CAS Administrative
Support Team: HR
and Payroll

Family and
Medical
Leave Act

(FMLA)
Request

Swimlane
Workflow

As of March 2026

LEGEND

Start/End
Activity/Task
Decision

Comments

JOoUU

Alternate Path == == ==

CAS AST Form :
Submission

UW Connect A
Task

Workday Task @

ADMINISTRATIVE SUPPORT TEAM

UNIVERSITY of WASHINGTON
College of Arts & Sciences

Employee @—>

You (The
Department)

AST HR &

Payroll Team

UW Human
Resources
(HR)

Submit Leave Request to
UW HR

\ 4

Review Leave Request

Leave Request

5A

Provide Necessary

Is FMLA
Request
Approved?

Clarification

1 A

If employee does not
have additional
information the

process ends.

4A

Notify Employee that
Request Has Been
Denied and/or Requests
Additional Information

Workday on Behalf of
Employee

“ ®
Enter FMLA Ribbon in

 —

y
Submit Leave Request

via Time and Leave Form

With Start and End
Dates, Along With
Relevant Leave
Documents

N

Notify Employee,
Department Admin, and
AST of Leave Approval
via Email

)

Data Entry

-2 ~

Provide Necessary

Is Information
Provided to
AST Complete?

Clarification

8B N
Request Additional

Information from

<- No -=>
| Department
I
I
I

8 ®
I Enter Required Time
\ Off and Leave
\ Information Into
~N—_——) Workday, Including —_—

Relevant Leave
Documents Provided by
Unit

10

9

®

Approve as Manager ﬁ

N

Close Ticket

11

12

. ®
Approve as

HCM Initiate 2

Approve as Costing

Allocations Coordinator

~

Approvals

15

Leave Return

®

Enter Time Off

If for some reason the employee
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