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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

inferms

Step

Action

1.

Log in to INFORMS.

Navigate to: Employee Self-Service > Time and Absence > FMLA Request

INFORMS News & Announcements

20
O}

Human Resources (HCM)

New! Acknowledgements feature is now available in Employe ...
The INFORMS Team. 05/07/2025

Exciting Announcement: Empower Your Learning Journey with ...
The INFORMS Team. 03/14/2025
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Employee Self-Service Manager Self-Service
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About Security Request

inferms =

Enter Time
11/10/25 - 11/23/25

@ Scheduled 80.00

Payable Time

Estimated Gross 0

® Automated Payable Time 0.00

Time Summary
11/10/25 - 11/23/125

Sick Leave
Reported 3.00 Hours

@ Manually Reported Time 3.00

Current Time Period 11/10/25 - 11/23/25

Total Hours 0 Hours

FMLA Request

Leave Transfer Request History

EF

Exceptions Weekly Time
1117125 - 11/123125

——————— ﬁ
O ® Automated Payable Time 0.00 E

@ Scheduled 40.00

Weekly Time Summary

@ Manually Reported Time 3.00

Absence Report View Requests Absence Balances
120
[
3 60
2
0
Pay Period End

B Admin Leave Auth by Mayor+All
W Administrative Leave-+All

Request to Donate Leave

E?\D
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Step

Action

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

< Time and Absence FMLA Request

Manage FMLA Request

Create and manage your FMLA Request here. You can create and submit the FMLA Request for approval by entering Start Date, Expected End Date, Absence
Take with the rest of the required information.

If you are missing some information, save your request for later to manage your FMLA Request at a later time.

FMLA Request

Select Absence Type = Family and Medical Leave Act.

< Time and Absence FMLA Request

Absence Type | All v
*Ab: Tak
sence fake Family and Medical Leave Act

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

< Time and Absence FMLA Request

Absence Type = Family and Medical Leave Act v

“Absence Take = FMLA Request- Self v

Select the Launch button.

< Time and Absence FMLA Request

Absence Type = Family and Medical Leave Act v

*Absence Take = FMLA Request- Self v
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inferms

Step

Action

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

Absence Reasons:
o FMLA Intermittent
e FMLA Continuous

FMLA Request B
iy and Wedical Leave.

[ e Step 1 of 3: Absence Information
Vied

2 Attachments and Notes

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.

x Exit FMLA Request g
[Absence Name FMLA Request- Self
Absence Type Family and Medical Leave Act
Status New

< Previous ‘ ‘ Next > ‘
1 | Absence Information Step 2 of 3: Attachments and Notes
Visited

\ Save
Attachments and Notes Attachments and Notes
Visited

You have not added any Attachments.
Review and Submit

Not Started Add Attachment

Select My Device.

X Exit FMLA Request

JAbsence Name FM|

Absence Type Fali
Status Ney

File Attachment

Choose From

My

My Device i

" 1 | Absence Infol
-~ Visited

Attachments
Visited

‘ 3 Review and Si
Not Started



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

INFORMS Job Aid: How to Submit FMLA Request

nferms

Step

Action

Select the attachment then select the Upload button.

€ v 4[> ThisPC > Desktop » ABSPHIRETICKETS > INOO4184FMLA
Organize v New folder

Name

v s Quick access.
Documents +
& Oownlosds +

) Activiy Guide Config INT docx
#5) Dept Directors Roles.xls.

v | &) | search INoo184 FMLA »

letAction=U&CONTEXTI \TE 1D c ON..
0
Date modified e size

a A

@ sapora

@ ST6 @ DEV Change Reque.. @ COCOHCM - Dress.. €5 EHCA258X @) Continuity of Count..

6/18/2025 958 AM
7/28/2025 115 PM

Microsoft Word D... 572k8
Microsoft Excel 7. 10Kk

EXTA8-842 - 0414 canded Abencefor LA docs TSRS VAN MicomitwerdD. 3600K8
[ Pictures 4 ) Extended_ABS_for_FMLA_06102025.docx for Rule Non Rule Package an...  7/17/2025 1:56 PM Microsoft Word D... 3072K8
I Desktop £5) Extended_ABS for_FMLA_06102025.doce MOD 7.24.25.doex 12520251134 M Microsoft Word 3600K8
© INOD4184 FMLA G Extended_ABS for_FMLA 6/1 999 KB
i achment X
L nooanes 5 Extended_ABS for_FMLA_06102025.docx MOD S 62325 docx 242005 1005AM  Microsoft Word 1120K8
| utepackacel | ) PMLASecuity notesxisx TA2RIM MicosoftBcel W, 39K
E8) FMLA Security notesl.xlsx #/6/2025 1239 PM Microsoft Excel W... 39K8
> @ OneDrive-Miami (3 FMLApAF 7/15/2025 933 AM Adobe Acrobat D... 155K8
hepe 3 HCM DPRads. 712872025 130 PM Microsoft Excel 97... 18K8
£ Text Catalog Changesaxisx T21/20251633AM  Microsoft Excel W... %9K8
> 3D Objects B
59 Value List Dept Head.xls 7/28/2025 11:32 AM Microsoft Excel 97... 3K8
> [ Desktop
> [# Documents
5 I Downloads. N b
File name: <] [Anfies () v
Uoaitommetie] [oran Y| [Gal]

Choose From

My Device

FMLA.pdf

File Size: 454KB

File Attachment
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inferms

Step

Action

Select the Done button once the upload is complete.

X Exit

FMLA Request

Absence Name FM
Absence Type Fal
Status N

File Attachment

Choose From

Absence Infol
Visited

FMLA. pdf

Revicwandig T5|  File Size: 454KB

Not Started

Upload Complete
]

10.

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

X Exit FMLA Request :

Absence Name FMLA Request- Self
Absence Type Family and Medical Leave Act
Status New

‘Nex()

D Absence Information Step 1 of 3: Absence Information
Visited

2 Attachments and Notes

Attachments and Notes

Visited
Add Attachment |
Review and Submit - 1row
Not Started -
Attachments © Description < Attached By < Attached & Status &
FMLA pdf IFMLA Attachment I Jasmin Wong 11/21/25 02:40:19 PM Active
11. Select Save, then select Next.
X Exit FMLA Request H
Absence Name FMLA Request- Self
Absence Type Family and Medical Leave Act
Status New
Next >
D Absence Information Step 1 of 3: Absence Information
Visited
2 | Attachments and Notes Attachments and Notes
Visited
Add Attachment
3 | Review and Submit 1row
Not Started
i Attachments < Description & Attached By & Attached < Status &
FMLA pdf FMLA Attachment Jasmin Wong 11721125 02:40:19 PM Active ]
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nferms

Step

Action

12.

Conduct final review and then select the Submit button.

X Exit FMLA Request
Absence Name FMLA Request- Self
Absence Type Family and Medical Leave Act
Status New

1 Absence Information Step 3 of 3: Review and Submit
— =
2 Attachments and Notes Attachments and Notes
- Visted
| e "
] 3 s Attached By O Attached & Status ©
FMLA pat FMLA Attachment Jasmin Wong 11121125 02:40:50 PM Active i
Select the Yes button when ready to submit

Are you sure you want to Submit this FMLA Request?

n
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Step Action

14. Review Submission and Approval workflow.

FMLA Request Submission

Absence Type Family and Medical Leave Act
Absence Name FMLA Request- Self

Workflow Status Submitted

Start Date 11/21/2025
Expected Return Date 11/28/2025
Actual Return Date
Absence Reason FMLA Continuous

Comments
FMLA Request

v Absence Management Pending

FMLA Request
% Pending

Harrison Stows
FMLA Approver 1

i Not Routed

Tracey Plum
FMLA Approver 2

Request History >

Actions

FMLA Request




INFORMS Job Aid: How to Submit FMLA Request

REVIEW THE STATUS OF A PREVIOUSLY SUBMMITTED FMLA REQUEST

inferms

Step

Action

1. Log in to INFORMS.

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

INFORMS News & Announcements

&

New! Acknowledgements feature is now available in Employe
The INFORMS Team. 05/07/2025

Exciting Announcement: Empower Your Learning Joumey with

The INFORMS Team. 03/14/2025

Budget Scorecard

&@

Human Resources (HCM) Capital

Finance / Supply Chain (FSCM)
LR
[ e |

Employee Self-Service

= g il

About

iferms

Approvals

)

52

Manager Self-Service

b E

Security Request

Bt

< Employee Self-Service

Time and Absence

Enter Time
11/10/25 - 11/23125
————————

@ Automated Payable Time 0.00

Time Summary
11/10/25 - 11/23125

Exceptions

Sick Leave

Weekly Time
11/17/25 - 11123125

0

Reported 3.00 Hours
@ Scheduled 80.00

@ Manually Reported Time 3.00

Payable Time Absence Report
120
Current Time Period 11/10/25 - 11/23/25 5 I
Total Hours 0 Hours T e N

@ Automated Payable Time 0.00
@ Scheduled 40.00

@ Manually Reported Time 3.00

View Requests

Estimated Gross 0

FMLA Request

L3

Al
Pay Period End

W Admin Leave Auth by Mayor+All

W Administrative Leave-+Al

Leave Transfer Request History | Request to Donate Leave

oF 2l

Weekly Time Summary

ooo
DD

Absence Balances

I

10
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3. Review Status of previously submitted FMLA Requests.

Manage FMLA Request

Create and manage your FMLA Request here. You can create and submit the FMLA Request for approval by entering Start Date, Expected End Date, Absence Take with the restof the reuired inormation

I you are missing some information, save your request or later to manage your FMLA Request at a later time.

FMLA Request

+

Absence Name < Absence Reason Start Date © Expected Retum Date Status © Source Absence Request Exists >
FMLARequest- Seff FMLA Intermittent 1110372025 10772025 Submitted Employee Extended Absence: No
FMLARequest- Seff FMLA Intermitent 1110412025 110772025 Submitied Employee Extended Absence. No
FMLARequest- Seff FMLA Intermittent 1112412025 11282025 Submitted Administrator Extended Absence No
FMLARequest- Seff FMLA Intermittent 1200112025 1200512025 Submitted Employee Extended Absence: No
FMLARequest- Seff FMLA Intermittent 11102025 1142025 Aoproved Employee Extended Absence: No
FMLARequest- Seff FMLA Continuous 1110372025 12172025 Denied Employee Extended Absence: No
FMLARequest- Seff FMLA Continuous 120082025 127262025 Rework Employee Extended Absence: No
FMLARequest- Seff FMLA Continuous 1112412025 1211512025 Submitted Administrator Extended Absence No
FMLARequest- Seff FMLA Continuous 1212012025 01302026 Aoproved Employee Extended Absence: No
FMLARequest- Seff FMLA Intermittent 117302025 127302025 Aoproved Employee Extended Absence: No
FMLARequest- Seff FMLA Intermittent 1110112025 10772025 Submitted Employee Extended Absence: No

4, Select the FMLA request to review.

Manage FMLA Request

Create and manage your FMLA Request here. You can create and submitihe FMLA Request for approval by entering Start Date, Expecled End Date, Absence Take with the es of the required information

I you are missing some information, save your request or later to manage your FWLA Request at a later time.

FMLA Request

+

Absence Name Absence Reason Start Date < Expected Return Date Status © Source Absence Request Exists
FMLARequest- Seff FMLAIntermittent 11032025 10712025 Submitted Employee Extended Absence No
FMLARequest- Seff FMLAIntermittent 11042025 1110712025 Submitted Employee Extended Absence No
FMLARequest- Seff FMLAIntermittent 1242025 11282025 Submitted Administrator Extended Absence No
FMLARequest- Seff FMLAIntermittent 1200112025 1200512025 Submitted Employee Extended Absence No
FMLARequest- Seff FMLAIntermittent 1102025 1142025 Approved Employee Extended Absence No
FMLARequest- Seff FMLA Continuous 11032025 1212025 Denied Employee Extended Absence No
FMLARequest- Seff FMLA Continuous 1200812025 1272612025 Rework Employee Extended Absence No
FMLARequest- Seif FMLA Continuous 1242025 1211512025 Submitted Administrator Extended Absence No
FMLARequest- Seff FMLA Continuous 122912025 011302026 Approved Employee Extended Absence No
FMLARequest- Seff FMLAIntermittent 1302025 127302025 Approved Employee Extended Absence No
FMLARequest- Seff FMLAIntermittent 10172025 10712025 Submitted Employee Extended Absence No

11
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[Absence Name FWILA Request- Self

status Approved

Absence Requests

Select and review Approvals Chain.

< Extended Absence Request View Extended Absence
[Absence Type Family and Medical Leave Act

Extended Absence Details

Start Date  11/10/2025
Expected Return Date 11/14/2025
Actual Return Date

Absence Reason FMLA Intermittent

Comments
and Notes
Attachments © Description © Attached By © Attached ©
FMLA pat FMLA pdf Derek Glasser 11/05(25 11:39:09 AM
Request History >
Approvals Chain

Approval Chain

FMLA Request

~ Absence Management

FMLA Request

@ Approved

Gennie Coppala
rover 1
TH05/25 11:41 Al

@ Approved

Bemard Rae
FMLA Approver 2
11/0525 11°43 Al

~Comments

Bemard Rae at 11/05/25 - 11:43 AM
Approver 2 Approved

Gennie Coppola at 1110525 - 11:41 AM
Testing an approval

12
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