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This presentation is a summary of some of the available leave benefits through CSU. It is not all-inclusive and should not be
considered a replacement for more detailed information outlined in the certificates of coverage or master plan documents.

In the event of a conflict between this information and their official plan documents, the plan documents will govern.



Who Makes the Entries
FAMLI FMLA Top Off

CSU Benefits Team  CSU Benefits Team  CSU Benefits Team  

Who Makes the Payments

FAMLI Top Off Time Off (Sick/Annual/Parental)

CSU Payroll  CSU Payroll  CSU Benefits Team  

Reference Description

CSU Benefits Team Benefits team in Human Resources

Dept Absence Partner  Absence Partner in each individual department

CSU Payroll  Payroll at CSU

Sun Life  Sun Life Administrator

Sun Life API  Sun Life’s automatic data update

Who is involved in processing FAMLI, FML and other time-offs?
Employees are expected to start the leave process with their department so planning and communication can occur early. While the
administration of certain leave programs is administered by Sun Life, departments remain an important part of the process and should
stay actively involved in discussions about the employee’s anticipated leave and return to work.



Who makes the entries in Workday

FAMLI FMLA Top Off

CSU Benefits Team  CSU Benefits Team  CSU Benefits Team  

Approved FAMLI dates entered by CSU Benefits
Team

Dept reports approved FML duration via
Help Ticket to CSU Benefits Team

Benefits team enters top-off (sick, annual,
PFML, parental leave) for employees on

FAMLI

Who makes the payments to the employee

FAMLI FMLA Top Off

CSU Payroll  N/A  CSU Payroll  

FAMLI stops regular wages. On-Demand
checks processed on the 1st & 15th No payments directly for FMLA

Payments issued according to the employee’s
regular payroll schedule - either monthly or

bi-weekly

Who initiates paperwork and application

FAMLI FMLA Parental Leave

Applies through the FAMLI application on the
CSU website

Department Absence Partner intiates and
follows-up on paperwork

Employee communicates need for Parental
Leave to the department

2025 FAMLI and FML Claim
Claim has dates that began in 2025, but was paid and processed in 2026.



Who makes the entries in Workday

FMLA Time Off - Continuous Time Off - Intermittent

CSU Benefits Team  Dept Absence Partner  Dept Absence Partner  

Dept reports approved FML duration via Help
Ticket to CSU Benefits Team

Department enters Sick or Annual Leave
throughout the duration of the FMLA claim

Department enters Intermittent FML - Sick,
Intermittent FML - Annual, Intermittent FML

- Unpaid on the dates FML is used.

Who makes the payments to the employee

FMLA Time Off - Continuous Time Off - Intermittent

CSU Payroll  CSU Payroll  CSU Payroll  

FMLA stops regular wages.
Sick and annual leave entries pay their
employees regular wages through their

regular payroll schedule

Intermittent sick and annual leave entries pay
their employees regular wages through their

regular payroll schedule

Who initiates paperwork and application

FMLA

Department Absence Partner intiates and follows-up on paperwork

2025 FML Only Claim
Claim has dates that began in 2025, but was paid and processed in 2026.

https://colostate.sharepoint.com/:b:/r/sites/CSUHumanCapitalManagementSystem/SiteAssets/SitePages/Job-Aids/Entering%20FMLA%202.pdf?csf=1&web=1&e=LYaHZE




Who makes the entries in Workday

FAMLI FMLA Top Off

Sun Life API  Sun Life API  CSU Benefits Team  

Approved FAMLI dates entered by the Sun Life
API

Approved FML dates entered by the Sun Life
API

Benefits team enters top-off (sick, annual,
PFML, parental leave) for employees on

FAMLI

Who makes the payments to the employee

FAMLI FMLA Top Off

Sun Life  N/A  CSU Payroll  

FAMLI entry stops regular wages. Sun Life
makes payments directly to employees No payments directly for FMLA

Payments issued according to the employee’s
regular payroll schedule - either monthly or

bi-weekly

Who initiates paperwork and application

FAMLI FMLA Parental Leave

Applies through either the Sun Life portal or by
calling them at 1-833-408-4598

FAMLI and FML will always be initiated in the
same claim, if eligible*

If the reason is birth/adoption, parental
leave is applied for at the same time

2026 FAMLI and FML Claim - Continuous
Claim has dates that began in 2026

*employees applying  only for FML, should call Sun Life



Who makes the entries in Workday

FAMLI FMLA Top Off

Sun Life API  Sun Life API  CSU Benefits Team  

Intermittent FAMLI entered via API.
Employee reports hours to Sun Life 

(also FYI to departments)

Intermittent FML entered via API.
Employee reports hours to Sun Life 

(also FYI to departments)

Benefits team enters top-off (sick, annual,
PFML, parental leave) for employees on

FAMLI - reported by Sun Life

Who makes the payments to the employee

FAMLI FMLA Top Off

Sun Life  N/A  CSU Payroll  

FAMLI entry stops regular wages. Sun Life
makes payments directly to employees No payments directly for FMLA

Payments issued according to the employee’s
regular payroll schedule - either monthly or

bi-weekly

Who initiates paperwork and application

FAMLI FMLA Parental Leave

Applies through either the Sun Life portal or by
calling them at 1-833-408-4598

FAMLI and FML are initiated in the same
claim, if eligible*

If the reason is birth/adoption, parental
leave is applied for at the same time

2026 FAMLI and FML Claim - Intermittent
Claim has dates that began in 2026

*employees applying  only for FML, should call Sun Life.



Who makes the entries in Workday

FMLA - Continuous

Dept Absence Partner  

Department Absence Partners will enter CSU sick, annual, PFML (SC) or upaid leave through the duration of the approved FML.

Who makes the payments to the employee

FMLA

CSU Payroll  

Payments issued according to the employee’s regular payroll schedule - either monthly or bi-weekly

Who initiates paperwork and application

FMLA

Apply through Sun Life - should initate the claim by calling 1-833-408-4598.
FAMLI and FML are initiated in the same claim, if eligible. If they apply through the portal need to call and decline FAMLI.

2026 FML Only Claim - Continuous
Claim has dates that began in 2026



Who makes the entries in Workday

FMLA - Intermittent

Sun Life API  

Sun Life API will enter Intermittent FML - Sick, Intermitent FML - Annual or Intermittent FML - Unpaid based on hours reported to Sun Life*.

Who makes the payments to the employee

FMLA

CSU Payroll  

Pay for wages and time off accruals are issued according to the employee’s regular payroll schedule - either monthly or bi-weekly

Who initiates paperwork and application

FMLA

Apply through Sun Life - should initate the claim by calling 1-833-408-4598.
FAMLI and FML are initiated in the same claim, if eligible. If they apply through the portal need to call and decline FAMLI.

2026 FML Only Claim - Intermittent
Claim has dates that began in 2026

*Employees should also report intermittent leave to their department using the standard call-in procedures.



Who makes the entries in Workday

FMLA - Intermittent

Sun Life API  

Sun Life API will enter Intermittent FML - Sick, Intermitent FML - Annual or Intermittent FML - Unpaid based on hours reported to Sun Life*.

2026 FML Only Claim - Intermittent
Claim has dates that began in 2026

*Employees should also report intermittent leave to their department using the standard call-in procedures.

Time off Entries

Leave of Absence Entries





Sun Life Claim Timeline

 Applies through Sun
Life either through

the portal or over the
phone

24 Hours
Receives an

Acknowledgement
letter via email with

important
information

24 Hours
Sun Life - Pending

Leave entry is made
in Workday via API

2-3 Business Days
Receives an email
from CSU Benefits

requesting the
election for “top off”
(Non-parental leave

claims only)

3 Business Days
Receives a care call

from a claims
examainer to obtain

more information and
share details of the

claim

5-10 Business Days
Decision is made

within 24 hours of
reciept of

completed/returned
documentation

24-48 Hours
Payment is generated

from Sun Life - through
paper check/mail or
direct deposit. Sent

weekly through
approved date

1-2 Hours
API updates “Pending

Leave” to approved
leave, such as 

FAMLI, FML or FAMLI
Intermittent and FML

Intermittent

24-48 Hours
If applicable, top off is

entered by CSU
Benefits Team once

the FAMLI wages have
been calculated

Claim Process - estimated 5 - 15 business days (depending on date application is considered complete)

24 Hours
Receives a Decision
letter including the
types of approved

leave and FAMLI
wages, if applicable



Creating a Sun Life Account
Online through Sun Life’s portal
By phone at 1-833-408-4598 (please call if initiating only FML without FAMLI)
Instructions for Filing a Claim
Demo on the Sun Life Portal

https://www.sunlife.com/us/en/plan-members-and-families/
https://hr.colostate.edu/wp-content/uploads/sites/25/2026/01/How-to-File-a-Claim.pdf
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsunlife.hubs.vidyard.com%2Fwatch%2F7DganbaRnn65Ye9v365nRv&data=05%7C02%7Cjackie.swaro%40colostate.edu%7C839d82628eb24682ec1408ddf6fb35c1%7Cafb58802ff7a4bb1ab21367ff2ecfc8b%7C0%7C0%7C638938280984955733%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=HSymND%2BUJ5qSnxeQeGtuYe%2F68iqmCTKqrYy80bArFkw%3D&reserved=0


Online through Sun Life’s portal
By phone at 1-833-408-4598 (please call if initiating only FML without FAMLI)
Instructions for Filing a Claim
Demo on the Sun Life Portal

Creating a Sun Life Account

https://www.sunlife.com/us/en/plan-members-and-families/
https://hr.colostate.edu/wp-content/uploads/sites/25/2026/01/How-to-File-a-Claim.pdf
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsunlife.hubs.vidyard.com%2Fwatch%2F7DganbaRnn65Ye9v365nRv&data=05%7C02%7Cjackie.swaro%40colostate.edu%7C839d82628eb24682ec1408ddf6fb35c1%7Cafb58802ff7a4bb1ab21367ff2ecfc8b%7C0%7C0%7C638938280984955733%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=HSymND%2BUJ5qSnxeQeGtuYe%2F68iqmCTKqrYy80bArFkw%3D&reserved=0


Online through Sun Life’s portal
By phone at 1-833-408-4598 (please call if initiating only FML without FAMLI)
Instructions for Filing a Claim
Demo on the Sun Life Portal

Creating a Sun Life Account
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Online through Sun Life’s portal
By phone at 1-833-408-4598 (please call if initiating only FML without FAMLI)
Instructions for Filing a Claim
Demo on the Sun Life Portal

Creating a Sun Life Account

https://www.sunlife.com/us/en/plan-members-and-families/
https://hr.colostate.edu/wp-content/uploads/sites/25/2026/01/How-to-File-a-Claim.pdf
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Acknowledgement Letter
Usually sent in 24 hours of application date

Documentation is not needed for pregnancy or care & bonding claims,
(unless a serious condition exists)



Acknowledgement Letter



Workday Entries



Workers on Leave Report

Run the Workers on Leave report to show all employees in your department who are on leave or pending leave.

Tip: Under Organizaitions, if you click
Ctrl-A , then click the department
checkbox, it will select the all.



Decision Letter
Sent within 24 hours of decision

CO-PFML

PARENTAL LEAVE

CSU FAMLI

CSU FML – FAC/AP* FEDERAL FML

FEDERAL FMLCSU FML-TEMP/ HOURLY*

CSU FML-SC* FEDERAL FML

PARENTAL LEAVE

CO-PFML - EMPLOYEE Employee’s Own Health Condition

CO-PFML - PREGNANCY Recovery from Birth

CO-PFML - FAMILY Family Member’s Health Condition

CSU STATE FML 1 week of “State FML”

CO FAMILY CARE ACT Coverage for a civil or domestic partner

CSU BIRTH RECOVERY 6/8 weeks of Parental Leave for recovery

CSU PARENTAL PRE-POST 6 weeks of PL used prior birth for 9M faculty

CSU PARENT LEAVE AFAP - 18 weeks of Parental Leave

CSU PARENTAL SC 3 Weeks Parental Leave for Classifed

CSU PARENTAL GRADS 6 Weeks Parental Leave for Grad Students

*Leave will show denied if they meet the eligbility criteria for federal FML

Sun Life created “company leaves” to support CSU leave provisions that differ from state or federal programs.
This allows their system to accommodate plan-specific details, such as waiving the hours-worked requirement
for non-temporary employees and including the additional week available to classified staff.

Plan Descriptions



Sun Life Portal
Employees have full visibility into their claim through the Sun Life portal. They can see approved leave and duration, payment details,
communications and actions needed.



Leave requires a Fitness to Return
(Employee’s own health condition)

Leave does not require a Fitness to Return
(Family member’s health condition, care & bonding, etc.)

Return to Work: The employee will submit a fitness to return
certification to the department Absence Partner who will approve the
action item if they are released to return on the estimated date.

Return to Work: If the employee returns on the estimated date in
Workday (action item in the Workday task inbox).

Parental Leave: Approve the return to work task when the employee
completes the FAMLI and FML entilement, even if they remain out on
extended parental leave.

Does Not Return to Work: 
If they do not return to work on the estimated date, then the return can be “denied” 

and the employee should reach out to Sun Life to extend thier absence. 

Leave is Exhausted:
If the employee has exhausted leave and has not returned to work, they should communicate 

with their department Absence Partner/Manager in next steps. 

Often, an entry for leave without pay (or sick/annual time off, if avalaible) will need to be entered by Absence Partner.

Return to Work
At the time of application, Workday will update the employee’s status with the estimated return-to-work date provided to Sun Life, and department
Absence Partners will receive a notification as that date approaches, prompting them to review the case and take any required next steps.





For questions about FAMLI benefit payments, employees should contact Sun Life first, as they administer and issue those
payments. The CSU Benefits team can assist with troubleshooting or additional research if needed.

For questions related to CSU pay, such as top-off payments or the use of sick or annual leave during leave, employees should
contact CSU Payroll. Questions specifically about leave entries in Workday can be directed to the Benefits team.

Pay Issues



555 S Howes St | Fort Collins CO 80523

970-491-6947

hr_leave@colostate.edu

Workday Help Ticket

CSU
Human Resources
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