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Correcting Employee Leave Requests to FMLA
Pay Codes

1 Correcting Employee Leave Requests to FMLA Pay Codes. (Exempt)

This guide provides step-by-step instructions for modifying an existing leave entry
in Lobotime to designate it as FMLA instead. Learn how a supervisor can
accurately reclassify employee leave time to FMLA to ensure proper records.

2 Go to Manage Timecards.
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3 Select Employee.

4 Click day that needs to change to FMLA
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5 Click Go to and select Schedule.

6 Right-click on the text indicating leave with hours displayed in brackets [8.00]. In
this example, Annual Leave is used; however, managers may select and right‑click
any type of leave they have entered.
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7 Click Edit.

8 The manager must select the corresponding FMLA leave type that aligns with
the leave type originally submitted by the employee. In this example, FMLA
Annual Leave is selected; however, the manager should ensure the FMLA
designation matches the employee’s original leave entry.
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9 Click Apply.

10 Click Save.



Made with Scribe - https://scribehow.com 6

11 The Paycode has updated.


