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How to request an extended absence:
This job aid outlines how an employee can request an extended absence (FMLA request).

Navigation: Employee Self Service > Time and Absence > Extended Absence Request

Processing Steps Screenshots

Step 1: On the Employee Self Service SOUTH CAROLINA v Employee Self Service
landing page, click the Time and
Absence tile.

| Time and Absence I Payroll Personal Details Talent Profile

«

Last Pay Date 04/30/2021

Benefit Details USC Profile

poy
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« Employee Self Service

Step 2: Click the Extended Absence

Request tile.
Enter Time Comp/Holiday Comp Time Request Absence

[

@ Reported 12.00

® Scheduled 82.50 Balance Hours

Time Summary Exceptions View Requests Cancel Absences

07/16/21 - 07/31/21
Annual Leave Taken -
12.00 Hours l
i x)

4.50 Hours

Leave Transfer

Payable Time Extended Absence Request

Last Pay Period 07/01/21 - 0TM5/21

Estimated Gross 0 USD

Extended Absence Request

Step 3: Click to the + Plus button to
Manage Extended Absence

add an extended absence request.
Job Title Info Sys/Business Analyst Il
Create and manage your extended absences here. You can create and submit the extended absence request for approval by entering Start Date, Expected End Date, Absence Take with the rest of the required information.

If you are missing some information, save your request for later io manage your extended absences at a later ime.

June 2021

Request an Extended Absence
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Step 4: Click the Absence Type drop-
down arrow and select Family and
Medical Leave Act.

Step 5: Click the Absence Take drop-
down arrow and select FMLA.

Step 6: Click the Launch button.

Request Extended Absence

Absence Type | All A

Al
*Absence Take |‘ Family and Medical Leave Act

Request Extended Absence

Absence Type | Family and Medical Leave Act v

“Absence Take | FMLA 7‘
| FMLA
Select Absence Name

‘7 Launch |

Request Extended Absence

Absence Type Family and Medical Leave Act Vv

*Absence Take FMLA i

Request an Extended Absence
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Step 1 of 4/General Information - read
the important Information regarding the
Family and Medical Leave Act, including
the UofSC FMLA policy.

Step 7: Click the hyperlink for the
appropriate Form you may need for this
request. Hyperlinks open in a new
window tab.

Be sure to download the form, complete
it, and then upload to this request when
appropriate.

Step 8: Click the Next button to enter the
absence details.

X Exit

New

General Information

Visited

2 Absence Details
ot Started

3 Attachments & Notes
Not Started

4 Review and Submit
Net Started

USC Extended Absence Request -

| Next >

Important Information Regarding Family and Medical Leave Act (FMLA)

Depariment of Labor Notice: Employee Rights and Responsibilities Under the FMLA

HR Policy HR FMLA Policy 1.07

Employee Procedure according to FMLA Request:

If the leave reguest is for your own serious health condition, including birth of a child, and is for a period of disability greater than 3 days, submit Form Employee Health Certification Form
If the leave reguest is for adoption or foster care of child, submit Certificate of Adoption or Placement of Adoption in lieu of the Employee Health Ceriification Form

If the leave request is to care for a family member, submit Form Family Health Certification Form.

If the leave request is for military leave requests for foreign deployment of your spouse, child, or pareni, submit Military Qualifying Exigency.

If the leave request is to care for a family member who is an active military member with a serious injury or illness, submit Military Caregiver Leave of a Current Service Member.

If the leave request is to care for a family member who is a covered veieran with serious injury or illness, submit Military Caregiver Leave of a Veteran

Request an Extended Absence
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[ USC Extended Absence Request ol
f b -I d h Calendar x
Step 2 of 4/Absence Details - read eac
July V|| 2021 v
H “ ” " L
question carefully and change to “Yes” if | |* —— = o 5 ¢
. . £ Previous Next >
any are true; otherwise skip to step 8. 12
4 General Information Step 2 of 4: Absence Details 4 5 6 7 8 9 10
Visited —_—
" ” mo12 13 14 15 18 17 ‘ Save |
QueStlonS Changed to Yes are Absence Details * Are you a transfer from another state agency or state funded University? | ~ No 18 19 20 2 22 23 24
hlghllghted in green_ Vistied = Does your spouse viork for the same company?| No 25 27 28 29 330
* Does your spouse work for another state agency or state funded University? No
Attachments & Notes !
Not Started = According to HR 1.07 FMLA policy, you are required to use sick leave during your own serious health Current Date int, will you use annual leave? No
. . *Start Date | 07/26/2021 =
Step 9: Click the Start Date Calendar ] Cuevirm e St
. Not Started *Expected Return Date [
lookup and select the appropriate date.
Actual Return Date [
*Absence Reason | Select Absence Reason 4
Current Balance 0.00 **
Comments
. X Exit USC Extended Absence Request -
Step 10: Click the Expected Return Date
Calendar lookup and select the ,
New Calendar
appropriate date. p v|[ 202 v < Previous | [ mext >
S M T w T F s
1 General Information Step 2 of 4: Absence Details 1 2 3 4 5 & 7
Wistad “ e
8 8 10 1 12 13 14 | save
3!:::“ Details + Are you a transfer from anothar state agency or state funded University? No 5 16 17 18 19 21
+ Does your spouse work for he same company 7! No
2 23 24 25 2% 271 28
+ Does your spouse work for another state agency or state funded University? No
3 Attachments & Notes 29 30 3 —
Not Started + According to HR 1.07 FMLA policy, you are required to use sick leave during your own serious health Bnt will you use annual leave? No
*Start Date | 07/26/2021 wl
4 and Submit Current Dale
Mot Started *Expected Return Date |08/20/2021 e8|
Actual Retumn Date |
*Absence Reason | Select Absence Reason v
Current Balance 0.00 ™
Comments
y:
Request an Extended Absence June 2021
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NOTE: The Actual Return Date will be
completed by an Absence Administrator
in the Benefits Office.

Step 11: Click the Absence Reason drop-
down arrow and select the appropriate
reason.

X Exit

New

1 General Information

Vistad

Absence Details
Visited

3 Attachments & Notes

Not Started

4 Review and Submit

Not Started

USC Extended Absence Request

Step 2 of 4: Absence Details

* Does your spouse work for the same company?| No

*Start Date

*Expected Return Date

Actual Return Date

*Absence Reason

Current Balance

« Are you a transfer from another state agency or state funded University? No

* Does your spouse work for another state agency or state funded University? No

* According to HR 1.07 FMLA policy, you are required to use sick leave during your own serious health condition. If your sick leave balance is insufficient. will you use annual leave?

077262021 [
081202021 B
Select Absence Reason B

Birth, Adoption or Foster care
Famly Serious Health Condition
Military-Fam liness/Injury

Comments :Qualifving EXI0ency
Ovin Serious Health Condition |
arent Serous Heal ond

Select Absence Reason

< Previous

No

Next >

‘che‘

Request an Extended Absence
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Absence Reason displays and Current
Balance changes from 0.00 to the
calculated entitlement.

Step 12/Optional: Click in the Comments
field and enter an appropriate comment.

Step 13: Click the Next button.

Step 3 of 4/Attachments and Notes -

upload the appropriate completed FMLA
Form.

Step 14: Click the Attachments button.

X Exit USC Extended Absence Request -
New
< Previous Next >
4 General Information Step 2 of 4: Absence Details
Visited
‘ Save
Absence Details * Are you a transfer from another state agency or state funded University? No
Visited
== « Does your spouse wiork for the same company?( | No
* Does your spouse work for another state agency or state funded University? No
3 Attachments & Notes
Not Startes * According to HR 1.07 FMLA policy. you are required fo use sick leave during your own serious health condition. If your sick leave balance is insufficient, will you use annual leave? No
Start Date |07/26/2021 =
4 Review and Submit
Mot Started *Expected Return Date |08/20/2021 =
Actual Return Date [
*Absence Reason | Own Serious Health Condition
_ . |Please include applicable
Comments
X Exit USC Extended Absence Request - H
New
£ Previous Next >
1 General Information Step 3 of 4: Attachments & Notes
Visited

2 Absence Details

Visited

Attachments & Notes
Visited

4 Review and Submit

lot Started

Attachments and Notes

No Document has been attached

| Add Attachment Add Note

Save

Request an Extended Absence

June 2021
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Step 15: Click the My Device icon.

File Attachment

© Open X - 8 X
Step 16: Select the completed FMLA 4[> ThiPC 5 Desktop > v O | SearchDesktop P | RAMEWORKPT_AGSTARTPAGE_NUI2Page=PT AGSTARTPAGEN.. Y¢ t= @ &
Form saved on your computer and click Otsacize 7 N fokder E- m @

~

A Name Date mc
the Open button. * Quick access s - -
@ Amanda O'Conor - HCM Distribution Access 4/3/202(
@ This PC 13 Back Office - Manual Add Additional Assignment (Summe...  2/12/20;
] 3D Objects 1) Back Office - Manual Add Additional Assignment (Summe...
[ Desktop @ Back Office - Update Custom Service Dates Page_JOBAID ¢
g — [ Campus Benefits Admin 3/13/20°
‘ D d47d047d-e257-4263-8668-€97573929d80.config 7/14720;
. @ Erin Culp's Access in HCM Distribution 6/18/20:
& Music [=] ESS_MSS Department POCs - Role Responsibilities 4/20/20;
= picwres "nwzs
B Videos (@ ga_year_end_ppt_fy2019-2020 (002) 6/2/202(
‘s Local Disk (C:) a global_theatre_solicitation_document 3/23/20;
= Data on MacBeth (K) £33) HCM Distribution Access - Panna Paul 7147200 v
i 3 >
File name: | o] [arfites vl

Request an Extended Absence 8 June 2021




N
’_ffj [\_‘ University of South Carolina
UNITS}{EF; b Absence Management - ESS

= Request an Extended Absence (FMLA

South Carolina ] (FMLA)

Step 17: Click the Upload button.

File Attachment

=
My Device

Copna ] cow |

[ fmla_employee_cert_wh_380_e pdf
. File Size: 416KB

Step 18: When the upload is completed,
click the Done button.

File Attachment

fmla_employee_cert_wh_380_e.pdf
File Size: 416KB

Request an Extended Absence 9 June 2021
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attached document.

Step 20: Click the Add Note button to

the request.

Step 19: Click in the Description field and
enter an appropriate description for the

provide additional information regarding

% Exit USC Extended Absence Request w
New
< Previous | ‘ Next > |
4 General Information Step 3 of 4: Attachments & Notes
Visted l
2 Absence Details Attachments and Notes
Visted
No Document has been attached
E> Attachments & Notes Al W e i
Visted |
Cancel Attachment
4 Review and Submit
Not Stanad Description |Employee Health Certification Form
Attachment fmia_employee_cerl_wh_330_e pdf
Attached By USC Exempt
Attached 07/18/2021 12:06:47 PM
Last Updated 07/18/2021 12:06:47 PM
Status Active
*® Exit USC Extended Absence Request »
New
< Previous Next > |
1 General Information Step 3 of 4: Attachments & Notes
Visited P
| save |
7 Absence Details Attachments and Notes
Visded
Attachments & Notes 1 row
S Document Description Type Attached By Attached Status
4 Review and Submit fmia_employee_cerl_wh_380_e.pdf Employee Health Cerfification Form Attachment  USC Exempt 071821 12:08:09 PM Active
Not Started

Request an Extended Absence
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Step 21: Click in the Description field and
enter an appropriate description for the
notes.

Step 22: Click in the Note Text field and
enter the information applicable to the
extended absence request.

L@ Note
Step 23: Click the Done button. “Dsscrption [Personal Heali Inormation

*Note Text

Add applicable information here.

Attached By USGC Exempt
Attached 07/18/2021 12:03:29 PM

Last Updated 07/18/2021 12:08:29 PM

Status Aclive

Request an Extended Absence 11 June 2021
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Step 24: When the attachment is
uploaded and notes added, click the Save
button.

Step 25: Click the Next button to
complete the request.

Step 4 of 4/Review and Submit - review
all the absence request detail,
attachments, and notes.

Step 26: Click the Submit button.

X Exit

New

4 General Information
Visted

USC Extended Absence Request

Step 3 of 4: Attachments & Notes

< Previous | Next >

2 Absence Details Attachments and Notes
Visted
Add Attachment Add Note
Attachments & Notes 2 rows
it
Visted Document & Description < Type < Attached By < Attached & Status
4 and Submit fmla_employee_ceri_wh_380_e.pdf Employee Health Cerlification Form Attachment  USC Exempt 07/18/21 12:08:09 PM Active
Add applicable infor. Personal Health Informafien Mote USC Exempt 07/18/21 12:09:07 PM Active
% Exit USC Extended Absence Request A od :
New
£ Previous Submit
1 General Information Step 4 of 4: Review and Submit
e Absence Type Family and Medical Leave Act
7 Absence Details Absence Take FMLA
Ve Start Date 07/26/2021
5 Aftachments & Notes Expected Return Date 08/20/2021
Wisted Actual Return Date
IZ, Review and Submit Absence Reason Own Serious Health Condition
= Current Balance 450.00
Comments Please include applicable information here
Attachments and Notes
2 rows
Document & Descripfion Type Attached By © Attached © Status
fmla_employee_cert_wh_380_e.pdf Employee Health Certification Form Attachment USC Exempt 07/18/21 12:09:27 PM Active
Add applicable infor Personal Health Information Note USC Exempt 0711821 12:09:27 PM Active

Request an Extended Absence
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Step 27: Click the Yes button to submit
the extended absence request.

Step 28: Notice the workflow status is
“Submitted” and the request is waiting
for the Absence Management Leave
Admin from the Benefit’s Office for
approval.

® Exit

4 General Information
Visited

2 Absence Details
Visted

3 Attachments & Notes

Vists

E‘ Review and Submit
Visited

USC Extended Absence Request

Step 4 of 4: Review and Submit

Attachments and Notes

Document &
fmla_employee_cert wh_380_e.pdf

Add applicable infor

Absence Type Family and Medical Leave Act
Absence Take FMLA
Start Date 07/26/2021
Expected Return Date 08/20/2021
Actual Retumn Date
Absence Reason Own Serious Health Condition

Current Balance 450.00

Are you sure you want fo Submit this Extended Absence Request?

Yes No
= Type
Employee Health Cerlification Form
Personal Health Information Mote

Attachment

Attached By <

USC Exempt

USC Exempt

-
< Previous | Submit
2 rows
Attached Status
07/18/21 12.09:27 PM Active >
07/18/21 12:09:27 PM Active >

Absence Name FMLA

orkflow Status Submitted

Request History

Leave Administrator

~ Absence Management

Absence Type Family and Medical Leave Act

Extended Absence Submission

Pending
Leave Administrator
You have successfully learned how to X pending
Multiple Approvers
request an extended absence (FMLA A Harsgenet s ’
request). Start Date 07/26/2021
Expected Return Date 08/20/2021
Actual Return Date
Absence Reason Own Serious Health Condition
Current Balance 450.00
Comments Please include applicable information here
Request an Extended Absence 13 June 2021




