Quick User Guide: SUPERVISOR — FMLA Leave in TimeClock Plus

View / Edit an employee FMLA Case.

Click on “Case ID” from “FMLA CASE STATUS” section on dashboard

e The case details will appear —

0 View Case Details

O Review Leave Balance

0 Check Eligibility

O Add Notes*
= Click +Add button
= Enter Note
= Save

SAM SAMPLE

Case Details

B Feedback

= Information

Mame

Employes SAM SAMPLE [1234]
Spouszs

Reason Code | Employee {self)
CaseStatus | Sent to Supenvisor
Approval Status | Pending

Statuz Open  |v

= Description

Expandall Collzpse all

FMLA Leave Task

_|Current Balance 12,00 {420:00) ‘

Current Balance

Drate Submitted 01/12/2020

| ForDdays Case Period | 1/1/2020 b° 1/31/2020

Expected Return Date

Check Eligibility

Requesting leave time for upcoming birth of my child

Enticipated leavs date = 1/1/2020

~

= Additional Notes

Showing 0 recordsof 0

Edit Delete Entered By DateEntered

Ma records found

Modified By  Date Modified  Mote

*Sample Notes:

Provided employee with eligibility & leave notification and appropriate medical certification form
Provided employee with eligibility & leave notification form only

Employee unable to call; leave reported by spouse

Employee indicated dates for leave have changed from initial request

Employee phoned to notify us that they cannot return now until x/xx/xxxx

0 Required Documentation

— The Eligibility & Leave Notification document must be completed & provided to the employee within 5
days of receiving the FMLA Leave notification

— If FMLA is approved — the FMLA Medical Certification form must also be provided to the employee

—  Documentation should be returned directly to:

For STAFF employees = Human Resources (Erin Christian — 108 Rowe Hall)
For FACULTY employees = Faculty Personnel Services (Kendra Huckins — 308 Warriner Hall)

To download the form(s) -

= Highlight form
= Click the Manage
button

Showing 2 records of 2

Complete  Category

Q [ aActive onby

Uploaded By  Time File Mame

| Eligibility & Leave Motification-3 days

|:| FrLA Medical Certification (Employee)




. - Required D tati
» Click Download Template o o

Manage | | Sear f Q, [ activeonly

Download Template

Uploaded By  Time File Mame

otification-5 days

fication (Employee)

= Click Download button Processing ? Feedback

Process complete.

100%
Success 1 Elapsed 0:00
Remaining O min
= Click OK button Opening Notice of Eligibility_Rights & Responsibilities.doc e

You have chosen to open:
Notice of Eligibility_Rights & Responsibilities.doc
which i Microsoft Word 97 - 2003 Document (76.0 KB)
from: https://118892 teplusondemand.com

What should Firefox do with this file?

@Egpen withé Microsoft Word (default) w

() Save File

[] Do this automatically for files like this fram now on.

QK Cancel

= Complete Form(s)
(provide to Employee) Notice of Eligibility & Rights and Responsibilities
CENTRAL MICHIGAN UNIVERSITY

To (Employee):

From (Supervisor):
Signature:

Date:

Part A - Notice of Eligibility

On
for:

| became aware that you needed [] continuous [] intermittent leave beginning on and ending on

Repeat steps for Medical Certification Form (if applicable)



= Update Case Status |~ Information
e Select Pending

Documentation
(from drop-down)

Employee

Spouse

Reason Code

MName

SAM SAMPLE [1234]

Employee (self)

Case Status

Approval Status

Status

Pending Documentation |

Pending

Open ~

FMLA Leave Task

Current Balance  12.00 (480:00

Current Balance

Date Submitted 01/12/2020

CasePeriod | 1/1/2020 to 1/31/2020

Expected Return Date

Check Eligibility

= Save

cance m

e If your employee's need for leave qualifies under FMLA, complete the Eligibility & Leave Notification form (whether they
are eligible for FMLA or not) within five (5) business days of being notified your employee needs leave. If they are not
eligible for FMLA, a non-FML Medical Leave of Absence may be approved.

e Email the completed Eligibility & Leave Notification form to your employee. If they are eligible for FMLA, attach the
appropriate medical certification (attached to the case). Please cc: Erin Christian (for staff) or Kendra Huckins (for
faculty). For a non-FML Medical Leave, employees may submit FMLA certification forms or a doctor's statement indicating

diagnosis and expected length of disability.

e Once your employee's leave has commenced, record the leave time (sick, vacation, etc.) along with FMLA Leave for each
day of your employee's absence. If the leave is not FML, only the appropriate leave time should be recorded.

Enter (& approve) Employee Time Off Request in TimeClock Plus.

Select “Tools” > Select “Request Manager” —»

e Click +Add button

0 Use template (on the left) or manually enter:

=  Select Employee

=  Enter Date, Start Time, Hours, Days
= Select Leave code = FMLA Case

e Select FMLA Case

]

[ ]

Add Employee Request

B Feedback

Click M Approve request

Templates

<< NOME >>

FULL DAY

Employes  SAM SAMPLE [1234] ‘

Hours

FUNERAL FULL DAY

Days

FUNERAL HALF DAY

HALF DAY ‘ FMLA Case |v

Daterequested | 1/6/2020

Starttime | 08:00 AM @

8:00

1

104 - 01/01/2020 Emplo,

Description

O Save

Accruals

= Approve request

[[] send user notification

Cance m

Approved requests will appear as “green”




Approve Employee Time Off Request (that was already entered into TimeClock Plus).

Select “Tools” > Select “Request Manager” —»

e Locate “blue” Pending Request
O Right-click on request

= Select Approve Request Level 1 (from the list)
e Request will change to ‘green’ (approved)

-

Status . FMLA

4

Reguests per calendar day | 10 Apply

Sun Mon
» 29 + 30

< < Januan

» 3 + s

Pending (1)

SAM SAMPLE

08:00 AM 3:00

104 - 01/01/2020 Employee (self)

Add
Detail
View in list

Delete

Approve Request Level 1

Deny

[ ]

Status

= -

FMLA

a

Requests per calendarday | 10 Apply

January 2020 > >>

Mon Tue
+ 30 + 3 +
+ 6 + 7 +
Approved (1)
SAM SAMPLE
08:00 AM 8:00

104 - 01/01/2020 Employee (self)

Updated - March 27, 2020




