
 
 

Adding Intermittent FMLA days to your Intermittent FMLA 

Tracker through Employee Self Service (ESS) 

1) Go to https://genescoinc.ess-absencetracker.com/login. Enter your Email and Password. Select 

Login. 

 
 

2) Select My Cases. 

 
 

 

 

 

 

 

 

https://genescoinc.ess-absencetracker.com/login


 

3) Select Submit Intermittent Absence. 

 
 

4) Key in the date you are requesting to use Intermittent FMLA time under Select the Date of your time 

off. Select either Incapacity or Treatment/Office Visit under Select the reason for your time off. 

Then key in your start and end time for your shift under the Start Time and End Time selections.   

 
 

5) Once all of this information has been keyed in select Submit to submit your request.  

 



 

6) This time has now been added to your Intermittent FMLA tracker. This time will be showing up on 

the calendar as Blue until Leave completes their review of your request. Once approved this color 

will update to be Green on the Calendar with a Green check mark by the date under Time Off 

Requests. Please contact the Leave team at Leave@genesco.com or 615-367-7121 if you have any 

questions. 
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