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Leave Administrator: View Extended Absence Request History

How to view extended absence leave request history: This job aid outlines how a TL/ABS
Approver with the HR Leave Administrator role can view extended absence request history for a
specific employee.

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

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

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 and
extended leave history.

3) Click the Extended Absences drop-down arrow and select Request Extended Absence.
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Leave Administrator: View Extended Absence Requests

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.
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5) To view a history of the employee’s extended leave requests, click the View Extended Absence
Request History link.
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Enter Start Date, Expected End Date and Absence Take. Complete the rest of the required
information before submitting your request. If you are missing some information, save your
request for later to be able to add additional details
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Leave Administrator: View Extended Absence Requests

6) Click the FMLA link for the request you would like to review.

Absence Self Service Req Hist X

Extended Absence Request History

HR Generalist

Specify the date range of interest. To retneve a complete history, leave From and Through
dates blank and use the Refresh push button. Select the absence name link to view request
details. Select edit button to modify or delete the request

From 0410622025 [t]| Through |04/06/2027 ]|

Extended Absence Request History
| 5lq | View Al

Absence Name Status Start Date E:?:cted RetumiolWork Source

FMLA Submitted 04/06/2026 04/27/2026 Administrator Extended Absence

Return to Extended Absence Request

7) To view where the request is in the approval process, scroll down to the bottom of the Absence
Self Service Request History page. Notice this request is still waiting for Leave Administrator
approval at the Central Benefit's Office.
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Leave Administrator
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8) Scroll back up to the top of the page to review the details. Click the Medical Certificate link to
view documentation and any notes that may be attached to the request. Notice there are two
attachments available to view.

Extended Absence Request History

Extended Absence Request Details

HR. Generalist
View Request Status and Approval Details

Extended Absence Request Details (®

Request 490673
Request Date 04/06/2026
Start Date  04/06/2026

Expected Return to Work Date  04/27/2026

Absence Name FMLA

Absence Reason Own Serious Health Condition

Other Documents
@ Medical Certificate (2)

Current Balance 450.00
Status  Submitted
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Leave Administrator: View Extended Absence Requests

9) To view the attachments and/or notes, click the Subject links. To return to the Extended
Absence Request History page, click the Extended Absence Request link.

Attachments
EIEY
Select Sequence Created Author Entry ID Subject Status
— 04/06/2026 . . edical Leave .
] 1 11.15AM edical Certificate Documentation Active
04/06/2026 - _
2 11-29AM Iedical Certificate Test Deleted

| Go To Extended Absence Request

10) Click the Return to Extended Absence Request History link at the bottom of the page.

Request History

E

Status Name Date Comments
Saved For

Later-Not 04/06/2026

Submitted

Submitted 04/06/2026

Leave Administrator
Absence Management:Pending

Leave Administrator
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© ple App

Absence Management Leave Admin

Return to Extended Absence Request History

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

1) Click the next FMLA link for another request if applicable. When a review of all FMLA requests
is complete for a specific employee, click the Return to Extended Absence Request link.

Extended Absence Request Details

HR Generalist

Specify the date range of interest. To retrieve a complete history, leave From and Through
dates blank and use the Refresh push button. Select the absence name link to view request
details. Select edit button to modify or delete the request.
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Leave Administrator: View Extended Absence Requests

12) From here you can click the Request Extended Absence option to request an extended
absence, review the extended absence request history for another employee, or complete
additional work within the Time and Absence WorkCenter.
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Reported Time (203"
R
Absence Request .C 5) HR Generalist
- Enter Start Date, Expected End Date and Absence Take. Complete the rest of the required
Cancel Absence .C1> information before submitting your request. If you are missing some information, save your
N request for later to be able to add additional details
v Links

Approve Time and Absence Extended Absence Request Details &

~

Approve Multiple Absence Requests ~Start Date ‘|
TLABS Administrator Monitor Approva *Expected Return to Work Date ‘|
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- Queries * Required Field

You successfully learned how to view extended absence request history for an employee!
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