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How to request apartial dayabsence
Thisjob aidoutlines how amanagercan request gartial dayabsenceon behalf of an employeeA manager has thability to search for direct and indirect
employees in the Time and Absence Waitkter to include approving, reporting, and viewing activities.

Navigation:Employee Self ServiceManager Self Service > Time and Absence Workcenter

Procestg Steps Screeshots

BN souTCAROLIN ~ Employee Self Service
Step 10n thEEmp|Oyee Self SGI’VIC( Time and Absence Payroll My Homepage Talent Profile
landing @ge, click the&Choose Other [omsasm |
Homepagesdrop-down arrow and ) P &
selectManager Self Servicigom the
list. | Last Pay Date 04/30/2021

Benefit Details USC Profile
+ @«

Step 2:Click theTime and Absence | [T » Manager Self Service
WO rkce nte r tl I e . Manager Dashboard Approvals

|| Time and Absence Workcenter !
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Time and Absenc&/orkcenter < Mansger Sel Sevice Pending Approvals
provides a central area to access th| | == ce
most used time and absence relatec ' . .
activities. It enablesnanagergo —— Reported Time Quarty o Aol 000 Hows Aoes
access various pages and keep R 1 |
multiple windows open while doing | |7 e
thell’ dally WOI’k . 08/07/2021 - 08/11/2021 08/07/2021
The activities provided within the :w:m* =
Time and Absencé/orkcenter .
include Approving, Reporting, N
viewing time and absence related Rosence Manageent ‘
transactions, queries and reports. A — u

Step 3:Click theManage Time and
Absencedrop-down arrow.
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Step 4.ClickRequest Absencéom
the options list.

Step 5:Click in theEmpl IDfield and
enter the USCID for the employee
you are creating the absence for.

Step 6:Click theSearchbutton.

Step7: Click theEmployeerow to
open the Request Absence page

Scope ¢ @& | search Option

* My Scoy

« My Work

[icemen] i
Exceptions . —

Approvals Acting As | Depariment ChairProfessor W

« Links
Approve Time and Absence
Manage Time and Absence
Timeshest
Payable Time Summary
Payable Time Detail

Leave and Compensatory Time

Waskly Time Calandar u

Request Absence |

Wiew Absence Requests

Scope C & | search Option
v My Sco
= EmplID | XT: Q
« My Work
| seren || _crr |
Exceptions
Approvals . ActingAs | Department ChairiProfessor v
w Links Select Employee o
Approve Time and Absence
Name / Title / ID - Record Directs / Total Status / Type Department / Location
Manage Time and Absence
Timesheet Adrinistrative Coordinator | & Active DEPARTMENT OF EXERCISE SCIENCE
22 Employee Public Health Research Center
Payable Time Summary

Payable Time Detail

Leave and Compensatory Time

Weekly Time Calendar u

Request Absence
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Step8: Click theExpand Page&on to
see a full view of the Enter Time
page. This will reduce the amount o
scrolling you will have to do to
complete the task.

w Links

Weekly Time Calendar
Request Absence
View Absence Requests
Absence Balances

v Queries

Time and Labor

Absence Manageent

w Reports/Processes

co

Request Absence

A Q0o
Related Information

Add Analytics
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Step9: Click theAbsence Name
drop-down arrow and select an
absence type.

This will only display absence types
that are associated witthe
SYLX 2 &igifig.a

Please refer to the Absence Type 0
page document.

Step10: Click theReasordrop-down
arrow and select an appropriate
reason for the leave.

Note: Not all absence types have th
reason field.

¢ Time

Request Absence

Job Record Administrative Coordinator |

—
*Absence Name | Select Absence Name

Administrative Leave

Amer. Red Cross Crt. Disaster

Annual Leave

Blood Drive and Donation

Bone Marrow

Court Leave

Death in Immediate Family

Leave of Absence (LWOP)

Mandatory Furlough

Military Leave

Organ Donor Leave

aﬂmc.e.um_]
r Sick Leave

Sick Leave Advance

Voluntary Furlough

Voting Leave

»

‘ Submit |

Attachments

ou have not added any Aachments.

Balance Information

Add Attschment

View Balances

View Roquests

Discl

Lsimar The euent balance Goss not reflect absanses (hat have

Job Record  Adminstrative Ceordinator |

Check Eligibility

Comments

As O 05/3/2021 3563 Hours*

Request Absence

Request &Partial DayAbsence
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Step11: Enter or select th&tart Dateof Q-
the absence.

Step12: For absences of less than a ful
day, click thePartial Dayoption to enter
the number of hours that yoare
requesting to beabsent.

Request Absence

Job Record Administrative Coordinator I
*Absence Name | Sick Leave v
*Reason | Personal v

*Start Date |06/01/2021 =

End Date

Duration |7.50 Hours

Select the first day of the absence even

Partial Days MNone

The field option defaults to the current
date. If there's a break in the absee,
enter each event separately. For
example, ithe employee i®ut sick for oo ot st any At
two days, return to work for three days, e

and are out sick again, enter two absen| | sewnce mormation
events. If the absence includes a
weekend (say, Thursday to Monday),
enter one absence event. View Requests

Attachments

Check Eligibility

Comments

As Of 06/31/2021 36.63 Hours**

Disclzimer The current balsnce does not reflect absences that have not been processed

Future dated absences can be entered
months in advance of the planned
absences.

You can go back and enter absences th
occurred60 days prior to the current day

Note: An end date is not needed unless
you are requesting multiple days of leay

Request &Partial DayAbsence
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Stepl13: Click thePartial Daysddrop- e kb -
down arrow and select the applicable suome |
Optlon N . il(‘ri”.ljl Administrative Coordinator |
1 All Daysg Indicates that every day of t:sosoom :
absence is a partial day. ez —
1 Noneg Indicates that all days are ful A o — o)
days at your regularly scheduled pariaiDays N R ] >
hours. ! I
1 Start Day Only Indicatesthat every
day of the absence with the e
exception of the first day waes full b me i e et
day off. Add Attachment

Stepl4: If the Start Day is less than half
day, click the tart Day is Half Day buttor
to toggle to no.

Request Absence

Job Record Administrative Coordinator |
. *Absence Name = Sick Leave w
If the absence is for a half day, leave th R = =
button at yes and the system will “StartDate 060172021
populate the duration hours for you. It End pate @
will populate half of what you are cursion 7] 1% Fertalpays =)
SCheduled tO WOI‘k e Partial Days | Start Day Only +

Start Date 06/01/2021
Step15: Click in theDuration Hoursfield ) Hous

and enter the partial hours.

Attachments

“You have not added any Attachments

Step B: Click theDonebutton to Add Atachment
Complete the request Balance Information

Request &Partial DayAbsence 7 June2021
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Stepl7: Click theCheck Eligibilityoutton
to determine ifthey are eligibleto take
the leave.

Two possible messages will be returned

1 ELIGIBLEeansthey have the leave
available.

1 INELIGIBLEeansthey do not have
the leave balance available for the
request.

If the absence is for leave types other
than annual or sick leave, you will not s
this Check Eligibility button. However, if
the other leave typeife. death in the
immediate family leave) has a limit per
Uof SC policy, an error message will
appear if your request exceeds the
established limit.

Step18: A message appears saying yol
are eligible. Click th&Kbutton to
continue.

¢ Time Request Absence

Job Record Administrative Coordinator |
*Absence Name | Sick Leave b4

*Reason | Personal

<

*Start Date | 06/01/2021
End Date

Duration | 3.00 Hours

Partial Days Start Day Only

Check Eligibility

Attachments

You have not added any Attachments.

Add Attachment

Request Absence

Job Record Administrative Coordinator |

*Absence Name | Sick Leave b
*Reason | Personal v

*Start Date | 06/01/2021
End Date |06/01/2021

Duration | 3.00 Hours

Partial Days Start Day Only

Check Eligil

ELIGIELE
Date Time: June 01,2021 at 17:39

Attachments

You have not added any Attachments.

Request &Partial DayAbsence
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Step19: Click theView Eligibility Details
link to view the details.

If CheclEligibilitycomes back Ineligible,
an ineligible reason will be provided on
this Eligibility Details page.

Step20: Click theXto close the page to
continue the absence request.

¢ Time Request Absence

Job Record Administrative Coordinator |

*Absence Name | Sick Leave v
*Reason | Personal v
*Start Date | 06/01/2021 =

End Date | 06/01/2021

Duration | 3.00 Hours

Partial Days Start Day Only

Check Eligibility

View Eligibility Details

Comments
Attachments
You have not added any Attachments.

Add Attachment

Request Absence

Job Record Adminisirative Coordinator |

*Absence Name | Sick Leave v
*Reason | Personal ~
Eligibility Details
Sick Leave Enfiflements e
oy  SickLeave Tokes aa
Sick Leave Balance -
@  Forecasting Eligibilty g

I
Attachments Ineligible Date

You have not added any Atachments
Add Attachment Ineligible Reason
Balance Information

Asofd

View Balances

View Requests

Disclamer The curment balance coss not reflect absarces st have not been procesEed
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Step21: Click in theCommentsfield and | [
enter additional informatio.

Attachments

You have not added any Attachments

Note: If attachments are required for thg | | auwascnmen

Request Absence
Job Record Administrative Coordinator |
*Absence Name | Sick Leave v
*Reasc Personal v
*Start Date |06/0122021 =
End Date | 06/01/2021 5]
Duration |3.00 Hours
Partial Days Start Day Only
Check Eligibility | View Eligibility Details

»

Absence Type, a message will appear
asking you to upload supporting
documentation.

Step22: To add an attachment, click the
Add Attachmentbutton.

Attachments

You have not added any Attachments.

Add Attachment

Balance Information

Request Absence

Partial Days Start Day Only

Check Eligibility

As Of 05/31/2021 36.63 Hours™
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Step23: ClickMy Deviceto select the
appropriate documentation saved on
your computer.

Step24: Select the document and click
the Openbutton.

Attachments
You have nct added any Attachmants.

Add Attachment

Balance Information

Vigw Bazrces

View Reouess

*Start Date |0501/2021

Date |08012021

Duration |3.00

| Hous

C_t

My Device

File Attachment

Request &Partial DayAbsence
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