft Employee Self Service (ESS) using the following link: https://ess.wi.gov/
2. Login to PeopleSoft Employee Self Service (ESS) using your IAM account.

3. Click My Time on your PeopleSoft dashboard and navigate to your timesheet:

Dashboard
* Employee Self Service

Announcements

No Announcements

My Information My Benefits My Payroll

=_ &

=

Enter your timesheet as usual (refer to Elapsed Time Entry or Punch Time Entry job aid for more information).

When you are ready to enter your FMLA time, begin step #4.
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4. Click the Absence Tab underneath the time sheet. Click Add Absence Event.

reported : Punch _ "
Comments Day Date e Firstin Out n Last Out Total T Me Reporting Code Quantity Rule Bement1  Date
Mon New I VJ + =
Tue New 1 vl @ + =
Wed
Thu New
Fr New
Sat New
Sun New
Submit Clear
Sum maq. Exceptions Payable Time
Absence Events Personalize |2
Absence Take | [
Select  *StartDate End Date Absence Name Reason ;_J’y':e Details Status Approval Monitor Source Cancel Edit
Administrator Absence
Details Approval Monitor
d 22 Event
' Add Absen ce Event '

5. Enter the start and end date of the absence. For a single day absence, your start date and end date will be the
same day; for multiple days your start date is the first day of your approved leave and the end date is the last day
of your approved leave. For 24 hour scheduled employees, you will need to add entries based on your specific
work schedule. For example, an employee that works Sunday — Saturday with a two day break you would need
to enter Sunday — Tuesday, then Friday — Saturday.

Absence Events (@

i

Absence Take 112

Unit

Type Details Status Apg

*5Start Date End Date Absence Name Reason

parosiz021 | 02082021 Select Absence Na[~| Details Mew App

6. Choose an Absence Name from the drop-down box and the appropriate Reason.
Important: You may use any earned paid leave or unpaid leave when entering time off with FMLA.

T

Absence Events (3}

R

Absence Take 113

*5tart Date End Date Abszence Name Reason

02105/2021 E 02/05/2021 [ Sick Leave ﬂ Sick - Employes Illnessﬂ ]
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7. Click Details.
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Absence Events (3

R

Absence Take 113

*Start Date End Date

020052021 [

02/05/2021

Abszence Name

Sick Leave

Reason

Duration

Sick - Employee llines: |

Unit
Type

Details

8. Inthe Absence Event Details window, click the Partial Days drop-down box and select AllDays. In the All Days
Hours field, enter the total number of hours you are requesting off for each day.

Absence Event Details

,J Employee Name

4

* Instructions

Absence Detail @

*Start Date | 02/05/2021
End Date |02M03/2021 [=:
Filter by Type | All ﬂ
*Absence Mame | Sick Leave [w]
*Reason | Sick - Employee liiness ﬂ
Partial Days| | All Days &)

All Days Hours

Duration

Hours

Calculate End Date or Duration

Enter Start Date, End Date, and Absence Mame. Then complete the rest of the required fields befere refumning fo the Timesheet page.

Current Balance

100.51 Hours™

Important: You may use any earned paid leave or
unpaid leave when entering time off with FMLA.

This example is using Sick Leave.
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9. Click Calculate End Date or Duration. The Duration field will calculate the total number of hours you will be
absent. In this case, 8 hours was calculated for someone who works 8 hours per day for a 1-day absence. If
someone works 8 hours per day and entered a 5-day absence, the Duration field would calculate 40 hours.

Absence Detail @
*35tart Date
End Date
Filter by Type
*Abzence Name
*Reason
Partial Days
All Days Hours

Duration

02/05/2021 x|
02/f2021 =

All

Sick Leave

Sick - Employee liiness
All Days

8.00

Hours

[ f Calculate End Date or Duration i J

[<]| | [<]| | [<]| |L<]

10. Click OK.

11. This will bring you back to your absence event on your Timesheet. Click Forecast.

Abgsnca Events (7
5

Absanoe Take

= gtart Date

ozosanae

1L

End Dats

sz [

Absamos Nams

Sick Leave |

Raazan

Sk - Employee Hnest[]

Quratian

unitt
Type

B.00 | Hours

Datalls

Details

atue

Asppraval MonBor

Approval Monlor

Bowrss

Employoe
Timesheet

Carioel

Farsoast

Edit

st

Delats

Dslats

12. You will then receive a message indicating a successful forecast.

Summary Leave { Compensatory Time Absence Exceptions Payable Time

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in the system. If you are forecasting future leaves ensure
you will not draw your balance in a way that might cause you to overdraw in the future.

Note: You must have an absence event on each day you use FMLA.

13. Click Submit.
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Now you need to enter an FMLA Absence Request for the same time frame you entered your absence.

Note: You will need to use the start date that your FMLA was approved for to add an FMLA event to your previously
coded leave time (steps 1-13).

14. Navigate to your timesheet using steps 1-3 above if needed.

15. Click the Absence Tab underneath the time sheet. Click Add Absence Event.

Comments Day Date
Mon

Tue

Wed

Fr
Sat

Sun
Submit

Summary| Absence E xce pti

Absence Events
Absence Take = [F5)

O

' Add Absence Event l

Reported
Status Total

Firstin Out In Last Out Punch ...« Reporting Code

New [

New [

New
New
New
New
New
Clear

ons Payable Time

Unit

Select *Start Date End Date Absence Name Reason Details

Type

Details

Status

Approval Monitor

Approval Monitor

Quantity Rule Bement{ Date

Personalize |2

Source Cancel Edit

Administrator Absence
Event

16. Enter the start and end date of your FMLA request. Your FMLA request must have the same dates as the previous

absence request.

Absence Events (7)

i

| Absence Take |IID

Unit

*Start Date End Date Absence Name Reason Type Details Status Apg
lo2ros2021 [ | 0200512021 Select Absence Na[¥| Details New App
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17. Select Family Leave Act under Absence Name and either “Self” or “Family” under Reason.

Absence Events (7
Absence Take | =¥
Select *Start Date End Date Absence Mame Reason
02/05/21  [Fl  02/05/21 [ |[Family Leave Act  w| |Self w
18. Click Details.
Absence Events (7
Absence Take
Select *Start Date End Date Absence Name Reason Duration _l'r‘l;'l;te Details
02/05/21 [ 02/05/21 [3] [Family Leave Act  ~| [Self W Hours lDetaiIs l

19. In the Absence Event Details window, click the Partial Days drop-down box and select AllDays. In the All Days
Hours field, enter the total number of hours you are requesting off for each day.

J Employee Name

= Insfructions

Enler Etan Date, End Date, and Absence Mame. Then comgiehe the resi of the requimed Hekds before retuming o the Timesheet page

fubreence Datall

All ey Hours

Duration

Hoirs

Caloulzin End Date or Duration

s3iart Date |DZOSEORT R
End Dmts |02052021 [
Fitter oy Typs | All ||
sibcanos Mame | Famiy Leave Aol ﬂ Cument Batsnos  gpo ™
“Reacon | Sell =
Partia I:luyl:[ Al Dy [+] ]
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20. Click Calculate End Date or Duration. The Duration field will calculate the total number of hours you will be
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absent.
Abaence Datall (7
“3art Date | D2/05F021 FE'.
End Duin |020572021 [
Fitber by Type | All =
“ahgenos Name | Famiy Leave Aot [+
“Regson | Seif ||
Partial Days | &1l Days [»]
All Dayc Hours B.0O
Durstion |8.00 Hiirs
[ Caloulsts End Date or Duration ]
21. Click OK.
22. Click Forecast.
Abgaenca Events (7
=3
Abcenos Take {3
*Btari Dafe End Dafe Absenoe Name Reazon Duratlon Mt Datallc Babac Appraval Menkor Eouree Camosl Foreoast Edit Dolete
Q25202 ?g‘ OE0S2021 E'. Family Leave Act x‘ Sor i‘ 8.00 Hours Datails Mew

Employes
Approval Monitor Tnmn‘::nnl Edit Delate

23. You will receive a message indicating a successful forecast.

you do not receive the blue message.

Please contact your Payroll and Benefits Specialist if

Summary Leave / Compensatory Time Absence

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in the system. If you are forecasting future leaves ensure
you will not draw your balance in a way that might cause you to overdraw in the future.

Exceptions Payable Time

24. Click Submit.
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How to Enter FMLA on Behalf of an Employee

1. Access PeopleSoft
2.Log in to Manager Self Service using your IAM account.

¥ Manager Self Service

Announcements Team Time My Team
01/25/2021 3:00PM 2021 ICI Annual Updatz
1/27/2021 6:00 AM W-2's now available online | '

3. From Manager Self Service click on the Team Time Tile

¥ Manager Self Service

Announcements Team Time

01/25/2021 2:00PM 2021 ICT Annual Update
1/27/2021 6:00 AM W-2's now available online |

4. InTeam Time, select Team Absence Request

< Manager Self Service Team Time
@ Approve Payable Time Approve Payable Time

@ Toam Timeshst Approve Time for Time Reporters

[Il Team Absence Request ] ¥ Employee Selection
(P Team Absence Request History Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value

Clear Criteria

|§g Team Absence Balances

Time Reporter Group Q
|} Team Leave & Compensatory Time Save Criteria

Employee ID Q
4.1 Manager Search Options
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5. InTeam Absence Request, select the employee

¢ Manager Self Service Team Time

(2 Approve Payable Time Request Absence

Employee Selection Criteria
“ Team Timesheet Select the employee you'll be working with. You can initiate transactions only for employees who reporied to you as of the date you entered on this page

i' Team Absence Request As Of Date |02/042021 | Refresh Employees

Find Employee
i
S 5 - Supervisor's employees Personalize | (1] First 4 150of5 » Last
It Team Absence Request History Select Name Empl ID Job Empl Status HR Status Position
Select Last Name, First Name 1 Active Active
gi Team Absence Balances Select Last Name, First Name 0 Active Active
)

Select Last Name, First Name 0 Aclive Aclive
P! Team Leave & Compensatory Time Select Last Name, First Name 0 Active Active
Select 0 Active Active

Last Name, First Name
1 Manager Search Options

6. Enter the start and end date of the absence. For a single day absence, your start date and end date will be
the same day; for multiple days your start date is the first day of your approved leave and the end date is
the last day of your approved leave. For 24 hour scheduled employees, you will need to add entries based
on your specific work schedule. For example, an employee that works Sunday — Saturday with a two day
break you would need to enter Sunday — Tuesday, then Friday — Saturday.

7. Choose an Absence Name from the drop-down box and the appropriate Reason. When using another leave
type other than sick, you will select “in lieu of sick” for the reason. Important: The employee may choose to
use any earned paid leave or unpaid leave when entering time off with FMLA.

Absence Detail

*Start Date 02042021 |[5)

End Date|02/042021 |5

Filter by Type [Al v
*Absence Name | Sick Leave v
*Reas-::-n|5i'3k - Employee liness “ |
Partial Days All Days v|
All Days Hours G.00
Duration |§.00 Hours
Calculate End Date or Duration Forecast Balance
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8. Inthe Absence Event Details window, click the Partial Days drop-down box and select AllDays.

Absence Detail

*Start Date |02/042021 &)

End Date |02/042021 |5

Filter by Type 2! v
*Absence Name | Sick Leave ol
xnpwnlﬁick - Employee lliness b
[ Partial Days [l Days v
All Days Hours &.00
Duration |5.00 Hours
Calculate End Date or Duration Forecast Balance

9. Inthe All Days Hours field, enter the total number of hours you are requesting off for each day.

Absence Detail

*Start Date 020412021 |3

End Date|02/042021 |5

Filter by Type LAl v
*Absence Name | Sick Leave V|
*Reason | Sick - Employee liness |
Partial Days Al Days V]
All Days Hours .00
Duration |5.00 Haours
Calculate End Date or Duration Forecast Balance
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10. Click Calculate End Date or Duration. The Duration field will calculate the total number of hours the
employee will be absent. In this case, 8 hours was calculated for someone who works 8 hours per day for a
1 day absence. If someone works 8 hours per day and entered a 5 day absence, the Duration field would
calculate 40 hours.

Absence Detail

*Start Date 021042021  |[#)

End Date|02/0472021 |5

Filter by Type A1 v |
*Absence Name | Sick Leave v
*Reason | Sick - Employes liness w |
Partial Days | Al Days v |
All Day= Hours 5.00
Duration [5.00 Hours
E Calculate End Date or Duration ] Forecast Balance

11. Click OK.
12. Click Forecast Balance. You will receive a message indicating a successful forecast.

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in
the system. If you are forecasting future leaves ensure you will not
draw your balance in a way that might cause you to overdraw in
the future.

Date Time: February 05,2021 at 08:23

Date or Duration Forecast Balance View Forecast Details

Note: You must have an absence event on each day you use FMLA.

13. Click Submit.
Now you need to enter an FMLA Absence Request during the same time frame you entered the employee’s absence.

Note: Based on the FMLA approval sent by the Region 1 Medical Coordinator, the employee will need to contact their
Payroll and Benefit Specialist to add an FMLA Absence Event retroactively to previously approved leave.
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14. Enter the start and end date of the absence. For a single day absence, your start date and end date will be
the same day; for multiple days your start date is the first day of your approved leave and the end date is
the last day of your approved leave. For 24 hour scheduled employees, you will need to add entries based
on your specific work schedule. For example, an employee that works Sunday — Saturday with a two day

Employee Self Service Job Aid:
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break you would need to enter Sunday — Tuesday, then Friday — Saturday.

15. Choose FMLA from the drop-down box and the appropriate reason for the FMLA, family member or self.

Absence Detail

Filter by Type [Al

All Days Hours

*Start Date | 02/04/2021 |0

End Date |02/04/2021

i

*Ahsence Jﬂme | Fam”}' Leave Act

*Reason | Self

Partial Days| Al Days

3.00

Duration |&.00

Calculate End Date or Duration

Hours

Forecast Balance

16. In the Absence Event Details window, click the Partial Days drop-down box and select AllDays.

Absence Detail

*Start Date | 02/04/2021 |0

End Date |02/04/2021

i

Filter by Type 2!

*Abh=ence Name | Fam”}' Leave Act

*Reason el

[ Partial Days [All Days

All Days Hours G.00

Duration | §.00

Calculate End Date or Duration

Hours

Forecast Balance
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17. In the All Days Hours field, enter the total number of hours you are requesting off for each day.

Absence Detail

*Start Date | 02/042021  |[#

End Date[02/042021 |5

Filter by Type [2! v
*Absence Name | Family Leave Act v |
*Reason [Seff v |
Partial Days | All Days v
All Days Hour 3.00
Duration | &.00 Hours
Calculate End Date or Duration Forecast Balance

18. Click Calculate End Date or Duration. The Duration field will calculate the total number of hours the
employee will use FMLA. In this case, 8 hours was calculated for someone who works 8 hours per day for a
1 day absence. If someone works 8 hours per day and entered a 5 day absence, the Duration field would
calculate 40 hours.

Absence Detail

*Start Date |02/042021 |7

End Date[02/042021 |5

Filter by Type Al 7]
*Absence Name | Sick Leave v
*Reagﬂnlﬁick - Employee liness o |
Partial Days|All Days |
All Days Hours .00

Duration |5.00 Hours

[ Calculate End Date or Duration ] Forecast Balance
I

19. Click OK.
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20. Click Forecast Balance. You will receive a message indicating a successful forecast.

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in
the system. If you are forecasting future leaves ensure you will not
draw your balance in a way that might cause you to overdraw in
the future.

Date Time: February 05,2021 at 08:23

Date or Duration Forecast Balance View Forecast Details

21. Click Submit.
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