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South Carolina
Absence Management Job Aids

Leave Administrator: Request an Extended Absence on Behalf of an
Employee
How to request an extended leave request on behalf of an employee: This job aid outlines how

a TL/ABS Approver with the HR Leave Administrator role can request an extended leave request
on behalf of an employee.

Navigation: Employee Self Service > My Homeplace > Time and Absence WorkCenter

1) On the Employee Self Service landing page, click the Choose Homepage Selector drop down
arrow and select My Homeplace from the list.
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2) Click the Time and Absence WorkCenter tile.
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Leave Administrator: Request an Extended Absence on Behalf of an Employee

Time and Absence WorkCenter provides a central area to access the most used time and
absence related activities. It enables managers to access various pages and keep multiple
windows open while doing their daily work.

The activities provided within the Time and Absence WorkCenter include Approving, Reporting,
viewing time and absence related transactions, queries and reports.

In conjunction with the TL/ABS Approver role, you also have an add-on role, HR Leave
Administrator, which affords some access to medically sensitive information. The HR Leave
Administrator role can initiate requests on behalf of employees for Bone Marrow Donor, Organ
Donor, Sick Leave Advancement, Extended Leave and view Leave Pool Transfer History.

3) Click the Extended Absences drop-down arrow and select Request Extended Absence.

Time and Labor WorkCenter

Scope Q {3

v My Scope

v My Work
Exceptions
Allowable Exception
Fix Exception
v My Approvals

Approvals

b~ Links

Approve Time and Absence
Manage Time and Absence
Absence Processing

Leave Donations

Extended Absences

Administer Extended Absence

Request Extended Absence
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Leave Administrator: Request an Extended Absence on Behalf of an Employee

4) Click in the Empl ID field and enter the USC ID for the employee you are canceling the absence
for. If you don’t know the employee’s USC ID, click the magnifying glass to go to the search
page. Select the employee from the list or search by name. Click the Search button.

v My Scope Request Extended Absence

Find an Existing Value

|- My Work
Exceptions ~ Search Criteria
hd Enter any information you have and click Search. Leave fields blank for a list of all values.
Allowable Exception ;
‘DRecent | Choose from recent searches V| /ASBVEd Choose from saved searches
Searches Searches

Fix Exception
- My Approvals Empl ID | begins with v| |
Approvals v Empl Record | = v‘ | |
|~ Links D Name | begins with V| | |

Approve Time and Absence

Last Name | begins with V| | |

Manage Time and Absence

Absence Processing SecondBastHame | begins with “| | |

Leave Donations - Alternate Character Name | begins with v| | |

Extended Absences

Middle Name | begins with | | |

Administer Extended Absence

~ Show fewer options
Request Extended Absence .
[ Case Sensitive

5) Click in the Start and Expected Return to Work Date fields and enter the appropriate dates.

Scope Q& New Window
v My Scope Request Extended Absence
v My Work HR Generalist
Enter Start Date, Expected End Date and Absence Take. Complete the rest of the required
Exceptions - information before submitting your request. If you are missing some information, save your
request for later to be able to add additional details
Allowable Exception
Fix Exception .
Extended Absence Request Details &
EMyApprovals *Start Date |04/106/2026 [F]|
Approvals o *Expected Return to Work Date |04/27/2026
« Links D Absence Type | Al v|
“Absence Name | Select Absence Name v
Approve Time and Absence - | |
Manage Time and Absence -
Absence Processing o
Leave Donations -
Go To View Extended Absence Request History View Absence Balances

Extended Absences o Return to Search List

Administer Extended Absence * Required Field

Request Extended Absence
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March 2026 - Page 3 of 10



Leave Administrator: Request an Extended Absence on Behalf of an Employee

6) Click the Absence Type drop-down arrow and select Family and Medical Leave Act (FMLA)
from the list.

Request Extended Absence

HR Generalist

Enter Start Date, Expected End Date and Absence Take. Complete the rest of the required
information before submitting your request. If you are missing soame information, save your
request for later to be able to add additional details.

Extended Absence Request Details @

*Start Date |04/06/2026 [

*Expected Return to Work Date ‘04)‘2?}2028 ‘

Absence Type ‘ All v‘

*Absence Name . .
Family and Medical Leave Act

7) Click the Absence Name drop-down arrow and select FMLA from the list.

Extended Absence Request Details @

“Start Date |04/06/2026 [=]|

“Expected Return to Work Date |04f2?f2026 ‘

Absence Type | Family and Medical Leave Act v‘

=Absence Name | Select Absence Name v‘

FIMLA
Select Absence Name

8) Click the Absence Reason drop-down list and select the appropriate reason for the extended
absence.

Extended Absence Request Details @

*StartDate |04/06/2026 [ |

*Expected Return to Work Date |04f2?.’2026 |

Absence Type | Family and Medical Leave Act v|
*Absence Name | FMLA v|
*Ahsence Reason | Select Absence Reason v

Current Balance Birth, Adoption or Foster Care

FMLA Eligibility (Administrator) Famly Serious Health Condition
Military-Fam lliness/Injury

Military-Qualifying Exigency
| Own Serious Health Condition
Additional Questions: Parent Serious Health Cond.

Select Absence Reason
« Are you a transfer from ancther statd i ———

]
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Leave Administrator: Request an Extended Absence on Behalf of an Employee

9) Review the Additional Questions section and select if Yes; leave blank if No.

10) Scroll down to the bottom of the page and click the Save for Later button. Saving for later will
provide the Medical Certificate link giving you the ability to upload required documents to
support the extended leave request.

Additional Questions:
* Are you a transfer from another state agency or state funded University? O
*» Does your spouse work for the same company? O é____
» Does your spouse work for another state agency or state funded University? O
+» According to HR 1.07 FMLA policy, you are required to use sick leave during your own serious health condition. If your sick leave O
balance is insufficient, will you use annual leave?
Absence Requests
Absence Request ®
| m | | Q | View All
Absence Requests Status Start Date End Date Process Action Voided
Bone Marrow Submitted 04/06/2026 04/06/2026 MNormal
Requestor Comments e
)
Go To View Extended Absence Request Histary View Absence Balances
l Submit l | Save for Later I Return to Search List

* Required Field
*Disclaimer The current balance does not reflect absences that have not been processed.

1) Click the OK button to save the request.

Request Extended Absence
Save Confirmation

‘/ The Extended Absence Request was successfully saved. The request must be
submitted in order for it to be approved.

(Continued on next page)
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Leave Administrator: Request an Extended Absence on Behalf of an Employee

12) Notice the Medical Certificate link is now available. Click the Medical Certificate link to upload
the required supporting documentation and add notes.

Request Extended Absence

HR Generalist
View Request Status and Approval Details

Extended Absence Request Details @

Request 490673

“Start Date |04/06/2026

*Expected Return to Work Date ‘041’27#2026 ‘

Absence Type ‘ Family and Medical Leave Act v‘
*Absence Name | FMLA v|
Other Documents
*Absence Reason ‘ Own Serious Health Condition V‘ i1 Medical Certificate (0)

Current Balance 450.00

Status Saved
FMLA Eligibility (Administrator)

13) Click the Entry ID lookup button.

Maintain Attachments *

Existing Document Definitions

(~)instructions

Listed here are the attachments, notes and urls that have been recorded. New attachments, notes and urls can be added, and existing
attachments, notes and urls can be viewed and/or updated.

~ Selection Criteria

EmplID:
Employee Record Number: 0
Transaction Number: 400673

Medical Certificate
Entry ID Q

Select an Entry ID to be able to add attachments, notes and/or urls.

Go To Exiended Absence Request
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Leave Administrator: Request an Extended Absence on Behalf of an Employee

14) Click the KOW_MEDCERT Authorization Entry ID option.

Look Up Entry ID X

Configuration ID KOW_MEDCERT_LNK
Authorization Entry ID ‘ begins with v‘

‘ Clear H Cancel ‘ Basic Lookup

Search Results

View 100

Authorization Entry ID

KOW_MEDCERT

15) Click the Add Attachment button and follow the steps to upload supporting documentation.

Maintain Attachments X

Y

Existing Document Definitions

~ |nstructions

Listed here are the attachments, notes and urls that have been recorded. New attachments, notes and urls can be added, and existing
attachments, notes and urls can be viewed and/or updated.

v Selection Criteria

EmplID:
Employee Record Number: 0
Transaction Number: 490673
IMedical Certificate
Entry ID |KOW_MEDCERT Q ‘
Medical Certificate
Add Attachment [ Add Note ]

Go To Extended Absence Request

(Continued on next page)
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Leave Administrator: Request an Extended Absence on Behalf of an Employee

16) Click in the Subject field and enter an appropriate description. Notice the attachment has
been uploaded. Click the Save button.

v Instructions

v Selection Criteria

EmplID:

Employee Record Number:

Transaction Number:

Entry ID

Sequence

Created

Document Definition - New Attachment

You have chosen to enter a new attachment.

N83444912

490673

KOW_MEDCERT
1

04/06/26 11:15AM

Last Updated 04/06/26

*Subject || Medical Leave Documentation

Attachment Absence_Documentation.docx

l View Attachment

Save |

11:15AM

Optional. Click in the Subject field and enter an appropriate description and click in the
Note Text field and enter additional information related to the extended request. Click Save.

v Instructions

You have chosen to enter a new note.

v Selection Criteria

EmpliD:
Employee Record Number:

Transaction Number:

Document Definition - New Note

490673

KOW_MEDCERT
0

04/06/26 11:15AM

Last Updated 04/06/26

Entry ID
Sequence
Created
*Subject |
*Note Text ‘
Save l

11:15AM
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Leave Administrator: Request an Extended Absence on Behalf of an Employee

17) Click the Extended Absence Request link to return to the Request Absence Request page.

Attachments

B Ql
Select Sequence Created Author Entry ID Subject Status
04/06/2026 . . Medical Leave .
O 1 11-15AM Medical Certificate Documentation Active
04/06/2026 . .
2 11-29AM Medical Certificate Test

Select All Deselect All

Delete

| Go To Extended Absence Request |

18) Click Submit. Click the Yes button to confirm you would like to request the extended absence
on behalf of the employee.

Confirmation Page Absence EA b4

Request Extended Absence
Submit Confirmation

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

- ][ =

19) Click the OK button to confirm successful submission.

Submit Confirmation

Request Extended Absence
Submit Confirmation

‘/ The Extended Absence Request was successfully submitted.

OK

(Continued on next page)
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Leave Administrator: Request an Extended Absence on Behalf of an Employee

20) The Extended Leave Request is now submitted and waiting for Leave Administrative at the
Central Benefits Office.

Request Extended Absence

B

D Status

Saved For
Later-Not
Submitted

Submitted

Absence Request (&)

®][3]

Absence Requests Status Start Date End Date

Submitted 04/06/2026 04/06/2026

Request History

Name Date Comments

04/06/2026

04/06/2026

Leave Administrator

Duration

7.5 Hours

Absence Management:Pending

Leave Administrator

Pending
© Multiple Approvers

Absence Management Leave Admin

* Required Field
*Disclaimer The current balance does not reflect absences that have not been processed.

Source

lManager
Absence
Request

View All

Process Action | Voided

Normal

You successfully learned how to request an extended absence request on behalf of an
employee as a Leave Administrator!
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