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How to request a full day absence:
This job aid outlines how an employee can request a full day absence.

Navigation: Employee Self Service > Time and Absence > Manage Absences

Information Screenshots

Employee Self Service v~
Step 1: On the Employee Self

Service landing page, click the
Time and Absence tile.

Employee Calendar Remote Worker Time and Absence Payroll

Personal Details My Profiles Tuition Assistance
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step 2: C||Ck the _ . ‘ | Q, Search in Menu
Manage Absences tile to ' '
request an absence.

Enter Time Comp/Holiday Comp Time Manage Absences Absence Balances
06/16/24 - 06/30/24

0.00 -
&

@ Scheduled Balance Hours

Time Summary Exceptions View Requests
06/16/24 - 06/30/24

No Time Reperted
S

Payable Time Extended Absence Request

Last Time Period

Total Hours

Estimated Gross
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. Manage Absences
Step 3: Click the
Related Information
Absence Name drop-down FTE| A 620133-SERVICE CENTER (a:
arrow and select an absence Vi AT
type Annual Leave Annual Leave Annual Leave . Balances fim}
7.50 Hours 7.50 Hours 15.00 Hours. As Of 06/30/2024

. . . Sick Leave Balance
This will only display absence & Approvea T ey — i | @ appoves ; | S
types that are associated with

Annual Leave Balance

Create a new Request Hours
our eligibility. o
y g y \sHoliday Calendar fim}
“Start Date |06/27/2024 [=] End Date |06/27/2024 H +1 Day ] Suly (1 day)
Please refer to the Absence Thursd

|4, Thursday - Independence Day
“Absence Name | Select Absence Name - [ Apply Absence

Type one-page document. Select Absence Narme

September (1 day)
Administrative Leave |2 Monday - Labor Day

November (2 days)
28, Thursday - Thanksgiving Day

Step 4: Click Apply Absence.

Court Leave

20, Friday - Day After Thanksgiving
Death in Immediate Family

Leave of Absence (LWOP)
Military Leave

Organ Doror Leave
Parental Leave

December (6 days)
24, Tuesday - Christmas Eve

25, Wednesday - Christmas Day

SEE t:::g Advance 26, Thursday - Day After Christmas
Sick Leave Family 27, Friday - December Holiday
Voting Leave

Step 5: Click the Reason drop- 30, Moncay - Decerber Holiday

31, Tuesday - December Holiday

down arrow and select an

appropriate reason for the

leave.

Create a new Request

Note: Not all absence types
have this reason field.

*Start Date |06/27/2024 | End Date |06/27/2024

*Absence Name | Annual Leave v‘l Apply Absence | *Reason ‘ Select Absence Reason V‘
Select Absence Reason

R Educational

Partial Days None FMLA

Hazardous Weather
X P— Military Leave |

Duration |T 50 Hours ["Personal

Worker's Comp

Worker's Comp/FIMLA

+1 Day ]

Comments
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Step 6: Click the Calendar icon Manage Absences
to select a start date for the
absence. 101 Active
FTE| 620133-SERVICE CENTER Calendar x B
lests
i J v|| 2004 v
SeleCt the fIrSt day Of the Annual Leave Annual Leave Annual Leave une ||
absence event. The field s M T W T F s
defaults to the current date. If 7.50 Hours 7.50 Hours 16.00 Hours 1
’ . 2 3 4 5 6 7 8
there sa break in the absence’ ) Approved i © Approved H ) Approved N 0 M 12 13 14 15
enter each event separately.
For example, if you’re out sick Create a new Request 16 17 18 19 20 21 22
23 24 2% 26 27 28 29
for two days, return to work -
. 30
for three days, and are out sick
again, enter two absence *Start Date |06/27/2024 | End Date |06/27/2024 < Current Date >
events. If the absence |nC|UdeS *Absence Name ‘ Annual Leave v| [ Apply Absence *Reason ‘ Select Absence Reason V|

a weekend (say, Thursday to
Monday), enter one absence Partial Days None 5

event.
Duration ‘750 Hours
Future dated absences can be

entered months in advance of Comments
the planned absences. 5}

You can go back and enter
absences that occurred 30
days prior to the current day.

Note: An end date is not
needed unless you are
requesting multiple days of
leave.
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Validate the number of hours
for the absence in the
Duration field.

Duration Hours are
determined by your assigned
work schedule and should
match the hours you are
scheduled to work on the days
for which the absence has
been requested.

An absence cannot be
requested for a date an
employee is not scheduled to
work.

Step 7: If the absence request
is for annual or sick leave, click
the Check Eligibility button to
determine if you are eligible to
take the leave.

Note: When requesting a full
day absence, the Partial Days
field will always be ‘None.’

Create a new Request

*Start Date |05127/2024

“Absence Name | Annual Leave

v| [ Apply Absence

Partial Days None

Attachments

Duration |T 50

Hours

Comments

B

End Date [06/27/2024 || +1Day I

Check Eligibility

Request a Full Day Absence
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Two possible messages will be
returned:

e  ELIGIBLE means you have
the leave available.

e INELIGIBLE means you do
not have the leave
balance available for the
request.

If the absence is for leave
types other than annual or
sick leave, you will not see
this Check Eligibility button.
However, if the other leave
type (i.e., death in the
immediate family leave) has a
limit per USC policy, an error
message will appear if your
request exceeds the
established limit.

Step 8: A message appears
saying you are eligible. Click
the OK button to continue.

Step 9: Click View Eligibility
Details to view the details.

ELIGIBLE
Date Time: June 27,2024 at 08:52

Create a new Request

"Start Date | 06/27/2024 End Date |06/27/2024 =]
*Absence Name IAnnuaI Leave vl I Apply Absence *Reason

Partial Days None >

Duration Hours Check Eligibility | View Eligibility Details

+1 Day l

Comments

Request a Full Day Absence 6 Rev. July 2024
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If Check Eligibility comes back
Ineligible, an ineligible reason
will be provided on this
Eligibility Details page.

Step 10: Click the X to close
out the page to continue the
absence request.

Step 11: Click in the
Comments field and enter
additional information. You
may wish to include the
specific times you will be away
from the office. These
comments are routed to your
manager or TL/ABS approver.

Eligibility Details

Annual Leave Entitlements

Annual Leave Takes

Annual Leave Balance

Forecasting Eligibility

Eligible

Ineligible Date

0.00

Ineligible Reason

Create a new Request

“Start Date | 06/27/2024

*Absence Name l Annual Leave

vl [ Apply Absence

Partial Days None

Duration Hours

Add in additional information here|

Comments

B

End Date IOSIQTI2024 ]

“Reason | Personal v

+1 Day ]

Check Eligibility | View Eligibility Details

Request a Full Day Absence
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Note: If attachments are
required for the Absence Type,
a message will appear asking
you to upload supporting
documentation.

Step 12: To add an
attachment, click the Add
Attachment button.

Step 13: Click My Device to
select the appropriate
documentation saved on your
computer.

Comments

Add in additienal information here.

E
Attachments

You have not added any Attachments._

Add Attachment

Balance Information As Of 06/27/2024

Annual Leave Entitlements
Annual Leave Takes
Annual Leave Balance

Take Limit

Choose From

My

My Device

File Attachment

Request a Full Day Absence
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Step 14: Select the document
and click the Open button.

v BB Manage Absences x  +

<« > c 25 hem-prd.ps.sc.edu/psc/HPRD/EMPLOYEE/HRMS/c/HGA_EMPLOYEE_FLHGA_SS_REQ_FLU.GBL?TL_JOB_CHAR=0

[3 KM [ PeopleAdmin | @ Open %
<« «~ 4 ¥ > ThisPC > Downloads v & | Search Downloads -l

Orgenize +  New folder E m @
A Name Date modified - Type

s Quick access

M Desktop 4 7 0day (1)

* Downloads  # @ Absence Documentation 6/27/2024 9:14 AM Microsoft Word Do)

Documents

« Creative Cloud Fil 5
OneDrive
5 This PC
v £ >
File name: | Absence Documentation ~| [AnFiles v
| Open I Cancel
oo oo o e e -
i 1

Step 15: Click the Upload

button. File Attachment

Choose From

| Absence Documentation.docx |
v N | File Size: 0KB j
' '

Request a Full Day Absence 9 Rev. July 2024
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Step 16: Click the Done button
to close the File Attachment

page.

File Attachment

Done

Choose From

| Absence Documentation.docx |
H File Size: OKB |
1 1

Uﬁload Comﬁlele

Request a Full Day Absence 10 Rev. July 2024
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Step 17: Enter a description
for the attached document in
the Description field.

Step 18: Click Submit to
submit the absence request
for approval.

Step 18: Click the Yes button
to indicate you are ready to
submit the request.

Create a new Request

“Start Date | 06/27/2024

“Absence Name l Annual Leave

End Date [06/27/2024 EIRE ]

Partial Days None

Duration Hours

Comments

Attachments

Check Eligibility | View Eligibility Details

Add in additional information here

=

Add Attachment

Attachments 1.

Description 1.

Attached By Tl

Attached 1L

Status Tl

Absence_Documentation.docx

06/27/24 09:36:23 AM

Active

Are you sure you want to Submit this Absence
Request?

Request a Full Day Absence
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Once the absence request has
been submitted correctly, you
will briefly see a ‘Submitted
Successfully’ message. The
absence will appear near the
top of the page with an
hourglass icon and a status of
‘Submitted.” Also, an email is
generated that will
automatically be sent to you.

The Approval Chain option
will become available when
the absence is routed for
approval. To view, click the

3 dots to the right of the Leave
status and then

View Absence. You can click
Approval Chain to view who
the request has been sent to
for approval.

You have successfully learned
how to request a full day
absence from the

Manage Absences tile.

Manage Absences

Submitted Successfully

Manage Absences

3 o~
| 0| Active
FTE |

| 620133-SERVICE CENTER

Annual Leave

06/27/2024
7.50 Hours

* Submitted

Actions X

Annual Leave

Cancel Absence i Approved

Details

Absence_Documentation docx  Absence_Documentation docx

Processing Details

Status Not Processed

-
101 Active
FTE| 1620133-SERVICE CENTER

Start Date 06/27/2024 End Date 06/27/2024

Absence Name Annual Leave Reason Personal
Balance
Partial Days None >
Duration 7.50 Hours Status  Submitted
Eligibility View Eligibility Details
enie, Eligible
Comments Add in additional information here
Attachments
1 row

Attachments 7L Description 7. Attached By 11 Attached 11 Status 7).

06/27/24 10:00:55 AM  Active

i

Request History

Approval Chain

4
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