£94 KRONOS

FMLA Intermittent Leave Time Only

Continuous FMLA Leaves are processed by the Leave Administrator. When a staff member is absent due
to Intermittent Leave that time is entered on the Quick Leave Editor. You must access the Quick Leave
Editor from the employee schedule.

1. Highlight the employee and use the Go To link to access their schedule.
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2. Once you are in the schedule use the Go To link and select the Quick Leave Editor.
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3. Add the leave hours to the appropriate day and click Next.

LEAVE CASE EDITOR
Leave Case EEHLTH 12/1012019 - 3/01/2020

Case Status Open

Date Leave Time Amount
Sun 122222019

Mon 122372019 20

Tue 1212412019
Wed 1212512019
Th 1212672019
Fi 122722019
Sat 1212812019
Sun 122022019
Mon 1273022019
Tue 1213112019
Wed 110112020
Thu 110212020
Fii 110372020

Sat 11042020

4. Fill in the Start Time and check Override Shift if the employee was scheduled to work, then Save.
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5. Use the Go To link to access the employee schedule and the leave time will be populated.
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