State of Delaware ESTA R J O b Al d

Employee State Time & Attendance Reporting

DHSS Job Aid 12: Managing Your Approved FMLA Case

1. Once your case has been approved you can review it. From the home screen, select Schedules = My
Time Off.
() Time Entry i?' Schedules
) My Timesheet [ My Calendar
% My Time Off
i My Swap Requests
Ld Reports
g View Reports Settings
E7 My Contact Preferences
2. In your Request List your FMLA case(s) will appear. Click the case you would like to view.

Request List

E',}‘ Create New Request

Current Past

Type Start Date »  End Date Status

Time off - FMLAS FMLA Sick Le... | D8ME20135 DaMa2i: Approved
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Here, you are able to view your case, add a comment, and view comments from your Case Manager. If
needed, you can upload any additional documents. Any information you submit is kept confidential and

Secure.
4l Goto My Time Off Requests || (¥) View My Time Sheet =12

case [l Case Manager Tasks
Start Date: Sep 6, 2015 Contact via: E-mail
° Supplemental Case Information []
End Date: Dec 30, 2015 adaress: [lllosate de s
Completed Sep 8, 2015
Case Type: Intermittent Reason: | have another heath condition (nct AL SR

pregnancy-related)
Status: Approved Person Affected: Employee

«
Eligiblity Reviewed v

Use paid time: Required Completed Sep 8, 2015
Leave Eligibility Letter [
Projected Usage HLIL, Ei v
Completed Sep &, 2015
View Usage Summary...
Leave Type R L e I L ey US DOL Medical Certification for Employee's Serious Health Condition (WH-380-E) [3] v 4
FMLA 12.00 weeks | 11.60 weeks

Completed Sep &, 201

Documents
US Dept of Labor FMLA Rights and Responsibility Notice (form WH-381) [31 v
Completed Sep 8, 201

Description Status

o

o

Supplemental Case Informstion & Document archived -
L L Medical Certification(s) Received (v 4
& Lesve Eligibility Letter & Document sent and archived
@

US DOL Medical Cerification for Emplovee’s & Document sent and archived
Serious Health Condition (VWH-330-E|
3 US Deot of Labor FMLA Rights and & Document sent and archived Case Approved V
Responsibilty hlofice (form WH-381) Gompleted Sep 5, 201
3 US Dent of Labor FMLA Desianation Natice @ Document sent and archived -
form WH-383)

Completed Sep &, 201

o

o

US Dept of Labor FMLA Designation Notice (form WH-382) [ V
Questions
Completed Sep 8, 2015

Will your condition require staying one or more nights in a hospital or other treatment
facility? Manager Notified

Ne Completed Sep 8, 2015
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