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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 
landing page, click the Time and 
Absence tile. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 



University of South Carolina 
Absence Management - ESS 

Request an Extended Absence (FMLA) 
 

Request an Extended Absence              June 2021 
 

2 

 
Step 2: Click the Extended Absence 
Request tile. 
 
 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Click to the + Plus button to 
add an extended absence request. 

 

 
 
 

 
 
 
 



University of South Carolina 
Absence Management - ESS 

Request an Extended Absence (FMLA) 
 

Request an Extended Absence              June 2021 
 

3 

 

 
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. 
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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. 
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Step 2 of 4/Absence Details - read each 
question carefully and change to “Yes” if 
any are true; otherwise skip to step 8. 

Questions changed to “Yes” are 
highlighted in green. 

Step 9: Click the Start Date Calendar 
lookup and select the appropriate date. 

 

 

 
Step 10: Click the Expected Return Date 
Calendar lookup and select the 
appropriate date. 
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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. 
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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. 
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Step 15: Click the My Device icon. 

 

 

 

 

 

 

 

Step 16: Select the completed FMLA 
Form saved on your computer and click 
the Open button. 
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Step 17: Click the Upload button. 

 

 

 

 

 

 

 

Step 18: When the upload is completed, 
click the Done button. 
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Step 19: Click in the Description field and 
enter an appropriate description for the 
attached document. 

 

 

 

 

 

 

 
Step 20: Click the Add Note button to 
provide additional information regarding 
the request. 
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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. 

Step 23: Click the Done button. 
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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. 
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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. 
 
You have successfully learned how to 
request an extended absence (FMLA 
request). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


