
 

 

Instructions for Placing an 
Employee in FFCRA Leave Status 
 
The Families First Coronavirus Response Act (FFCRA or Act) requires 
certain employers to provide employees with paid sick leave or 
expanded family and medical leave for specified reasons related to 
COVID-19. These provisions will apply from April 1, 2020, through 
December 31, 2020.  
 
Please utilize the guide below for instructions on how to place an employee 
in leave status for the new provisions. 
  

Steps:  
1. Login to WorkSight 2.0  
2. Click “Go to Prism HR”                   
3. Click “My Employees”  
4. Under HR Action, click “Leave of Absence”   
5. Select Employee  
6. Select “Leave of Absence - Paid”   

 
7. Select “Leave Reason”  

Note: All “Leave Reason” options are below.     



 

 

Leave Reason Options  
• Leave of Absence – Paid: This status will export full hours for the employee. 
Vacation, Regular, etc.  
• Please email your Payroll Specialist if you need to cancel any scheduled or 
automated payments or deductions (i.e. cell phone reimbursement, auto 
allowance, etc.).  

 

  

 
 
 
 
 
 
 
Questions? Contact G&A!  
Email Customer Care Center  
Hours: 7:30am – 7:00pm CST  
Phone: 866-497-4222  
Email: CustomerCare@gnapartners.com   


