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How to view absence requests for an employee:
This job aid outlines how a TL/ABS Approver can view absence requests 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
landing page, click the Choose Other

Homepages drop-down arrow and "mm‘ ::':'EESE"S“%_ ' P
select My Workplace from the list. S—

Payrall Personal Details| Benefit Details

My Workplace

Last Pay Date 04/30/2021

-
USC Profile Time and Absence
L7 «©
Step 2: Click the Time and Absence SOUTHCAROLINA ™ My Warkplace
Workcenter tlle ime and Absens enter COVID-19 Campus Leave Worketr | ePAF Homepage

— — |

Affiliate Actions Homepage Benefits Enroliment 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 Workcenter
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

* My Scope

- My Work
Exceptions.
Approvals
Reported Time
= Links
Approve Time and Absence
Manage Time and Absence
Leave Donations.
Extended Absences
~ Queries
Time and Labor

Absence Manageent

~ Reports/Processes

co

Time and Labor WorkCenter
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Step 4: Click the View Absence
Requests tab.

Step 5: To search for an employee,
click in the EMPL ID field and enter
the employee’s USCID.

Step 6: Click the Search button.

Step 7: Click the Employee line.

< My Workplace

View Requests

Scope C & | Search Option

* My Scope

+ My Work
=[]
Exceptions —
Approvals Acting As | Depariment Chait/Professor v
Reported Time 4
- Links
Approve Time and Absence
Manage Time and Absence
Timeshest
Payable Time Summary
Payable Time Detal
Leave and Compensatory Time n
Weekly Time Calendar

Request Absence

View Absence Requests |

Absence Balances.

< My Warkplace
Scope C ©  search Option

¥ My Scope

View Requests & Q @

EmplID | X Q
w My Work Barbara Reager

Search Clear
Exceptions

Approvals Acting As | Department Char/Professar

Reponad Time 4 select Employee

- Links

Name | Titie | ID - Record Dirests / Total Status  Type Position
Approve Time and Absence

Administrative Coordinat Active
Manage Time and Absence Adminisirative Coordinaior |

Emaioyes

Timasheat

Payable Time Summary
Payatie Time Detsil
\eskdy Time Calendar
Request Absence

View Absence Requests.
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The View Request page provides a list
of the employee’s absence requests.

Step 8: Click a specific request to
view the details.

< My Workplace View Requests

Scope c o

¥ My Scope

w My Work
Exceptions
Approvals
Reported Time
w Links
Approve Time and Absence
Manage Time and Absence
Timesheat
Payzble Time Summary
Payable Time Detail
Leave and Compensatory Tme
Weekly Time Calendar
Request Absencs
View Absence Requests

Absence Balances

* Queries

Time and Labor

Absence Manageent

« Reports/Processes

@
Administrative Coordinator
Ret

View Requests

-

6 rows

Annual Leave
Approved

Manager Absence Request

Eligible

Annual Leave
Approved

Manager Absence Request
Eligible

Annual Leave
Submitted

Eligible

Sick Leave
Cancel In Progress
Eligible

Annual Leave
Approved

Eligible

Sick Leave
Approved

Eligible
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Step 9: On the details page you can
view:

e Absence Name

e Reason

e Start and End Date

e Duration

e Status

e Eligibility Results

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

e Balance Information

< My Workplace Details
Scope co

¥ My Scope

w My Work
) Absence Name Annual Leave
Exceptions Reason Personal
Approvals Start Date 07/2272021
Reported Time 4 End Date 07/22/2021
i Duration 7.50 Hours

1Days N
Approve Time and Absence Partial Days None

Manage Time and Absence Status Approved

Timesheet Eligibility Results Eligible

Payable Time Summary

Comments

Payable Time Detsil -
ttachments

e anc Compensaioy T, n You have not added any Attachments,

Weekdy Time Calencar Balance Information

Request Absence

View Absence Requests Request History
Absence Balances Acoroval

Approval Chain

¥ Queries **Disclaimer The current balance does not refiact absences that have not been processed.

Time and Labor

Absence Manageent

w Reports/Processes

»
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. i H Warkplace i
Step 10: Click Request History. QU Deiahs
Scope [k - ]
* My Scope
Administrative Coo
Retur o View
- My Work
Absence Name Annual Leave
Exceptions
Reason Persona
(== Start Date 07/22/2021
Reported Time 4 End Date 07/222021
Duration 7.50 Hours
« Links
ial Days
Approve Time and Absence Partial Days Nona
Manage Time and Absence . Status Approved
Timeshest Eligibility Results Eligitie
View Eligibility Details
Payable Time Summary
Comments
Payable Time Detail
Attachments
Leave and Compensatary Time u You have not addeg zny Atschments
\Weskly Time Calendar Balance Information
Request Absance As Of 0572172021 108.03 Hours
View Absence Requests Request Hstory
Absence Balsnces Asprovel Chain
~ Queries *Disclaimer The current balance does not refisct sbsences that have rot bean processed

Step 11: On the Request History Request History n

page, you can follow the status of the Status Submitied Absenos Request

request.
Requestor

The employee is the requestor, and Date D&10/2021

the Manager or TL/ABS Approver is

the Approver. Status Approved Absence Request
Iﬂpprwer I

Step 12: C!ICk the X to close the Date OE10/2021

Request History page and return to

the Details page.
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Step 13: Click Approval Chain. < My Workpiace

Scope co

v My Scope o)
« My Work

§ Absence Name Annual Leave
e — Reason Personsl
Approvals v Start Date 07/222021
Reported Time 4 End Date 07/22:2021

. Duration 7.50 Hours

Partial D N
Approve Time and Absence artial Days Nene

Manage Time and Absence Status Approved
Timeshesat Eligibility Results Eligible
v Eligibility Details
Payable Time Summary
Comments

Payable Time Detail

Attachments
Leave and Compensatory Time u You have not added any Attachments.
Wesidy Tiore Calerder Balance Information
Request Absance As Of 05/31/2021 108.03 Hours
View Absence Requests Request History

Absence Bzlances . .
Approval Chain

* Queries “Disclaimer The curment balance does not reflect absences that have not been rocessed.

Time and | ahor

Step 14: On the Approval Chain . -
page, you view where the request is Approval Chain

in the approval process. + Absence Management Approved
Step 15: Click the X to close the ® A 4

Approval Chain page and return to RRTOVE

the details page. upsrvisor & Abs Approver 5L »

031021 1:58 PM
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Step 16: Click the View Requests tab < My Workplace v
to return to the View Requests page. co

¥ My Scope
w My Work
Absence Name Annual Leave
Exceptions
Reason Personal

Approvals Start Date 07/22/2021

Reported Time 4 End Date 07/2212021

Duration 7.50 Hours

~ Links

Partial Days None
Approve Time and Absence v

Manage Time and Absence y Status Approved
Timesheet Eligibility Results Eigible

Payable Time Summary

Comments
Payable Time Detail
Attachments
Leave and Compansatory Time n You have not added any Attachments
Weekly Time Calencar Balance Information
Request Absence As O7 05/31/2021 108.03 Hours
View Absence Requests Request History
Absent lan o
Absence Balances Approval Chain
¥ Queries “Diselzimer The current balance does not refiect absences that have not been grocessed.

Time and Labor

Absence Manageent

w Reports/Processes

»
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Step 17: Select another request to
view or click the Time tab to return
to the Time Self Service page where
you can continue to enter, request
and/or view time and absence
information.

Step 18: Click the View Absence
Requests 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 requests for an employee.

< My Workplace View Requests

Scope

¥ My Scope

« My Work

Exceptions

Approvals

Reported Time

« Links

Approve Time and Absence
Manage Time and Absence
Timeshest
Payable Time Summary

Payable Time Detail

Weekly Time Calendar

Request Absance

ce

Leave and Compensatory Time m

View Absence Requests

Absence Balances

~ Queries

Time and Labor

Absence Manageent

+ Reports/Processes

View Requests
v

Annual Leave
Approved
Manager Absence Request
Eligible

Annual Leave
Approved
Manager Absence Request
Eligible

Annual Leave
Submitted

Eligible

Sick Leave
Cancel In Progress
Eligible

Annual Leave
Approved

Eligible

Sick Leave

Approved

Eligible

& rows
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