
Applying for FMLA is now easier than ever with our new eFMLA portal! These screenshots and tips
are meant to be helpful and guide you through the process. If you have any questions, please reach
out to Nicole Beckham, beckhan@dearbornschools.org.

Once you have clicked on the link available on the website, you will complete this first part of the
leave request and click Submit:

mailto:beckhan@dearbornschools.org


If the information is correct, click 'Send Form'. If the information is incorrect, click 'Back' and make
corrections.

Next, you will receive an email (see example below). You will need to click the link in the email to
complete and submit the request form.



You will now be directed to the eFMLA Leave Request Form (see example below). Please fill in all
applicable information and then click Send Form.
Please note the following:

1. If you select that it is your own serious health condition, you will need to answer if it is a
work-related injury. Selecting yes means that you have filed a worker’s compensation claim.

2. If you feel like none of the leave options fit (Personal Serious Health Condition, caring for a
family member, childbirth, adoption, or the military options) there is a section where you can
choose other. Please email Nicole Beckham first before completing your request if choosing
‘Other’.

3. Actual or Anticipated Leave State Date : If you are requesting intermittent leave, this is where
you will add the date you wish for your FMLA to become effective. If you are requesting a
continuous block of time off, this will be the first date of your leave.

4. A reduced work schedule is NOT the same as intermittent leave. If you think you may need a
reduced work schedule, please email Nicole Beckham first to inquire about it.







The form is sent to Nicole Beckham, who will confirm you are eligible. Once deemed eligible, you will
receive a new email with instructions on how to create your login for the eFMLA system and how to
send the paperwork to your physician’s office. The email looks like this:



After you create your password and login to the eFMLA portal, you are taken to the Employee
Dashboard. Here is where you will see all the forms that have been completed and what still needs
to be completed. The photo below shows that I need to complete the Employee’s Serious Health
Condition form:



When you click the link to complete the Employee’s Serious Health Condition, you will need your
physician’s contact information to input into the form. You must have either the fax number or the
email address. If you do not have the email address or your physician will not accept it by email,
please make sure to input the fax number and check the box that states they will not process
through email. Click Continue.



Your physician’s office now has the paperwork and will complete it and fax it back to us.
Once we receive the completed paperwork, you will receive an email that contains the
FMLA approval/denial.


