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PURPOSE AND DESCRIPTION 

Purpose 

This document explains the key activities involved in submitting an FMLA request and reviewing 
the status of an FMLA request. It provides an overview of the sub-processes involved, as well as 
step-by-step procedural guidance to perform the activity. 

This job aid is intended for all employees. 

 

Key Points  

Employees have 15 calendar days to submit required FMLA paperwork (such as medical 
certification) after their employer requests it. If the leave is foreseeable, employees should 
provide 30 days' notice, while employers must provide an eligibility notice within five business 
days of the leave request. 
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SUBMIT AN FMLA REQUEST  

Step Action 

1.  Log in to INFORMS.  

2.  Navigate to: Employee Self-Service > Time and  Absence > FMLA Request  
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Step Action 

3.  Select the “+” button to add new FMLA Request. 

 

4.  Select Absence Type = Family and Medical Leave Act.  

 

5.  Select Absence Take: Either FMLA Request - Self or FMLA Request – Family.   

 

6.  Select the Launch button. 
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Step Action 

7.  Complete the required dates (Start Date, Expected Return Date) and Absence Reason. 
Select Save, then select Next. 

Absence Reasons:  
• FMLA Intermittent  
• FMLA Continuous  

 

8.  Select the Add Attachment button to attach any required FMLA documentation (e.g., 
WH-380-F or WH-380-E). Miami-Dade County FMLA documents may be found here: 
Human Resources Forms. 

 

9.  Select My Device. 

 

https://www.miamidade.gov/global/service.page?Mduid_service=ser1542214764544512
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Step Action 

 Select the attachment then select the Upload button.  
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Step Action 

 Select the Done button once the upload is complete. 

 

10.  Add a Description of the attachment(s). To remove an attachment, select the trash can (
)icon. 

 

11.  Select Save, then select Next.  
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Step Action 

12.  Conduct final review and then select the Submit button. 

 
 

13.  Select the Yes button when ready to submit.  
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Step Action 

14.  Review Submission and Approval workflow.  
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REVIEW THE STATUS OF A PREVIOUSLY SUBMMITTED FMLA REQUEST  

Step Action 

1.  Log in to INFORMS.  

2.  Navigate to: Employee Self-Service > Time and  Absence > FMLA Request  
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3.  Review Status of previously submitted FMLA Requests. 

 
 

 

4.  Select the FMLA request to review.   
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5.  Select and review Approvals Chain. 
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