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Submit FMLA for Exempt Staff

1 Navigate to the UKG Website
Open your web browser and go to the UKG (Kronos) login page using your
UNM-provided link or bookmarked URL.

Once logged in, locate the Main Menu and select Manage Timecards to open
the timecard dashboard.
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2 Click the drop‑down menu at the top of the screen and choose the appropriate
employee from the list.
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3 Select the Employee
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4 From the Time Period drop‑down, click the appropriate pay period.
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5 Click “Add New”
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6 Click on the Paycode drop down button to select the appropriate FMLA pay code
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7 Click "Apply"
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8 Enter FMLA Leave Amounts
Click the appropriate day within the FMLA row to enter the required FMLA leave
hours for that date.
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9 Type the number of FMLA hours directly into the selected cell for that date."



Made with Scribe - https://scribehow.com 10

10 Click "Save"


