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Submit Continuous FMLA in CV360



Upon completion of the Submit Intermittent FMLA in CV360 lesson, you will be able to:
Lesson Objective:

Objective
• Submit and manage Intermittent FMLA leave requests accurately in CV360.

If an employee has an incorrect sick leave submitted, the original request must be 
withdrawn and validated before resubmitting leave with correct FMLA type. Payroll 
Coordinators may skip withdrawal step if employee already has an approved FMLA request.

FMLA leave must always be submitted using Advanced Mode to ensure it reflects correctly 
on Kronos timecard. Leave requests must follow Kronos rounding rules and match 
employee’s scheduled workdays to avoid system errors.

For continuous FMLA across multiple pay periods, Payroll Coordinators must submit a 
separate FMLA entry for each pay period to prevent payroll issues. Extra care must be taken 
when submitting leave on observed holidays.



Focus 

Correct Classification of Leave:
Ensure initial sick leave requests are properly validated and, if needed, 
withdrawn so that FMLA leave is processed under correct category in 
CV360.

Accurate Submission Procedures:
Emphasize resubmitting FMLA leave using Advanced Mode to 
guarantee correct reflection on Kronos timecards.

Precision in Dates and Durations:
Highlight importance of entering exact start and end dates, using only 
whole hour, 0.5 hour, or 0.25-hour increments to comply with Kronos 
rounding rules.

Timely and Compliant Entries:
Stress submitting FMLA for each pay period individually, being mindful 
of holidays and restricted dates, and treating continuous FMLA as 
separate entries for each cycle.



Navigation My Client Groups  
Person Management  
Search  
Panel Drawer  
Absence Records 



Select Person 
Management tile within 

Apps area

1

2

Select My Client Groups tab from 
CV360 homepage
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Select Search button

3

4

Employees may be searched 
by Name, Person Number, 
National ID or by Keywords

From Person Management: 
Search page, key in Name 

or Person Number of 
Employee
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Ensure search criteria (Name, Person Number, or National ID) are entered correctly.
Inaccurate or incomplete input may result in no records being displayed.

Troubleshooting



From Search Results 
section, select employee’s 

name link

From Employment 
page, select Panel 

Drawer icon

5

6

Submit Intermittent FMLA in CV360



Submit Intermittent FMLA in CV360

7

Once Panel Drawer opens, 
select Absence Records link 

from Absences section
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Withdraw initial Sick Request submitted by the employee 8

9 Select “OK” to validate Absence Withdrawal
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Validate Leave Withdrawn request. Some employees may use an alternate leave code in place of 
Sick Leave. Please reach out to FLMA-HRIS if you have questions about submitted leave request.

After validating leave withdrawal, Coordinators must resubmit leave with the proper FMLA type.



Payroll Coordinators may skip withdrawal step if employee previously requested (manager 
approved) FMLA leave through ESS.

Troubleshooting
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10 Select Add button from Existing Absences section



Submit Intermittent FMLA in CV360

Select Advanced Mode button from the Existing Absences section11

Employees may have multiple jobs 
associated with their employment 
record. Select appropriate Assignment 
to submit the leave request.



Payroll Coordinators must select Advanced Mode button before entering leave for employee. The 
leave request will not reflect on Kronos timecard in Basic Mode.

Troubleshooting
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Select Add button
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13 Key in appropriate Start Date & End Date The Duration field will auto populate. 
Coordinators have option to change 
absence duration.

Absence submissions in CV360 are limited to whole hour, 0.5 hour, 
and 0.25-hour increments (to align with Kronos rounding rules).



Users may receive an error message if leave request is summited for a day that does not match 
their Kronos schedule. Ensure you are requesting leave for a scheduled workday.

Troubleshooting
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14Select Submit button

Select Save button to save Absence request and submit later.



Payroll Coordinators may receive an error message if leave request was submitted in Basic Mode. 
If Error message appears, select ok, and resubmit request in Advance Mode.

Troubleshooting
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The status of Absence request will display 
under Existing Absences section.



Submit Continuous FMLA in CV360

• In this continuous leave example, employee has requested continuous FMLA through multiple (3) 
pay periods. 

• Payroll coordinators must submit FMLA for each pay period. This will prevent payroll issues 
downstream. 

• Be mindful of submitting FMLA leave on observant holidays e.g., Labor Day, Thanksgiving Break, 
Christmas Break. 



• Learners can now identify and validate when to withdraw initial sick requests, or skip this step if 
FMLA is already approved. They know to use Advanced Mode for Intermittent FMLA, enter dates and 
durations accurately, and use correct time increments.

•  Learners can recognize and fix schedule mismatches, and properly manage continuous FMLA by 
submitting leave separately for each pay period, including on holidays. 

• These skills ensure compliance with CV360 processes and accurate reflection in Kronos. Mastery of 
these steps supports smooth payroll operations and prevents processing errors.

Conclusion 
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