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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. 

2) Click the Time and Absence WorkCenter tile. 

(Continued on next page) 
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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. 

(Continued on next page) 
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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. 

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

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

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

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

11) Click the OK button to save the request. 

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

13) Click the Entry ID lookup button. 
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14) Click the K0W_MEDCERT Authorization Entry ID option. 

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

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

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

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

19) Click the OK button to confirm successful submission. 

(Continued on next page) 
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20) The Extended Leave Request is now submitted and waiting for Leave Administrative at the 
Central Benefits Office. 

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


