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Applying for FML with FMLASource® 

You can apply for FML with FMLASource® via the FMLASource website, or by calling FMLASource directly at 

 1-844-837-9301, 7:30 a.m. – 9:00 p.m., every day. 

To apply for FML through FMLASource® online, go to https://www.fmlasource.com.  

Select the link titled “Register.” 

 

 

Registration: Step 1 

Enter your employee ID and zip Code (Work or home).  

 

 

 

 

 

 

 

 

 

https://www.fmlasource.com/
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Registration: Step 2 

After entering your employee ID and zip code, you will be asked to confirm your identity.  

 

 

 

 

 

 

 

Registration: Step 3 

You will now be asked to create a personal Username and Password. You will be required to answer five security questions 

of your choice. 
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Next, provide the best contact information where FMLASource can reach you.  

 

 

 

Submitting a New FML Request 

After logging into your FMLASource® account, select the link titled “Add New Leave Request” on your dashboard. 
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New Request: Step 1 

Review Personal Information. Update mailing address and/or phone number if needed. If “Employee Schedule” 
information appears correct, select “Continue.” If it is not correct, contact FMLASource® directly at 1-844-837-9301. 

 

 

 

 

 

 

 

 

 

 

 

 

 

New Request: Step 2 

Designate a reason for the leave you are requesting. Select the appropriate reason to continue to next step.   
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After selecting the appropriate reason for leave, you will continue on to provide information about you or your family 
member’s medical condition. Choose a leave condition from the drop down box. If you choose “Other” please provide a 
brief description of the condition that you are requesting leave for, see below for example. Lastly, indicate whether or not 
this condition is worker’s compensation related. 

  

 

 

 

 

 

 

 

 

 

Next, you will complete the section entitled “Health Care Provider (HCP) Contact information”. FMLASource® will use this 

information to fax your paperwork directly to your Health Care Provider.  
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Step 3: Duration of Leave 

In this step you will need to enter the beginning and end date of your leave, as well as select which type of FML it will be 

(Continuous, Reduced, or Intermittent). Then, confirm your desired form of correspondence with FMLASource.  

 

 

 

 

 

 

 

 

 

 

 

 

After you select “Submit”, your FML request will be submitted to FMLASource. You should receive a response from 

FMLASource in writing within 48 hours of submitting your request. If you are eligible for FMLA, you will receive a Leave 

Request Packet and Medical Certification via email within 48 hours. If you chose the postal option, it may take several 

days to receive your Leave Packet and Medical Certification. If you have an appointment with your health care provider 

within the next 24 hours, you may go ahead and select the link titled “Medical Certification” to print or email a copy of 

the certification to give to your health care provider during that visit. 
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Viewing your FML Requests 

To view previously submitted leave requests, select the link titled “View My Leave Requests” on your dashboard. 

 

 

 

 

 

 

 

 

 

 

All of your previously submitted leave requests will be displayed. The very right column in the table, titled 

“Status/Reason”, will indicate the status of your leave at that time. To view a specific leave request in more detail, select 

the corresponding ID #. From this screen, you can also view your time, report time used, and add a new FML request. 
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FMLASource for Managers 

Managers have the ability to view their employees Leave Request(s). The Manager will select the link titled “Work on 

Behalf of”, then enter the employee’s last name, first name, and/or Employee Number. Managers will only be able to 

view employees who report directly to them.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After selecting the employee, managers will be able to view the employee’s leave usage from the previous twelve 

months, view letters previously sent to the employee, and view the employee’s leave dates and current status of leave.   

 


