
 
 

FMLA/Parental Leave Electronic 
Request & Notice Form 
 

Contents 

Purpose ........................................................................................................................... 1 

Audience ......................................................................................................................... 1 

Prerequisites ................................................................................................................... 1 

Procedure-Employee Information .................................................................................... 2 

Procedure- Manager's Acknowledgement ....................................................................... 3 

Support ............................................................................................................................ 5 

Document Information ..................................................................................................... 5 
 

Purpose 
This is a detailed guide on how to complete the FMLA/Parental Leave Electronic 
Request & Notice Form. FMLA requests may be submitted by the employee or initiated 
by the supervisor or department representative. 

  

Audience 
All employees (AEX, A&P, USPS, OPS) 

  

Prerequisites 
You must have an active appointment in the HR system.  

  

https://flow.fsu.edu/Primary/?FlowId=01JFAGBV4RRRSJWJHSVBC884E6&&ForceFormat=true&Location=Center&Chrome=Off
https://flow.fsu.edu/Primary/?FlowId=01JFAGBV4RRRSJWJHSVBC884E6&&ForceFormat=true&Location=Center&Chrome=Off


 
Procedure-Employee Information 

1. Sign in with your FSUID and password. The form will automatically populate with 
the individual who signed in with their FSUID. If you are a supervisor or 
department representative initiating FMLA or completing the form on behalf of the 
employee, click the X on the “Requested for” row and type in the appropriate 
name or employee ID.  

 

 

2. Enter information for the FMLA request: 
a. Reason 
b. Anticipated Time Off - If there will be multiple leave frequencies, please 

select the most appropriate and add any additional details under 
comments. 

c. Requested Leave Dates - If the requested leave dates are unknown, 
provide an estimated start and end date. 

d. FSU requires earned leave to be utilized and exhausted in accordance 
with FSU policy. Any request for periodic use of paid leave should be 
outlined and requires supervisor approval. 

3. Comments or Attachments may be added to an FMLA Leave Request but are not 
required.  



 
4. Once all information is completed and any applicable attachments or comments 

have been made, you may submit the FMLA request.  

 

 

Procedure- Manager's Acknowledgement  
1. Supervisors will receive an email notification from fmla@fsu.edu to acknowledge 

an employee's FMLA request. Reminder email notifications will be sent for 
outstanding requests to ensure they are completed within federal guidelines.  

2. To access the manager's acknowledgment section, click the link in the notification 
email. Sign in with your FSUID and password. The screen will show the 
employee's request details as shown below. 



 

 

3. Supervisor Response 
a. Pay status during leave. 
b. Periodic Communication – For intermittent leave requests, it is 

recommended that employees contact you every 1 day. 
c. Comments are optional and can be added. 

4. Once all information is completed and any applicable comments have been 
made, you may acknowledge the FMLA request. 

 



 

 

After the supervisor's acknowledgement, the request will be sent to HR for processing. 
HR will review the completed FMLA request eFORM and follow up with the employee 
and supervisor with the Notice of Eligibility and Rights & Responsibilities within 5 
business days. 

 

Support 
For questions or assistance, email FSU Human Resources-FMLA. 

  

Document Information 
Job Aid Owner: Attendance & Leave 
 Last Updated: August 13, 2026 
 Related Policy or Procedure: 4-OP-C-7-E1.7 FAMILY AND MEDICAL LEAVE 

mailto:FMLA@fsu.edu
https://policies.vpfa.fsu.edu/policies-and-procedures/faculty-staff/attendance-and-leave#E7
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