
 

 

WolfTime Training Video Read Along:  
 

WolfTime Training: Non Exempt Employees: How to Request Approved 
FIL/FML in WolfTime 

This video will explain how employees can request leave for family illness leave or 
family medical leave in WolfTime. First, from the MyPath portal home page, choose the 
tile marked WolfTime. 

On the left column of the screen, select request absence.  
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First, make sure that FML/FIL/worker's comp absence button has been toggled to yes.  

 
Use the absence name dropdown to select the leave type. For the purpose of this video, 
we're looking at approved FML and FIL leave types. 
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Then use the Reason dropdown to select the criteria for your request. 

Use the calendar icon to enter the start date and the end date.  
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For full time, non exempt employees, WolfTime assumes an eight hour workday for 
each day in the request. So be sure not to select any days that are not a part of your 
normal work schedule. For example, if you enter an absence for a Saturday through 
Friday, the system assumes you work eight hours each day and will take 56 hours from 
your balance.  
 
If you are requesting leave for an entire month, you would need to create a request for 
each individual Monday through Friday weekly interval of your leave. If you work a 
schedule other than eight hours a day, enter your regular work hours in the field 
Schedule Daily Hours if Not Eight. This will allow WolfTime to correctly calculate the 
number of hours for your absence. 
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If you will be working part of a day and taking leave for part of the day, you would enter 
the number of hours for the leave request. 

 
 
For example, if on November 15th you are going to use four hours of leave, and on 
November 16th you are taking the full eight hours of leave, you would enter a 4 next to 
the date 11/15 and leave 11/16 for the full eight hour work day. 

Remember, you must always click the View eligibility and forecast button.  
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A pop-up will let you know if you are eligible or non-eligible for this leave request. 

The request can be saved to submit at a later time, or you may submit the request at 
this point.

 
If the request is saved, your supervisor will not receive a notification. The request will be 
saved under requested absences and will say, data saved.  
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Once you are ready to submit your leave request, hit Submit in the top upper right-hand 
corner. 

Confirm by clicking Yes. 

Once you submit this leave, it will generate an email directly to the university's HR leave 
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team. Once it is approved, you will receive a direct email from them. 
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