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Reliance Matrix Help Guide: Supervisors

Pinellas County’s disability and Family and Medical Leave Act (FMLA) benefits are
administered by Reliance Matrix. Use these instructions to monitor your employees’
absences on Reliance Matrix’s site. If you need help, view a short Absence Reporting video,
or call Reliance Matrix at (877) 202-0055.

Supervisors will receive access to the Reliance Matrix Absence portal if they have an
employee applying for FMLA or one who is already on leave and reporting intermittent
absences. Note: FMLA that began in 2025 and carried over into 2026 will not generate
supervisor notifications.

Create an Account

e (o to matrixabsence.com or download the Matrix eServices mobile app.

o Ifyou are a first-time user, select Create Account, and create your username
and password. Use your work email address for your username. Note: If
creating your own claim, use your personal (not work) email address for your
username.

o Selectthe option to sign up for text updates.

Notification Email

¢ Email notifications from Reliance Matrix come from noreply@reliancematrix.com
and ereport-notice@reliancematrix.com. Please whitelist these email addresses (for
assistance contact BTS Operations Center at 727-453-4357).

e When the employee files the claim, the supervisor will get a status notification email
with an attachment that contains details of the claim.
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See the Supervisor/Manager Instructions for action items.
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e At the bottom of the notification email, click View Absence Calendar to be
redirected to the Reliance Matrix site.

Employee Timecard

e Itisthe responsibility of the supervisorto complete the employee’s timecard while
they are out on leave once the absences are shown as approved on the Matrix
Absence site. Please note that if the FMLA is associated with Short Term Disability
(STD), once the STD payments begin, Payroll will enter the timecard.

Absence Radar Calendar

e Loginto matrixabsence.com or the Matrix eServices mobile app.

e Click Show my employees’absences to view the Absence Radar Calendar:
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o Onthe calendar, under each date is a circle (donut chart) with a numberin it
which is a breakdown of the absences occurring that day. If you click it, you’ll
see a list of employee names and leave status for that day. The absences are
color coded with green for New Absences, yellow for Continuous Absences,
purple for Partial Absences, and blue for Returning to Work.

f  Absence Calendar - YOUR COMPANY

January 01,2019 My Direct Reports = Al v

Reason

Green=MNew Absences
Yellow=Continuous
Absent Purple=Partial Absences

Blue=Returning to work
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o Ifyou need more information on a specific employee, click their name to see
their past and upcoming absences. Under the reason, click the blue link to
view the status of the FMLA or short-term disability (STD) claim.

o Absence Calendar - YOUR COMPANY - Absence Details for Hannah Chan

January 15, 2019
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o Ifthere are months on the calendar that are not bolded, that means there is
no one out on leave that month. If you see something different on the
calendar than what you or the employee are expecting, email the Benefits
team at employee.benefits@pinellas.gov or call 464-3367, option 1.
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Search

e Tofind a specific employee, type their name in the search bar at the top of the page.

Q,Search for Employee

Filters

e People Filter is only available if you are responsible for employees who are not direct
reports. Depending on your position, you may have access to all employees.

My Direct Reports ~ All - Run a Quick Report

My Direct Reports

All Empl

mpoysed Sep Oct Nov Dec Jan Feb Mar
My Hierarchy
My HR Employees Monday Tuesday Wednesday Thursday

e Absence Filter allows you to select the types of absences that are on your calendar.
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7/1/26 | Page 3


mailto:employee.benefits@pinellas.gov

Report Features

You can run reports from the calendar by using the Run a Quick Report feature.

Frequency and Duration for Open Leaves

Time Used/Time Available for Open Leav: I

Absence Utilization by Leave Type
. Employee Partial Absence Report

Each report can be downloaded and saved for later.

Employee Partial Absence Report M

Report is based on data from 07/01/2018 to 06/30/2019.

Name Absence Reason Family Member Name Absence Date Absence Start Time Duration HH:MM Status

Smith, Jane own 01/20/2019 07:00 am 06:30 Approved

Jackson, Pete own 01/17/2019 07:00 am 03:30 Approved

Judd, John Child Seth Judd 01/17/2019 08:45am 00:20 Approved

Smith, Jane own 01/17/2019 01:00 pm 04:30 Approved

Return to Work Notification

Reliance Matrix will need to confirm if the employee has returned to work. It is the
employee’s responsibility to notify them.

Reliance Matrix will also send text messages to the employee. If, after 2 attempts, the
employee does not respond to the text from Reliance or if they have opted out of text
messaging, an email is sent to the designated employer contact.

Click the Matrix Absence link in the email.

From: NoReply@BelianceMatrix.com

Date: 03/24/2025

Subject: Action Required! Final Attempt! Confirm
Return to Work for Employee Name

The employee referenced in the subject line above is schedubed 1o return to work on
03/24/2025. Please confirm the employee returned to work or provide the new date the
employee is scheduled to return to work, if known, by clicking on this link Matrix Abzence
or copy and paste this link into your browser: htlps:/f'www matrixabsence com/arw/?

Click Yes or No regarding whether the employee returned to work on the specified
date. If not, provide the reason and the anticipated return to work date. Click Submit.
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Did the employee returned to work on 04/30/2026?

What is the reason for change in return to work date?

Select v

Please enter the employee’s return to work date, or select | don't know:

MM/DD/YYYY or | don't know

Delegate Status Notifications

If necessary, you can share status notifications with another supervisor, your manager, or
Human Resources. You will also continue to receive the notifications.

e Gotothe home screen and click Share Status Notifications.

Share Status Notification

Share Status Notifications with others

Enter name or email address

Shared with

e Search by email address, select it from the drop-down selection, and click Share.

You ere about to shere your status notification with the following users:

¥ John Doe

e When you’re ready to stop sharing, click the trash icon next to the email address.

Share Status Motifications with others

Enter name or email address

Shared with

» johndoe@yourcompany.com
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