
 

  

     

 
       

 
    

 
 

     
 
 

    
 

 
 

     
 

 
  

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. 

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. 

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. 

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. 
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ESS: Request an Extended Absence (FMLA) 

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.

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.

(Continued on next page) 
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ESS: Request an Extended Absence (FMLA) 

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. 

9) In the next step, you will upload the appropriate, completed FMLA Form. Click the 
Add Attachment button. 
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ESS: Request an Extended Absence (FMLA) 

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. 

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. 

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. 
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ESS: Request an Extended Absence (FMLA) 

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. 

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. 
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ESS: Request an Extended Absence (FMLA) 

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. 

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. 

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