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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. 

 

2.   In your Request List your FMLA case(s) will appear. Click the case you would like to view. 
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3.   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.  

 
 


