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How toview absence balanceand forecast balance$or an employee
Thisjob aidoutlines how arL/ABS Approveranview absencebalancesand forecast balancefor an employee A TL/ABS approver has thbility to search for
employees irtheir designated department(s) in the Time and Absence \&rter to include approving, reporting, and viewing activities.

Navigation:Employee Self ServiceMy Workplace > Time and Absence Workcenter

Processg Steps Screershots

Step 1:0n theEmployee Self Servicg
landing @age, click the&Choose Other . P .
Homepagesirop-down arrow and vsccomamrgmnorns |} & ﬂ
selectMy Workplacefrom the list.

Payraoll Persanal Details| My Workplace Benefit Details

Last Pay Date 04/30/2021

e
USC Profile Time and Absence

@« «©

Step 2CI|Ck theTlme and Absence N)lfl;llﬁlilr(_()i INA e * My Workplace
1 i center COVID-A8 Campus Leave Worketr [| ePAF Homepage
Workcentertile. poo

[— —]

Student Initiator Reports Affiliate Actions Homepage Benefits Enrollment Homepage

—__— oracie e
. — PEOPLESOPT

Grant Time & Effort
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Time and Absence Workcenter
provides a central area to access th
most used time and absence relatec
activities. It enable3L/ABS
Approversto access various pages
and keep multiple windows open
while doing their daily work.

The activities provided withithe
Time and Absence WorkCentre
include Approving, Reporting,
viewing time and absence related
transactions, queries and reports.

Step 3:Click theManage Time and
Absencedrop-down arrow.

< My Workplace Time and Labor WorkCenter

Scope (ol -

* My Scope

« My Work
Exceptions
Approvals

Reported Time
w Links

Approve Time and Absence

Manage Time and Absence

Leave Donations

Extended Absences

~ Queries

Time and Labor . u

Absence Manageent

« Reports/Processes
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Scope

Step 4:Click theAbsence Balance
tab.

* My Scope

Step5: To search for an employee, ||=™™
click in the theEMPL IOield and

SYGdSNJI 6GKS SYL)X 2@

Approve Time and Absence

Step6: Click theSearchbutton. Timesnes

Weskly Time Calendar

Request Absence

Wiew Absence Requests

Absence Balances

Absence Balance

Empl e

C & search Option

Department Chair/Professor

<« My Workplace

Scope c -]

Step7: Click theEmployee line

* My Scope

« My Work

Exceptions
Approvals
w Links

Approve Time and Absence

Request Absence

View Absence Requests

Absence Balances

Absence Balance

Search Option
Empl ID Q
| Search | ‘ Clear |
Acting As = Department Chair/Professor v
Select Employee 1 row
Name / Title / ID - Record Directs | Total Status / Type Position
Adminisirative Coordinator | - Ll 0137aTT
2 Employes
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Usethe AbsenceBalancegage to
viewli KS S Y Ldbserees S Qa
balancesand forecasbalance for
future dated absence requests.

Step8: On theAbsenceBalances

page you can view:

1 Average work hours per week
and day

9 Current annual and sick leave
balances

1 Monthly accrual detail for the
current month

< My Workplace Balances

Scope
¥ My Scope
« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Manage Time and Ab

Timeshest

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weskly Time Calendar

Request Abzsence

P o

ce

Administrative

Retumn to Select

Leave Data

Empl ID © Name <

X72

Absence Balances
Absence Type

Calendar Year | 2021

Leave Accrual Date ©

12/01/2010

Carried Forward Hours

YTD Accrued Hours

Avg.Work Hours per Week ©

3780

Avg.Work Hours per Day

7.50

YTD Taken Hours

Balances as of 05/31/2021 ~

Annual Leave

Sick Leave

50.800 40.780

45.800 63.250

Monthly Accrual Detail
Month of Accrual <

Annual Leave Hours ©

Sick Leave Hours ©

u May

10.160

9.380

View Absence Balancesnd Forcast Balance
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Step9: Scroll down theAbsence
Balances page to view Other Paid
Leaveand year to date hours taken
for each.

Be sure to read th&*Disclaimer.
Note: Very important to note that

monthy accrual detail for 2021 starts
with Augustl and forward.

L\? < My Workplace Balances

Scope

ce
v My Scope

~« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Manage Time and Absence
Timeshest
Payable Time Summary
Payable Time Detail
Leave and Compenzatory Time
Weekly Time Calendar
Request Absenca
View Absence Requests

Absence Balances

« Queries

Time and Labor

Absence Manageent

« Reports/Processes

Leave Data

Empl ID Name

X7

Absence Balances

Absence Type ©

Annual Leave

Sick Leave

Monthly Accrual Detail

Month of Acerual

May

Calendar Year |2021 Q

Leave Accrual Date Avg Work Hours per Week

121012010 37.50

Carried Forward Hours © YTD Accrued Hours © ¥TD Taken Hours <~
e7.880 50.800 40.750
52080 45.800 63.250

Annual Leave Hours *

10.160

l‘{ear-lo-jale (YTD) Absence Record — Other Paid Leave I

Absence Type ©

Admin Leave

Red Cross

Blood Drive & Donation
Bone Marrow

Court Leave

Death OF Immn Family
Mandatory Furloug

Mil Leave

Organ Donor

Vol Furiough

Avg.Work Hours per Day

7.50

Balances as of 05/31/2021 ©

108.020

36.830

Sick Leave Hours

0.380

¥TD Hours Taken ©

0.00|

0.00)
0.00|
0.00|
0.00|

0.00|

reflected in the ¥TD Accrued Hours of the Absence Balances saction
forward. Furthermore, Year-to-Date Hours Taken for Other Paid Leave does not include absences taken before August 1, 2021

“*Dizclaimer. The current balance does not reflect absences that have net besn processed. Also, monthly accruals prior to August 1, 2021 are
Therefore, the Monthly Accrual Detail for 2021 will start with August and

» Forecast Balance

-

View Absence Balancesnd Forcast Balance




il

UNIVERSITY OF

South Carolina

University of South Carolina
Absence Management TL/ABS Approver
View Absence Balancesnd Foecast Balances

On this page you can forecaset
balancesThis providegyouthe
ability to see ithe employee has a
sufficient balance at the time of a
future-dated absence request

Step10: To forecast balances for a
specific absence type, begin by
entering the date you want to
forecast forusing theAs of Date
Click theCalendaricon and select a
future month, day, and year.

¢ My Workplace Balances

Scope

co
* My Scope
« My Work
Exceptions.
Approvals
w Links
Approve Time and Absence
Manage Time and Absence
Timesheat
Payable Time Summary
Payable Time Detail
Leave and Compensatory Time
Weekly Time Calendar
Request Absence
View Absence Requests
Absence Balances
~ Queries

Time and Labor

Absence Manageent

« Reporte/Processes

X7 12/01/2010 3750 750 4~
Absence Balances
Absence Type Carried Forward Hours YTD Accrued Hours YTD Taken Hours Balances as of 05/31/2021
Annual Leave 07.080 50.800 40.750 108.020
Sick Leave 52.080 45.800 83.250 35.620
Monthly Accrual Detail
Month of Accrual = Annual Leave Hours = Sick Leave Hours ©
May 10.180 9.380
Year-to-Date (YTD) Absence Record = Other Paid Leave
Absence Type YTD Hours Taken
Red Cross 0.00
Blood Drive & Donation 0.00
Bone Marrow 0.00
u Court Leave 0.00
Death Of Imm Family 0.00
Mandatory Furloug 0.00
Calendar X
Mil Leave 0.00
Qrgan Donor s M T W T F s 0.00
- 1 3 4 5 L] T
Vol Furiough 0.00
8 a 10 " 12 12 14
Voting Leave 5 i 1T ‘ 48 | 12 = 2 0.00
““Disclaimer. The current balance does not reflect absencas that have notbe 22 2 24 25 26 27 28 Pugust!, 2021 are
reflected in the YTD Accrued Hours of the Absence Balances section. There! It with August and
forward. Furthermore, Year-to-Date Hours Taken for Other Paid Leave does| 20 30| 31 21.
~ Forecast Balance
U Date
As of Date | 08/18/2021
Filter by Type | All ~
*Absence Name | Select Absence Name hd
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Stepl11: Click theFilter by Type
drop-down arrow and select an
absence type.

Approval Chain

« Absence Cancelation

Z Pending

Absence By Posn Supervisor

Pending
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