DHS Office of Organizational and Employee Development How to Enter FMLA in STAR

How to Enter Family and Medical Leave Act (FMLA)

Important:

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

e [f 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.
e https://ess.wi.gov/

2. Loginto STAR using your IAM account.

3. Click Absence Request on your STAR dashboard.

Favorites = | Main Menu =
L
- ' /
Wisconsin Time and Absences R B Wisconsin Employee Info
E" Timesheet E Personal Information Summary
Report your time and tazk details fora \ week, or time period. Review a summary of your personal information.
E" Absence Request Wisconsin Benefits
Navigate to the Time start page.
"""" 1 ]
i"f Benefits Summary
. Review a summary of current, past or future benefit enrollments.
Employee Leave Summary R B
Absence Balances Announcements
Absence Duration
Legal Holiday 54,00 Hours Mo Current Announcements.
Balance
Sick Balance 890.32 Hours
Vacation Balance 61.25 Hours
e S EE 160.00 Hours Company Directory
Balance ’ N
Details , ) )
Search by Name, Job Title, Department, or Email
Wisconsin Payroll o (av D)
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4. Fill out the Absence Request for one week.

Absence Detail (2

*Start Date | 1/18/2016 |[H] View Monthly Schedule
Request one week
End Date| 1/22/2016 |

Fi|terb,rType|,q|

*Absence Namel Sick Leave

’Reasonl Sick -Emplowee liness

Partial Daysl AllDays

v

v| Current Balance 49800Hours

V| Important: You may use any absence types when entering
| time off with FMLA. This example is using Sick Leave.

W

All Days Hours
Duration Hours

Calculate End D ate or Duration

Forecast Balance

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

Absence Detail (2

*Start Date| 1/18/2016 |

End Date| 1/22/2016 |[ij

View Monthly Schedule

FiltertarType|,q||

*Absence Name| Sick Leave

vl Current Balance 498.00Hours

’Reason| Sick -Emplowee liness

| Partial Days| AlDay

All Days Hours
Duration Hours

Calculate End D ate or Duration

Forecast Balance

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

Absence Detail (2

*Start Date| 1/18/2016 [M
End Date| 1122/2016 [

View Monthly Schedule

Filter b,rType|,cd|

*Absence Name| Sick Leave

V| Current Balance 49300 Hours

'Reason| Sick -Em ployee liness

Partial Dal,rs| AlDays

INI Days Hours &.00 I

Duration Hours

Calculate End Drate or Duration

Forecast Balance
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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.

Absence Detail (2

*Start Date| 1/18/2016 [
End Date| 1/22/2016 [

Filter byTvpe|Aj|

*Absence Name| Sick Leave

"Reasor‘l| Sick -Employee liness

Partial Da!_.rs| AllDays

All Days Hours 8.00
Duration|40.00 Hours
I : Calculate End D ate or D uration : I

Forecast Balance

View Menthly Schedule

Current Balance 433.00Hours

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

Absence Detail (7

*Start Date |01/ 8/2016 |[H]

End Date |01/22/2016 |

FiIIierbyT\,'pe|;q| V|
"AbsenceI‘Jame| Sick Leave V|
"Reason|5id:-Em|:In}ee liness V|
Partial Days | All D ays v|
All Days Hours &.00
Duration |40.00 Hours

View Monthly Schedule

Current Balance 4%200Hours

overdraw in the future.

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently
in the system. Ifyou are forecadting future leaves ensure you will
notdraw your balance in a way that might causs you to

Date Time: Dece -
Calculate End D ate or Duration Forecast Balance

ViewForecastD efails
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9. Click Submit.

Absence Detail (%

*Start Date|01/18/2016 |[W View Monthly Schedule

End Date|0122/2016 |[H]

Filter by Type| an V|
"Absencel‘lame|5id; Leave Vl Current Balance £58.00 Hours
"Reason| Sick -Em ployee liness Vl
Partial Days | AllD ays Vl
All Days Hours 8.00
Duration|40.00 Hours

Your request has been successfully validated! You may submit

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

Date Time: December 28,2015 at 13:32

Calculate End Date or Duration Forecast Balance ViewForecastDetails

Comments

Requestor Comments F/

GoTo iewAbsence RequestH istory View Absence Balances

Submit I Save for Later

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

10. Your timesheet should look like the example below.

Actions = Earliest Change Date 01/M18/2016
Select Another Timesheet

*\View By | week N Previous Week MNextWeek

*Date[01172016 |FH

Reported Hours  40.00 PrintTimesheet

Reported time on orafter 12/29/2015 is for a future period.
From 0117/2016 to 0/23/2016

gz:‘nments Day Date Reported Status First In Out In Last Cut P#:::ITimeRepening Code Quantity
) Sun A7 New
Mon 118 Approved SICK - Paid Sick Leave 8.00
Tue 118 Approved SICK - Paid Sick Leave 8.00
Wed 120 Approved SICK - Paid Sick Leave 8.00
Thu 121 Approved SICK - Paid Sick Leawve 2.00
Fri 122 Approved SICK - Paid Sick Leave 8.00
O Sat 123 New

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.

Favorites = | Main Menu =

Workiist | Add toFavorites | Sign out
PHRPRD

A
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12. Click on Absence Request.

Favorites = | Main Menu =
“ 'l
Wisconsin Time and Absences o (S
E" Timesheet
Report your time and task details foga , week, or time period.
E" Absence Request
Navigate to the Time start page.
Employee Leave Summary o (8
Absence Balances
Absence Duration
Legal Holiday 24.00 Hours
Balance
Sick Balance 890.32 Hours
Vacation Balance 61.25 Hours
Sabbatical Leave 160.00 Hours
Balance
Details
Wisconsin Payroll - R

Wisconsin Employee Info

E Personal Information Summary
Review a summary of your personal information.

Wisconsin Benefits

"""" 1
{’V‘ Benefits Summary
E Review a summary of current, past or future benefit enrollments.

Announcements

No Current Announcements.

53_& Company Directory

Search by Name, Job Title, Department, or Email

©)

13. Enter the dates for your FMLA request. The FMLA request must have the same dates as the previous

absence request.

Absence Detail 2

e
End Date|0122/2016 |

FiIterb;Type|;d| v|
*Absence N3m3| Fam ilyLeave Act V|
Reason| Self v|
Partial Days| Maone v|

Duration Hours
Calculate End Drate or Duration Forecast Balance

*Start Date 011 8/2016 E\ View Monthly Schedule

Ensure the dates are the same as
your previous absence request

Current Balance 20.00 Hours
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14. Select “Family Leave Act” under Absence Name and either “Self” or “Family” under Reason.

15.

Absence Detail (7

*Start Date 01/18/2016 |[]

End Date |01/22/2016 |[3)

Filter by Type|_i\|| V|

*Absence Name| Family Leave Act V|

Reason| self v|

Partial DaysNone M
Duration Hours

Calculate End Date or Duration Forecast Balance

Wiew Monthly Schedule

Current Balance 20.00 Hours

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

Absence Detail (2

*Start Date |01/12/2016 |5

End Date [01/22/2016 |[5]

Filter by Type [ Al v

*Absence Name [Family Leave Act v

Reason | gelf '
Partial Days (E\EeETS L

All Days Hours

Duration Hours

Calculate End Date or Duration Forecast Balance

View Monthly Schedule

Current Balance 20.00 Hours

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

Absence Detail (2

*Start Date (01/18/2016 |[5])

End Date [01/22/2016 |[51

Filter by Typel,qu V|
*Absence Name | Family Leave Act V|
Reason| self V|
Partial Days | All Days v
I All Days Hours | I
Duration Hours

Calculate End Date or Duration Forecast Balance

View Monthly Schedule

Current Balance £0.00 Hours
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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.

Absence Detail (7

*Start Date |0118/2016 |5 View Monthly Schedule

End Date [01/22/2016 |[5

Filter by Type [ Al V]
*Absencehlame||=ami|-,,- Leave Adt v| Current Balance 20.00 Hours
Reason| Self V|
Partial DayslA” Days V|
All Days Hours 8.00
Duration |40.00 Hours
I i Calculate End Date or Duration I ForecastBalance

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.

Instructions
Enter Start Date and Absence Name. Then complete the rest of the required fields before submitting or save for later your request.

Absence Detail (2

*Start Date | 1/18/2016  |[5]] View Maonthly Schedule

End Date /222016 [+

Filter by Type| All V|
*Absence Name| Family Leave Act v| Current Balance 20.00 Hours
Reason [gelf v
Partial Days | All Days v
All Days Hours 8.00

Duration | 40.00 Hours

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: Jan -
Calculate End Date or Duration Forecast Balance

Wiew Forecast Details

19. Click Submit.

Comments

Requestor Comments

GoTo View Absence Request Histary

View Absence Balances

Save for Later
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20. Click Yes to submit your absence request.

., ¥ PHRPRD
a

Request Absence

Submit Confirmation

‘/ Are you sure you want to Submit this Absence Request?

Favorites = Main Menu~= > Self Service ~ > Time Reporting = > Report Time ~ > Absence Request

I Yes I Mo
21. Click Ok.

., ¥ PHRPRD
a

Request Absence

Submit Confirmation

‘/ The Absence Request was successfully submitted.

OK

~avorites - Main Menu~= > Self Service ~ > Time Reporting = > Report Time ~ > Absence Request
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