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How to Enter Family and Medical Leave Act (FMLA) 
 
Important: 

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

• If you do not use an absence event while on FMLA, you will not be paid for your time off.  

 

The example shown in the job aid demonstrates an employee entering one week of FMLA on their timesheet.  

1. Click the following link or type the address into a Web browser. 
• https://ess.wi.gov/ 

2. Log in to STAR using your IAM account. 
3. Click Absence Request on your STAR dashboard. 
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4. Fill out the Absence Request for one week. 

 

5. Ensure that All Days is selected in the Partial Days section.  

 

6. In the All Days Hours field, enter the total number of hours you are requesting off for each day.  
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7. Click Calculate End Date or Duration. The Duration field will calculate the number of hours each day 
against the number of days you selected.  In this case, 40 hours was calculated for the 5 day absence. 

 

8. Click Forecast Balance. You will receive a message indicating a successful forecast.  
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9. Click Submit.  

 

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

10. Your timesheet should look like the example below. 

 

Note: Now, we will enter an FMLA Absence Request during the same week we entered sick time. 

11. Next, click Home at the top of your screen to return to the STAR Dashboard.  
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12. Click on Absence Request. 

 
 

13. Enter the dates for your FMLA request. The FMLA request must have the same dates as the previous 
absence request.  
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14. Select “Family Leave Act” under Absence Name and either “Self” or “Family” under Reason.  

 

15.   Ensure that All Days is selected in the Partial Days section.  

 
 

16. In the All Days Hours field, enter the total number of hours you are requesting off for each day.  
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17. Click Calculate End Date or Duration. The Duration field will calculate the number of hours each day 
against the number of days you selected.  In this case, 40 hours was calculated for the 5 day absence.  

  

18. Click Forecast Balance. You will receive a blue message stating your request is valid and you may 
submit. Please contact your HR representative if you do not receive the blue message.  

 

19. Click Submit. 
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20. Click Yes to submit your absence request.  

 

21. Click Ok. 
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