
PeopleSoft Human Capital Management Absence Request Upgrade Guide 2025 
 

2/19/25  1 | P a g e  
 

Welcome to the Human Capital Management (HCM) Absence Request Guide! 
Basic functionality is still the same, and most items can still be accessed and utilized 
as they were in the previous version of the application. However, there are a few 
minor changes and some new features which are presented in this document. 
  
NOTE: It is important to note you can still navigate the HCM application by using 
the NavBar > Navigator option.  The Classic menu across the top left of the 
application screen is no longer available.  

 
1. Create an Absence Request Navigational Options 

 
Users have navigational options for creating an absence request: 
 
Option 1: Using Self Service > Personal Info > Manage Absences 

 
 
Option 2: For Mobile 

       
 

2. New Look of Absence Panel 
 
The look of the Absence Panel page has changed to a more vertical rather than 
horizontal configuration. The functionality of the panel, and the information 
provided on the page, has not changed. Users will still be able to create a new 
absence request, review their sick and vacation (annual) leave balances, review 
their off-campus activity hours taken and their remaining balance (for New 
Orleans only), review their absence request history, and see the status of any 
pending absence requests.  
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The Create New Absence Request button has moved directly under Job Title. The 
Leave Balance section is now under the Create New Absence Request button, 
with the Off-Campus Activity section directly below Leave Balance (for New 
Orleans only) . There are no new features or functionality changes to these 
sections. 
 
NOTE: The Off-Campus Activity section is only used by LSUNO. 
 

 
 
The Absence Request History section has been renamed and is now the “Last 10 
Requests” section. New features and functionality have been added to this 
section. 
 

3. New – Last 10 Requests Section 
 
The information displayed in the Last 10 Requests section has been divided into 
two tabs: Absences and Details. Users can click the Show all Columns button to 
remove the tabs and view all information at one time.  
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The Action column has moved from the last column to the first column on the 
screen and a new feature has also been added. Users can still Delete an absence 
request. However, a new Update link will replace the Cancel option. The Update 
options allows a user to update a request or withdraw a request. Previously, the 
user would have to cancel or delete the request and create a new request with the 
corrected date. With the Update feature, the user will now be able to change the 
current request and Resubmit. Or, if the user wants to withdraw the request, a 
Withdraw button is also available.  
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When the user clicks on the Update link in the Action column, the user’s 
Absence Request will display. As the user scrolls down the page, the Absence per 
Day section may be viewed. The Resubmit and Withdraw buttons are directly 
below the Acknowledgement message. 
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Another new feature in the Last 10 Requests section is the Load for Year button 
located directly beneath the Requests grid. This feature allows the user to view all 
absence requests for the particular calendar year that they select using the drop 
down arrow to view a list of available years. 
 

 
 

4. New Look of Fluid and Mobile (e-Form) Absence Request Form 
 
New Format 
 
The Absence Information page defaults when the user selects the Create New 
Absence Request option on the Manage Absence screen. A new View Balances 
link is the first item in the section. Click the View Balances link to view Sick, 
Vacation and Off-Campus Activity (New Orleans only) balances. 
 

  
 
Also with the new version, five (5) initial fields display on the page: Start Date, 
End Date, Absence Type, Start Time, and End Time. Once the Absence Type is 
selected, additional fields will display automatically on the page for the user to 
complete including a Review button. Once the user enters all the relevant 
information, the Review button will be selected. A new section – Absence Per 
Day - displays at the bottom of the page. A summary line of your request, as well 
as an Acknowledgement message are produced. Users will click the Submit 
button to complete the process. 
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The user will receive a confirmation page once the form is submitted. Users will 
click the Manage Absences menu link on the left side of the page to return to the 
Manage Absences screen. 
 

 
 
This completes the Absence Request Upgrade Guide. 


