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.

M _oboTime

TM  welcome back, testmgr

HR and Payroll Updates : My Notifications > : Manage Timecards
HR and Payroll encourage you to review the . .
! 2 gey Previous Pay Period v A A
information on our website. Tasks 0 >
time. .ed| "
Sl Clean Timecards
Payroll deadlines are available here. My Requests 0 > 2 Timecards with no >
payroll.unm.edu/mypay/pay-schedule.html exceptions
Here are job aids to help you with LoboTime. Employee Requests 0 >

time.unm.edu/resources/job-aids_ukg_v1.pdf

Current actual leave balances are maintained in Notices 0 P
UNM's Employee Dashboard, not in LoboTime.
Please go to the link to see your current balances.

lobowebapp.unm.edu/Employ icej Timekeeping Requests 0 >
System Messages 0 >
Timekeeping 0 >
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3  Select Employee.

(I LoboTime BN R 5

Employee SEEOD, TestSE v | @ 100000004 < 1of2 > &) ~ Previous Pay Period & v 2Employee(s) selected <> Loaded: 1:34 PM
4 : ( Search Q] 2A F % &, i~ =~ L~ o H £3]
Previous To Zoom Approve  Remove  Sign-off  Analyze Goto Share View Calculate Save
SEEOD, TestSE v approval pending totals

SNEOD tesoN /01 Mon3/02  Tue3/03  Wed3/04  Thu3/05 Fri 3/06 Week Timeframe

n Home: Jonahlyn Test Holiday \'/ " 8.00 8.00 8.00

u Home: Sick Leave 8.00

Daily total 8.00 8.00 16.00

4  Click day that needs to change to FMLA

Date Schedule Absence In Out Transfer In Out Transfer Pi
4+ | © sat 3/07
4+  © Sun 3/08
4+  © Mon 3/09
4+ | © Tue 3/10
4+ | O Wed 3/11
4+  © Thu 3/12
4+ | © Fri3/13
4+ | © Sat3/14
4+  © Sun3/15
4+ O Mon3e 4
4+ O Tue 3/17
4+ | © Wed 3/18
+ | & Thu 3/19
( Totals Accruals Audits W
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5 Click Go to and select Schedule.

AN [ oboTime BN AR TWEEIS Q ® &8

Employee SNEOD, testSN v | @ 100000005 ¢ 20f2 > &) ~ Previous Pay Period & ~ 2Employee(s) selected <> Loaded: 1:34 PM
=N v 4 & Em- B < o B
List view Zoom Approve  Remove  Sign-off  Analyze Share View Calculate Save
approval pending totals

( Schedule) ]
Date Schedule

Peopre”

Reports

Out Transfer In Out Transfer Pi

Sat 3/07

Sun 3/08

Mon 3/09

Tue 3/10

Wed 3/11

Thu 3/12

Fri3/13

Sat3/14

Sun 3/15

+ + + + + + + + + o+
©l0 ® 00000 00

Mon 3/16 J| so0Am I

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.

= @ Schedule Planner with Absence Calendar Q oL

View by Employee ¥ a v 3/01/2026 - 3/31/2026 080 v 2Employee(s) selected ¢ Loaded  1:34 PM
® = M <v 9
Quick Show / Gantt View Zoom Share Refresh Save

Actions Hide

Q Y ”» Sun 3/01 - Sat 3/07 Sun 3/08 - Sat 3/14 Sun 3/15 - Sat 3/21 Sun 3/22 - Sat 3/28 W Sun 3/29 - Tue 3/31

Sun 3/01 Mon 3/02 #e Tue 3/03 Wed 3/04 Thu 3/05 Fri 3/06 Sat 3/07
Name [2/2] ¥

SEEOD, TestSE Annual
B

I nual Leave [8.01

SNEOD, testSN
—

Annual

SNEOD, testSN
Annual Leave [8.00]
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7  Click Edit.

= @ WYY Schedule Planner with Absence Calendar Q 0L

View by Employee ¥ B3 v 300112026 - 3/31/2026 & ~ 2Employee(s) selected > Loaded  1:34PM
© = A <- C |9
Quick  Show/  GanttView  Zoom ve
Actions  Hide
Annual Leave [8.00]
Q pre ”» Sun 3/01 - Sat 3/07 Sun 3/08 - Sat 3/14 Sun 3/15 - Sat 3/21 SNEOD, testSN
sun3/01 Mon 3/02 % Tue 3/03 Wed 3/04
Name [2/2] L
P
S © ¢ ©0
— Delete cut Copy  ViewAudit

SNEOD, testSN
—

IAnnua Teave [8.00

Annual

~ Approved

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.

[ 7 § (O] = PA ./HRTech R0
Quick Show / Gantt View Zoom
Actions Hide
Effective Date *
Q v I Sun 3/01 - Sat 3/07 Sun 3/08 - Sat 3/14 Sun 3/15 - Sat 3/21 Sul
3/06/2026
Sun 3/01 Mon 3/02 »s Tue 3/03 Wed 3/04 Thu 3/0% .
Name [2/2]
Paycode *
SEEOD, TestSE Annual
—

@ Cancelled [ Annual Leave
[ 'Search

Pager Stand-by $3.00

SNEOD, testSN
—

Pager Stand-by $6.00

FMLA Annugl Leave
FMLA Comp 1q

FMLA Leave without Pay

() override Accrual Days
Override Shift
Whole Shift Partial Shift
Create Open Shift
Transfer

( d
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9  Click Apply.

X AT [ Sun 3/01 - Sat 3/07 Sun 3/08 - Sat 3/14 Sun 3/15 - Sat 3/21 T —
3/06/2026
Sun 3/01 Mon 3/02 % Tue 3/03 Wed 3/04 Thu 3/0% .
Name [2/2] ¥
Paycode *
SEEOD, TestSE Annual
FMLA Annual Leave
—_— -
SNEOD, testSN Start Time
—
(‘800AM )
Duration * L
[ Specify Amount v J

Amount Hours *

8.00
(J override Accrual Days

Override Shift
Whole Shift Partial Shift
Create Open Shift

Transfer

(

( Absence Calendar Comments

10 Click Save.

= @ [N Schedule Planner with Absence Calendar

View by Employee ¥ @ ¥ 3/01/2026 - 3/31/2026 980 v 2Employee(s) selected ¢ Loaded TR
© = A <> C
Quick Show / Gantt View Zoom Share Refresh

Actions Hide

Q bve "» Sun 3/01 - Sat 3/07 Sun 3/08 - Sat 3/14 Sun 3/15 - Sat 3/21 Sun 3/22 - Sat 3/28 W Sun 3/29 - Tue 3/31
Sun 3/01 Mon 3/02 % Tue 3/03 Wed 3/04 Thu 3/05 Fri3/06 Sat3/07

Name [2/2] ¥
SEEOD, TestSE Al

—_—

FMLA Annual Leave [8.00]°

SNEOD, testSN

—

Annual
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11  The Paycode has updated.

View by Employee ¥ @ v 3/01/2026 - 3/31/2026 D}-lu v 2Employee(s) selected ¢ Loaded 1:34 PM
© = A <~ C
Quick Show / Gantt View Zoom Share Refresh

Actions Hide

@ success The schedule has been successfully saved.

Q Y ”» Sun 3/01 - Sat 3/07 Sun 3/08 - Sat 3/14 Sun 3/15 - Sat 3/21 Sun 3/22 - Sat 3/28 M Sun 3/29 - Tue 3/31
Wed 3/04 Thu 3/05 Fri 3/06 Sat 3/07

Sun 3/01 Mon 3/02 % Tue 3/03

Name [2/2] ¥

Annual

@ Cancelled

SEEOD, TestSE
—
FMLA Annual Leave [¢100]

SNEOD, testSN
—

Apnroved.

SNEOD, testSN

FMLA Annual Leave
[8.00]
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