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Work Instruction

Purpose

Use this procedure to print a specific page of the FML Low Balance report. This is done to send a letter
to the Employee notifying them that they have a low FML Balance.

Trigger
Perform this procedure when you need to print a specific page of the FML Low Balance Report .
Prerequisites
e The current FML low balance report is sent by email on the fifth of every month.
Menu Path
Use the following menu path to begin this transaction:
e None
Transaction Code
None
Helpful Hints
e You can select print as PDF from the print option to create PDF version of the letter.
e Addresses for sending the letter are sent in a separate Excel file.
e The address of all of the employees is included in the letter and has been formatted to use a
window envelope to mail the letter.
e You will receive an email even if you do not have employees in the report.

e The report will contain all employees in you region and/or division even if you are not the
primary FML Liaison for the employee.
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Procedure
1. Start the transaction from the open FML Low Balance Report from your email.
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2. Nauvigate to the page that contains the letter you want to print.
Q In this example, the second letter of the report for Bob Smith is going to be printed.
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COLORADO
Department of Transportation
- Division of Administrative Services
Strategic Workforce Staffing
4201 E Arkansas Ave, Room 290
Denver, CO 80222-3400
Bob smith
Street 1-1435
Denver, CO 80222
RE: FML Job Protection Remaining
As of this date, 4/22/2015, you have 104.00 hours of FML job protection remaining.
Please continue to log into Employee Self Service to view your personal FML Leave Balance Report to see
when additional FML job protection will be earned back.
Your current accrued paid leave balances are:
Sick Leave: 403.77
AnnualLeave: 334.84
Other Paid Compensation: 0.00
If you have any questions regarding your FML entitlement, please contact your FML Liaison.
-
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3
Page:3 of3 | Wordsi 248 | G5 | E = 100% (=) (+)

Click File Tab button .

ﬁ The print button is only available from the File tab.
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Click Print tab control to display the print options for the document.
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Click the Print All Pages drop-down

Print All Pages
Print the entire document
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Cnly print the current page
Select the Print Current Page option
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Click Print button
8. You have successfully printed a page from the FML Low Balance report.
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You have printed a page from the FML Low Balance Report.

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

Use this procedure to print a specific page of the FML Low Balance report. This is done to send a letter
to the Employee notifying them that they have a low FML Balance.

Trigger
Perform this procedure when you need to print a specific page of the FML Low Balance Report .
Prerequisites
e The current FML low balance report sent on the fifth of every month.
Menu Path
Use the following menu path to begin this transaction:
e None
Transaction Code
None
Helpful Hints

e You can select print as PDF from the print option to create PDF version of the letter.
e Addresses for sending the letter are sent in a separate Excel file
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Procedure
1. Start the transaction from the open FML Low Balance Report.
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2. Nauvigate to the page that contains the letter you want to print.
Q In this example, the second letter of the report for Bob Smith is going to be printed.
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COLORADO
Department of Transportation
- Division of Administrative Services
Strategic Workforce Staffing
4201 E Arkansas Ave, Room 290
Denver, CO 80222-3400
Bob smith
Street 1-1435
Denver, CO 80222
RE: FML Job Protection Remaining
As of this date, 4/22/2015, you have 104.00 hours of FML job protection remaining.
Please continue to log into Employee Self Service to view your personal FML Leave Balance Report to see
when additional FML job protection will be earned back.
Your current accrued paid leave balances are:
Sick Leave: 403.77
AnnualLeave: 334.84
Other Paid Compensation: 0.00
If you have any questions regarding your FML entitlement, please contact your FML Liaison.
-
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Click File Tab button .

6 The print button is only available from the File tab.
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Click Print tab control to display the print options for the document.
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Click the Print All Pages drop-down

Print All Pages
Print the entire document
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8. You have successfully printed a page from the FML Low Balance report.
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You have printed a page from the FML Low Balance Report.

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