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This job aid will walk you through the process of what an absence partner needs to do in 
Workday when HR is notified that an employee has a need for FMLA or OFLA protected 
leave. 
 
Determining if an Employee is in a Current FMLA/OFLA Leave Year 

The first step in this process is to determine if the employee is in a current FMLA or OFLA 
leave year or a Paid Leave Oregon benefit year. To do this follow these steps. 
 
1. In the search bar, type in the employee’s name. Click on the employee's name to go to 

their profile. 
 
 
 
 
 
 
 
 
 
2. The search results will bring you to the landing  

page on the employee’s profile. Click on Personal. 
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3. Click on the Additional Data tab. 

  
 
4. From the Additional Data screen, look for the Family and Medical Leave Protected 

Leave section. Under this section, you will be able to see if any Family and Medical 
Leave events have been added. If they are in a current FMLA or OFLA leave year you 
will want to make note of the following columns before proceeding because you will 
need this information to complete the process in Workday. 
• The Leave Year Start Date. 
• The Leave Year End Date. 
• The Event Start Date. 
• The Event End Date or proposed end date. 
• The number of entitlement hours available to the employee for each type of 

protected leave they are currently using. 
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Process for FMLA When Employee Is Not In a Leave Year 

This section will cover the process for when an employee’s protected leave request is for a 
qualifying purpose under FMLA, and they aren’t currently in a FMLA leave year you will 
need to calculate their leave year and check their eligibility. To do this follow these steps. 
 
First you need to calculate the employees leave year by going to the Absence Partner 
Actions and Reports dashboard. If you don’t have the dashboard saved to your menu you 
can access it by typing it in the search bar. 

 
 
1. From the Absence Partner Actions & Reports dashboard, select the Protected Leave 

Date Calculator Eligibility and Entitlement. 
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2. For the First Day of Leave prompt, you will enter the date for the first day the 
employee took or will take FMLA leave. Click OK to run the report. 

 
 
3. On the results screen you will look at the FMLA Eligibility and Entitlement 365 Days 

Prior to First Day of Leave column and note that date before going to the next step to 
determine if the employee is eligible for FMLA. 

 
 
4. Go back to the Absence Partner Actions and Reports dashboard. Under Eligibility and 

Entitlement Hours select the Protected Leave FMLA Eligibility and Entitlement hours. 
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5. From the Protected Leave FMLA Eligibility and Entitlement hours complete the 
following: 
• Enter the employee’s name in the employee field. 
• For the First Day of Leave prompt, you will enter the date for the first day the 

employee took or will take FMLA leave. 
• For the FMLA Eligibility and Entitlement 365 Days prompt enter the date from the 

last step. 
• Click OK to run the report. 
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6. On the report results you will look at the following columns to determine eligibility and 
the number of entitlement hours available for the employee. 
• In the Length of Service and Hours Worked columns, if there is a green flag and a 

Yes then the employee has met the eligibility requirements and is eligible for FMLA 
leave. 

• If there is a red flag and a No under Length of Service and Hours Worked then the 
employee is not eligible for FMLA leave. 

• In the FMLA Entitlement Hours column, this shows how many hours the employee 
is entitled to use for FMLA leave.  

 
You will want to export the results or capture them so you can have the information 
when creating the Family and Medical Protected Leave event. 
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Process for OFLA When Employee Is Not In a Leave Year 

This section will cover the process for when an employee’s protected leave request is for a 
qualifying purpose under OFLA, and they aren’t currently in a OFLA leave year. 
 
Steps for Calculating the Employees Leave Year 
If the employee’s protected leave request is a qualifying purpose under OFLA and the 
employee isn’t currently in a OFLA leave year you will need to calculate their leave year. To 
do this follow these steps. 
 
1. Go to the Absence Partner Actions and Reports dashboard. Under Eligibility and 

Entitlement Hours select the Protected Leave Date Calculator Eligibility and 
Entitlement. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. For the First Day of Leave prompt, you will enter the date for the first day the 

employee took or will take OFLA leave. Click OK to run the report. 
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3. On the results screen you will look at the OFLA Eligibility 180 Days Prior to First Day of 
Leave column and note that date. Next look at the OFLA Entitlement 365 Days Prior to 
First Day of Leave column and note that date. 

 
 
Steps for Determining the Employees OFLA Eligibility 
1. Go back to the Absence Partner Actions and Reports dashboard. Under Eligibility and 

Entitlement Hours select the Protected Leave OFLA Eligibility. 
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2. On the search prompt, enter the following: 
• Employee’s name in the Employee field.  
• For the First Day of Leave prompt, you will enter the date for the first day the 

employee took or will take OFLA leave. 
• For the OFLA Eligibility 180 Days Prior to First Day of Leave prompt, you will enter 

the date you got from the Protected Leave Date Calculator. 
• Click OK to run the report. 

 
 
3. On the report results you will look at the Length of Service and Hours Worked 

columns, if there is a green flag and a Yes then the employee has met the eligibility 
requirements and is eligible for OFLA leave. 
 
If there is a red flag and a No under Length of Service and Hours Worked then the 
employee is not eligible for OFLA leave. 
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Steps for Determining the Employees OFLA Entitlement 
Now that you have determined that the employee is eligible for OFLA leave you need to 
find out the number of hours they are entitled to take. 
 
1. Go back to the Absence Partner Actions & Reports dashboard. Under Eligibility and 

Entitlement Hours select the Protected Leave OFLA Entitlement Hours. 
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2. On the search prompt, enter the following: 
• Employee’s name in the Employee field.  
• For the First Day of Leave prompt, you will enter the date for the first day the 

employee took or will take OFLA leave. 
• For the OFLA Entitlement 365 Days Prior to First Day of Leave prompt, you will 

enter the date you got from the Protected Leave Date Calculator. 
• Click OK to run the report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. On the report results you will look at the OFLA hours column to find the number of 

hours the employee is eligible to use for OFLA leave. 
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Steps for Determining if Employee is in a Paid Leave Oregon Benefit Year 
Now you will need to determine if the employee is in a current Paid Leave Oregon benefit 
year. To do this follow these steps. 
 
1. In the search bar, type in the employee’s name. Click on the employee's name to go to 

their profile. 
 
 
 
 
 
 
 
 
 
2. The search results will bring you to the landing  

page on the employee’s profile. Click on Personal. 
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3. Click on the Additional Data tab. 

  
 
4. From the Additional Data screen, look for the Disability Insurance Paid Leave Oregon 

section. Under this section you will be able to see if any Paid Leave Oregon events 
have been added. If they are in a current Paid Leave Oregon benefit year you will want 
to make note of the following columns before proceeding to the next step because 
you will need this information to complete the process in Workday. 
• Paid Leave Oregon Benefit Year Start Date  
• Paid Leave Oregon Benefit Year End Date 
• Event Start Date  
• Event End Date 
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Steps for Determining the Number of Paid Leave Hours Used 
If you did not note the number of OFLA entitlement hours the employee has available by 
running the Protected Leave OFLA Entitlement Hours report, you will need to do that 
before moving on to this step.  
 
If the employee is in a current Paid Leave benefit year you will need to determine how 
many hours they have used. To do so follow these steps. 
 
1. Go to the Absence Partner Actions and Reports dashboard. Under Remaining Hours 

select the Protected Leave OFLA Available Hours Within Paid Leave Oregon Benefit 
Year. 
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2. On the search prompt, enter the following: 
• Employee’s name in the Employee field.  
• Enter the Paid Leave Oregon Benefit Year Start and End Dates. 
• Leave the default value for the Weeks of Paid Leave Oregon Within Benefit Year 

field. 
• If the employee received Paid Leave Oregon benefits in 2023, enter how many 

hours they used. 
• Enter the number of OFLA entitlement hours available for the employee. 
• Click OK to run the report. 
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3. On the report results screen under the Paid Leave Oregon Hours, you will see the Paid 
Leave Oregon Hours Remaining field. Note how many hours are remaining for Paid 
Leave Oregon. 
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Process for Determining the FMLA or OFLA Leave Year 

To determine the FMLA or OFLA leave year, follow these steps: 
 
1. Go back to the Absence Partner Actions and Reports dashboard. Select the 52 Week 

Rolling Forward Calculator. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. On the search prompt, in the Preceding Sunday of the First Day of Leave field you will 

enter the date of the first Sunday for when the leave was or will be taken. Click OK to 
run the report. 
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3. On the report results screen, look at the 52 Weeks Forward column to see the date for 
when the leave year ends. 

 
 
Process for Adding the FMLA or OFLA Event in Workday 

The final step in this process is to add the FMLA or OFLA event to the employees profile. 
To do so follow these steps. 
 
1. In the search bar, type in the employee’s name. Click on the employee's name to go to 

their profile. 
 
 
 
 
 
 
 
 
 
2. The search results will bring you to the landing  

page on the employee’s profile. Click on Personal. 
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3. Click on the Additional Data tab. 

  
 
4. From the Edit Additional Data screen, look for the Family and Medical Leave Protected 

Leave section. Click on the Edit button. 
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5. From the Family and Medical Leave screen, click the plus icon to add a row. Once you 
add the row there will be several fields you’ll need to complete for the event. When 
you are done click OK to add the event. You can edit the event at any time or when 
new information becomes available. 

 
 
Process for FMLA When an Employee Is In a Leave Year 

This section covers the process for when an employee is in a current FMLA leave year. 
 
From the step where you checked to see if the employee is currently in a FMLA or OFLA 
leave year, and Workday showed they were you need to take the start and end dates and 
the entitlement hours for the current FMLA leave year to determine how many hours 
they have remaining. To do this follow these steps. 
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1. Go to the Absence Partner Actions and Reports dashboard. Under Remaining Hours 
select the Protected Leave Remaining Hours FMLA. 
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2. On the search prompt, enter the following: 
• Enter the employee’s name in the Employee field. 
• For the Leave Year Start and End Date fields enter the date for when the leave year 

started and ended based on the event entered on the employee’s profile.  
• For the Entitlement Hours field enter the number of hours the employee is entitled 

to take based on the event entered on the employee’s profile. 
• Click OK to run the report. 
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3. On the results screen you will look at the FMLA Remaining Hours column and note the 
amount the employee has remaining.  
 
Now that you know how many entitlement hours they have remaining you will create 
a new event for the qualifying purpose and add how many entitlement hours they 
have to use.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next you will need to add the FMLA event to the employees profile. 
6. In the search bar, type in the employee’s name. Click on the employee's name to go to 

their profile. 
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7. The search results will bring you to the landing  

page on the employee’s profile. Click on Personal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. Click on the Additional Data tab. 
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9. From the Edit Additional Data screen, look for the Family and Medical Leave Protected 
Leave section. Click on the Edit button. 

 
 
10. From the Family and Medical Leave screen, click the plus icon to add a row. Once you 

add the row there will be several fields you’ll need to complete for the event. When 
you are done click OK to add the event. You can edit the event at any time or when 
new information becomes available. 

 
 
Process for OFLA When an Employee Is In a Leave Year 

This section will cover the process for when an employee’s protected leave request is for a 
qualifying purpose under OFLA, and they are currently in a OFLA leave year. 
 
From the previous step where you checked to see if the employee is currently in a FMLA 
or OFLA leave year, and Workday showed they were you need to take the start and end 
dates and the entitlement hours for the current FMLA leave year to determine how many 
hours they have remaining. To do this follow these steps. 
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1. Go to the Absence Partner Actions and Reports dashboard. Under Remaining 
Hours select the Protected Leave Remaining Hours OFLA. 
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2. On the search prompt, enter the following: 
• Enter the employee’s name in the Employee field. 
• For the Leave Year Start and End Date fields enter the date for when the leave 

year started and ended based on the event entered on the employee’s profile.  
• For the Entitlement Hours field enter the number of hours the employee is 

entitled to take based on the event entered on the employee’s profile. 
• Click OK to run the report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. On the results screen you will look at the FMLA Remaining Hours column and note 
the amount the employee has remaining. 

 
Now that you know how many entitlement hours they have remaining you will 
create a new event for the qualifying purpose and add how many entitlement 
hours they have to use.  
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Steps for Determining if the Employee is in a Current Paid Leave Benefit Year 
Now you will need to determine if the employee is in a current Paid Leave Oregon benefit 
year. To do this follow these steps. 
 
1. In the search bar, type in the employee’s name. Click on the employee's name to go to 

their profile. 
 
 
 
 
 
 
 
 
 
 
2. The search results will bring you to the landing  

page on the employee’s profile. Click on Personal. 
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3. Click on the Additional Data tab. 

  
 
4. From the Additional Data screen, look for the Disability Insurance Paid Leave Oregon 

section. Under this section you will be able to see if any Paid Leave Oregon events 
have been added. If they are in a current Paid Leave Oregon benefit year you will want 
to make note of the following columns before proceeding to the next step because 
you will need this information to complete the process in Workday. 
• Paid Leave Oregon Benefit Year Start Date  
• Paid Leave Oregon Benefit Year End Date 
• Event Start Date  
• Event End Date 
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Steps for Determining the Number of Paid Leave Hours Used 
If you did not note the number of OFLA entitlement hours the employee has available by 
running the Protected Leave OFLA Entitlement Hours report, you will need to do that 
before moving on to this step.  
 
If the employee is in a current Paid Leave benefit year you will need to determine how 
many hours they have used. To do so follow these steps. 
 
1. Go to the Absence Partner Actions and Reports dashboard. Under Remaining Hours 

select the Protected Leave OFLA Available Hours Within Paid Leave Oregon Benefit 
Year. 
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2. On the search prompt, enter the following: 
• Employee’s name in the Employee field.  
• Enter the Paid Leave Oregon Benefit Year Start and End Dates. 
• Leave the default value for the Weeks of Paid Leave Oregon Within Benefit Year 

field. 
• If the employee received Paid Leave Oregon benefits in 2023, enter how many 

hours they used. 
• Enter the number of OFLA entitlement hours available for the employee. 
• Click OK to run the report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                 PROTECTED LEAVE  

                           Process for Adding FMLA and OFLA in Workday 

Updated 2/8/24 

 
3. On the report results screen under the Paid Leave Oregon Hours, you will see the Paid 

Leave Oregon Hours Remaining field. Note how many hours are remaining for Paid 
Leave Oregon. 
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Steps for Adding the OFLA Event in Workday 
Now you will need to add the OFLA event to the employees profile. 
 
When you are done click OK to add the event. You can edit the event at any time or when 
new information becomes available. 
1. In the search bar, type in the employee’s name. Click on the employee's name to go to 

their profile. 
 
 
 
 
 
 
 
 
 
2. The search results will bring you to the landing  

page on the employee’s profile. Click on Personal. 
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3. Click on the Additional Data tab. 

  
 
4. From the Edit Additional Data screen, look for the Family and Medical Leave Protected 

Leave section. Click on the Edit button. 
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5. Click on the Edit button. From the Family and Medical Leave screen, click the plus icon 
to add a row. Once you add the row there will be several fields you’ll need to complete 
for the event.  
• If the employee is in a current Paid Leave Oregon benefit year then you will need to 

complete these additional fields to the event: 
• Click the checkbox next to the Paid Leave Oregon Benefit Year. 
• In the OFLA Hours Available (Due To Paid Leave Oregon Benefit Year) field, you will 

enter the number of OFLA hours the employee has left that you noted from the 
Protected Leave OFLA Available Hours Within Paid Leave Oregon Benefit Year 
report. 

 

 
 
 


