
• Open Internet Explorer   from your work computer 	
  
• Scroll to the bottom right of the home page and CLICK on: SAP Portal 

	
  
• Sign-in to the Portal as usual

	
  
• On the page that opens, in the upper left,  CLICK on: Employee Self Service 

 

  



• On the page that opens, look to the middle under Working Time, and CLICK on: Family 
Medical Leave Balance  

 

• The Family Medical Leave Balance Report will open, showing the number of FML job 
protection hours available to you as of the current date, and also the dates in the 
future on which you will have additional FML hours restored  

 

 


