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How to view absence balances and forecast balances for an employee:
This job aid outlines how a TL/ABS Approver can view absence balances and forecast balances for an employee. 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
@

Step 1: On the Employee Self Service Peyrol Personal Deais] 0 Benelit Detals
landing page, click the Choose Other ) - ]

— ., mployee Self Service - -
Homepages drop_down arrow and USC Central HR Administrator [ + ﬂ
select My Workplace from the list.

Last Pay Date 04/30/2021
s
USC Profile Time and Absence
o« «©

Step 2: Click the Time and Absence SOUTH CAROLINA I ~ My Workplace
Workcenter tlle COVID-19 Campus Leave Worketr | ePAF Homepage

[— —]

Student Initiator Reports 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 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 WorkCentre
include Approving, Reporting,
viewing time and absence related
transactions, queries and reports.

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

< My Workplace

Scope

« My Work
Exceptions
Approvals

Reported Time
w Links

Approve Time and Absence
Manage Time and Absence
Leave Donations
Extended Absences

~ Queries
Time and Labor

Absence Manageent

« Reports/Processes

Time and Labor WorkCenter

ce
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< My Workplace

Step 4: Click the Absence Balance
tab.

Scope

* My Scope

Step 5: To search for an employee, R
click in the the EMPL ID field and o

enter the employee’s USCID.

Approve Time and Absence
Manage Time and Absence
Step 6: Click the Search button. Trmesnest

Payable Time Summary

Payable Time Detsil

Weekly Time Calendar
Request Absence

Wiew Absence Requests

ce

Leave and Compensatory Time

Absence Balance

Empl e

Search Option

oen |

Acting As | Depariment ChairiProfessor

Absence Balances

<« My Workplace

Step 7: Click the Employee line.

* My Scope

« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Manage Time and Absence
Timesnest
Payable Time Summary
Payatle Time Detail
Leave and Compensatory Time
Weekdy Time Calendar
Request Absence
View Absence Requests

Absence Balances

Scope c -]

Absence Balance

Search Option

| Search H Clear |

Acting As = Department Chair/Professor v

Select Employee

Name | Title / ID - Record Directs | Total

Status / Type Position

Adminisirative Coordinator | -

fee 00137377
Employes

View Absence Balances and Forcast Balance
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Use the Absence Balances page to
view the employee’s absence
balances and forecast balance for
future dated absence requests.

Step 8: On the Absence Balances

page you can view:

e Average work hours per week
and day

e Current annual and sick leave
balances

e  Monthly accrual detail for the
current month

< My Workplace Balances

Scope
¥ My Scope
« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Manage Time and Ab

Timeshest

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weskly Time Calendar

Request Abzsence

P o

'®

Administrative Coordinator |

Retum to S

Calendar Year | 2021

Leave Data

Empl ID © Name < Leave Accrual Date © Avg.Work Hours per Week © Avg.Work Hours per Day

x72 12/01/2010 3750 750

Absence Balances

Absence Type Carried Forward Hours YTD Accrued Hours YTD Taken Hours Balances as of 05/31/2021 <

Annual Leave 87.880 50.800 40.75 108.020

Sick Leave 52.980 45.900 63.250 35.820

Monthly Accrual Detail

Month of Accrual < Annual Leave Hours © Sick Leave Hours ©
u May 10.160 9.380

View Absence Balances and Forcast Balance

June 2021




il

UNIVERSITY OF

South Carolina

University of South Carolina
Absence Management — TL/ABS Approver
View Absence Balances and Forecast Balances

Step 9: Scroll down the Absence
Balances page to view Other Paid
Leave and year to date hours taken
for each.

Be sure to read the **Disclaimer.
Note: Very important to note that

monthy accrual detail for 2021 starts
with August 1 and forward.

L\? < My Workplace Balances

Scope (! o
v Ay Scope

~« My Work

Exceptions

Approvals

w Links

Approve Time and Absence
Manage Time and Absence
Timeshest
Payable Time Summary
Payable Time Detail
Leave and Compenzatory Time
Weekly Time Calendar
Request Absenca
View Absence Requests

Absence Balances

« Queries

Time and Labor

Absence Manageent

« Reports/Processes

Calendar Year | 2021

Leave Data
Empl ID Name

X7 121012010

Absence Balances

Absence Type ©

Annual Leave
Sick Leave

Monthly Accrual Detail

Month of Acerual

May

Leave Acerual Date ©

Carried Forward Hours © YTD Accrued Hours ©

l‘{ear-lo-jale (YTD) Absence Record — Other Paid Leave I

Absence Type ©

Admin Leave

Red Cross

Blood Drive & Donation

Bone Marrow

Court Leave

Death OF Immn Family

Mandatory Furloug

Mil Leave

Organ Donor

Vol Furiough

Avg Work Hours per Week

37.50

¥TD Taken Hours <~
50.800 40.750
45.800 63.250

Annual Leave Hours *

10.160

Avg.Work Hours per Day

7.50

Balances as of 05/31/2021 ©

108.020

36.830

Sick Leave Hours

0.380

¥TD Hours Taken ©

0.00|

0.00)
0.00|
0.00|
0.00|

0.00|

reflected in the ¥TD Accrued Hours of the Absence Balances saction
forward. Furthermore, Year-to-Date Hours Taken for Other Paid Leave does not include absences taken before August 1, 2021

“*Dizclaimer. The current balance does not reflect absences that have net besn processed. Also, monthly accruals prior to August 1, 2021 are
Therefore, the Monthly Accrual Detail for 2021 will start with August and

» Forecast Balance

-

View Absence Balances and Forcast Balance
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On this page you can forecaset
balances. This provides you the s
ability to see if the employee has a
sufficient balance at the time of a
future-dated absence request

- My Wark
Exceptions.
Approvals
« Links
Step 10: To forecast balances for a
specific absence type, begin by
entering the date you want to Timesnest
forecast for using the As of Date.
Click the Calendar icon and select a
future month, day, and year.

~ Queries

* My Scope

Approve Time and Absence

Manage Time and Absence

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar
Request Absence

View Absence Requests

Absence Balances

Time and Labor

Absence Manageent

« Reporte/Processes

~ Forecast Balance

““Disclaimer. The current balance does not reflect sbsencas thathave notbe 22 22 24 25 28
reflected in the YTD Accrued Hours of the Absence Balances saction. Thersl
forward. Furthermore, Year-to-Date Hours Taken for Other Paid Leave does| 20 30| 31

As of Date | 0B/18/2021

12/01/2010 3750 750
Absence Balances
Absence Type Carried Forward Hours YTD Accrued Hours YTD Taken Hours Balances as of 05/31/2021
Annual Leave 07.080 50.800 40.750 108.020
Sick Leave 52.080 45.800 83.250 35.620
Monthly Accrual Detail
Month of Accrual = Annual Leave Hours = Sick Leave Hours ©
10.180 8.380
Year-to-Date (YTD) Absence Record = Other Paid Leave
Absence Type YTD Hours Taken
Red Cross 0.00
Blood Drive & Donation 0.00
Bone Marrow 0.00
Court Leave 0.00
Death Of Imm Family 0.00
Mandatory Furloug 0.00
Calendar X
0.00
a
Qrgan Donor s M T W T F s 0.00
- 1 3 4 5 L] T
Vol Furiough 0.00
8 a 10 " 12 12 14
Voting Leave 5 i 1T ‘ 48 | 12 = 2 0.00

Bugust 1, 2021 are
It with August and
21.

Filter by Type | Al

<

*Absence Name | Select Absence Name hd

¢ My Workplace Balances

a

View Absence Balances and Forcast Balance
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Step 11: Click the Filter by Type
drop-down arrow and select an Soope
absence type. * My Scope

co

w« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Manage Time and Absence
Timesheat
Fayable Time Summary
Payable Time Detail
Leave and Compensatory Tima
Waekly Tire Calendar
Request Absence
View Absence Requests

Absence Balances

w Queries

Time and Labor

Absence Manageent

« Reports/Processes

X7 12

2010

Absence Balances

7.50

Absence Type Carried Forward Hours YTD Accrued Hours YTD Taken Hours Balances as of 05/31/2021
Annuzl Lesve 87.880 50.800 40750 108.030
Sick Leave 52.980 46.800 63.250 36.630

Monthly Accrual Detail

Month of Accrual Annual Leave Hours Sick Leave Hours
May 10.160 8.380
Year-to-Date (YTD) Absence Record — Other Paid Leave
Absence Type © YTD Hours Taken =
Red Cross 000
Blood Drive & Donation 0.00
Bone Marmow 0.00
Court Leave 0.00
Death Of Imm Family 0.00
Mandatory Furloug 0.00
Mil Leave 0.00
Admin Leave
Al
Organ Donor American Red Cross oo
ol Furlough Blood Drive and Donation 0.00
Bone Mamow
Voting Leave Court Laave c.00
Death in Immediate Family
Mandatory Furlough
“Disclaimer: The cument balance does not ref . tary Lesve processed. Also, monthly accruals prior to August 1, 2021 are

reflected in the YTD Accrued Hours of the Abse
forward. Furthermore, Year-io-Date Hours Taki

. the Monthly Accrual Def

r Leaw "
Ovgan Donor Leave neclude absences taken before August 1, 2021

Sick Leave
Sick Leave Advance
Unpaid Reasons

« Forecast Balance

As of Date

Filter by Type | Al EI

Select Absence Name A

*Absence Name

for 2021 will start with August and

< My Workplace Balances

View Absence Balances and Forcast Balance
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Step 12: Click the Absence Name
drop-down arrow and select an
absence name.

< My Workplace Balances

Scope ce X7

¥ My Scope

12/01/2010 37.50

Absence Balances

+ My Work Absence Type © Carried Forward Hours © YTD Accrued Hours © YTD Taken Hours ©
Annual Lasve ©7.980 50.800 40.750
Exceptions y
Approvals Sick Leave 52,030 48.900 63.250
v Links Monthly Accrual Detail
Month of Accrual Annual Leave Hours
Approve Time and Absence
May 10.160

Manage Time and Absence

Year-to-Date (YTD) Absence Record — Other Paid Leave
Absence Type

Timeshest

Payable Time Summary

Payable Time Detail
Leave and Compensatary Time

Weekly Time Calendar

Red Cross

Blood Drive & Donation

Bone Marrow

Request Absenca u Court Leave

Death Of Imm Family

Wiew Absence Requests

Absence Balances
Mandatory Furloug

 Queries Wil Leave

Time and Labor

Organ Donor
Absence Manageent

Vol Furlsugh
« Reports/Processes

Voting Leave

“*Disclaimer. The current balance does not reflect absences that have not been processed. Also, monthly accruals
reflected in the YTD Accrued Hours of the Absence Balances saction. Therefore, the Monthly Aczrual Detsil for 2

« Forecast Balance

As of Date | 08/31/2021

Filter by Type | Annual Leave v

*Absence Name | Select Absence Nam .

Select Apsence Name

780

Balances as of 05/31/2021

108.020

38.820

Sick Leave Hours

9.380

YTD Hours Taken ©

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

rior fo August 1, 2021 are

21 will start with August and
forward Furthermore, Year-to-Date Hours Taken for Other Paid Leave does not include absences taken before August 1, 2021

a
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The Current Balance will appear for
the selected absence.

Step 13: Click the Forecast Balance
button to prompt the system to
provide a forcasted balance for the
selected absence type.

< My Workplace Balances

Scope [k - ]
* My Scope

« My Work

Exceptions

Approvals

w Links

Approve Time and Absence
Manage Time and Absence
Timeshest
Payable Time Summary
Payable Time Detail
Leave and Compensatory Time
Weekly Time Calandar
Request Absence
View Absence Requests

Absence Balances

« Queries

Time and Labor

Absence Manageent

~ Reports/Processes

Absence Type © Carried Forward Hours © YTD Accrued Hours © YTD Taken Hours ©
Annual Leave o7.080 50.800 40.750
Sick Laave 52.0e0 45.900 63.250

Monthly Accrual Detail

Month of Accrual Annual Leave Hours <

May 10.160

Year-to-Date (YTD) Absence Record — Other Paid Leave
Absence Type

Red Cross

Bload Drive & Donation
Bone Mammow

Court Leave

Death Of Imm Family
Mandatory Furloug

Mil Laave

Organ Danor

Vol Furlough

Woting Leave

Balances as of 05/31/2021 ©

10&.020

35.620

Sick Leave Hours ©

0.320

YTD Hours Taken

0.00

0.00

C.00

000

0.00

0.00

0.00

0.00

0.00

0.00

~Disclaimer. The current balance does not reflect absences that have not besn processed. Also, monthly accruals prior to August 1, 2021 are

reflected in the YTD Accrued Hours of the Absence Balances section. Therefore, the Monthly Accrual Detsil for

121 will start with August and

forward. Furthermore, Year-io-Date Hours Taken for Other Paid Leave does not include absences taksn before August 1, 2021,

**Disclaimer The cument balance does not reflect absences that have not baen processed

« Forecast Balance

As of Date | 08/21/2021 )
Filter by Type | Annual Leave v
*Absence Name | Annual Leave v ICurrem Balance 108.03 Hours**

I Forecast Balance |

-

View Absence Balances and Forcast Balance
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Step 14: Forecast details are
provided to include balances that
could be available for future dated
absence requests.

Step 15: Click the X to close the
Forecast Details page and return to
the Balances page.

Forecast Details

View Absence Balances and Forcast Balance
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Step 16: The View Forecast Details
link appears on the screen only after
you run the forecast balance using
the Forecast Balance button.

Step 17: Click the Absence Balance
tab to search for another employee
or move on to another task that you
need to complete within the Time
and Absence Workcenter.

You successfully learned how to view
absence balances and forecast
balances for future dated absence
requests for an employee.

<« My Workplace Balances

Scope [ e 0
¥ My Scope
w My Work
Exceptions
Approvals
w Links
Approve Time and Absence
Manage Time and Absence
Timeshest
Payable Time Summary
Fayable Time Detail
Leave and Compensatory Time
Weeldy Time Calendar
Request Absenpa

\iew Absence Requests

Absence Balances

~ Queries
Time and Labor

Absence Manageent

~ Reports/Processes

Absence Type Carried Forward Hours YTD Accrued Hours YTD Taken Hours Balances as of 05/31/2021
Annual Leave o7.080 50.800 40.780 108.020
Sick Leave 52080 45.000 83.250 35.830

Monthly Accrual Detail

Month of Accrual © Annual Leave Hours ©

May 10.160

Sick Leave Hours ©

8.380

Year-to-Date (YTD) Absence Record — Other Paid Leave

Absence Type YTD Hours Taken
Red Cross 0.00
Blood Drive & Donation 0.00
Bone Marmow 0.00
Court Leave 0.00
Death OF Imm Family 0.00
Mandatory Furioug 0.00
Mil Laave 0.00
Organ Donor 0.00
Vol Furiough 0.00
Voting Leave 0.00

**Disclzimer: The current balance does not reflect absences that have not been processad. Also, monthly accruals prior to August 1, 2021 are
reflected in the YTD Accrued Hours of the Absence Balances section. Therefore, the Monthly Accrual Detail for 2021 will start with August and

forward. Furthermore, Year-to-Date Hours Taken for Other Paid Leave does not include absences taken before August 1, 2021.
**Disclaimer The cument balance does not refiect absences that hawe not been processed
« Forecast Balance

As of Date | 08/31/2021

Filter by Type | Annual Leave v

*Absence Name | Annual Leave hd Current Balance 103.02 Hours*

Forecast Balance

-

View Absence Balances and Forcast Balance
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