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Visit the Help Menu for the most up-to-date version of this guide.

STEP 1

From the Time-Off Requests drop-down menu, select "Request Extended Leave."

STEP 2 Click "Request a Case."
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STEP 3

Complete the Estimated Start Date, Estimated End Date, Type and Reason 

for FLMA Request fields. If you are unsure, provide estimated dates. 

You may also submit documentation for your request.

Once complete, click "Submit."

STEP 4 Manage your case request by selecting Edit, Manage Leave or Delete from the Actions drop-down menu. Select 

"Manage Leave" to view case details or upload documentation.
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STEP 5 Click "Upload Document" to provide documentation for your case request.


