UNIVERSITY OF

South Carolina
Absence Management Job Aids

Manager Self Service: View Absence Requests

How to view absence requests for an employee: This job aid outlines how a manager can view
absence requests for an employee. A manager has the ability to search for direct and indirect
employees in the Time and Absence WorkCenter to include approving, reporting, and viewing
activities.

Navigation: Employee Self Service > Manager Self Service > Time and Absence WorkCenter

1) On the Employee Self Service landing page, click the Choose Other Homepages drop-down
arrow and select Manager Self Service from the list.
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2) Click the Time and Absence WorkCenter tile.
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Time and Absence WorkCenter Remote Worker
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MSS: View Absence Requests

Time and Absence WorkCenter provides a central area to access the most used time and
absence related activities. It enables TL/ABS Approvers 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.

3) Click the Manage Time and Absence drop-down arrow.

4) Click the View Absence Requests tab.

Time and Labor WorkCenter

Approve Time and Absence

Manage Time and Absence

Timesheet

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar

Manage Absences

View Absence Requests

Absence Balances

Cancel Absences

5) 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.

View Requests

Empl IDH Q ||

Approve Time and Absence o

Manage Time and Absence -

Timesheet

Payable Time Summary

Select Employees
Payable Time Detail

?|3
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Leave and Compensatory Time

Weekly Time Calendar -

IMianage Absences .Inh Title Status Position Type

Active Employee

View Absence Requests
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MSS: View Absence Requests

6) Click the Employee row.

View Requests

Empl ID Q
Approve Time and Absence -
Manage Time and Absence -
Timesheet
Payable Time Summary
Payable Time Detail Select Employees |1i"|'
o
Leave and Compensatory Time —
Weekly Time Calendar ( )
Ivlanage Absences .Inb Title Status Position Type
Active Employee
View Absence Requests |
7) The View Request page provides a list of the employee’s absence requests. Click a specific
request to view the details.
View Requests 24 rows
Sick Leave
App[oved 03/27/2026
Manager Absence Request 7= Hours >
Mot Processed
Eligible
Sick Leave 01/07/2026
D Approved 3 Hours 3
Eligible Processed
Sick Leave 01/06/2026
Approved 7.5 Hours 3
Eligible Processed

(Continued on next page)
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MSS: View Absence Requests

8) On the details page you can view:

Absence Name

Reason

Start and End Date

Duration

Status

Eligibility Results

Cancel Details if applicable (this request has been canceled and waiting for manager
approval)

e Balance Information

10 I;;\;:live
FTE | 620130-HR OPERATIONS AND SERVICES ADM
Return to View Requests

Cancel Absence

Start Date 03/27/2026 End Date 03/27/2026
Absence Name Sick Leave Reason Personal
Balance 58.96 Hours
Partial Days None >
Duration 7.50 Hours Status Approved
Eligibility Results Eligible View Eligibility Details
Comments

Attachments

You have not added any Attachments.

9) Click Request History

Processing Details

Status Not Processed

Request History >

Approval Chain >

10) On the Request History page, you can follow the status of the request. The employee is the
requestor, and the Manager or TL/ABS Approver is the Approver.

Request History X

Status Submitted Absence Request

Requestor

Date 03/31/2026

Status Approved Absence Request

Approver

Date 03/31/2026
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MSS: View Absence Requests

1) Click the X to close the Request History page and return to the Details page.

12) Click Approval Chain.

-
10 | Active

FTE | 620130-HR OPERATIONS AND SERVICES ADM
Return to View Requests

Cancel Absence

Start Date 03/27/2026 End Date 03/27/2026

Absence Name Sick Leave Reason Personal

Balance 58.96 Hours

Partial Days None >

Duration 7.50 Hours Status Approved
Eligibility Results Eligible View Eligibility Details
Comments

Attachments

You have not added any Attachments.

Processing Details

Status Not Processed

Request History >

Approval Chain >

13) On the Approval Chain page, you view where the request is in the approval process. Click the
X to close the Approval Chain page and return to the details page.

Approval Chain X

v Absence Management Approved

& Approved

—
Supervisor & Abs Approver SQL >
03731726 12:56 PM

14) Click the Return to View Requests link to return to the View Requests page.

___IG)
10| Active
FTE | 620130-HR OPERATIONS AND SERVICES ADM

IReturn to View Requestsl

Cancel Absence

Start Date 03/27/2026 End Date 03/27/2026

Absence Name Sick Leave Reason Personal
Balance 58.96 Hours
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MSS: View Absence Requests

15) Select another request to view or return to the Time and Labor WorkCenter drop down menu
where you can continue to enter, request and/or view time and absence information.

16) Click the Return to Select Employee link to search for another employee or View Absence

Requests to move on to another task that you need to complete within the Time and Absence
WorkCenter.

Time and Labor WorkCenter

Approve Time and Absence -
Manage Time and Absence " 0] Active
FTE | | 620130-HR OPERATIONS AND SERVICES ADM
Timesheet I Return to Select Employee I
Payable Time Summary View Requests 24 rows
Payable Time Detail | = |
Sick Leave
Leave and Compensatory Time
Approved
Weekly Time Calendar Manager Absence Request 75 Hours >
) Not Processed
Manage Absences Eligible
View Absence Requests I Sick Leave
Approved 3 Hours 3
Absence Balances -
Eligible Processed
Cancel Absences
Sick Leave
Absence Processing - Approved 75 Hours s
Absence Event Eligible Processed
Create Overrides Sick Leave
Approved
75H
Calculate Absence and Payroll ours >
Eligible Processed
Results by Calendar Group
Sick Leave
Mng Generated Positive Input Approved 2 Hours 3
Payee Status Eligible Processed

You successfully learned how to view absence requests for an employee!
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