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How to approve absence and cancel absence requests:
This job aid outlines how a TL/ABS approver can approve absence and cancel absence requests initiated from the Request Absence tile. A TL/ABS approver has the
ability to search for employees in their designated department(s) in the Time and Absence Workcenter to include approving, reporting, and viewing activities.

Navigation: Employee Self Service > My Workplace > Time and Absence Workcenter

Processing Steps Screenshots
plo Q @

Step 1: On the Employee Self Payroll Personal Details| My Workplace Benefit Details
Service landing page, click the . Crplopes S Somin &
Choose Other Homepages drOp m USC Central HR Administrator [ + ﬂ
down-arrow and select My
Workplace from the list. LastPay Date 04/30/2021

USC Profile Time and Absence

@« «©

SOUTH CAROLINA ™ My Workplace
Step 2. CIle the Tlme and Time and Absence Workcenter COVID-19 Campus Leave Workctr | ePAF Homepage
Absence Workcenter tile. — —

Swdent Initiator Reponts Affiliate Actions Homepage Benefits Enrollment Homepage
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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.

Step 3: Click the Approve Time
and Absence drop-down arrow.

Scope
* My Scope
« My Work
Exceptions
Approvals
= Links
Approve Time and Absence
Manage Time and Absence
« Queries
Time and Labor

Absence Manageent

« Reports/Processes

ce
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Step 4: Click Approve Multiple

Scope co .
Absence Requests from the Sl seon Multiple Absence Requests
0pt|0ns I|St. « My Work » Search
Exceptions equests
Step 5: Click the Expand Page Approvals Absence Requests
icon to see a full view of the - Links " A :
. . . Absence Detail Forecast Com I
Enter Time page. This will reduce Approve Time and Absence ERESESR | Mot || Commans
t h e a m O u nt Of SC rol I | ng yO u W| I I Approve Reported Time Select *Employee ID Name Job Title *Start Date *End Date *Absence Name Reason Duration Attachment Balance
have to do to com p lete the task. l Approve Multiple Absence Requests ] X70871078 j:::;:: 08/1172021 0811112021 Sick Leave Persona 8 Hours 87.08 Hours
Manage Time and Absence
K82035146 Sciiieinive 081172021 08/11/2021 Sick Leave Persona 75 Hours 633.00
v Queries Coordinator Hours
Time and Labor "
l“ ] K83925146 T 08/18:2021 08/18/2021 Annual Leave Persona 7.5 Hours Ak
Absence Manageent -
~ Reports/Processes X70871078 Fnsnash 06/2872021 08/28/2021 Annual Leave Persona 8 Hours 1400
Associate Hours
e A D
Approver Cc 2.4
Approve Deny Push Back Forecast
Approve an Absence/ Cancel Absence Request 3 June 2021
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When you click the Approve
Multiple Absence Requests link a
list of all absence requests
entered for employees that you
have access to will be listed here.
Validate each employee’s
absence details before taking
action.

The list will only include
approvals up to 3 months. If you
want to see a future dated
absence beyond 3 months the
end date will need to be
changed.

Step 6: To change the end date,
click the Search drop-down
arrow to view additional search
fields.

Step 7: The status defaults to My
Pending. You can selct to view
absences in the status of
approved, denied, or pushed
back.

Step 8: Enter an end date in the
Through Date Field.

Step 9: Click the Search button.

Multiple Absence Requests

[Flsearcn
Work Flow Status | My Pendings v

From Date |03(16/2021 = Through Date |09/12/2021
Multiple Absence Requests
*» Search
Absence Requests
m Q
Absence Detail Foracast Comments | b
Select *Employes ID Name Job Title *Start Date *End Date *Absence Name  Reason Duration Attachment Balance Entry Source  Status
Researo n Employes
a XT0871878 P 08/11/2021 08/11/2021 Siok Leave Persona 8 Hours 87.08 Hours Absence
e Request
- Employes
] K83928148 Ak 08/11/2021 08/1112021 Sick Leava Persona 7.5 Hours 033.00 Absence
Coordinatt Hours R
equest
41045 Empioyes
] K83928148 081812021 0811812021 Annual Leave Persora 7.5 Hours 4o Absence
aurs Request
- Employesa
X70871078 Research 00/28/2021 0012872021 Annual Leave Persana 8 Hours 207.00 Absence Submitted
Associate Hours Re
quest
Approver Comments
Approve Deny Push Back Forecast
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Approvers can take one of the
following three actions by
clicking the associated button:

Multiple Absence Requests

e Approve: The absence request » Search 1-5of 11 w| kPl
is approved.
e Deny: The absence request Absence Requests
has been denied. Enter an i .
appropriate comment SRR | Pt || She® | M
notifying the employee of the Select *Employee ID Name Job Title *Start Date *End Date *Absence Name Reason Duration Attachment Balance Entry Source Status
reason for denial. [a | xrsrore P e ovnmz | Sckieswe ehous wosross e
e Push Back (needs rework): -
The request is neither L] K82035148 Toranrh 080112021 08/1112021 Sick Leave Persona 7.5 Hours e Poey ig&iﬁ? bmit
approved. rTor dgmed ) Yqu o | | kesessree aameisvatve o oo a2t |Avositame | Peso 15 o 41045 b -
need additional information, Gosrdinatar Request
or the request requires o | xwsriors Rasearch hoez2 b2 Amualleas  Fersona oHous 20700 Ab:”l“
correction. Enter an —
appropriate comment to R — -
notify employee of the reason )
and specify any additional — — — '
information needed.
Step 10: After reviewing all of the
request details, click to select
each of the Absence Requests
and click the Approve button.
Note: Use the View All link to the
expand the list to view all
absences pending approval.
Approve an Absence/ Cancel Absence Request 5 June 2021
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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 an Absence/ Cancel Absence Request 6 June 2021
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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)

Approve an Absence/ Cancel Absence Request 7 June 2021
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Notice the Absence Requests are
approved.

Step 13: To approve any
cancelled absence requests, click
the Cancel Absence Requests
link.

Multiple Absence Requests

» Search

Absence Requests

m Q
Absence Detail Forecast Comments I»
Select *Employee ID Name Job Title *Start Date *End Date *Absence Name Reason Duration Attachment Balance Entry Source
= Empioyee
X70871078 m__— 08/11/2021 0811172021 Sick Leave Personal 6 Hours 87.08 Hours Absence
Associate Request
S : Employee
K83925146 sy 081172021 081112021 Sick Leave Personal 7.5 Hours View 033.00 Absence
Coordinator Hours Request
Administrati 410.45 Employee
KB2025146 eyl 08/18/2021 08/182021 Annual Leave Personal 7.5 Hours Absence
Coordinator deicd Request
- Employee
X70871078 Resesrch 08/28/2021 08/28/2021 Annual Leave Personal © Hours View 207.00 Absence
Associate Hours R
equest
Selact A Daseiect A
Approver Comments 2 4
Deny Push Back Forecast

Status
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Validate each employee’s cancel
absence details before taking
action.

Approvers can take one of the
following two actions by clicking
the associated button:

e  Approve: The cancel absence
request is approved.

e Deny: The cancel absence
request has been denied. Enter
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.

Multiple Absence Requests

» Search

Absence Requests for Cancelation

" Q
Absence Detail Forecast
Select *Employee ID
E] X72003503

Comments

Name

Job Title

Administrativ
e Coordinator

*Start Date

06/01/2021

*End Date

06/01/2021

*Absence Name

Sick Leave

Reason

Personal

Duration

3 Hours

Attachment

Enkry Status Cancel Reason
Source

Employee
Absence
Request

|

Emplo]
Authoriz]
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Step 15: Click the Yes button to
confirm you would like to approve
the selected cancel absence
requests.

Step 16: 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 spproved. (0.0)5.
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Notice the Cancel Absence
Request is approved.

Step 17: Click the Expand Page
icon to view the workcenter’s left
navigation to continue viewing,

Multiple Absence Requests

» Search

Absence Requests for Cancelation

B Q
entering, and/or approving RERRRTRall | Forecest | | Comrarss | 0
timESheetS a nd a bsence req UestS. Select *Employee ID Name Job Title *Start Date *End Date *Absence Name  Reason Duration Attachment 5:::}“ Status Cancel Reason Am:z
Administrativ Employee
X72002503 e Coordinator 08/01/2021 06/01/2021 Sick Leave Persona 3 Hours ew Absence
Request
Approver Comments ‘¥
Approve Deny
You successfully learned how to
approve an absence and cancel
absence requests.
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