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How to Enter FMLA — Employees and Supervisors

Important:
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 WisDOT’s Medical Leave Policy.

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

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.

If you do not use an absence event while on FMLA, you will not be paid for your time off. The absence event can be entered
even if your FMLA is not approved yet.

Employees may only enter FMLA coding after FMLA has been approved by the WisDOT Medical Coordinator or FMLA HR
Assistant. Retroactive FMLA coding may be needed once FMLA has been approved.
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How to Enter FMLA as an Employee

]
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Note: If you do not already have FMLA approved by the WisDOT Medical Coordinator or FMLA HR Assistant, 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 Timesheet on your PeopleSoft dashboard or navigate using the breadcrumbs below:

Dashboard

ployee Info

Wisconsin Time and Absences S o~
= Timesheet
Report your time and task details for a day, week, or time period.

=== Absence Request
Navigate to the Time start page.

Employee Leave Summary < ov
Absence Balances

Absence Duration

Legal Holiday

56.00 Hours
Balance

Personal Holiday

3225 Hours
Balance
Sick Balance 62.08 Hours
Vacation Balance 92.00 Hours
Details

[+
o
4

Wisconsin Payroll

== View Paycheck
= Review current and prior paychecks.

== Paycheck Modeler

== Direct Deposit
7= Add or update your direct deposit information

== W-4 Tax Information
Review or change your W-4 information.

== View W-2/W-2c Forms
0 View electronic W-2 and W-2c forms.

Create a hypothetical paycheck based on your job, earnings, deductions and tax information.

== Personal Information Summary
Review a summary of your personal information
Wisconsin Benefits

17 Benefits Summary
@

Review a summary of current, past or fulure benefit enroliments.

[E Announcements

No Current Announcements.

2 Company Directol
Son pany Yy

Search by Name, Job Title, Department, or Email
©)]

Advanced Search

Breadcrumbs

Main Menu~: > Self Service ~ > Time Reporting ~ » Report Time - > Timesheet

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.

From 11/09/2015 to 11/15/2015 (2
Comments Day  Date ';f;:;‘“ FirstIn out In Last Out P:::Inue Reporting Code Quantity Rule Bement1  Date
Mon 118 New [ v @ 1t (4 =
Tue 110 New [ v @ 1o [ =)
Wed 1111 New 1111
Thu 1112 New 111z
Fri 1113 New 1113
Sat 1114 New 11114
Sun 1115 New 1115
Submit Clear
§ummary Exceptions Payable Time
Absence Events 7 Personalize | (7
Absence Take | [F=5¥
Select *Start Date End Date Absence Name Reason .I#::_:E Details Status Approval Monitor Source Cancel Edit
O Details Approwal Monitor ?;l{l\stmtcrmsence
| Add Absence 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.

Absence Events
Absence Take | [0
Zalact *Start Deta End Data Absancs Mama FazE on -II-;'FL Datalls Etatus L popr oy
[ 14058,201 5| 052015 =',] SelectAbsence Ma m Diatzils Mz Approy
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.
Absence Events |7
Absence Take
Select *Start Date End Date Absence Name Reason
11/09/15  [5  11/09/15  [21)|| Sick Leave v| [Sick - Employee lliness v
7. Click Details.
Absence Events (7
Absence Take | =2k
Select * Start Date End Date Absence Name Reason Duration ‘lflyr.:e Details
 CEEEE——
11/09/15 [x]  11/09/15 [5 [Sick Leave w| [Sick - Employee lliness v Hours | Details
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8. Inthe Absence Event Details window, click the Partial Days drop-down box and select AllDays.

55 Create Absence Reg
Help
Absence Event Defails &
Employee Name
Imstructions
Enter SErtDat, End Dae, and Absence Mame. Then complee the rest of the requirsd fizld s be ore returning o the Times hest page.
Absence Detail 17
*Start Dmte 11092015 |4 View Mon thhyCalendar
End Oate |11.08/2015 |
Filter by Type [ &1 v|
*Absence Name | Sick Lea e V| Current Balance 1 508.07 Hours
Reason [Sick - Emplojes liness v|
[F‘aﬂia' wy: R ~ | ] Important: You may use any earned paid leave or
Al Days Hours unpaid leave when entering time off with FMLA.
Duration Hours This example is using Sick Leave.
Calculs & End Date or Durafion
Comments
Re porter Comments: IQ’
v

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

10. 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.

S5 Create Absence Reg
” 1S TEGHNIGAL SVGS GONSLT ADMR. N
Instructions
Ener StartDate, End Dt and Apsence Name Then complets the restof he required felds bebre retming o he Timeshestpage.
Abs ence Detail |7
*Start Date [1 1052015 |59 View MontilyGalendar
End Date [1 1052015 |63
*Absence Hame Currert Balarce 150807 Hours
Reason | gig: - Employes liness ~
Partial Deys [l D2y ~
All Days Hours 800
Duration 8 00 Hours
[1 Galoiiak End Date or Duraton
Comments
Reporter Comments: &
[ Cancel
v
~ Reguined el

11. Click OK.
How to Enter FMLA, updated 6/23/16 4



]
WSCONsy,

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 thatforecasting validates againstdata currently
in the system. If you are forecadting future leaves ensure you will

notdraw your balance in a way that might cause you to
overdraw in the future.

Date Tine:Decinhsm.i.ﬂ.lﬁ.aLu'.u_I
Calculate End Date or Duration Forecast Balance ViewForecastD efails

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

13. After you finish filling out your entire timesheet, click Submit.
Now you need to enter an FMLA Absence Request during the same time frame you entered your absence.

Note: If you have received a retroactive FMLA approval, you must use the date your FMLA was approved to start and
add an FMLA event to your previously coded leave time (steps 1-13).

14. Click Timesheet on your PeopleSoft dashboard or navigate using the breadcrumbs below:

Wisconsin Time and Abcences C (o< Pr——— Info
= Timesheet s Personal Information Summary
2" Report your time and task details for a day, week, or ime period 2™ Review a summary of your personal information.

— Absence Request Wisconsin Benefits
0~ |Navigate to the Time startpage. |
LAz Benefits Summary
[£] % Review a summary of current, past or future benefit enroliments.

Employee Leave Summary T ov

Absence Balances Announcements
Absence Duration

Legal Holiday 55,00 Hours Nao Current Announcements
Balance -

Personal Holiday

Balance 32.25 Hours

Sick Balance 62.08 Hours g*g_ﬁ Eamaanviecion

Vacation Balance 92.00 Hours Search by Name, Job Title, Department, or Email
Details )

Wisconsin Payroll T ov Advanced Search

View Paycheck
Review current and prior paychecks.

== Paycheck Modeler
=] Create a nypothetical paycheck based on your job, &amings, deductions and tax information.

Direct Deposit
Add or update your direct deposit information.

s W4 Tax Information
2™ Review or change your W-4 information

View W-2/W-2c Forms
View electronic W-2 and W-2c forms.

Breadcrumbs
Main Menu~ > Self Service ~ » Time Reporting - > Report Time - » Timesheet
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15. Search for the appropriate week’s timesheet for which you need to add an FMLA absence
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event. If you need

to add an FMLA absence event more than 15 days in the past, please contact your payroll coordinator or

supervisor.

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

From 11/09/2015 to 11/15/2015 17

Commaents Day  Date ';E;:;‘“ First In out In Last Out T:EITI"E Reporting Code Quantity Rule Bement1  Date
Mon 11/ MNew [ v @, 118

ue 1110 New [ v 3, 1110

Wed 11H1 New 1M1

Thu 11M2  New 1112

Fri 1113 Hew 1113

Sat 1114 New 11114

sun 1115 New 1115

Submit Clear

Summary Exceptions Payable Time

Absence Events 7

Absence Take | [y
Select  *StartDate End Date Absen ce Name Reascon .'#;‘:E Details Status Approval Monitor Source c
T =
- Details fpproal Monitor Administrator Absence

Event

Add Absen ce Event ]

+|

Personalize | LY

ancel Edit

17. 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

Absence Take | [F5H
falect  *Start Dets End Data Absanca Nams Razs on 'IL"‘;FL Detalls & taties
[ 10820180y | 11052015 =] SelectAbsence Ma m Cretails Mew

j,LF.F.r o

=}

18. Select Family Leave Act under Absence Name and either “Self” or “Family” under Reason.

Absence Events

A

Absence Take

r
Select *Start Date End Date Absence Name Reason

gl

alF

11/09/15 11/00/1s  [3) |[Family Leave Act v [S

How to Enter FMLA, updated 6/23/16
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19. Click Details.
Absence Events (7
Absence Take | |F=k
Select *Start Date End Date Absence Name Reason Duration 'II-'I;:e Details
11/09/15  [3]  11/09/15 [+ |Family Leave Act  ~| [Self W Hours | Details

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

Absence Event Details

Employee Name

Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before refurning to the Timesheet page.

Absence Detail (7

11/09/15
“Start Date  11/09/ View Monthly Calendar

End Date  11/09/15

Filter by Type [All v
“Absence Name\ Family Leave Act v| Current Balance 0.00
Reason | Self v|
( partit s T — ] |
All Days Hours
Duration Hours

Calculate End Date or Duration

Comments

Reporter Comments: ’@

OK Cancel

21. In the All Days Hours field, enter the total number of hours you are requesting off for each day.
22. Click Calculate End Date or Duration. The Duration field will calculate the total number of hours you will be
absent.

Absence Detail (7

*Start Date |05/29/2016 |[5] View Monthly Calendar

End Date |05/29/2016 |[31

Filter by Type [Al v|
*Absence Name | Family Leave Act v| Current Balance 000
Reason [ Seif v
Partial Days [All Days v|
All Days Hours 8.00
Duration |5.00 Hours
[ Calculate End Date or Duration ]
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23. Click OK.

24. Click Forecast Balance. You will receive a message indicating a successful forecast. Please contact your HR
representative if you do not receive the blue message.

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currenily
in the system. If you are forecasting future leaves ensure you will
notdraw your balance in a way that might cause you to
overdraw in the future.

25. After you finish filling out your entire timesheet, click Submit.
How to Enter FMLA on Behalf of an Employee

1. Access PeopleSoft using the following links:
e Supervisors use this link:

https://ess.wi.gov/
e Payroll Coordinators and HR Coordinators use this link:

https://starhcm.wi.gov

2.Log in to PeopleSoft using your IAM account.
3. Navigate to Timesheet using the breadcrumbs below:
Main Menu~ > Manager Self Service = » Time Management = > Report Time = » Timesheet

4. Select the employee you are entering for from your list. If you do not see the employee you are looking for
enter their First Name and Last Name then click Get Employees.

Report Time
Timesheet Summary

Employee Selection

Employee Selection Criteria [ Get Employees J

Selection Criterion Selection Criterion Value
Clear Criteria

Time Reporter Group
Save Criteria
Employee ID

Empl Record

Last Name

First Name

Business Unit

Job Code

Job Description

Department

Reports To Position Number

Location Code

Company

L L L L L L L L LLLL L

Position Number

5. Click their hyperlinked LAST name that appears under Employees For *Your Name*.

How to Enter FMLA, updated 6/23/16 8
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6. Find the week you are looking for either by clicking Previous Week or Next Week or by using the pop out

calendar and clicking the green refresh arrows.

Actions w Earliest Change Date 03/21/2016

Select Another Timesheet

“View By | Week W [ Previous Week  Next Week J
*Date |03/21201M6 | 2,
Reported Hours .00 Print Timesheet
OR

ALCTIONS CArest \Llanyge Ldle UL LU 1o

Select Another Timesheet

*View By [ Week / v| Previous Week Next Week

*Date 032172016 = 7, x

/@Iendar \ Print Timesheet

|March — [v] 2016 [v]

S MTWTF S Punch
Comments Day Date Reported § 1 2 3 4 § Last Out TolalTimeReponing Code

6 7 8 9 10 11 12
13 14 15 16 17 18 19
Tue 322 New 20 21 22 23 24 25 26
2

|

- |

Wed 323 New \? 28 29 30 J: |
Thu 324 : |
! |

From 03/21/2016 to 03/27/2016 (7

Mon 3721 New

New
(4] Current Date [¥)

Fri 3725 New

Enter your employee’s hours worked as appropriate (refer to the Entering On Behalf of an Employee sections of
the Elapsed Time Entry or Punch Time Entry job aids for more information). When you are ready to enter their
FMLA absence, begin step #7.

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

From 11/08/2015 to 11/15/2015 (2
Comments Day  Date ';f;:;‘“ FirstIn out In Last Out P:::IT'I"E Reporting Code Quantity Rule Bement1  Date
Mon 118 MNew [ v 9, 18 L+ =
Tue 110 New [ v 3, 1o [ =)
Wed 11111 New 1111
Thu 11H2 New 1112
Fri 1113 Hew 113
Sat 1114 New 11714
Sun  11H5 New 1115
Submit Clear
§ummary Exceptions Payable Time
Absence Events 7 Personalize | (7
Absence Take | [F=5¥
Select *Start Date End Date Absence Name Reason .I#::_:E Details Status Approval Monitor Source Cancel Edit
8 N t s Administrator Absence
O Details Approval Monitor Erent
| Add Absen ce Event '
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Enter the start and end date of the absence. For a single day absence, the start date and end date will be
the same day; for multiple days the start date is the first day of your employee’s approved leave and the

end date is the last day of the approved leave.

Absence Events

Absence Take | [F5H
Select  start Dete End Date ADbESNCa Nams Rezs on 1L'::|:t:.« Detalls 5 tatus A ppro
[ 1109201504 |11092015 il,] SelectAbsence MNa u Cetailz New Approv

Choose an Absence Name from the drop-down box and the appropriate Reason.

Important: The employee may choose to use any earned paid leave or unpaid leave when entering time off

with FMLA.
Absence Events (7
Absence Take [F=2H
Select *Start Date End Date Abzence Name Reason
11/09/15  |[31] 11/09/15  [#1)||Sick Leave v| [Sick - Employee Iliness v
Click Details.
Absence Events (7
Absence Take
Select *Start Date End Date Abszence Name Reason Duration _lr‘l;':e Details
 E—
11/09/15 [ 11/09/15 |} [Sick Leave w| [Sick - Employee lliness v Hours | Details
\——
10
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11. In the Absence Event Details window, click the Partial Days drop-down box and select AllDays.

55 Create Absence Reg
Help
Absence Event Defails &
Employee Name
Imstructions
Enter SErtDat, End Dae, and Absence Mame. Then complee the rest of the requirsd fizld s be ore returning o the Times hest page.
Absence Detail 17
*Start Dmte 11092015 |4 View Mon thhyCalendar
End Date [11.08/2015 ([
Filter by Type [ &1 v|
*Absence Name | Sick Lea e V| Current Balance 1 508.07 Hours
Reason [Sick - Emplojes liness v|
[F‘aﬂia' wy: R ~ | ] Important: You may use any earned paid leave or
Al Days Hours unpaid leave when entering time off with FMLA.
Duration Hours This example is using Sick Leave.
Calculs & End Date or Durafion
Comments
Re porter Comments: IQ’
v

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

13. 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.

5SS Create Absence Reg
J IS TECHNICAL SVCS CONSLT ADMR

4

Instructions
En‘er Start Date, End Date, and Absence Mame. Then complete the restof the required fields befre retuming o the Timeshestpage.
Abs ence Detail (7
*Start Date (11092015 | Vizw MonthlyCalendar

End Date |1 1052015 |5

Fiter by Type [ A1 ~|

*Absence Name [ Sick Leare ~| Current Balance 1508 07 Hours

Reason | Sick - Employes liness ]

Partial Days [ Al Dsye ~|

ANl Days Hours 8.00]

Duration 2 .00 Hours.

[ i Calowlate End Date or Durafion

Comments

Reporter Comments:| ‘\:V

O Canoel

= Required Fekl
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14. Click OK.
15. Click Forecast Balance. You will receive a message indicating a successful forecast.

Your request has been successfully validated! You may submit
Please be aware thatforecasting validates against data currently
in the system. If you are forecading future leaves ensure you will

notdraw your balance in a way that might cause you to
overdraw in the future.

Date Tine:Decinhsm.i.ﬂ.lﬁ.aLu'.u_I
Calculate End Date or Duration Forecast Balance ViewForecastD efails

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

16. After you finish filling out your employee’s entire timesheet, 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 WisDOT Medical Coordinator or FMLA HR Assistant, the supervisor and
payroll coordinator may need to add an FMLA Absence Event retroactively to previously approved leave.

17. Navigate to your employee’s Timesheet using the breadcrumbs below:
Main Menu~ : Manager Self Service - » Time Management = » Report Time = > Timesheet

18. Select the same employee you are entering for from your list. If you do not see the employee you are
looking for enter their First Name and Last Name then click Get Employees.

Report Time
Timesheet Summary

Employee Selection

Employee Selection Criteria [ Get Employees J

Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group

Save Criteria
Employee ID

Empl Record

Last Name

First Name

Business Unit

Job Code

Job Description

Department

Reports To Position Number

Location Code

Company

2L L L L L L L L LR LR

Position Number
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19. Click their hyperlinked LAST name that appears under Employees For *Your Name*.
20. Find the same week as you entered the absence by clicking Previous Week or Next Week or by using the
pop out calendar and clicking the green refresh arrows.

Actions -
Select Another Timesheet

Earliest Change Date 03/21/2016

[ Previous Week  Next Week ]

*View By | Week w
*Date 03/21/2016  |[5] 7,
Reported Hours 0.00 Print Timasheet
OR
ALCTIONS CArest \Llanyge Ldle UL LU 1o
Select Another Timesheet
*View By [ Week / v| Previous Week Next Week
*Date 032172016 = 7, &

From 03/21/2016 to 03/27/2016

Comments Day Date
Mon 3721
Tue 322
Wed 323
Thu 3724
Fri 325

Reported §
New
New
New

New

New

/@

lendar \

5

6

[March T[] [2016  [¥] |

13 14 15 16 17 18 19
20 21 22 23 24 25 26

Gzazem J

M T W T F S
1 2 3 4 § Last Out

7 8 9% 10 11 12

(4] Current Date [¥)

Print Timesheet

P#gtcahl Time Reporting Code

21. Click the Absence tab underneath the timesheet. Click Add Absence Event.

From 11/09/2015 to 111152015 (%

Comments Day
Mon
Tue
Wed
Thu
Fri
Sat
Sun

Submit

Date F:;E;'E 4 Firstin Out
i) New
110 Hew
1111 New
1z New
1113 New
1114 New
1115 Hew
Clear

§umman’§xce|:licns Payable Time

Absence Everls (2

Absence Take [=9

Select *Start Date

O

End Oate Absence Name

Add Absence Event

Reason

Punch __ "
Last OQut TmaJTme Reporting Code
| 4]
| v
UMt el Status Approval Monitor
Type e
Detailz Approval Monitor

Quantity Rule Bement 1 Date
@, 118 + =
@ 10 [#H =
T
1112
1113
11114
11715
Personalize |
Source Cancel Edit
Administrator Absence
Event

| —
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as the previous absence request.
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Enter the start and end date of the employee’s FMLA request. The FMLA request must have the same dates

Absence Events (7

Absence Take
Select *Start Date End Date Absence Name Reason Duration '?;:e Details Status Approval Monitor Source Cancel Forecast
[ 0312112016 |5 032172016 Ei Hours  Detals New Approval Monitor ﬁfﬂ“:sgn‘:’et Forecast
Add Absence Event
23. Select Family Leave Act under Absence Name and either “Self” or “Family” under Reason.
Absence Events (7
Absence Take
7
Select *Start Date End Date Absence Name Reason
11/09/15 [  11/09/15 [ || Family Leave Act  ~| [Self W
24. Click Details.
Absence Events (7
Absence Take | |F=
Select *5Start Date End Date Abszence Name Reason Duration 'LI'I;:e Detailzs
11/09/15  [6] | 11/09/15  |[5] [Family Leave Act  w| [Self W Hours | Details

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

Absence Event Details

<
‘_‘ ]

Instructions

Employee Name

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

Absence Detail (7

“start Date  11/09/15 View Monthly Calendar
EndDate  11/09/15
Filter by Type A I
*Absence Name [Family Leave Act v Current Balance 0.00
Reason [Self v]
([Para ooys [T — | ]
All Days Hours
Duration

Hours

Calcutate End Date or Duration

Comments

Reporter Comments:

OK

How to Enter FMLA, updated 6/23/16
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26. In the All Days Hours field, enter the total number of hours the employee needs off for each day.

27. Click Calculate End Date or Duration. The Duration field will calculate the total number of hours you will be
absent.

Absence Detail (7

*Start Date 05/29/2016 |[3] View Monthly Calendar
End Date |05/29/2016 |[5]

Filter by Type [Al v

*Absence Name | Family Leave Act vl Current Balance 0.00

Reason [ Seif v]

Partial Days [All Days v|

All Days Hours 5.00

Duration |3.00 Hours

[ Calculate End Date or Duration ]

28. Click OK.

29. Click Forecast Balance. You will receive a message indicating a successful forecast. Please contact your HR
representative if you do not receive the blue message.

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currenily
in the system. If you are forecasting future leaves ensure you will
notdraw your balance in a way that might cause you to
overdraw in the future.

30. Click Submit.
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