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How to request a full day absence:
This job aid outlines how a manager can request an absence on behalf of an employee from the My Team tile. Managers can view the onboarding summary for their
new employees, request an absence on behalf of an employee, view job information, and specific personal information such as emergency contact(s).

Navigation: Employee Self Service > Manager Self Service > My Team

Processing Steps Screenshots

Step 1: On the Employee Self Service SOUEARGLINA [~ Employee seirservice
landing page, click the Choose Other
Homepages drop down arrow and

select Manager Self Service from the
list. Last Pay Date 04/30/2021

USC Profile

poy

Step 2: Click the My Team tile.

Time and Absence Workcenter

@
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On the View My Team page, you will  Manager Slf Sevice My Team

see all of your direct reports. Secarmens ChaPrfusser

ShasnArent Rcting As | Deparment CharProfessor v

Step 3: To request an absence on an Summary | Leave Balances

employee’s behalf, begin by clicking .

the Related Actions menu button e — TogTT | T Emait/ Phone ——

H @ ARTMENT ERCISE SCIENCI
(small green circular button next to @ DEPARTVENT OF BXERCISE SEIENCE
, . Assistant Professor 900 Assembly Street S0UTTT-TT45
the employee’s name) to view
C) DEPARTMENT OF EXERCISE SCIENCE
available options. Cineal Assisant Professor S — ST
DEPARTMENT OF EXERCISE SCIENCE
Administratve Coordinator | v Public Health Research Center 80T77-2185
@ DEPARTMENT OF EXERCISE SCIENCE
Summer Public Health Research Center 301/335-2842
(EJ DEPARTMENT OF EXERCISE SCIENCE
Post Doctoral Fellow Public Health Research Center 908/902-4504
i @ DEPARTMENT OF EXERCISE SCIENCE
Assistant Professor Discovery | Building 2027770811

Step 4: Click Time Management from | [ttt
the drop-down list. Daparnens Crar

ShzwnArent  ActingAs  Department ChainProfessor v

Summary Leave Balances
= ||
Name / Title Actions x [s/Total Department / Location Email / Phone Today's Status
DEPARTMENT OF EXERCISE SCIENCE
Time Management
Assistant Professor 800 Assembly Street BOATTT-TT45

Job and Personal Information

o) DERARTMENT OF EXERCISE SCIENCE
Clinical Assistant Profief View in Talent Summary Bzt PhysicalEducationCantr BOATIT-TITS
@) Notify Empioyes DEPARTMENT OF EXERCISE SCIENCE
g 4 -
Administrative CoordinsfSFT 02 Public Health Research Center B0ATTT-2185
® DEPARTMENT OF EXERCISE SCIENCE
Summer Fublic Health Resesrch Center 301/335-2643
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Step 5: Click the Request Absence S
option from the drop-down list. Depammart Chowrisor |
Shawn Arent  Acting As | Department ChairProfessor W
From this list you can also: EERETl Lcove Boionoes
:-] (53]

e Access the View Request page Name Title "42 Time Management x |ITotsl  Department/Location Email | Phone Today's Status
where you can view a list of the - A —
employee’s absence requests. PU F— QJ::T;n;EC B .

Ciinical Assistant Profel Absence Balances Blatt PhysicalEducationCantr 803TTT-TITE

e Access the Absence Balance page ® DEPARTMENT OF EXERCISE SCENCE
to view an employee’s current Adminisiratve CaosdiniEE TR —2 Public Heath Research Center 202/777-2185
absence balances and forecast ® ==:*’”‘=’”°Ffﬂ::° sescence .

Summer Public Health Research Center 301/335-2643

balance for future dated absence
requests.
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Step 6: Click the Absence Name
drop-down arrow and select an
absence type.

This will only display absence types
that are associated with the
employee’s eligibility.

Please refer to the Absence Type one
page document.

< My Team

Administrative Coordinator |

*Ab

Request Absence

sence Name | Select Absence Name \Lil

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

Step 7: Click the Reason drop-down
arrow and select an appropriate
reason for the leave.

Note: Not all absence types have this
reason field.

Administrative Coordinator |

Attachments
You have not added any Attachments.
Add Attachment

Workflow

< My Team Request Absence
©

*Absence Name | Annual Leave v

Pa

0
o

*Reason | Select Absence Reason @

Educational

® FMLA

Hazardous Weather

Military Leave

Personal

Duration Select Absence
Worker's Comp
Worker's Comp/FMLA

End Date

leason

rtial Days None

Check Eligibility

Request an Absence from My Team
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Step 8: Click the Calendar icon to select
a start date for the absence.

Select the first day of the absence event.
The field option defaults to the current
date. If there's a break in the absence,
enter each event separately. For
example, if the employee is out sick for
two days, return to work for three days,
and are out sick again, enter two
absence events. If the absence includes a
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 that
occurred 60 days 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 |

Attachments

*Absenc:

e Name | Annual Leave
*Reason | Personal

*Start Date | 08/10/2021

Duration |7.50 Hours

Partial Days None

Check Eligibility

Calendar

v | 2021

Related Information

Add Analytics

Submit

Request an Absence from My Team
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Validate the number of hours for the < My Team Request Absence

absence in the Duration field.
Administrative Coordinator |
Duration Hours are determined by the
employee’s assigned work schedule and Submit |
should match the hours they are Absenoe Name: | Annual Leave hd

scheduled to work on the days for which
the absence has been requested. start Date | 052412021

End Date | 06/25/2021

*Reason | Personal b4

An absence cannot be requested for a Duration [7.50 Hours
date an employee is not scheduled to
work.

Partial Days MNane

Check Eligibility |

Step 9: If the absence request is for Comments
annual or sick leave, click the Check Attschments
Eligibility button to determine if you are You have not added any Attachments.

eligible to take the leave. Add Attachment
Workflow
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Two possible messages will be returned:

e ELIGIBLE means they have the leave
available.

e INELIGIBLE means they 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 Uof SC policy, an error
message will appear if your request
exceeds the established limit.

Step 10: A message appears saying you
are eligible. Click the OK button to
continue.

Step 11: Click the View Eligibility Details
link to view the details.

< My Team Request Absence

©

AQMIRSTIING LOOinator |

*Absence Name = Annual Leave v
*Reason  Parsona A
*Start Date | 06/25/2021
End Date | 08/25/2021
Duration | 7.50 Hours

Partial Days None

Check Eligibility | View E il

ELIGIBLI

E
Comments Date Time: June 10,2021 at 15:50

Attachments

< My Team Request Absence

Adminsirative Coordinator

Submit
*Absence Name = Annual Leave v
*Reason | Personal v
*Start Date | 06/25/2021
End Date | 08/25/2021

Duration | 7.50 Hours

Partial Days None

Check Eligibility

Comments

ftachments

Request an Absence from My Team
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If Check Eligibility comes back Ineligible,
an ineligible reason will be provided on
this Eligibility Details page.

Step 12: Click the X to close the page to
continue the absence request.

Eligibility Details

Request an Absence from My Team

June 2021
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Step 13/Optional: Clckn the

Comments field to enter additional
information. ©

Administrative Coordinater |

*Absence Name | Annual Leave hd

Step 14: Click Submit to submit the
absence request for approval.

*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 J

Attachments
“ou have not added any Aftachments.

Add Attachment

Request an Absence from My Team 9 June 2021




\7,
A
il

UNIVERSITY OF

South Carolina

University of South Carolina
Absence Management - MSS
Request an Absence On Behalf of Employee From the My Team Tile

Step 15: Click the Yes button to indicate
you are ready to submit the request.

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

— X

Request an Absence from My Team
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Once the absence request has been
submitted correctly, you will see a
message saying that the absence request
has been submitted successfully. Also, an
email is generated that will automatically
be sent to the employee.

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

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

o
Adminstratve Coordinator

Attachments
You have not added any Attachments.

Workflow

Balance Information

Reqguest History

Approval Chain

University of South Carolina
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Request an Absence On Behalf of Employee From the My Team Tile

Absence Name Annual Leave
Reason Personal
Start Date 08/25/2021
End Date 08/252021

Duration 7.50 Hours

Partial Days None

[ Status Approved

Comments

Allow Request By Employee and Manager

Request As Employes

As Of 05/31/2021 10803

Request Abse

Submitted Successfull .‘

Request an Absence from My Team
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Step 17: Click the Leave Balances tab. PrP—— My Team

Change Team
Department ChairProfezzor
Shawn Arent  Acting As | Department ChairProfessor v
=
| | A
Name / Title Directs | Total Department / Location Email / Phone Today's Status
® DEPARTMENT OF EXERCISE SCIENCE
Assistant Frofessor 200 Assembly Street BDATTT-T745
(o) DEPARTMENT OF EXERCISE SCIENCE
Ciinical Assistant Professor Blait PhysicalEducabonCantr B07TI-TITE
o] DEPARTMENT OF EXERCISE SCIENCE
-
Administrative Coordinator | 22 Public Health Research Center 803777-2185
(] DEPARTMENT OF EXERCISE SCIENCE
Summer Public Health Research Center 301/335-2643
@ DEPARTMENT OF EXERCISE SCIENCE
Pest Dectorsl Faliow Public Heaith Research Center 908/902-4804
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¢ Manager Self Service

This Leave Balances page gives you a

H H H Depanment ChakiFro
quick view of annual and sick leave e A
H Shawn Arent  Acting A D i it ChairProfes: hd
balances for all of your direct reports. e ctina s | Doparimant ChaivProlesser
Summary | Leave Balances
Name / Title Balances
© Annual Leave Balance 0.00 Hours Sick Leave Balance 33768 Hours
Assistant Professor View Details
] Annual Leave Balance 0.00 Hours Sick Leave Balance 32528 Hours
Clinical Assistant Professor View Details
] Annual Leave Balance 106.03 Hours Sick Leave Balance 33.63 Hours
Administratve Coordinator | ew Details
1@
No leave balances exist
Summer
@ Annual Leave Balance 106.98 Hours Sick Leave Balance 196 08 Hours
Post Dectorsl Fellow View Details

You successfully learned how to request
an absence from the My Team tile.
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