HLF COLORADDO ZH61 Family Medical Leave Balance Report
?‘ Departrent of
Transportation Work Instruction

Purpose

Use this procedure to display the details of the Family Medical Leave (FML) Balance report. The Family
Medical Leave Balance report displays the number of hours available for you to use today and the total
number of hours restored.

Trigger
Perform this procedure to determine the amount on FML leave available.
Prerequisites
¢ None
Menu Path
Use the following menu path to begin this transaction:
e None
Transaction Code
ZH61
Helpful Hints

e The "# of FML hours restored" value is determined by the number of approved FML hours
used in the prior twelve months. The report does not consider any past FML absences that
are in process or released status on the timesheet.

e The report will always display on the current day.
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Procedure
1. Start the transaction from the Portal Home tab.

Overview - SAP NetWeaver Portal - Windows Internet Explorer

t=;| Dg Search Q- New Session

4 Back Forward e History Favorites Personalize View Help
el [ B E
Home Employee Self-Service Reports SS0_Test

Overview Universal Worklist

Home = Overview

J MZT PORTAL WELCOME

CDOT SECURITY POLICY

his system is to be used only by authorized users. Unauthorized access of this system is strictly prohibited and could
result in criminal prosecution under applicable state and federal laws. As a user of this system, you have no expectation of
privacy, rights or ownership in anything you may access, create, store, send, or receive. By proceeding, your use of this
system constitutes your waiver and consent to monitoring, retrieval and disclosure of any information in this system for all
purposes deemed appropriate by CDOT, including enforcement of Agency Rules.

Welcome to the CDOT Portal! Our goal is to provide you the tools and information necessary to complete certain tasks for
your job. All CDOT employees will find tools they can use to sign up for training classes, complete their timesheets, and
create notifications. Managers will be able to do all of that plus specific tools such as worklist management, reports, and

tools to manage your staff.

Please use the Portal navigation tabs above to link to the Employee Self-Service (ESS) and Manager Self-Service (M55)
functionality of the portal. Use the My Learning tab to look at training calendars, sign up for classes and track classes you

have already taken.
SAP Online Learning and Training

To access the SAP on-line learning as well as other SAP training documents such as Quick Reference Guides, Cue Cards, and

LT T RSP SR T ] o

SAP Store

Welcome: ESS TEST 1,

Full Screen

Log off

Options ~

»

m

Click Employee Self-Service link “"?%% SeIrservics
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Employee Services

Employee Services
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+ Most Frequently Used
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Change Addresses Time Statement Training Calendar
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= Family Medical Leave Balance Record Time
Ii—ﬁ] Time Statement
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Quick Links
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-

3. Click Family Medical Leave Balance link Family ledical Leave Balance

@ The Family Medical Leave Balance report is broken out into three columns. The Date column
always starts with today's date. All other dates are instances of FML used or where FML is
restored. The number of # FML Hours Restored column displays the number of hours that

will be restored in the future. The FML Balance column provides the total available balance in

the first row and changes to the balance going forward.
Q You may have to scroll down to display addition records.
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Family Medical Leave Balance - SAP NetWeaver Portal - Windows Internet Explorer

£ Family Medical Leave B: ~SAP]

"(_‘-\s T http:/fvsapdevepl.dot.state.co.us:50000/irj/portal

7r Favorites v Family Medical Leave Balance - SAP NetWeaver P...

Q- New Session SAP Store Log off

t=l [J I Search:

4 Back Forward® History Favorites Personalize View Help Welcome: ES5 TEST 1,

— ¥ i _
= t = -
Home Employee Self-Service Reports S50_Test

Employee Self-Service = Overview Full Screen || Options +

List Edit Goto Views Settings System  Help

& | FldB I e@@ CHE DDo0 ER @

Family Medical Leave Balance
&Y F B @ BCEHT R HEa

Report Date: 05/05/2015
Employee Name: Last1435, First1435 (00001435)

Today's balance of FML job protection is based on the amount of FML approved on your time sheet in the prior twelve months. Today's balance
does not take into account any future FML absences.

This report satisfies §825.300(c)(1)(vii}{(4) of the FMLA requiring notice to employees when entitlement amounts change during the applicable
twelve month period.

Date # of FML Hours Restored FML Balance

05/05/2015 0.00 90.00

07/01/2015 8.00 107.00

07/02/2015 8.00 115.00

07/03/2015 8.00 123.00

07/07/2015 8.00 131.00 a
07/08/2015 8.00 139.00 -

> | RDA (1) 220 ¥ | VSAPDEVECL | OVR

4. You have displayed the Family Leave Balance report.
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You have displayed the details of an Employee's FML.

For feedback on this document, please contact dot SAPSupport@state.co.us.
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