UNIVERSITY OF

South Carolina
Absence Management Job Aids

Employee Self Service: Request an Extended Absence (FMLA)

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

1) On the Employee Self Service landing page, click the Time and Absence tile.
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2) Click the Extended Absence Request tile.
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ESS: Request an Extended Absence (FMLA)

3) Next, click the Plus button to add an extended absence request.

earch in Menu

M

Extended Absence Request

0 | Active
FTE| | 620133-SERVICE CENTER

Manage Extended Absence
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 to manage your extended absences at a later time.

+]

4) Click the Absence Type drop-down menu and select Family and Medical Leave Act. Click the
Absence Take drop-down menu and select FMLA. Next, click Launch.

Absence Type | Family and Medical Leave Act v \h
Select Absence Name v

FMLA

Select Absence Name

*Absence Take

5) In the first step of the extended absence request, you will read important Information
regarding the Family and Medical Leave Act, including the USC FMLA policy. Click the
hyperlink to download the appropriate form you may need for this request. Hyperlinks will
open in a new browser tab. Be sure to download, complete, and upload the form to the request
when prompted. Click the Next button to continue.

USC Extended Absence Request

New

General Information
Visited

Important Information Regarding Family and Medical Leave Act (FMLA)

2 | Absence Details
Mot Started Department of Labor Motice: Employee Rights and Responsibilities Under the FMLA.

e HR Policy: HR FMLA Policy 1.07

Mot Started
Employee Procedure according to FMLA Request:

4 | Review and Submit i . . o . ) . o
Mot Started = If the leave request is for your birth of a child, and is for a period of disability
) greater than 3 days, submit Form) Employee Health Certification Form.

» If the leave request is for adoption or foster care of child, submit Certificate of Adoption or Placement of Adoption in lieu
of the Employee Health Certification Form.

= If the leave request is to care for a family member, submit Forn‘lFamiIv Health Certifica_tion Form.l

l%ﬂ is for military leave requests for foreign deployment of your spouse, child, or parent, submif Military

Qualifying Exigency)]
. i j o is an active military member with a serious injury or illness, submit
II".«'IiIitary Caregiver Leave of a Current Service Member.
- If the leave request is to care for a family member who is a covered veteran with serious injury or illiness, submif| Military
Caregiver Leave of a Veteran.
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6) In the next step, read each question carefully and click the box to the right of the question to
indicate a ‘Yes' response. Questions that are marked ‘Yes' are highlighted in orange and display
a check mark. Click the Start Date Calendar icon to select the appropriate start date. Click the
Expected Return Date Calendar icon to select the appropriate expected return to work date.

USC Extended Absence Request

Mew

£ Previous H Mext » l

1 General Information
© Visited

Absence Details
Visited

3 | Attachments & Notes
" Mot Started

4 Review and Submit
| Mot Starled

« According to HR 1.07 FMLA policy, you are required to use sick leave during your own serious health condition_ If your sick leave bd

Step 2 of 4: Absence Details

* Are you a transfer from another state agency or state funded University? | |
» Does your spouse work for the same company? ::

« Does your spouse work for another state agency or state funded University ? |:— |

*Start Date |03/01/2026 ]|
“Expected Return to Work Date |05!D1I2026 I I
*Absence Reason | Select Absence Reason V|

NOTE: The actual Return Date will be completed by a Leave Administrator in the Benefits

Office.

7) Click the Absence Reason dropdown menu and select the appropriate reason.

*Expected Return to Work Date |05/01/2026 |

*Start Date |03/01/2026 |

*Absence Reason | Select Absence Reason v h

Current Balance | Birth, Adoption or Foster Care

Famly Serious Health Condition
Comments | pjilitary-Fam Iiness/njury
Military-Cualifying Exigency

Parent Serious Health Cond.

Select Abzence Reason

(Continued on next page)
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8) After selecting the Absence Reason, the Current Balance will update from ‘0.00' to the
calculated entitlement. Comments can be added by clicking in the Comments field. Once you
have completed all details, click the Next button.

USC Extended Absence Request

MNew

€ Previous ]I Next » I

1 General Information
© Visited

Absence Details
Visited

Attachments & Notes
" Mot Started

4 Review and Submit
| Not Started

Step 2 of 4: Absence Details

= Are you a transfer from another state agency or state funded University? ||

= Does your spouse work for the same company?|:—|

» Does your spouse work for anoiher state agency or state funded University? |——|
« According to HR 1.07 FMLA policy, you are required to use sick leave during your own serious health condifion. If your sick leave by

*Start Date |03/01/2026 |

“Expected Return to Work Date |05/01/2026 |

*Absence Reason | Own Serious Health Condition v |

| Current Balance 450.00 |

Include any additional

Comments |information here.

9) In the next step, you will upload the appropriate, completed FMLA Form. Click the
Add Attachment button.

USC Extended Absence Request

Mew

€ Previous ] [ MNext »

1 | General Information
- Visited

7 Absence Details
© Visited

Attachments & Notes
Visited

Review and Submit

| - | Not Started

Step 3 of 4: Attachments & Notes

You must upload a medical certification (completed ONLY by a Health Care Provider) or other reguired supporting documentation
(based on the reason for the need for leave under FMLA).

The required forms or supporting documentation can be retrieved from the prior step in General Information or the Division of HR

website.

Attachments and Notes

No Document has been attached.

Add Attachment ] [ Add Note I
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10) Click the My Device icon and follow the on-screen prompts to select and upload your form.
Once you have completed your upload, click Done.

Choose From

File Attachment

employees_own_serous_health_condition. pdf
5| | File Size: 135KB

Uﬁload Camﬁlete

____________________________________________

____________________________________________

11) Click in the Description field to enter an appropriate description for the attached document.
Click the Add Note button to provide additional information regarding the request.

[ ¢ Previous H Next »

Step 3 of 4: Attachments & Notes

under FMLA).

Attachments and Notes

Add Attachment ]I Add Note I

Document Name T. Description TL

You must upload a medical cerfification (completed ONLY by a Health Care Provider) or other required supporting documentation (based on the reason for the need for leave

The required forms or supporting documentation can be retrieved from the prior step in General Information or the Division of HR website.

Attached By 1| Attached T, Status 1|

employees_own_serious_health_condition.pdf | Serious Health Condition Form

03720126 09:37:17 AM  Active

12) Click in the Description field and enter an appropriate description for the note. Click in the
Note Text field and enter any relevant information regarding the extended absence request.

Once finished, click Done.

Cancel

*Description

*Note Text

Attached By
Attached
Last Updated

Status

MNote

Personal Health Information

Add vour note here.

A

03/20/2026 09:56:04 AM
032042026 09:56:04 AM
Active

ally'D Characiers remaning
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13) After uploading your form and adding any notes, click the Save button. Attachments and
notes that are not saved will be lost. Click Next.

USC Extended Absence Request

New

< Previous ]I Mext »

1 General Information
Visited

g Absence Details
Visited

Attachments & Notes
Visited

Step 3 of 4: Attachments & Notes

You must upload a medical certification (completed ONLY by a Health Care Provider) or other reguired supporting documentation (based on the reason

for the need for leave under FIMLA).

The required forms or supporting documentation can be retrieved from the prior step in General Information or the Division of HR website.

Attachments and Notes

Add Attachment ] l Add Note l

Review and Submit
Not Siarted

Document Name Tl Description T.

g}‘a‘:“e“ 11 Attached 7.

employees_own_serious_health_condition.pdi | Serious Health Condition Form

03/20/26 09:37:17 A}

Mote Personal Health Information

03720126 10:03:30 A)

14) In the final step, review all absence request details, attachments, and notes. Once you have
verified the request and made necessary changes, click Submit.

USC Extended Absence Request

Mew

1 General Information
Visited

7 Absence Details
Visited

3 | Attachments & Notes
Visited

Review and Submit
Visited

Step 4 of 4: Review and Submit
Absence Type Family and Medical Leave Act

Absence Take FMLA
Start Date 03/01/2026
Expected Return to Work Date 05/01/2026
Absence Reason Own Serious Health Condition

Current Balance 450.00

Comments Include any additional information here.

Attachments and Notes

Document Name T Description T,

employess_own_serious

_health_condition pdf Seripius Health Condition Form

Note Personal Health Information

2 rows

‘;;‘ac"w 1. Attached 11 Status 1
D3/20/26 10:06:44 AM  Active | > |
D3/20/26 10:06:44 AM Active | > |
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15) A pop up will appear that asks, “Are you sure you want to Submit this Extended Absence
Request?” Click Yes to submit the request.

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

Yes

16) After submitting your request, the workflow status will be updated to “Submitted,” and the
request is sent to the Leave Administrator in the Benefit's Office for approval. You can view the
approvers by clicking the Multiple Approvers field.

TR

Extended Absence Submission

Absence Type Family and Medical Leave Act
Absence Name FMLA

Workflow Status Submitted |

Leave Administrator

~ Absence Management Pending

Leave Administrator

4 Pending

Multiple Approvers
Absence Management Leave Admin >

Request History »

Start Date 03/01/2026
Expected Return to Work Date 05/01/2026
Absence Reason Own Serious Health Condition
Current Balance 450.00

Comments Include any additional information here.

You have successfully learned how to request an extended absence (FMLA request)!
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