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     Earned Sick Time Act (ESTA) Guide 
Employee Guide to the ESTA Leave Request Site 

 
This guide will provide direction for eligible employees to access their ESTA Leave accrual balances and requesting ESTA 
Leave pay. 

 

Logging into ESTA Request System 

1. Log into MyNMU and click on the ESTA Leave Request tile or from the list on the left-hand contents panel. 

 
2. You will be directed to the login screen. Log in with your NMU ID and password.  

 

Viewing Current ESTA Leave Balances 

Once logged into the system, you will find detailed information about ESTA, your available ESTA Leave balance and the 
position(s) that you hold at NMU, and your ESTA Leave request history. 

ESTA Leave is accrued at rate of 1 hour leave for every 30 hours worked. A snapshot of your accrued and available ESTA 
Leave is available on the home page.  

 

Note: The available leave balance, similarly to your paychecks, are reflective of a two-week pay period lag. The 
accrual of hours is based on the hours worked through the most recently completed pay period. Likewise, the 
hours do not account for any future absences or time off that has been requested but not yet processed within 
the payroll system. 
 
 



2 
 

 
 
 

Employees are also able to see a history of their ESTA requests on the landing page. The history provides a snapshot of 
approved and used ESTA leave and any pending requests. Any pending requests are not reflected in the available 
balance seen above. 

 
Requesting ESTA Leave Pay 

When you are absent from work and elect to use ESTA Leave to be paid for the absence, you must use the system to 
record the time.  

Note: All foreseeable and unforeseeable absences must be requested/communicated to your department per 
your department policy. The ESTA Leave request site is to be utilized when requesting wages. 

Your request for hours cannot exceed your available ESTA leave balance. Additionally, requests cannot exceed the 
number of hours you were scheduled to work. Employees are not entitled to use more than 72 hours per fiscal year (July 
1 – June 30). 

To request ESTA Leave click on Request ESTA Hours under your position title. 

  

If you hold more than one position, click on Request ESTA Hours from the position/department in which you were/will 
be absent from. 

revieweremail@nmu.edu revieweremail@nmu.edu 
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The request page will appear. Complete the following steps to submit time your supervisor/timesheet approver: 

Note: A new ESTA request must be submitted for each absence. For example, if you are absent and requesting pay 
for an absence on April 2 and 3 you will need to submit a separate request for each of the days. 

1. Verify the correct job from which you were absent is identified 
2. Select the appropriate supervisor/timesheet approver from the drop-down menu 
3. Type in the hours of absence in which you are requesting pay 

a. Hours are recorded in 10ths of an hour 
b. If you select a number of hours that exceeds your balance or your assigned shift the request will be 

denied by your supervisor. Your avaiable balance is provided directly on the request page for reference. 
4. Select the date that you were absent or will be absent (if it’s a foreseable future ESTA-eligible absence request) 
5. Click Submit ESTA Hours 

  

A pop-up attestation box will appear. You may review ESTA qualifying reasons and definitions through the link. Click Yes 
to process your ESTA-elgible Leave request. 

 

If you accidently ommited the date of the request or the number of hours, the request will not be recorded and an error 
message will appear. Fix any errors and submit again.  
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Canceling a Request 

If you wish to cancel a pending request, log into the system and scroll to the ESTA Request History at the bottom of the 
page. Click the red CANCEL REQUEST button. Once approved, you will not be able to cancel a request; you will need to 
speak with your supervisor or timesheet approver. 

 

Post-Request Processing 

Once you submit the request, a system-generated email will be sent to you and the selected supervisor/timesheet 
approver. The supervisor and any timesheet approvers in the department will be able to view your request within the 
system. You will receive an email confirmation of any approvals and denials. A denied request will also contain a 
rationale for the denial. 

Once a request is approved, a payment should occur within two payroll cycles of the date for which you are requesting 
ESTA paid time. If you do not receive payment within two payroll cycles, please contact you supervisor for assistance. 

revieweremail@nmu.edu revieweremail@nmu.edu 

revieweremail@nmu.edu revieweremail@nmu.edu 
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