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How to approve absence and cancel absence requests:
This job aid outlines how a manager can approve an absence and cancel absence requests initiated from the Request Absence tile. 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
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UNIVER ui_‘n * Employee Self Service
Step 1: On the Employee Self e S _— S
ime an sence ‘ayrol jomepage alent Profile
Service landing page, click the e
Choose Other Homepages drop- ‘ po
down arrow and select Manager Fplojee Seifserfes

Self Service from the list. Last Pay Dot 04/30/2021

Benefit Details USC Profile

poy

Step 2: Click the Time and SOUTTERS o B

Absence Workcenter tlle' L
n
5

Absence Analytics ime and Asenceocemer i

Approve Absence/ Cancel Absence Request 1 June 2021




A

’fj [\_\ University of South Carolina
T . Absence Management - MSS
UNIVERSITY OF

South Carolina Approve Absence/Cancel Absence Requests

Time and Absence Workcenter < Manager Self Service Pending Approvals

provides a central area to access S:J\:sm ce

the most used time and absence

related activities. It enables e

managers to access various S

pages and keep multiple Rpprenata

windows open while doing their - Links

da”y work. Approve Time and Absence
Manage Time and Absence

The activities provided within the | |7@ueres

Time and Absence Workcenter Time and Labar

include Approving, Reporting, Asence Managzent

viewing time and absence related | [ ReportsiProcesses n

transactions, queries and

reports.

Step 3: Click the Approve Time
and Absence drop-down arrow.
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Step 4: Click Approve Multiple e — Multiple Absence Requests
Scope [ Gy u dew Window
Absence Requests from the
q ~ My Scope Multiple Absence Requests
options list.
« My Work } Search
. Exceptions Canoel Absence Requests
Step 5: Click the Expand Page
) i Approvals Absence Requests
icon to see a full view of the ® q
w Links
Enter Time page. This will reduce Abserce Detal || Forecast | [ Comeearss |
. . Approve Time and Absence .
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~ Reports/Processes X70871878 Research 08/28/2021 0a/28/2021 Annual Leave Personal 8 Hours e 207.00
Asspciate Hours
Selact A Deselect A
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Approver Comments

Approve Deny Push Back Forecast
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When you click the Approve Multiple Absence Requests

Multiple Absence Requests link a [Slsearc

list of your direct reports who

have submitted leave requests Work Flow Status

appears. Validate each From Date |03M6/2021 = Through Date |09/12/2021 =l

employee’s absence details

before taking action.

The list will only include
approvals up to 3 months. If you

Multiple Absence Requests

want to see a fUtUre datEd Multiple Absence Requests
absence beyond that the end N
date will need to be change the o pssanoe Resasts
date Absence Requests
B Q T
step 6: TO change the end date' Absence Detail Foracast Comments | b
C“Ck the Search drop_down Select *Employee ID Name Job Title *Start Date *End Date *Absence Name Reason Duration Attachment Balance Entry Source  Status
arrow to view additional search - Researcn — — S 5 ours e Tosrous  |ammme | submites
fields.
KE3935146 é:’c“m"]if;’fn‘:“e 08i11/2021 08/1172021 Sick Leave Personal 7.5 Hours View '5_30::"[:!5 E;i:;:e Submitted
= Request
Step 7: The status defaults to My n Emsioy
. . g « Adminisiative 08/18/20: ! Annual Leave Personal 7.5 Hours View 41045 panta Submitted
Pendlng. You can select to view a 53025148 o 0511872021 084182021 L 5 Hours {;;msl th
absences in the status of - Rasearcn zszz ovoRmr Amuallene  Persona o Hous o Rmenee it
approved, denied, or pushed — =
’ 7
baCk. Select A i S
Approver Comments *
Step 8: Enter an. end date in the — — —_ =
Through Date Field.

Step 9: Click the Search button.
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Approvers can take one of the
following three actions by
clicking the associated button:

e Approve: The absence request
is approved.

e Deny: The absence request has
been denied. Enter an
appropriate comment notifying
the employee of the reason for
denial.

< Manager Self Service

Multiple Absence Requests

} Search

Absence Requests

Multiple Absence Requests

e  Push Back (needs rework): The ® Q 1-5of 11 W ]
request is neither approved nor Absence Detail Forecast Comments | Il
denied .You need additiona| Select *Employee ID Name Job Title *Start Date *End Date *Absence Name Reason Duration Attachment Balance Entry Source  Status
information, or the request — Empioyes
. . X70871678 A;;nma:f 081172021 081172021 Sick Leave Personal G Hours. 87.08 Hours Absence Subrmitty
requires correction. Enter an Requsst
appropriate comment to nOtify KB3035148 e 08/11/2021 08/11:2021 Sick Leave Persons 7.5 Hours i ey by Submitied
Coordinator T - ours. T A
employee of the reason and et
SpeCify any additional m 53035148 ;gz‘(;‘f;é‘:"* 08182021 081872021 Annuzl Leave Persona 7.5 Hours e :':E_f i;‘:s:é:e Submitted
information needed. e
8 X70871078 e 082872021 o5/28/2021 Annual Leave Personzl 8 Hours e L f&iié? Submitted
: Aszociate : k - Hours ] ubrmitted
Select A Deselect A
Step 10: After reviewing all of the Appeaar Commants -
request details, click to select ¥
each of the Absence Requests Daoy fushbsck ot
and click the Approve button.
Note: Use the View All link to the
expand the list view all absences
pending approval.
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If a request needs to be denied
or pushed back it will need to be
selected separately to take the
appropriate action.

Step 11: Click the Yes button to
confirm you would like to
approve the selected absence
requests.

Approve Absence/ Cancel Absence Request 6 June 2021




Y
A
’_frj F_‘ University of South Carolina
1. Absence Management - MSS
LEreRaIc OF Approve Absence/Cancel Absence Requests
South Carolina PP h

Step 12: A message will appear
indicating the absences have
been approved successfully. Click
the Yes button to review and
approve the Cancel Absence
Requests.

Selectad Absence Requests were successfully aporoved. (0.0)
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Notice the Absence Requests are | [kt Multiple Absence Requests A Qv @
neaw
approved.
pp Multiple Absence Requests
¥ Search
Step 13: To approve an
p pp y Absence Requests
cancelled absence requests, click " Q
the Cancel Absence Requests Absancs Detail Forecast Comments | Ib
| i n k. Select *Employee 10 Name Job Title *Start Date *End Date *Absence Name Reason Duration Attachment Balance Entry Source Status
Empioyes
XT08T1078 zif““f“ 08/11/2021 08/11/2021 Sick Leave Personal & Hours 57.08 Hours Absence Approved
Associate Raquest
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Coordinator Hours Request
Administative " - 410,45 Emplojes
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Validate each employee’s cancel < Manager Sof Serviee Multiple Absence Requests
absence details before taking
action.

Multiple Absence Requests

» Search

Approvers can take one Of the Absence Requests for Cancelation
following two actions by clicking m Q

. Absence Detail Forecast Comments | I
the associated button: ]| ===
Select *Employee ID Name Joh Title *Start Date *End Date *Absence Name  Reason Duration Attachment ‘Zme Status Cancel Reason A:’é‘gr'“"
d Approve: The cancel absence E X72003503 e 080172021 08101/2021 Sick Leave Fersona 3 Hours View E:;{;:;:' Bl
. 1 uest =
request is approved. =

e Deny: The cancel absence
request has been denied. Enter u
an appropriate comment
notifying the employee of the
reason for denial.

®

Step 14: After reviewing all of the
request details, click to select each
of the Cancel Absence Requests
and click the Approve button.

If a cancel request needs to be
denied it will need to be selected
separately to take the appropriate
action.
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Step 15: Click the Yes button to
confirm you would like to approve
the selected cancel absence
requests.

Are you sure you want to Approve the selectad Absence Cancelation requests?

=10

Step 16: A message will appear
indicating the cancel absences
have been approved successfully.
Click the Yes button to review and
approve the Cancel Absence
Requests.

‘Selected Absence Requests were successfully approved. (0.0)5-
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Notice the Cancel Absence < Manager Self Service Multiple Absence Requests
Request is approved.
Multiple Absence Requests
Step 17: Click the Expand Page e
icon to view the workcenter’sleft | . e
. . . . . Absence Requests for Cancelation
navigation to continue viewing, 5 a
entering, and/or approving ey [y pr——
ti mes heets a n d a bsence req u eStS' Select *Employee 1D Name Job Title *Start Date *End Date *Absence Name Reason Duration Attachment E:Eryce Status Cancel Reason AE"h“s:ioz
Administrativ Employee
X72003503 e Coordinator 08/01/2021 08/01/2021 Sick Leave Personal 3 Hours View Absence
1 Request
! Approver Comments 2
Approve Deny
You successfully learned how to
approve an absence and cancel
absence requests.
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