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How to request afull day absence
Thisjob aidoutlines how amanager an request a absenceon behalf of an employee from the My Team tilanagers can view the onboarding summary for thei
new employeestequest an absence on behalf of an employéew job information, and specific personal information such as emergency contact(s).

Navigation:Employee Self ServiceManager Self ServiceMy Team

Processg Steps Screershots

Step 1:0n theEmployee Self Servicq [EIaTEy [TEusioree et ourvice
landing @ge, click the&Choose Other "
Homepagesdrop down arrow and

selectManager Self Servicigom the

list Last Pay Date 04130/2021

USC Profile

poy

Step 2:Click theMy Teamtile.

Time and Absence Workcenter

@
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On theView My Teampage, you will
see all of your direct reports.

Step 3:To request an absenam an
SYLX 28SS5SQa 0 fcKngf
the Related Actiongnenu button
(small green circular button next to
GKS SYLX2e8S8SqQa vy
available options.

Step4: ClickTime Managemenfrom
the drop-down list.

¢ Manager Self Service

Ch
Depanment ChairPy

ShawnArent  Acting As | Deparment ChairProfessor v

Summary Leave Balances
= il
Name | Title
&

Assistant Professor

Clinical Assistant Professor

Administratve Coordinator |

S
Summer
(]
Post Doctoral Felow
i@

Assistant Professor

Directs / Total

5]

Department / Location

DEPARTMENT OF EXERCISE SCIENCE
900 Assembly Street

DEPARTMENT OF EXERCISE SCIENCE
Blatt PhysicalEducationCantr
DEPARTMENT OF EXERCISE SCIENCE
Public Health Research Center
DEPASTMENT OF EXERCISE SCIENCE
Public Health Research Center
DEPARTMENT OF EXERCISE SCIENCE
Public Health Research Center
DEPARTMENT OF EXERCISE SCIENCE

Discovery | Buiding

My Team

Email / Phone

B0UTTT-TT45

B0TTT-TITSE

803/777-2185

301/335-2642

908/902-4504

Today's Status

< Manager Self Service

Depanment ChaitProfessor

Arent ActingAs  Department ChainProfessor v

Summary Leave Balances

= i3

Name / Title Actions x

s / Total

Time Management

Assistznt Professor

Job and Personal Informasion
©]

Clinical Assistant Profie{ View n Talent Summary

@) Notify Empioyes

Administrative CoordinafST

Department / Location

DEPARTMENT OF EXERCISE SCIENCE
800 Assembly Street

DEFARTMENT OF EXERCISE SCIENCE
Blatt PhysicslEducstionCant
DEPARTMENT OF EXERCISE SCIENCE

Public Health Research Center

Email / Phone
BOATTT-TT45
BOATIT-THTS
803 85

5] DEPARTMENT OF EXERGISE SCIENCE
Summer Public Health Research Center

Today's Status
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Step 5:Click theRequest Absence
option from the dropdown list.

From this list you can also:

9 Accesshe View Requespage
where you can view a list of the
S Y LJ 2 @bSeBc@ sequests.

1 Access thébsence Balancpage
toviewl y SY LJcarens S
absence balances and forecast
balance for future dated absenc
reguests.

< Manager Self Serviee

Change Tea
Department Chair/Professor
Shawn Arent  Acting As  Department ChairProfessor W
Summary Leave Balances
@ | 6

Name J Title I Time Management x |{Total

Request Absence
Assistant Professor

View Regquests

Clinicsl Assisiant Profe| Absence Balsnces

©)

3
Administrative Coordinaier Z2

@

Summer

Department / Location

DEPARTMENT OF EXERCISE SCIENCE
200 Assembly Street

DEPARTMENT OF EXERCISE SCIENCE
Blatt PhysicalEducationCentr
DERARTMENT OF EXERCISE SCIENCE
Public Health Reseanch Center
DEPARTMENT OF EXERCISE SCIENCE

Public Health Research Center

Email / Phone

S0XTTT-T745
B0ATTT-TI7S
S03/777-2185

301/335-2843

Today's Status
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Step6: Click theAbsence Name
drop-down arrow and select an
absence type.

This will only display absence types
that are associated witthe
SYLX 2 &igifig.a

Please refer to the Absence Type 0
page document.

Step7: Click theReasordrop-down

< My Team Request Absence

Administrative Coordinator |

*Absence Name | Select Absence Name

Adminisirative Leave
Amer, Red Cross Crt, Disastar

Annual Leave |
ood Drive and Donation

Court Leave

Death in Immediate Family
Leave of Absence (LWOF)
Mandatory Furlough
Military Leave

Select Absence Name
Sick Leave

Voluntary Furlough
Voting Leave

| submit

< My Team Request Absence

arrow and select an appropriate
reason for the leave. ©
Administrative Coordinator |
Note: Not all absence types have th Submit
reason fleld *Absence Name = Annual Leave v
*Reason  Select Absence Reason E]
Educational
*Start Date FMLA
Hazardous Weather
End Date Miitary Leave
Personal
Duration Select Absence Reason
Worker's Comp
Worker's Comp/FMLA
Partial Days None
Check Eligibility
Attachments
You have not added any Attachments.
Add Attachment
Workflow
Request a Absence from My Team 4 June2021
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Step8: Click theCalendatricon to select
a start date for the absence.

Select the first day of the absence ever
The field option defaults to the current
date. If there's a break in the absence,
enter each event separately. For
example, ithe employee i®ut sick for
two days,return to work for three days,
and are out sick again, enter two
absence events. If the absence include
weekend (say, Thursday to Monday),
enter one absence event.

Future dated absences can be entered
months in advance of the planned
absences.

You can go back and enter absences t
occurred60days prior to the current day
on behalf of an employee

Note: An end date is not needed unless
you are requesting multiple days of
leave.

< My Team

Administrative Coordinator |

Duration |7.50 Hours

Partial Days None

Check Eligibility

Attachments

Calendar

June

s M T

v | 2021

Related Information

Add Analytics

Submit
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Validate the number of hours for the
absence in th®uration field.

Duration Hoursare determined byhe

S Y LJX 2 asSighedawork schedule an
should matctthe hoursthey are
scheduled tovork on the daygor which
the absence has been requested

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

Step9: If the absenceequestis for
annual orsickleave,click theCheck
Eligibility button to determine if you are
eligibleto take the leave.

< My Team Request Absence
Administrative Coordinator |

*Absence Name | Annual Leave hd
*Reason | Personal b4

*Start Date | 06/25/2021
End Date | 06/25/2021

Duration Hours

Partial Days

r4
S
3
i

Check Eligibility

Attachments

You have not added any Attachments.

Add Attachment

Workflow

Request & Absence from My Team

6 June2021




A

"_fj“[\_\' University of South Carolina
1T Absence ManagemertMSS

UNIVERSITY OF ;
Request @ Absence On Behalf of Employee From the My Team Tile

South Carolina

Two possible messages will be returne( S Request Absence
1 ELIGIBLEeansthey have the leave .

available. —
1 INELIGIBLEeansthey do not have sAsance Name [[Arveal Laave v -

the leave balance available for the v

request. ‘startDate 082572021 e

End Date | 06/252021 =)
If the absewe is for leave types other Durston 730 | Hows
than annual or sick leave, you will not
see this Check Eligibility button. e T —
However, if the other leave typg.e. - ey EUGBE
death in the immediate family leaveps :' r
a limitper Uof SC poli¢yan error Achmeas — - : —
message will appear if youequest
exceed the establishedimit. < My Team Request Absence
Stepl0: A message appears saying yo et Comiamcx
are eligible. Click th®Kbutton to —
continue. *Absence Name | Annual Leave v —
Stepll: Click theView Eligibility Details ‘startDate 00282021 5
link to view the details. e Dt [G072872021 =
Duration | 7.50 Hours
Partal Days None
Cheok Exgaity[vew Ergiiy Detats

Request a Absence from My Team 7 June2021
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If CheclEligibilitycomes back Ineligible,
an ineligible reason will be provided on
this Eligibility Details page.

Step12: Click theXto close the pagéo
continue the absence request.

Eligibility Details

Request a Absence from My Team 8 June2021
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Step13/Optional: Click in the
Commentsfield to enter additional
information.

Step U: ClickSubmitto submit the
absence request for approval.

< My Team Request Absence

@

Administrative Coordinater |

Attachments
“ou have not added any Aftachments.

Add Attachment

*Absence Name | Annual Leave hd

*Reason | Personal hd
*Start Date | 06/25/2021
End Date | 08/25/2021

Duration | 7.50 Hours

Partial Days MNone

Check Eligibility | View Eligibility Details

Comments

Request & Absence from My Team
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Step B: Click theYesbutton to indicate
youareready to submit the request.

Are you sure you want 1o Submit thiz Absence
Request?

— X

Request & Absence from My Team
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Once theabsence requedtas been
submitted correctly, you will see a
messagesayingthat the absence reques
has been submitted successfully. Also,
email is generated that will automatical
be sent tothe employee

Whenan absence request entered by
a manager on behalf of an employee,
additional approval is not required.

Step 16:Click theMy Teamto return to
the View My Team page.

Request & Absence from My Team
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