Committing Intermittent FMLA Leave Time (Supervisor & Manager)

Purpose

You or, if allowed, a manager, can access the Quick Leave Editor from an employee’s schedule to enter
intermittent leave time for an open leave case, such as when an employee has an ongoing physical therapy or
doctor’s appointment after returning to work. The Quick Leave Editor lets you view, add, and modify previously
entered leave time.

Example

An employee with an open intermittent leave case requests 8 hours of leave time on the first Monday of next
month for physical therapy. The employee’s shift starts at 7:00 AM. You want to use the Quick Leave Editor to
enter and commit the intermittent leave time.

1. Go to Schedule Editor

2. Select the specific employee
from the Show drop-down
st and select the specific (1) SCHEDULE EDITOR
time period from the Loaded: 3:29PM
Schedule drop-down list
you wish to enter FML
hours.

Click Leave > Edit.

Timecard People | Reports | More *

Show |4~ HOD

BEY EMPLOYEE BY GROUP @
@ Actions * Shift * Pay Code § | Leave iew *
Edit —=»
Emp ID Name 14 NE or Bl Sat 10408

4. In the Leave Time Amount 00283388|DSC1, DSCEE COHEXP..| 80.00
column, click the cell for the —
applicable days, enter the LEAVE CASE EDITOR
number of leave time hours,
and click Next.

5. Enter the start time for
when you would like the 4
FML hours to begin, select Date
Override Shift, then select Sat 10/08/2016
Whole shift or Partial Shift.

6. Click Save & Close >
Refresh the schedule

Leave Case

Case Status Open

Leave Time Amount

Sun 102016
Men 10102016 a
Tue 101112016

Wed 101212016
You should see the change

immediately. You can also verify
on the employees Timecard
(You may have to refresh so the
entries can appear).

Thu 10f13/2016

Fri 10/ 42016

Sat 10/152016

—

J'QUICK LEAVE EDITOR

Sun 10M&2016

Note: If the employee is using Mon 10/17/2016

time, enter the time the
employee left and make sure
“Partial Shift” is selected.

“Whole Shift” & “Partial Shift”
time entries must be performed
separately.

Evening & Night Shift
Employees - Please do not
Override Shift when using the
“Whole Shift” option.

less than a full day of FMLA Tue 1071362016 ]

Wed 100182016
Thu 10f20/2016

Fri 102172016
[r——

Override Shift
® Whole Shift

() Ppartial Shift
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Department(s)

Name

DEPARTMENTAL FMLA COORDINATORS

Email

Office Phone

Administration & Regulatory Affairs

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7223

City Council

Ruiz, Alejandra - FIN

Alejandra.Ruiz@houstontx.gov

(838) 393-0781

City Secretary's Office

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7223

Controllers Department

Zeno, Sandra - HR

Sandra.Zeno@houstontx.gov

(832) 393-3443

Convention and Entertainment

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7233

Department of Neighborhoods

Roach, Beverly - HR

Beverly.Roach@houstontx.gov

(832) 393-6532

Finance Department

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7223

Fleet Maintenance Department

Roach, Beverly - HR

Beverly.Roach@houstontx.gov

(832) 393-6532

General Services Department

Roach, Beverly - HR

Beverly.Roach@houstontx.gov

(832) 393-6532

Health & Human Services

Alvarez, Sharon - HR

Sharon.Alvarez@houstontx.gov

(832) 393-1351

HITS

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7223

Houston Airport System

Maldanado, Ana - HR

Ana.Maldonado@houstontx.gov

(281) 233-1615

Houston Emergency Center

Blackshear, Shirley - HEC

Shirley.Blackshear@houstontx.gov

(713) 884-3608

Houston Fire Department *(A-M)

McGruder, Gail - HR (A-M)

Gail.McGruder@houstontx.gov

(832) 394-6627

Houston Fire Department *(N-Z)

Dimas, Claudia - HR (N-2)

Claudia.Dimas@houstontx.gov

(832) 394-6879

Houston Housing Department

Benson, Sharon - HCD

Sharon.Benson@houstontx.gov

(832) 394-6127

Houston Police Department

Johnson, Toni - HR

Toni.Johnson@houstontx.gov

(832) 393-8854

Houston Public Library

Alvarez, Sharon - HR

Sharon.Alvarez@houstontx.gov

(832) 393-1351

Human Resources

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7223

Legal Department

Izaguirre, Fabian - LGL

Fabian.lzaguirre@houstontx.gov

(832) 393-6214

Mayor's Office

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7223

Municipal Courts

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7223

Office of Business Opportunities

Martinez, Sergio - HR

Sergio.Martinez2 @houstontx.gov

(832) 393-7233

Parks & Recreation

Lopez, Karen - HR

Karen.Lopez@houstontx.gov

(832) 395-7111

Planning & Development

Roach, Beverly - HR

Beverly.Roach@houstontx.gov

(832) 393-6532

Public Works & Engineering *(A-G) McCoy Taylor, Pamela - HR (A-G) Pamela.McCoyTaylor@houstontx.gov

(832) 393-6035

Public Works & Engineering *(H-0O) Lennox, Catherine - HR (H-0) Catherine.Lennox@houstontx.gov

(832) 393-6034

Public Works & Engineering *(P-Z) Dwellingham, Dorothy - HR (P-Z)  Dorothy.Dwellingham@houstontx.gov

(832) 393-6028

Solid Waste Management Lopez, Karen - HR Karen.Lopez@houstontx.gov

(832) 395-7111

*Assigned coordinator based on the first letter of an employee's last name
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