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Leave Coordinators Entering and Approving Subsequent FML/FIL Takes for Employees

Step 1.
 Log into MyPack Portal → Employee Self Service → WolfTime

Step 2. 
Click on the “Navigator” icon and navigate to: Human Resources Systems>Global Payroll & 
Absence Mgmt>Payee Data>Maintain Absences> Administer Extended Absence.

Step 3. 
In the “Search Criteria” section under “*Show Requests by Status,” change the “Pending” status 
to “Approved.” 

In order to find the request that was submitted, you can do one of the following:
1. Scroll down and search through the list of  “Extended Absence Requests.” 
2. Fill-in the Employee ID
3. Fill-in the “From Last Name” field with the last name of the employee’s request that was 

submitted. Of Note: If searching an employee using their last name, the first letter of the 
last name must be capitalized,otherwise you will receive the following message: 

After choosing the preferred method to search for the submitted request, click “Search.” 
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Step 4. 
Under “Extended Absence Requests,” click “Edit.” 

Step 5. 
On the “Request Extended  Absence” page scroll to the middle of the page, Under “Absence 
Requests” click “Add New Absence.” 

Step 6. 
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On the “Request Absence,” under “Details” complete the required sections and hit “Forecast 
Balance.” 

Of Note: All subsequent requests must be entered one week at a time and during the 
employee’s actual scheduled workweek. Otherwise, an error will occur in the current FML/FIL 
leave balance request.  

After the forecasting has been completed, a box will appear, asking if you would like to continue, 
click “Yes.” 

After you click “Yes” a confirmation message will appear, click “Yes.”

After the forecast has been completed, a message box will appear, click “OK” and and scroll to 

the bottom of the page and click icon.

Step 7. 
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From the Request Extended Absence” page under “Absence Request” ensure that the request 
has been pres-selected and data saved. 

Scroll to the bottom and click “Submit.” 

A “Submit Confirmation” page will  appear, click “Yes.” 

Another “Submit Confirmation” page will appear, click “OK…” to confirm the submission. 

Under the “Absence Request” section you are able to view that the request has been 
“Submitted”. 
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 Approving Subsequent FML/FIL Takes for Employees

Step 1. 
From the “Administer Extended Absence/ Request Extended Absence” page, scroll down to the 
bottom and click “Return to Administer Extended Absence.”

Or click on the “Navigator” icon and navigate to: Human Resources Systems>Global 
Payroll & Absence Mgmt>Payee Data>Maintain Absences> Administer Extended Absence.

Under the “Search Criteria” section, in the “*Show Requests by Status” ensure that the status 
show’s “Approved.” 

Enter the Empl ID or search by “Name” and “Last Name” and click “Search.” 
Of Note: If searching an employee using the last name, the first letter of the last name must be 
capitalized,otherwise you will receive the following message: 

Step 2. 
Under the “Extended Absence Requests” click “Edit.” 
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Step 3.
Under the “Absence Request” section, select the submitted “Absence Request” and scroll down 
to the bottom and click “Submit.” 

Step 4. 
A “Submit Confirmation” page will  appear, click “Yes.” 

Another “Submit Confirmation” page will appear, click “OK…” to confirm the submission. 

Step 5. After clicking “Ok,” you’ll be returned to the “Request Extended Absence” page where 
you can view the “Submitted” request. 

Scroll to the bottom of the page and click “Return to Administer Extended Absence.”
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Step 6.
Under the “Extended Absence Requests” section, click “Approve.” 

Step 7.
Select the “Absence Requests” status “Submitted” and scroll down to the bottom and click 
“Approve.” 

Step 7. 
A “Approval Confirmation” page will  appear, click “Yes.” 
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Another “Approval Confirmation” page will appear, click “OK” to successfully approve the 
submission.  

Step 8. After clicking “OK.” On the “Approved Extended Absence,” you can verify under 
“Absence Request” that the request has been approved. 


