1.12. Supervisor Job Aid: How to Enter
FMLA-covered Leave Hours

Family and Medical Leave Act (FMLA) hours may only be designated as FMLA with
prior approval from the UNM Absence Management team. Approved hours may be
recorded as FMLA sick, FMLA annual, or FMLA leave without pay. At the employee’s
request, the supervisor will designate time away from work as FMLA. Employees
should request sick, annual, or leave without pay and include a note indicating that
the time should be designated as FMLA. See UAP 3440: Family and Medical Leave for
more information.

1 If an employee is taking leave covered by the Family and Medical Leave Act
(FMLA)--whether annual leave, sick leave, or unpaid leave--those hours should be
recorded as FMLA leave. To appropriately classify time away from work as FMLA
leave:

Login to LoboTime. Navigate to all employee timecards by clicking on the arrow in
the 'Manage Timecards' tile.

For instructions on logging into LoboTime, refer to the Supervisor Job Aid: General
Access & Dashboard.
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2  Click the down arrow of the dropdown menu to select the appropriate employee.
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3 Once the correct employee is selected, click on the small calendar icon to select
the correct pay period.
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4 Find the date that needs FMLA leave and then click on the corresponding cell
under the 'Pay code' column. Select the appropriate type of FMLA leave: FMLA
Annual Leave, FMLA Sick Minor, and/or FMLA Leave without pay. In the example
below, the requested FMLA leave is paid through sick leave.
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5 Under 'Amount’, enter the number of hours. In the example below, the requested
FMLA leave is paid through sick leave and covers 8 hours. Make sure the type of
FMLA leave under the 'Pay code' column and number of hours under 'Amount' are
accurate.

Be sure to click 'Save' to record all FMLA entries. Multiple changes can be made
before clicking 'Save'. Howeuver, if 'Save' is not clicked, none of the changes will be
retained.
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