* D | MyHR LEAVE MANAGEMENT

OVERVIEW

Macy'’s Inc. Leave Management is used to request and process leaves of absence. This quick- reference card shows
associates how to:

e Request leave View, update, or cancel an existing leave request
e Make limited updates, such as to contact information

o Report intermittent time

e Send notice of a return to work date

Access Macy’s Inc. Leave Management through My IN- SITE (My Resources) directly or by going to
employeeconnection.net and clicking My IN-SITE.

compliance with federal, state, and Company guidelines. While on LOA, associates may be entitled to

A leave of absence (LOA) is a Company-approved absence from work. Macy’s offers LOAs in
health benefits or pay based on applicable federal and state law and Company policy.

Refer to the Paid Time Off policy (available in the EMAG or AskHR by searching the Knowledge tab) or contact
Associate Support Center for PTO information.

Accessing Leave Management

1. | From My IN-SITE, click the My Resources tab. * b
My IN-SITE
hl

2. | Onthe My Resources page, click Leave of Absence
under Additional Resources (lower right corner).

= Search the Macy's Directory
Vistt MyHR » - Update Your W4 and State Tax Inf

My HR FAQs

Additional Resources

Benefits Online - Mexrill
Commuter Benefits
Employment Verification
Enhanced Benefits

Leave of Absence
W-2 Online
Making a New Leave Request
1 MY DAY MY RESOURCES MY COMPANY NEWS MY REPORTS
From the Leave of Absence window, select CLICK .
H E R E " - Macy's, Inc. offers many different types of leave for different circumstances that
may arise in an associate’s life. Many of these leaves are governed by local, stale
| or federal laws, and others are governed purely by Company policy. The leaves
5 A that are available depend on your work location and whether you safisfy the rules
A for taking the leave (e g. position, length of service, hours worked, reason for leave,
&' 3 ; efc.). There are different eligibility requirements and other terms and conditions for
different types of leave. Some of the fypes of leave available include: Family and

Medical Leave Act (FMLA) leave, Statefiocal family and medical leave, Ieave 25 a
reasonable accommodalion under the Americans vith Disabilties Act (ADA),
bereavement leave, jury duty Isave, voling leave, personal leave, small necessities
leave, sick leave, pregnancy disability leave, bone marrowr or blood donation leave,
military leave, family military leave, domesfic viclence leave, and public
emergency leave.

“Vou work hard, and we want you texperience the best of work-ife balance! We
also want to help yo ted, using the fools and services offered
To help you through P click here o leam more.

Macy's LOA Quick Refarence Culde
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From the Welcome Page, click Yes to
Check Eligibility for a NEW leave request.

* b | Benefits

[ . Wekome 10 the Leave of Absence Self Service System.

W see that you currently kave the following laves is the system.

Wauld you like ts Check ERgibding for 3 NEW leave request?

On the Begin Date page use the links to get general
information about Leave Entitlement, or

Click the Calendar (at the end of the Anticipated date
to begin field).

wngae >

* b | Benefits = [ —

| wercome » EERTTUY . merims ate » LEAVE TYPE » LEAYE REASON » ELRGIBILITY AND ENTITLEMERT > REGUEST

ey e o ull abertion ¥
re vou io bake @ keerve, €@ mportant at you are

ol qustions. f yous s gl fon
e P P

5o lets get staed

Whist i e aicipated date you sapmet b begin you e of sbsence?

Click the calendar to choose the correct begin date,
for your leave.

Click NEXT.

* b | Benefits e [

s [T acrum saTE - LEAVE TYPE » LEAVE REASOH » ELIMBRITY AN ENTITLCHENT = AEGSEST

L L T T

" bt asonton @
s 1o ks e &

i P o v

Tode v wht lree of, whgtin b w 0 s of queeliorn 0
ey ISy 2 e COBTerond s 98 P e SRR Ay 1 5LAWT AR A T o A 6 SR

s ot gl o

S, lefs ger stvried

WIBE i3 T NTSAPITI SA18 o #APESTIE BeQIn FOUT leave of absance?

Enter your anticipated return date using the Return
Date Page calendar function.

Click NEXT.

[roes— ¥

* b | Benefits = I

[T wramonne S e T T T T

g wher:
alea,
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T et

wha! gave Gl abiensa anBHETESY oy 30 Wbk icr. wa will rad & ik 3 s of uastens. N yos v shgitle far
Rtnce COAEERD] o ~l have the cppertaly ko Sutrall your kave fequeat o cance] e mqury

S lars gl atssted

a2 s the setcipated Gote you £xpect 12 begin your leave of absence ™

WAL % W Friday

Click to indicate if you are requesting a Continuous
or Intermittent Leave of Absence.

Click NEXT.

Mavgate to.. d

%* D | Benefits —
e e e

Is this leave for 3 continuous period of time or do you need to take this intermittently?

Progress
| |

U genseuous 7
Ingsrmittent 1

Infermiatent request I is your respensibiy 1o report inferTitent e IY your keave is pproved
infarmation on baw to report your fime wil be sent with your leave packed inlmation Failre I
Fepant our time may result in you being subject fo the company tndance policy.,

Activate the drop down menu for the Reasons field
on the Leave Reason page.

Click to choose the appropriate reason.

Progress Havgate ta.. |

* b | Benefits m—
e = e » s e > e SO G e e e s et

What Is the reatan you nesd 1o take 2 leave?

*
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8. If you choose “Your own medical condition”, an additional Leave Reasons list appears.
Leave Reasons
Select Leave Reasons
O A serious health condition that prevents me from performing the essential functions of my job
O A leave for myself to undergo a medical procedure to donate bone marrow (CA only)
O A leave for myself to undergo a medical procedure to donate an organ (CA only)

e

, If you select Reason #1, “A serious health condition that prevents me from performing the essential
=> functions of my job”, the system displays a follow- up question.

Yes
Was this due to an injury you received while on the job at Macy's or Bloomingdale's? j EI

— If the injury is work-related, click Yes and then click OK at the confirmation prompt. File an accident report if needed.
— If the injury is not work-related, click No.

If you do not see the reason for your leave, contact Associate Support Center at 800-234-6229.

9. Indicate if you have been out on leave for the same Hiave you been out o leave for the same ressen inthe past 12 months? | ves i o |
reason in the past 12 months. [Cesck § temt |
Click NEXT.
10. | The Eligibility and Entitlement page includes a
summary of your Leave Entitlements and the - :
Summary Of Request. Bogin Date S1820E, Fridey Returs Date: S1E2014, Frdey Leava Type: Coamaucus.
Would you ke to request this leave of absenca? | No Thanks |
Click YES to submit your request, or NO THANKS to
exit the Leave Management system.
11. | If you choose Yes to confirm the request, you will be * b | Benefits L —
prompted to Confirm or Update your E-Mail Address. > —
PPPEY o+ i soonass — mmmonice s soont coumpacaron oo ssoewt |
Click NEXT to continue. mm— mem—
|
=
12. | confirm or Update your Phone Number. * b | Benefits " z
[ escoue - seom oere - merumwoae > eave e Leave neaso - euomarry e o cuet LU
Click NEXT to continue. [ sooers T nime omns — aomvomze e s commcaronsxrommockt |
= I
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13. | confirm or Update your Mailing Address. * D | Benefits [ a————
. , VTR e ooens T p———
CIICk NEXT to Contlnue. For requesied infomeation andior madings required by law can we 3end 1o the mailing address below?
.\ This data comes from your permanent o
/' associate information as listed in MyHR.
To modify this for your leave, click No | Need to Edit R —
Contact Information. Changing your leave contact
information does not affect your permanent HR
records.
To change your permanent information, use the
Personal Information section of MyHR.
14. | The Authorize and Submit page, which includes the Summary of Request Information, will allow you to
choose Back, Cancel or Submit.
%* b | Benefits EEE — [ -
15 | Click Submit.
16

At the Authorization prompt, enter your 8-digit employee ID and INSITE password, and click OK.

The system submits your request and displays a message. The message includes:

e Sequence number and confirmation that your request has been submitted for review.
e Reminder to forward any supporting documentation to HR Services.

You can also check the status of your request at any time. Refer to “Viewing an Existing Request”

section of this document, for instructions

Updating Contact Information

You can change your contact information while you create a new request (see above steps 11 through 13) or

afterward.

On the Leave of Absence page, select CLICK
HERE.

MY RESOURCES | MYCOMPANYNEWS | MYREPORTS

Leave Of Absence

o

Macy's, Inc. offers many different fypes of leave for different circumstances that
may arise in an associate’s life. Many of these leaves are govemed by local, state
or federal laws, and olhers are govemed purely by Company policy. The leaves
that are available depend on your work location and whether you satisfy the rules
for taking the leave (e.9. position, length of service, hours worked, reason fof leave,
el iher terms and conditions for

emergency leave.

Vou work hard, and we want youto experience the best of work-ife balance! We
also want to help pected, using the tools and services offered
To help you thro , click here fo leam more.

Mscy's LOA Guick Referance Gulde
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2. | Atthe Welcome Page activate the dropdown
menu in the ACTION field.

View Communication
View Activity

View History

View Request

pdate (Contact Info)
Return to Work (Notice)
Cancel Request

ligibility for

Click Update (Contact Info).

Alert FMLA Ry

QO o

3. Click UPDATE INFORMATION.

Enter information in the appropriate fields. Click Save
Changes.

Click EXIT to return to the Welcome page.

4. The Welcome page will allow you make
additional ACTION choices or click YES when
you are ready to exit the Leave Management
system.

|Wuu'|d you like 1o Exit the Leave of Absence Sell Service System?

Viewing an Existing Request

1. | At the Welcome Page at the Action dropdown,
View Communication, View Activity, View History Higibility for 4
or View Request.
Rgtum to Work (Motice) m
Cancel Request 0 005

2. Review your requested information.

: Click the Leave History tab to see your leave history for the previous rolling 12-month period.

ieaeRequest | Leave History ! If l

Example

Leave Request || Leave History || Leave Acivily

EmpliD: 10003067

Leave Actimy History

Customize | Find L 12z
LeaweReguesti)  WeekBeain0t  Sunday Mondey Iuesdey Wednesdey Iwrsdwy fridey  Setude Adiusted Hours
1/o01 010112012 200) 30

2,001 010812012 100 200

Click the Leave Activity tab for a list of activities that have taken place.

Activity Date

Leave Activity History |

1-25 of 25

Activity

Comments

1

1211172017

Documentation Received

Aftachment type 4613-Fax-LOA Sep Term Letter has been
inserted

2

1211172017

Leave Status Update

Status Changed from APP to COM

3

12/11/2017

Mail Information Sent

Letter Sent: Associate Separation of Emply

\\
’ A request cannot be approved until all information is received.

Canceling an Existing Request

1. At the Welcome Page, select the Action dropdown.

*
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2. | Click Cancel Request. —
View Communication
View Activity F—
View History ligibility for 4
. View Request
You can cancel a leave at any time by | update (Contact info) E
selecting “Cancel Request" from the Notce)  [alert FMLA R
action dropdown menu. ‘ O o
To request a change to the start or end date for
a leave, please contact HR Services or cancel
the incorrect leave request and submit a new
one.
3. Enter the Reason using the dropdown menu. ot feast
* b | Benefits

Click Submit.

Please select cancel reason below and click submit.
Your cancel request will be reviewed for procensing.

Reques i0:
Loave Segem Date: 12042017
[ — vz

Anasos: [ |

Emait

Reporting Intermittent Leave

If you have an approved intermittent leave, you can enter your work time missed per week as appropriate.

1. On the Welcome page, select the Enter Intermittent
Time option from the Action dropdown menu. Enter y Time for the Current Week Oniy [¥es)
Enter My Time for the Current and Prior Week
The system displays the Intermittent Time Entry
window.
2. Click one of the Yes buttons to indicate which weeks you want to enter time for:
e Current Week Only, or
e  Current and Prior Week.
3. Enter time in the available fields (Sun through Sat). IGZEEEEITEIRMIhen entering your me mintes must be entred in hundredths of an hour
Click gn"' Minutes Conversion Help " fora oolwlrllc;n chant
_— _You can enter time for days up to and commwencoognoas ooy LT T T T
\/. |nC|Ud|ng today’s date. Prior Week Begin Date: 122472017 5.00
Do not enter time for lunch breaks. [ canceiext | [ Upaate Tme |
You cannot enter more time than you are
entitled to for each week.
If you need to enter portions of an hour in
decimal format, click Minutes Conversion Help.
4. | When entries are complete, click Update Time.
The system prompts you for your signature and displays a message that your intermittent time has been
updated. You can review your time by displaying your request and clicking the Leave History tab.
*
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Sending Notification of a Return to Work

To return from an approved leave with no changes or special accommodations, do the following:

1. . et
On the Welcome page, Action dropdown menu * b | Benefits
select the Return to Work (Notice) option. 4 e , Wokcom o o Leersof Abmarcs e Sarcs Byvm
W sme Bt you curtently hares B hallowing eeves n Be eyt
The system displays the Return to WOork Date WINGOW. | | ;e e coe sxpmsn o s sew sees seasens =
FMLA Secuest ©  Lasve Segn Dms  Catmated Asterr Des arre Reguent fumay
muw‘l-hmw-:bhdhlw-huﬂd;' - ﬂ
Wouk yons T8 10 B x M Lawes oF Alsance BoF Service Bysmmn “
2. Select the Yes or No option to indicate whether et to Werk Date
you have any restrictions in returning to work as * O | Benefits
usual.
[Restncsonsr
Are you rebming 1o work with any restnctions? Yeos LTy
Notification of My Planned Return to Work Date: :‘11::‘:‘:;';
ot [ e |

3. Enter the date that you want to return to work in
e MM/DD/YY format,

e or use the Calendar tool to select the date.

4. | Click OK

The system prompts you for your signature and displays a message that your return to work notification has
been sent.

Exiting the System

1. On the Select Leave Action window, select the Exit Leave Request option.

At the confirmation prompt, click Yes.

Further Information

For additional information, contact Associate Support Center via 800-234-6229 or using AskHR to chat with a
Live Agent.
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