
** Indicates that a question was not fully answered, has a related action item, 

or was escalated and needs verification/follow-up 

FML, FAMLI, & SunLife Leave 

For state classified employees approved for intermittent FMLA (no FAMLI), will SunLife apply 

intermittent FMLA state classified paid FML first? I thought this was the process, but I've seen 

intermittent FML sick generate first. 

• Answer: Workday is configured to use state classified PFML before other types of leave. 

However, because this is the first year of implementation, loading date-driven PFML 

balances (from the last 12 months) has been manually complex. Intermittent FMLA 

approvals are sometimes received before the PFML balance is fully loaded into 

Workday. If this happens, reach out to the HR team to get the balance manually 

updated.  

 

FML and FAMLI pending leave entries are entered in Workday by the  API. Will the system 

also enter parental leave automatically for FML and FAMLI pending leave entries, or is it 

added by CSU HR, or not used as a leave entry at this point? 

• Answer: Parental leave will also be sent through the API into Workday (e.g., when an 

employee applies for birth or care bonding). Earlier in the year, the system was causing 

overpayments by paying 100% of salary on top of FAMLI claims, forcing the benefits 

team to back them out manually. This has been corrected. Workday now records the 

parental leave as an absence record, and the benefits team enters the paid parental 

leave portion. 

 

 If employees are eligible for FAMLI, is this automatically applied from SunLife even though 

it's an optional benefit? (Context: An employee thought they only applied for FML, was 

unaware of FAMLI while having significant leave accruals, and SunLife designated it as FAMLI 

automatically without explaining it). 

• Answer: Employees who only want to apply for FML claims and not FAMLI must call 

SunLife directly to initiate the claim, as SunLife's process requires them to prompt the 

employee with that choice over the phone. However, if an employee uses the online 

portal to initiate claims, they must explicitly follow up via phone to opt out of FAMLI due 

to portal limitations across multiple states. SunLife also conducts "customer care calls" 

within 48 hours of intake to review details, though they currently only reach employees 

about 25% of the time. 



 

Will the HR Partner/Absence Partner be notified by an email or task when SunLife approves 

FML-only claims? The autogenerated notification says the leave of absence is approved, but 

the absence/leave calendar says "SunLife pending continuous leave." 

• Answer: Notifications go to the notification bell (next to the task inbox) rather than 

generating an actionable task item. When clicked, it provides specific details. When a 

pending leave updates to approved, you will see two back-to-back notifications: one 

stating the pending leave is "rescinded/corrected" and one stating the final leave is 

approved. Alternatively, partners can track absences daily using the Workers on Leave 

report. 

Can personal leave entries be submitted by the HR Partner or Absence Partner prior to 

approval from SunLife? (Context: Payroll has added leave without pay when entries were 

missing during processing deadlines). 

• Answer: It can be done, but it gets tricky. For FAMLI claims, entering sick leave while a 

claim is pending means hours will have to be retroactively adjusted and offset on future 

paychecks once the paid FAMLI is approved. For FML-only claims, continuing to log sick 

or annual leave during a pending status is more appropriate since that leave usually 

provides the actual pay. Generally, it is not recommended to input entries while leaves 

are pending to avoid future pay offsets. 

 

**Why is an individual not showing their merit increase in Workday? I was told they needed 

to return from leave before it would show up, but they are approved for intermittent leave 

for a full 12 months. Another individual on intermittent leave has an "on hold"status for their 

merit. 

• Answer: Employees on leave are included in the process, but they will actually receive 

their merit increase once they return to work and become active again. Any specific 

follow-up questions should be directed to the compensation team. 

 

When an employee extends leave, should they reach out to SunLife over the phone if they 

want to continue NOT using FAMLI? (Context: An employee on FML-only extended their 

leave, and FAMLI was automatically applied to the extension). 

• Answer: The team assumed it should be updated via phone to maintain the FML- only 

status, but noted it as a unique issue to look into with SunLife directly. 

 



 

Is there a way to generate a list of individuals who have FML or FAMLI claims that started in 

2025 and are crossing over/paying out into 2026? 

• Answer: Workday reports make it difficult to see the true 2025 start date for crossover 

claims, often making it look like they initiated on January 1, 2026. However, central HR 

tracks this on the back end; departments looking for this specific crossover list can 

request it directly from the benefits team. 

 

 

Workday Notifications & Communication 
 Do supervisors or managers receive a notification in Workday about upcoming jury duty or 

bereavement leave requests? If not, since these only route to absence partners for approval, 

what is the recommended process for ensuring manager awareness? 

 

• Answer: Yes, managers do receive a notification via the Workday notification bell when 

an employee submits jury duty or bereavement leave, even though the actual approval 

workflow routes to the absence partner. However, Workday does not replace direct 

communication; employees are still expected to talk directly to their managers about 

the timing and need for leave. 

Security Roles & Approvals 

 Is it possible for absence partners to approve leave? If an absence partner creates a leave 

request it auto-approves, but if they didn't create it, they can't approve it. (Context: A 

supervisor is currently out on leave). 

 

• Answer: This situation is typically handled via Workday delegation, but the team is 

actively discussing whether to broadly allow absence partners or HR partners to approve 

regular time off even if they didn't initiate it. They are collecting feedback from 

departments to ensure boundaries and expectations remain clear if approvals are 

opened to both roles. 



Return to Work Process 

Can you provide clarification on the return to work process? Specifically, who makes the 

decision, where do we document this information, and what if we deem the individual 

cannot return? 

• Answer: A fitness-to-return certification is required for an employee's own serious 

health condition (excluding standard parental leave). The employee submits the doctor's 

note or SunLife form to their department's Absence Partner or Manager. The 

department makes the final determination on whether the employee can return to 

work based on job restrictions and essential functions. If they can return, the employee 

approves the return-to-work task in Workday, which removes them from leave status. If 

they cannot return or have exhausted all leave (FML, FAMLI, sick, and annual), the 

department should consult their HR Business Partner or the Office of Equal Opportunity 

(OEO). 

Is there a reason that the absence return actions for employees out on leave pop up in our 

task box twice a day every day until they return? I hit deny on them and they just keep 

coming back. 

• Answer: If an employee has not returned yet, you must leave the task unanswered (do 

not hit deny). Denying the task triggers the API to think a new task needs to be 

generated because it hasn't been updated or approved. Leaving it sitting in the inbox 

stops the duplicate loop while the employee coordinates an extension with SunLife. 

 

 For an absence return task with an incorrect return date or where FAMLI leave has been 

extended, should the task be denied? (Denying it and adding a note currently causes the task 

to reappear without updates). How should this be handled? 

 

• Answer: Do not deny or approve the task; leave the return-to-work action item 

untouched in the task box. The Sunlife API automatically regenerates the task if it is 

denied because it sees the item hasn't been permanently resolved. The employee must 

work directly with Sunlife to get the extension updated in their system, which typically 

takes 24 to 48 hours to process and push through the API to Workday. 

 

 **The directions on the Workday task explicitly say to "deny" the task if the employee is not 

ready to return to work. Can this text be updated to provide clearer guidance? 

• Answer: Yes. The team did not initially expect the API to continuously regenerate the 

task when they set up the initial configuration. They will work with the Sunlife team and 

review communications to make the text clearer. 



When does the return-to-work task pop up? 

• Answer: By default, it generates one day before the employee's scheduled leave end 

date. A recent API enhancement allows the task to be generated up to 6 days prior to 

the expected return date to give departments more time to collect medical 

documentation. 

If you do not return a worker from leave in the system, will their FAMLI or FML entries 

continue and possibly impact pay? 

• Answer: Yes. Even if the expected duration of the leave has passed, failing to formally 

clear the return-to-work task will continue to halt the employee's pay. It is critical to 

approve the return-to-work action before the month's payroll processes. 

For military time, can you edit the actual return date? 

• Answer: Yes. If a return-to-work action has already been processed, you must 

modify/correct the return-to-work entry first before the system will allow you to adjust 

the original military leave timeframe. This can be done via the "Related Actions" icon 

next to the leave entry in the absence management screen. Alternatively, you can open 

and edit the military leave entry directly through the Absence Calendar. 

Payroll and Time Tracking 

What happens to leave balances and paychecks if an employee retroactively updates a leave 

request after payroll processing has begun? (e.g., changing approved May 18th Annual Leave 

to Inclement Weather on June 1st). 

• Answer: Workday will immediately recalculate the leave balances, restoring the 

deducted annual leave and applying the inclement weather hours instead. The visual 

balance updates right away, but any resulting gross pay adjustments or earning 

modifications will be processed automatically as a retroactive adjustment in the next 

month's pay cycle. 

**Student employees can only submit sick leave from their primary job, which charges that 

specific account. If they have multiple jobs across departments with different pay rates, can 

they select which job to take sick leave from? (Swapping primary jobs causes leave balances 

to temporarily disappear). 

• Answer: Workday is currently testing an enhanced configuration to resolve this. In the 

coming weeks, an update will deploy allowing multi-job employees (students/grads) to 

choose which job profile to apply sick leave against, so it routes to the correct cost 

allocation. In the meantime, manual cost allocation adjustments may be required. 



Many individuals in our unit (veterinary health system) received system warning messages 

for entering time during Memorial Day. Are alerts like this system-wide or can they be 

modified by department for holiday staffing? 

• Answer: The warning message is a system-wide soft alert designed to ensure employees 

didn't log hours on a holiday by mistake. It is purely a validation prompt and does not 

stop the employee from successfully submitting their time. 

 

 Staff in 24/7 operations who have regularly scheduled weekend shifts are encountering error 

messages when trying to enter sick leave on weekends. What is the appropriate way for them 

to apply sick leave to their regularly scheduled workdays? 

• Answer: This error occurs because a weekend restriction is currently applied system-

wide. The team is actively discussing a configuration change to permanently lift this 

system restriction. In the meantime, an available workaround is for departments to go 

into the employee's profile under action items and manually update/set their work 

schedule to explicitly include the weekend. 

 

 

Bereavement Leave & Volunteer in Public Schools (VIPS) Forms 

Why does bereavement leave route to the Absence Partner for approval if no documentation 

is required? Is this also the case for state classified employees?  

• Answer: The routing was a specific setup requested by campus focus groups during 

system design. Providing documentation is optional in Workday, but not a system 

requirement for both Admin Pro and State Classified staff; individual departments retain 

the flexibility to mandate documentation internally if they choose. 

No forms are required for VIPS (Volunteer in Public Schools) requests, but are departments 

still required to maintain the original request form in the employee file? 

• Answer: No, physical or separate VIPS forms are no longer required to be kept. Because 

the request is entered directly into Workday and routes to the manager for digital 

approval, the system record serves as the official documentation. Staff can still utilize 

the comments section during submission if needed.         

 



Comp Time Payouts 

Are the fiscal year-end comp time payouts this year being done by central HR or will the 

departments be responsible for these tasks? 

• Answer: The Division of HR will handle all mandatory fiscal year-end comp time payouts 

this year and every year moving forward. Standard, non-fiscal year payouts remain the 

responsibility of the individual departments. 

When an employee resigns or terminates, do Absence Partners need to process a manual 

payout for comp time on a time sheet? 

• Answer: No action is required from the Absence Partner. The final comp time payout is 

automatically built into the standard Workday termination and retirement business 

processes. 

**Is there a way for HR to ensure that comp time was paid out correctly? Do we see this on 

the Payroll Activity Summary Report? 

• Answer: The speaker was unsure at the time of recording and noted they would verify 

the specific reporting visibility with the Payroll team. 

**Will the mandatory state classified comp time payout come as a bonus payment subject to 

different tax withholdings, or will it be added to regular monthly pay? 

• Answer: The payout will likely differ from standard salary or overtime taxation rules, but 

the speaker group-resolved to check with payroll alongside the previous reporting 

question for exact confirmation. 

 If an employee's hours/approvals are currently incorrect, how will they be made whole prior 

to the comp time payout? 

• Answer: Its best practice to ensure comp time is corrected before it is paid out. Accruals 

continue to build up until the payout date. Absence partners facing unique discrepancy 

scenarios should reach out to HR directly to audit and research what occurred before 

the payouts execute. 

Will state classified comp time already scheduled to be used in the next fiscal year be 

cancelled before the payout? If so, can we insert annual leave instead, or will requests have 

to be entirely resubmitted? 

• Answer: Any comp time requests scheduled for dates after the end of the fiscal year 

(June 30th) will be systematically cancelled prior to the payout. Employees or Absence 

Partners can proactively go into the Absence Hub ahead of time to edit and switch those 



approved requests to annual leave, so they are not wiped out. If left alone until the 

automatic cancellation sweeps, the requests will have to be completely resubmitted. 

 

 If comp time payouts have not been coming through on payroll for current employees, is this 

an absence or a payroll question? 

 

• Answer: It could be either depending on where it is stuck in the process, so both teams 

can investigate. For historical context, earlier in the year, the payout step was 

accidentally being skipped during some separations. However, any separations 

processed after April 29th have an updated business process that automatically includes 

comp time payouts. For active employees missing expected payouts from March/April, 

names should be emailed directly to the absence team to troubleshoot with payroll.  

 

Holiday Calendars and Pay 

Since Friday, July 3rd is recognized as the holiday in Workday, will employees who work on 

Saturday, July 4th also be recognized as having worked on a holiday? If not, how does this 

affect pay for non-exempt salaried AP and state classified employees? 

• Answer: No. Because Friday, July 3rd is the designated observed holiday, only the hours 

worked on that Friday will count as the holiday. Anyone working on Saturday will not 

have that day recognized as a holiday. Premium pay rules and alternative holiday 

tracking are strictly driven by the dates explicitly designated on the Workday holiday 

calendar.  

 

 Will regular CSU/Federal holidays change to accrue alternative holiday hours when essential 

non-exempt staff work them, or will those hours generate overtime? 

• Answer: For state classified non-exempt employees, the system default is holiday 

premium pay if they work on a CSU-defined holiday. Non-exempt admin pro-type 

employees receive paid time for both the time worked and the holiday. However, 

managers have the option to manually log onto the time sheet before hours are 

approved and change the default holiday premium pay to an alternative workday.  

 

 Can absence partners update time cards so that non-exempt state classified employees who 

worked on a holiday can have their premium pay changed to an alternative holiday? (As 

allowed via the partnership agreement with COWINS). 

 



• Answer: Yes, it can be adjusted so it is either premium pay or an alternative holiday, but 

it must be changed manually in the system. The team is currently working with the 

timekeeping subject matter expert to create a job aid and walk users through this 

process. 

When a salaried non-exempt employee works on a regular holiday (like Memorial Day), does 

Workday treat them differently depending on if they are State Classified or Admin Pro? What 

are the differences in compensation for these employee types? 

• Answer: State Classified non-exempt employees default to receiving Holiday Premium 

Pay. Managers can override this in the time sheet so the employee accrues alternative 

holiday hours to use later instead, but they cannot receive both. Non-exempt Admin Pro 

(AP) employees are paid for the hours worked on top of receiving their standard holiday 

pay. 

When a state classified non-exempt employee is not scheduled to work on a paid holiday, 

how are those holiday hours credited? Is there a deadline to use them, and where is the 

management override located? 

• Answer: If a state classified non-exempt employee is not regularly scheduled to work on 

that day, they do not receive alternative holiday hours (it is only granted if they actually 

perform work on the holiday). The team believes the override is located in the 

timesheet page but will double-check the exact location. 

Inclement Weather and Well-Being Days  

When do alternative holidays expire in Workday? Also, if inclement weather time does not 

expire at the end of the fiscal year, when does it expire if at all? If it does not expire, is this 

time paid out upon employee departure? 

• Answer: For state classified employees, alternative holidays expire at the end of the 

fiscal year per the partnership agreement. Employees are expected to use these hours 

as soon as practical. If an employee separates from the university with unused 

alternative holiday or inclement weather hours, those hours are paid out upon 

separation. 

 

 If someone works during an inclement weather day, they should be able to use that time off 

on another day, but a user reported they were unable to add inclement weather time for an 

absence on a later date. Why? 

• Answer: To build a future leave balance, employees who work during a closure must 

explicitly enter "Inclement Weather - Worked" on their time sheet. If they mistakenly 

select "Inclement Weather - Not Worked," it will not drive a balance for future use.  



 

 Does the inclement weather balance roll over into the next fiscal year? 

• Answer: Yes, inclement weather balances do not expire at the end of the fiscal year and 

will roll over. 

 Essential departments that routinely operate during designated well-being days (like 

Thanksgiving week) have not had these days automatically entered in the past, and 

employees use them at other times. How will this be handled? 

 

• Answer: Well-being day accruals will be loaded into Workday as early as July 1st for 

24/7 and essential operations to provide maximum flexibility for later use. For 

departments where it isn't known in advance who will work, it will still load as an 

accrual, and the alternative days off will be coordinated internally within the 

department. Managers are responsible for reviewing these requests to ensure they align 

with operational needs.  

 

 Will units with emergency personnel receive well-being days banked or applied directly to 

time sheets? 

 

• Answer: They will be loaded as accruals that can be requested at different points in 

time. Employees will still record their regular hours worked on the actual holiday on 

their time sheet, and the alternative well-being days will remain banked in the system 

for future use. 
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