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Running Reports on FMLASource.com
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Overview

Once you log in to FMLASource.com you can:

1. Run reports for your department

2. Run reports for individual employees
3. Review protected/unprotected tracking
4. Review employees returning to work
5. Review closed claims
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First step…log in!

If it is your first time using the website you will need to register.  Do this by clicking 
the blue register link below the log in.  You will need your home zip code and 
employee ID.  Then, you can create your own user ID and password.



Copyright © 2017 ComPsych Corporation. All rights reserved. 
This document is the confidential and proprietary information of ComPsych Corporation.

4

After you have logged in…

Once you have logged 
in, scroll down the 
page and click on 
“Generate Reports”.

This will bring you to 
the page where you 
will be able to run a 
report for your 
employees.

NOTE:  The 
employees you have 
access to is 
determined by 
Memorial Healthcare.
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Let’s Get Started!

This is your reports 
page.  Each report will 
show you different 
types of information.

You can run reports for 
up to three months of 
data.  If you need data 
beyond a three month 
period, please reach 
out to HR and they will 
request the report from 
FMLASource.**

**There is one 
exception!  You will 
see.
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Who has reported time?  Is it protected?

The Weekly Usage Report will show you who has reported time to FMLASource, how 
much time they have reported, and if that time is protected, or not protected.  This 
report will also show you home much time the employees have available to them, as of 
the running of this report.

Remember, this report will show ALL employees you have access to.
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What if I have more than one unit?

If you manager more than one business unit, as designated by Memorial, and you 
want to focus on information for ONE of your units, you can run the Frequency of 
Absence Report.  This is a great tool to determine who has requested, or had a 
decision made on a leave.
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Who’s coming back?

FMLASource send out up to 3 
reminders for your employee 
to return to work.  On the 
Return to Work Report, you 
can see who is supposed to be 
returning and if they have 
responded to our outreach.

If the employee’s claim states 
“End of Leave Confirmed” the 
employee is planning on 
returning at the end of the 
leave.

NOTE:  This does not mean 
they have been medically 
cleared; this just means the 
employee is planning on 
returning.
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Are employee’s reporting on time??

Memorial requires employee’s to track intermittent time with 24 hours of their absence.  
Did your employee follow this policy?  Is the time protected?  You can run the Late 
Tracking Report to review which of your employees are following policy.
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Who has made a request?  What is the decision?

Did my employee request a 
leave?  They said it was 
approved, but how can I check?

Run the Leave Requests and 
Status Report.  This report will 
show you all new requests, 
decisions that have been made 
AND all open leave for the date 
range you run the report for.

This is a great tool for checking 
on approval status, and to see 
who has an open claim.
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I just want to know who has an approved leave!!

If you just want to know who in your unit has an approved leave, the all active leave 
report is your go to report.

This will show you only those employees that have an approved leave OR a leave that 
is still in requested status.
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I just want to see one employee’s record…

Do you have a meeting with 
an employee about 
attendance?  Need to know 
if your employee is 
reporting all their time.

The Employee Leave Time 
Usage Report is the ONE 
REPORT you can run for 
up to a year for one 
employee only.

This tool is vital in knowing 
what days have been 
reported, are protected, and 
not protected for your one 
employee.
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Do you like a little extra knowledge?

The All Open Leaves report contains a LOT of knowledge.  It also seems like this would 
be the report to run if you just want to know who has an open and approved leave.
Remember, ALL ACTIVE LEAVES REPORT shoes you that.  The ALL OPEN LEAVES 
shows any leave that was open, no matter what the decision.
It has a lot of knowledge, but may not be an every day report to run.
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Who’s leave has ended?

Finally, the last report is 
the Closed Leaves Report.

This report will show you 
just what the name 
suggests, those 
employees whose leave 
has been closed.  That 
means it is no longer 
active and no longer offers 
FMLA protection.
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Questions?

If you have any questions about reporting, or a general question about 
one of your employees, please contact FMLASource.  We are happy to 

answer any questions you may have.

fmlacenter@fmlasource.com

844-242-6747 

mailto:fmlacenter@fmlasource.com

