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Absence Request Employee Self Service

Application for Absence Request
OVERVIEW

The Application for Absence Request process is now automated within the PeopleSoft

system. The screen shown below is the primary page where employees will be able to create a
new absence request, review their annual and sick leave balances, review their absence request
history, and see the status of any pending absence requests. Definitions of certain fields are
listed below.

Absence Request (SF-6

Off-Campus Activity
Fiscal Year Max Allowed Hrs  Hrs Taken FYTD Balance

Absence Request IIiI;‘_u.rJ- Find | View All | {2 = First 1-10 of 52 Last

Absence Type | Status FMLA | Start Date |StariTime |End Date |EndTime |Hours |Trans Mbr | Delete |Prior Nbr

Leave Balance Section
Plan Type: Indicates Annual or Sick Leave.

As Of Date: Indicates the date on which accrual process was last run.
Balance: Employee’s leave balance on the as of date.

Current Period Approved Leave: Sum of all outstanding approved leave requests for the
plan type up to the end date of the current period.

e Current Period — The month after “As of Date”. In the above case the current
end date = 7/31/2019.

Current Period Ending Balance: Total balance after subtracting “Current Approved Leave”
from “Balance”.

Future Period Approved Leave: Sum of all outstanding approved leave request for the plan
type after the end date of the current period. In above case, any request with a begin date after
7/31/2019 is considered a “Future Request”.
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Future Period Ending Balance: Total balance after subtracting both “Current” and
“Future” approved leave from “Balance”.

Leave Request History Section
Absence Type: Particular leave Plan Type requested by employee.

Status: Position of request within the absence request process.

FMLA: Indicates whether absence should be considered Family Medical Leave.
Start Date: Date leave is to begin.

Start Time: Time leave is to begin.

End Date: Date leave is to end.

End Time: Time leave is to end.

Hours: Total number of leave hours requested.
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On Campus Logon to Absence Request Employee Self-Service

Procedure

In this topic you will learn how to On Campus Logon to Absence Request Employee Self-
Service.

o 1255PM
3/8/2013

Step Action

1. From your home screen, double-click the Internet Explorer button.
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- —
= 3
@ Employee-facing registry content X &% LSU Health New Orleans x ° (e =

<« > C = http//wwwlsuhsc.edu/ps/support/selfservice.aspx @ H
su Careers | Contact | Donate | & Quicklinks ¥
—L “* Patient Care ( Scarch 2
NEW ORLEANS

EAII\ed Health Professions ﬁ Dentistry ﬁ Graduate Studies g Medicine ﬁ Nursing ﬁ Public Health

Prospective Students / Residents~ Patient Care / Visitors~ Alumni and Donors~ Research~ C | Campus Info~

Vendors please click for information on a purchasing scam using LSUHSC's name.

i e

Action

To go directly to the Self-Service site, type in:
http://www.Isuhsc.edu/ps/support/selfservice.aspx and press Enter.

OR

Click the MyLSUHSC link.
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@ Employes-facing registry content X

< c
Staff
Students

-
KR MyLSUHSC

@ Isuhsc.edu/myLSUHSC/

« ()

©» @ ©

B I < A

Campus Citrix Citrix Compliance  Dining Discounts  Emergency
Assistance StoreFront Web Training Prep.
Program Interface
= F 2 & []
—— 5
Events / Facilities Forms Help Human Intranet Library
Signage Desk Resources
S T J & % 3
Mobile Moodle Office Office Pay Paw Police Policies
Access 365 365 Mail

U
[ . .
200 |\
Self Student  Wellness
Service Health Center

Action

i ®
4T

Self
Service

Click the Self Service link.

@ Employee-facing registry content X

<« &

LSU

NEW ORLEANS
i Allied Health Professions

Tuesday, August 27, 2019 10:52 AM
People Soft Support
Financials

Human Resources

Student Adi ration

End User Training

Superuser Training

Register For Training
Frequently Asked Questions
Staff

PeopleSoft Support Home

@ Isuhsc.edu/ps/support/selfservice.aspx

==
w @

Careers | Contact | Donate | & Quicklinks ¥

“¢ Patient Care

KR Self-Service - LSU Health New O: X

Search P

i Dentistry i Graduate Studies i Medicine i Nursing i Public Health

| 85°F

- -
s SELF-SERVICE

Employee Self-Service
http-/iemployeeselfservice Isuhsc.edu

Academic Self-Service
cademicselfservice.lsuhsc.edu

- l ]

=T Buy-U eProcurement
J oy [UI\W hitps-/isolutions sciquest com/apps/Router/Login?
';""iﬂf’ OrgName=L SUHSC&URL

Student Self-Service Eaculty Self-Service
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Step Action

4, Click the Employee Self-Service link.

Employee Self-Service
http-Vemployeeselfservice Isuhsc edu

@ Employee-facing registry content X = @ Cracle PeopleSoft Sign-in X ° [P=SremE=x
< C & prd.pshelsuhscedu/psp/hrprd/Zemd=login w @

LSU

PeopleSoft HRSA - PSOHRPRD 1

User ID
L

Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your
session

Sign In I

Step Action

5. Enter the desired information into the User ID field if it does not default.
Enter "Your User ID".

NOTE: Your User ID will automatically convert to Upper Case however,
passwords are case sensitive.

6. Enter the desired information into the Password field. Enter "Your PeopleSoft
Password".

NOTE: Passwords are case sensitive.

7. Click the Sign In button.
Sign In

Your PeopleSoft Home page displays.

This completes On Campus Logon to Absence Request Employee Self-Service.
End of Procedure.
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Create an Absence Request for Annual and Sick Leave

All unclassified faculty and staff must submit a timely absence request for all leave taken.
You are required to submit an Application for Absence Request in advance of the requested
absence dates to your immediate supervisor. You should not plan to take leave that has not
been approved in advance by your supervisor. In situations where prior notification is not
possible (e.g. unplanned sick leave), you will enter the absence request immediately upon
your return to work.

Future dated absence can be submitted for approval. However, if there is an insufficient leave
balance at the time the future dated absence is taken, the system will automatically convert
sick leave into annual leave and annual leave into Leave Without Pay (LWOP).

Procedure

In this topic you will learn how to Create an Absence Request for Annual and Sick Leave.

Step Action

1. Look for this sign (light bulb)! Key reminders are placed throughout this
document to remind you of important points.
2. *hkkkk NOTICE *kkkk

Absence requests will be created and submitted by the employee whenever
possible. If an employee is on extended absence such as FMLA, the employee's
manager can create an absence request on the employee's behalf if the employee
is unable to complete the request himself/herself. A manual absence request must
be completed by the employee immediately upon his/her return to work, for
verification and audit purposes, for the time periods indicated on all manager
created absence requests submitted on the employee's behalf. For audit purposes,
manual leave slips will be housed in the department.
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'e Employee-facing registry content X ° =R
<«

Favorites ¥ Main Menu

PS9HR PR EELEENTE
WEB1

C @ prd.pshelsuhsc.edu/psp/hrprd/EMPLOYEE/HRMS/h/2tab=DEFAULT w @ :

Search | ¢ Home | SignOut

Y @

Notification NavBar

Time Reporting
3 workforce Developmen Personal Information s
Administer Training Payroll and Compensation

Benefits L4

Set Up HCM

Reporting Tools \Absence ‘ 2 [Apsence Request (SF-5)

L R B Y e

PeopleTools Certifications

LSUHSC Processes 3

[ o e e

My Personalizations

Action

e =1

The Absence Request (SF-6) page displays.

The Plan Type column displays the leave plans available for use by the employee.

The As of Date column displays the date the accrual process was run. The accrual
process is run at the end of each pay period. Any earned leave will be added and
any used leave subtracted automatically by the system.

The Balance column displays the number of hours available for each leave type as
of the last accrual date. Requests for annual or sick leave should not be submitted if
adequate leave hours are not available. Requests for Leave Without Pay are
presented in a later topic.

The Current Period Approved Leave column displays the total number of hours
requested for the current pay period by leave type. Approved leave hours are
automatically subtracted from the Balance hours by the system. The remaining
available leave balance is displayed in the Current Period Ending Balance
column.

The Future Period Approved Leave column displays leave hours requested in
future pay periods by leave type. Again, the system will automatically subtract
future approved leave hours from the Balance and display the remaining future leave
balance in the Future Period Ending Balance.

Remember, future leave balances do not take into consideration any future leave
you may accrue!

Page 8




Training Guide
Absence Request Employee Self Service

@ Absence Request (5F-6)

< (&) @ prd.pshe.lsuhsc.edu/psp/hrprd/EMPLOYEE/HRMS/c/ZZ_SELF_SERVI _ABS _! REQ.GBL?FolderPath=PORTAL_RO...
Favorites ¥ Main Menu ¥ , SelfSevice™ > Absence ™ » Absence Request (SF-6) Search | ¢ Home | SignOut
Notification  MavBar
'WEB1
New Window | Help | Personalize Page
Absence Request (SF-6)
Empl ID:

Job Tite:  COORDINATOR OF NON-ACADEMIC OR Empl Red 1

Leave Balance | oE

Cument Period  |Current Period | Future Period | Future Perioa

Create New Absence Request PlanType |AsOf Date |Balance |40, ovedleave |Ending Balance |Approved Leave |Ending Balance

Sick 077312018 723.00 0.00 723.00 0.00 72300
=
EETE) \Vacation  [07/3172018|  176.00 40.00 136.00 §4.00 7200

Off-Campus Activity

Fiscal Year  MaxAllowed Hrs Hrs Taken FYTD Balance
2020 120.00 0.00 120.00

Absence Request History Find | View All | [ First ‘4’ 1-10 0f 50 '» Last
Absence Type | Status FMLA |StartDate |StartTime |EndDate |EndTime |Hours |[Trans Nbr | Delete |Prior Nbr |Action
Annual Cancelled 08152019  S:00AM|D&15/2019| 500PM| 800| 134471
Annual Approved 09042019  S:00AM (09132019 500PM| 6400 130574 Delete
Annual Approved 08/19/2019|  S:00AM (08232019 500PM| 4000 130573 Delete
Annual Approved 07/12/2019|  8:00AM 071272019 500PM| 800 130468 Delete
Special Approved 04/13/2019|  9:00AM|04/18/2019| 500PM| 5.00| 123604 Delete
Annual Approved 0201/2019|  1:15PM|D2/012019| 1:45PM| 050 117148 Delete
annual Approved 04/25/2019|  S:00AM|04/20/2019| 5:00PM| 24.00| 116435 Delete
Annual Approved 0327/2019|  S:00AM|D4012019| 500PM| 3200) 116431 Delete
Annual Approvea 02222019|  :00AM|o222i2019|  sooPm|  s00| 116412 Delete -

Step Action

10. Click the Create New Absence Request link.

Create Mew Absence Request

@ Absence Request (5F-5)

& C 8 prd.pshelsuhsc.edu/psp/hrprd/EMPLOYEE/HRM

Favorites ~ Main Menu ~ > SelfService™ > Absence ™ > Absence Request (SF-6) Search | #& Home Sign Out

PS9HRPRD * ®
WEB1

Notification NavBar

New Window | Help | Personalize Page

Application for Absence Request (SF-8)

Empl ID:
Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red 1
Details Leave Balance |
B : 1812712019 “Time: Cunrent Period  |Current Period | Future Period | Future Period
Start Date: a2 B | Time: @ ||Penype  |asorpate |Bamnce |ECRINTN | Enling Balance |Approved Leave |Ending Balance
“End Date: [ ~Time: Sick 0713112019 723.00 0.00 723.00 0.00 723.00
“Absence Type: v \Vacation  [07/31/2018|  176.00 40.00 136.00 64.00 72.00
*Total Hours: *Duration Per Day:
c . Off Campus Activity
omment: Fiscal Year  Max Allowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00

4

By clicking the submit button you are cemtifying that your absence from duty is for the reason noted above
Submit

Absence Definitions

<< Return ==
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Step

Action

11.

You may enter the leave start date directly into the Start Date field or use the Choose
a Date button to select it.

Click the Choose a date button.

Eal

12.

In this example, you will request to take Thursday, August 29th as annual leave.

Click the desired date.
20

13.

When the start date is entered or selected, the End Date field will automatically
populate using the same date. Partial leave days (i.e., leave hours that are less than
scheduled hours) will have the same Start and End Date. If leave extends beyond
one day, make sure to adjust the End Date accordingly.

14.

Absence Scenarios

If an employee request includes absence time for a partial day, followed by a

full day, two separate requests must be submitted. For example, an employee
wishes to submit an absence request to be off on sick leave beginning on Thursday,
August 29th at 12:30 PM and ending on Friday, August 30th at 4:30PM. Two
separate absence requests would have to be submitted: one for August 29th from
12:30 PM - 4:30 PM and one for August 30th from 8:00 AM until 4:30 PM.

15.

Absence Scenarios

If an employee wishes to request multiple absence times on a single day, separate
requests must be completed for each. For example, an employee wishes to submit
an absence request to be off on sick leave on Friday, August 30th from 9:00 AM -
10:30 AM and then again from 2:30 PM - 4:30 PM. Two separate absence requests
would have to be submitted; one for the 9:00 AM - 10:30 AM portion and one for
the 2:30 PM - 4:30 PM portion.

16.

Absence Scenarios

Absence Start and End dates can extend over a weekend. For example, an employee
wishes to submit an absence request to be off on annual leave beginning Friday,
August 23rd and ending at close of business (COB) on Monday, August 26th.
However, total leave hours will be 16 hours since that is the total time requested off
work.

17.

Absence Scenarios

Absence Start and End dates can extend beyond the current pay period. For
example, an employee wishes to submit an absence request to be off beginning
Friday, August 23th and ending COB Wednesday, August 27th. The system will
automatically adjust pay period amounts once the request is approved.
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Step Action

18. Absence Scenarios

Absence Start and End dates cannot include a holiday. For example, an employee
wishes to submit an absence request to be off Friday, August 30th. September 2nd is
designated as Labor Day holiday. Two separate leave requests must be submitted.

In this example, one request will be submitted to cover August 30th, and a second
request will cover September 3rd.

19. Enter the time the absence is to begin. Time may be entered using regular or
military time. When entering regular time, the system will automatically default to
AM rather than PM, unless otherwise specified. Military time must be entered in a
4-digit format with the first two digits representing the hour of the day and the last
two digits the minutes of the hour (e.g., 0830).

Enter the desired information into the Time field. Enter "8:00AM".

20. Enter the desired information into the Time field. Enter "4:30PM".

21. Only one Absence Type can be used when requesting leave. An additional request
must be added if absence time is split and charged partially to annual and partially to
sick.

For example, if a person is taking 4 hours of absence and the absence time is split
evenly between annual and sick leave, then the employee will submit a request for 2
hours of annual leave and another request for 2 hours of sick leave.

22. Click the button to the right of the Absence Type field.
L

23. Click the Annual Leave list item.
Annual Leave

24. NOTE: The FMLA option will display when the Sick, Annual or Leave Without
Pay absence type is selected.

25. Enter the desired information into the Total Leave Hours field. Enter "8".

26. In this example the employee is requesting a full day of absence, so the Duration Per

Day hours will be the same as the Total Leave hours. However, that will not always
be the case. If the employee is taking partial or intermittent leave, the Duration Per
Day may be different than the Total Leave hours.

For example, suppose an employee requests to be off for 4 hours each day for one
week. The Total Leave hours would be 20 hours however, the Duration Per Day
hours would be 4.

217. Enter the desired information into the Duration Per Day field. Enter "8".

28. Comments are not required but can be used if desired. The Comments section can
be used to note why the employee is requesting absence or for other pertinent leave
information. Please do not enter any information into the Comment box that you
wish to be considered confidential.
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Step Action

29. Click the Submit button.
Submit

@ Absence Request (SF-6)

& C @ rcbb.pshelsuhscedu/psp/hrtm/EMPLOYEE/HRMS F CEZZ_ABS_SS_EE F_REQ.GBL?FolderPath=PORTALRO... % @

Favorites Main Wenu Self Service Absence ! Search #& Home Sign Out

PSYHRTRN ARG,
WEBRCB1 Notification ~ NavBar

New Window | Help | Personalize Page =
Absence Request (SF-8)
John Doe0099120 Empl ID: 0099120
Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red 1
Leave Balance I EE
Create New Absence Request PlanType |asOrpate [Baance |GV, (BTSSR Leave |Encing Salonce
= Message 220
% Refresh 72.00
“ou have successiully submitted an absence request for 8/30/2019-8/30/2018 of Annual Leave
8 hours
Absence Request History oK,
[Absence Type |Status FMLA |StarfDate |StartTime |EndDate  |End Time |Hours |Trans Nbr | Delete |Prior Nbr |Achion |
Annual Submitted 08/30/2019  S00AM|0D8/30/2019| 4:30PM|  800| 135812 Cancel
Sick Submitted 08/02/2019(  5:00AM|08/02/2019|  4:30PM| 500 135611 Gancel
Sick Submitted ¥ |09/23/2019| S00AM|09/30/2019| 4:30PM| 4800 135805 Cancel
Annual Cancelled 08/152019|  S:00AM|D&/15/2019| 5:00PM| 500 134471
Annual Approved 09/042019  8:00AM|09/13/2019| 500PM| 64.00| 130574 Delete
Annual Approved 08/19/2019|  &00AM|08/23/2019| 500PM| 4000 130573 Delete
Annual Approved 0712/2019  800AM|07/12/2019| 500PM| 800/ 130468 Delete
Special Approved 04/18/2019  @00AM|D4/18/2019| 500PM| 8.00| 123604 Delete
Annual Approved 02012019  1:15PM|02/01/2019| 1:45PM| 050| 117148 Delete -
“ »

CIEN ¢ KECNO)

Step Action

30. A message displays indicating that the request has been successfully submitted.

Click the OK button.
oK

31. A line displays in the Absence Request History section showing that a request has
been submitted and providing other relevant information regarding the request.

32. The system will automatically send a confirmation email to your email address.
Your manager will also receive an email indicating a leave request has been
submitted by you for approval.

NOTE: You can click on the link provided in the email to view the actual
transaction.

33. Once the request has been approved by your manager, you will receive an approval
confirmation email. You can click on the link included in the email to view the
actual transaction.

NOTE: Annual leave cannot be taken until you receive confirmation that your
absence has been approved.
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Step

Action

34.

You can click the Refresh button to update your Leave Request History. Once your
manager approves the request, the Status will change from Submitted to Approved.

35.

Key Points

1. Your Future Period Approved Leave has increased from 0 to 8 hours.

2. Your Future Period Ending Balance was reduced by 8 hours.

3. Future Leave Balances do not include future hours earned. If additional leave is
taken prior to the future dated request and there is insufficient available leave at the

time the leave is taken, the system will automatically convert sick leave into annual
leave, and annual leave into Leave Without Pay.

36.

This completes Create a Leave Request for Annual and Sick Leave.
End of Procedure.
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Create a Special Absence Request

Procedure

In this topic you will learn how to Create a Special Leave Request.

@ Absence Request (5F-5)

prd.pshe.lsuhsc.edu/psp/hrprd/ MS/c/Z7_SELF_SERVICE.ZZ_ABS_SS_EE_F_REQ.GBL?FolderPath= AL_RO...
< Cc @ prd.pshelsuhsc.ed ft /EMPLOYEE/HRMS/c/ZZ_SELF_SERVICE.ZZ_ABS_SS_EE_F_REQ.GBL?FolderPath=PORTAL_RO. g

Favorites ¥ | Main Menu ¥ > SeliService™ > Absence ¥ > Absence Request (SF-6) Search | @& Home | SignOut

PS9HRPRD * ®
WEB1

Notification NavBar

New Window | Help | Personalize Page =
Absence Request (SF-8)
Empl ID:

Job Tile:  COCRDINATOR OF NON-ACADEMIC OR Empl Red

Leave Balance | DB
Create New Absence Request GIIEE |RRERTE | SESETEZEEZ’;.L E:ﬁ?gggﬁg? ;::Jr'fviitfm E‘rl\‘\;‘ilr'\agl:?»aar\i::w

Sick 07/31/2019 723.00 0.00 723.00 0.00 723.00

=D acaton  (07/31/2018|  176.00 40.00 136.00 64.00 72.00
Off-Campus Activity
Fiscal Year  Max Allowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00
Absence Request History Find | View All | &2 | =] First ‘4’ 1100f50 » Last
Absence Type |Status FMLA Start Date |Start Time |End Date End Time |Hours Trans Nbr | Delete | Prior Nbr |Action
Annual Cancelled &00AM |D8/15/201%|  S00PM| 800 134471
Annual Approved 09/04/2019 &00AM|0D9/13/2019| 5.00PM( 64.00| 130574 Delete
Annual Approved 08/19/2019|  S:00AM|D8/23/2019| 500PM| 40.00| 130573 Delete
Annual Approved 07/1212019 5:00AM |07/12/2019|  5:00PM 500 130483 Delete
Spegial Approved 04/18/2019|  9:00AM|D4/18/2019| 500PM| 200 123604 Delete
Annual Approved 02/01/2019 1:15PM |02/01/2019|  1:45PM 0.50 117143 Delete
Annual Approved 04252019  8:00AM|D4/29/2019| 5:00PM| 2400 116435 Delete
Annual Approved 0327/2019|  S00AM|D4/01/2019| 500PM| 3200 116431 Delete
Annual Annroved nzopnial  amnAMInDo22049(  500PM|  800|  116412 Delete v
¢ AR REQUEST_BTN'):

Action

Click the Create New Leave Request link.

iCreate Mew Absence Request
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@ Absence Request (SF-6)

&« C @ prd.pshelsuhsc.edu/psp/hrprd/EMPLOYEE/HRMS/c/ZZ_SELF_SERVICE.ZZ_ABS SS_EE_F_REQ.GBL?FolderPath=PORTAL RO... 3¢ o

Favorites ™ | Main Menu ¥ Self Service ¥ Absence ¥ Absence Request (SF-6) Search | i Home | SignOut

PS9HRPRD At ®
WEB1

Notification NavBar

New Window | Help | Persanalize Page

Application for Absence Request (SF-6)

Empl ID:
JobTile:  COORDINATOR OF NON-ACADEMIC OR Empl Red
Details Leave Balance | &R
. Dar282019 “Time: CurrentPeriod  |Current Period | Future Period | Future Period
Start Date B | Time: @ ||PanType  |AsOfDate [Bakance Approved Leave |Ending Balance |Approved Leave |Ending Balance

*End Date: [ *Time: Sick 07/3172018|  723.00 0.00 723.00 0.00 723.00
*Absence Type: v \Vacation  |07/31/2019| 17600 40.00 136.00 £4.00 72.00
“Total Hours: *Duration Per Day:
Comment: Off-Campus Activity

: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance

2020 120.00 0.00 120.00
A
By clicking the submit bution you are certifying that your absence from duly is for the reason noted above
Submit

Absence Definitions

== Return =>

] ., “ _ za9em ||
‘. BT v PO g

Action

Click the Choose a date button.
El

Click the desired date.
18

Enter the desired information into the Time field. Enter "8:00AM".

Enter the desired information into the Time field. Enter "4:30PM".

Click the button to the right of the Absence Type field.

L

Click the Special Leave list item.

Special Leave

Click the button to the right of the Reason field.

L

Click the Emergency Closure list item.

Emergency Closure

10.

Enter the desired information into the Total Hours field. Enter "8".

11.

Enter the desired information into the Duration Per Day field. Enter "8".
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Step Action

12. NOTE: When requesting Special Leave, comments must be added to the
Comments box. Comments should provide specific information as to why the
request is being made. An example comments is provided here.

Enter the desired information into the Comment field. Enter "Emergency Closure".

13. Click the Submit button.
Submit

X @ CitrixReceiver

@ Absence Request (SF-6)

Absence Request History

*You have successfully submitted an absenc

€ request for 4/18/2019-4/18/2018 of Special Leave

€ > C @ rcbb.pshelsuhscedu/psp/hrtm/EMPLOYEE/HRMS/c/ZZ_SELF_SERVICEZZ_ABS_SS_EE F_REQ.GBL?FolderPath=PORTALRO.. ¥ (@ !
Faverites Main Menu Self Service Absence Absence Request (SF-6) Search #A& Home Sign Out
PS9HRTRN hl ®
WEBRCB1 Notification  NavBar
John Doel! EmzD -
Job Title:  COORDINATOR OF NON-ACADEMIC OR Erz] = 1
Leave Balance | EE
Current Period Current Period Future Period Future Period
Create New Absence Request PlanType  |AsOfDate \Balance | 0000000 cave |Ending Balance |Approved Leave |Ending Balance
Sick 07312018 72300 0.00 72300 0.00 72300
2
$Rafiush Vacaton  |07/312018| 17600 4200 128.00 £4.00 64.00
Message

Absence Type | Status FMLA |sif B hours

Special Submitted 04 T3

Annual Approved i

Sick Submitted 08/02/2019 5.00AM|08/02/2019|  4:30PM 5.00 135611 Cancel
Sick Submitted | # (09232019  S00AM|0S30/2019| 4:30PM| 4800 135805 Cancel
Annual Cancelled 08152019  8:00AM|D81S2019|  S00PM|  B00| 134471

Annual Approved 09042019  500AM|D2132019| 500PM| 6400 120574 Delete
Annual Approved 081972019  8:00AM|08232018| 500PM| 40.00) 130573 Delete
Annual Approved 07122019  so0AM|D7122018| so00PM| 800 130488 Delete
Special Approved 041182019 900AM|041182019| E00PM| 800 123604 Delete
Annual Approved 02/0172019 1:15PM |02/01/2019 1:45PM 0.50 171438 Delete

Step

Action

14.

Click the OK button.
QK

15.

The system will automatically send a confirmation email to your email address.
Your manager will also receive an email indicating a leave request has been
submitted by you for approval. The system will also send a return email notifying
you when the request has been approved.

NOTE: You can click on the link provided in the email to view the actual
transaction.

16.

This completes Create a Special Absence Request.
End of Procedure.
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Cancel an Absence Request

Procedure

In this topic you will learn how to Cancel a Leave Request.

Step Action

1. If a Leave Request has been not been approved by your Manager, you can cancel the
request. Once the request has been approved, it must be deleted rather than
cancelled. Deleting a request will be discussed in a later topic. Again, prior to
Manager approval, a leave request may be cancelled in the system.

-
@ Absence Request (SF-6) X (@ CitrixRecaiver

&« > C @ rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOYEE/HRMS/c/ZZ_SELF_SERVICEZZ_ABS_SS_FE_F_REQ.GBL?FolderPath=PORTAL_RO... ¥¢ @ H

Favorites > Main Menu ~ > SelfService™ > Absence ™ > Absence Request (SF-6) Search | & Home | SignOut
P
PSSHRTRN _—

John Dogsiis, Empl 10: -
JobTitle:  COORDINATOR OF NON-ACADEMICOR ~ EMPIRed

Leave Balance | R
Create New Absence Request PanType  |asorbate |Balance | O | nce | Anprovea Leave |Ending Baisnce

Sick o7312018[ 72300 0.00 723.00 0.00 723.00
oz Vacaton  [07/31/2018|  176.00 45.00 128.00 64.00 64.00

Off-Campus Activity

Fiscal Year Max Allowed Hrs Hrs Taken FYTD Balance
2020 120.00 0.00 120.00

Absence Request History Find | View All | & | First (¢} 1100f54 (» Last
Absence Type |Status FMLA | Start Date | Start Time EndTime |Hours |Trans Nbr | Delete |Prior Nbr ‘A:lion
Special Submitied 1812019 1 430PM|  800| 135813 Cancel
Annual Approved .00 Delete
Sick Submitied 8.0 Cancel
Sick v 48.00 Cancel
Annual Cancelled 8.0t
Annual Approved 64.0C Delete
Annual Approved 40,0 Delete
Annual Approved 500| 130468 Delete
Special Approved 800| 123604 Delete
Annual Approved 050| 117148 Delete

Step Action

2. Click the Cancel link.
Cancel

3. Review the transaction details to ensure the correct transaction has been selected for
cancellation.
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-+
@ Absence Request (SF-6) X @ Citrix Receiver

<« > C @ rcbb.pshelsuhsc.edu/psp/hrim/EMPLOYEE/HRMS fc/ZZ_SELF_SERVICEZZ_ABS_SS_EE_F_REQ.GBL?FolderPath=PORTA...
Favorites ™ Main Menu ¥ Self Service ¥ Absence Request (SF-6) Search
PS9HRTRN
WEBRCB1

Application for Absence Request (SF-5)

John DocHIN Enmol ID:

JobTie:  GOORDINATOR OF NON-AGADEMIG OR Emol Red: !

Details Leave Balance 128
*Start Date: 4182019 | <Time: BO0SM @ |PanType |Asorbate [Baance  [SUTeLOERS | e |Evcimg Bt
“End Date: D4182018 | <Time: [430PM Sick 7 723,00 [T 72300 009 T3.00
Absence Type: | Specisl Leave v vecation |07 178.00 4200 122.00) 64100 6400

Reason Emergency Glosure v
“Total Hours: 8.00 *Duration Per Day: | 5.00 | Off-Campus Activity

. Fiscal Year  MaxAllowed Hrs| Hrs Taken FYTD Balance

Comment: Emergency Clasure 000

“
Absence Definitions

Transaction History view il | 31| [
Action Dttm Action  UserlD  MsgCode Comment
111418 £0800PM  Suomitied Emergency Closure

Request #135813:Pending

Supenvisor

Pending

@ S Not Routed

Mhitiple Approvers
Pending Agd Processing
testiD

@ s

Approver Action
Approver Name:  Jonn Dos
Commant
4
@

# Home | SignOut

Mafifcsiion

NevBar

Action

4, Click the Cancel button.

Canc=l

X @ Citrix Receiver

@ Absence Request (SF-6)

€«

Favorites Msin Menu

PSOHRTRN

WEBRCB1
Absence Request (SF-5)
- Empl
= COORDINATOR OF NON-ACADEMIC OR Gl 1
Leave Balance =] =)
Current Period i
Craste New Absence Request FlanType [AsOfDate |Balence | ppproved Leave |Ending Balance |Approved Leave [Ending Balance:
Sick oipizme| 72200 0.00 72200 o.09] 72300
(@ Retiest
Vacation 176.00 48.00) 128.00) 8400 6400
Off Campus Activity
Fiscal Year  MaxAllowsd Hrs Hrs Taken FYTD Balance
Message
Absence Request History
Absence Type | Status. FMLA |Start Date | Start Tind
Spacisl Submitied 500 “ou have sucesshully cancelled an sbsenoe request for 412016-4/13/2018 of Special Lesve & hours.
Annual Approved B
I
sick Subitied B
Sick Sibmitied | s30°m| <am0| 135305 Cancal
Annual Cancelied 152010 sooam|pensooie| sooeM| 2ol 1aee
Annual Approved s00PM| s4am0| 130574 Delete.
sl Approved 192012 so0eM| <000 120573 Delete
Annual Approved 7izo0ie|  sooam(orizzote] so0PM|  200|  13ndes) Delete:
Spacil Approved sooew| a0 123004 Delete.
Annual Approved 1 1acPM| 080 n71g Delete

New Wiiow | Help | Personize Page
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Step Action

5. A message displays confirming your request has been cancelled.

Click the OK button.

Ok

6. Notice that the line Status still displays Submitted rather than Cancelled. To update
the Leave Request History, click the Refresh button.

% Rafresh

Once the page was refreshed, the Status changed from Submitted to Cancelled.

You will receive a confirmation email stating your request has been cancelled. You
can click on the link included in the email to view the actual transaction.

9. This completes Cancel a Leave Request.
End of Procedure.
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Delete an Absence Request

Procedure

In this topic you will learn how to Delete a Leave Request.

Step

Action

1.

Occasionally, you may need to delete a request if you were unable to take the
absence. Once an absence request has been approved it must be deleted rather than
cancelled, and a new request submitted if applicable.

NOTE: The Future Period Approved Leave field shows 8.00 hours of Sick leave.

- @ x
@ L5U Health Remote Access Part: X ° L J
'G Ab: Request (SF-6) - Google Chre ==
o sence Reques oogle Chrome. - a

| @ remote.lsuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/c/, Danalnfo=rcbb.pshe.lsuhsc.edu,S5L+77_SELF_SERVICE.ZZ_ABS_SS_EE_F_REQ.GBL?FolderPath=PORTAL...

Favorites ~ Main Menu ¥ > SellService™ > Absence ¥ > Absence Requesi (SF-6) Search | % Hcfl 4+
N
PSOHRTRN A
WEBRCB2 Notification NavBg
New Window | Help | Personalize Page
Absence Request (SF-6)
John Doelii i Emel D
JobTitle:  COGRDINATOR OF NON-ACADEMIC OR Empl Red
Leave Balance [FE] =]
Current Period  |Current Period | Future Period | Future Period
Create New Absence Request PlanType |AsOfDate \Balance | o ver|cave |Ending Balance |Approved Leave |Ending Balance
Sick 0713172019 723.00 0.00 723.00 0.00 723.00
2 Refresh — — = e = =
Vacation o7 176.00 48.00 128.00 64.00 64.00
Off-Campus Activity
Fiscal Yeasr  Max Allowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00
Absence Request History Find | View All | & | [ First (4 1-10 0f54 (» Last
Absence Type | status FMLA |StartDate |StartTime |EndDate |EndTime |Hours |Trans Nbr | Delete |Prior Nbr [Action
Special Cancelled S:00AM |04/ 9| 4:30Pm 135813
Annual Approved 4.30PM 135812 Delete
Sick Submitted 4:30PM 135811 Cancel
Sick Submitted E4 4:30PM 135805 Cancel
Annual GCancelled 5:00PM
Annual Approved 5:00PM Delete
Annual Approved 5:00PM Delete
Annual Approved 5:00PM Delete
Special Approved 04r S-00AM |04/ 5.00PM Delete

B &0 0l¢[T @ 8 L re e B

Step

Action

In this example you will be deleting a leave request for 4 hours of sick leave.

Click the Delete link.

Delete
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& remotelsuhsc.edu/psp/hrirm/EMPLOYEE/HRMS,

Favorites ¥ Main Menu ¥

Self Service ™

Absence ¥

PS9HRTRN
WEBRCB2

Application for Absence Request (SF-6)

Absence Request (SF-6)

Netification NavBg

New Window | Help | Personalize Pa

Submit
Absence Definitions

=< Return ==

John Doe. Empl ID:
Job Tile:  COORDINATOR OF NON-ACADEMIC OR Empl Red
Details Leave Balance I E
. 81301 “Time: s Current Period  |Current Period  |Future Period | Future Period
Start Date: 0ar30/2018 Time: S:00AM @ | |PlanType |AsOfDate |Balance | oWl L. |ERNNC Balance |Approved Leave |Ending Balance
*End Date: 081302018 *Time: 4:30PM Sick o320 72300 0.00 723.00 0.00 723.00
*Absence Type: Annual Leave v Vacation 07/3112012 176.00 48.00 128.00 64.00 64.00
*Total Hours: -3.00 *Duration Per Day: | -5.00
) Off-Campus Activity

Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD. Balance

2020 12000 0.00 120.00

y
Delete Prior Request
Prior Rgst Nbr: 135612 Start Dt:  D8/aC Abs Type: Annual Leave FMLA
o
Delete  Engpt: pasan Hours: 800

B o =

gl€e ¥ @ @

m@mb

Step

Action

Review transaction information

Click the Submit button.
Submit

correct request has been selected.

prior to submitting your request to confirm the
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- i x
@ LSU Health Remote Access Porte X + L 7|

- -
|
P € Absence Request (SF-6) - Google Chrome - Iﬁ

& remotelsuhsc.edu/psp/hrim/EMPLOYEE/HRMS/c/,Danalnfo=rcbb.pshe.lsuhsc.edu,SSL+Z7_SELF_SERVICE.ZZ_ABS_SS_EE_F_REQ.GBL?FolderPath=PORTAL...
Favorites Main Menu Self Service Absence Absence Request (SF-6) Search #& Hdl : ESH 4« | I

PSYHRTRN v e
WEBRCB2 Notification NavBg

New Window | Help | Personalize Page

Absence Request (SF-6)

John Doel Empl ID
Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red 1
Leave Balance [FE] =]

Current Period Current Period Future Period Future Period
Create New Absence Request PlanType |AsOfDate |Balance | porouedicave |Ending Balance |Approved Leave |Ending Balance

Sick 07/31/2019 723.00 0.00 72300 0.00 72300

2
2 Refresh 2400
Message

‘You have successfully submitted an absence request for 8/30/2019-8/30/2019 of Annual

Leave -8 hours
Absence Request History
Absence Type | Status FMLA OK
Special Cancellsd 0drrsrzoTy OUANT AT TSTZ0TS | 430P T ALsj I 3¢
Annual Approved 08/30/2019 &:.00AM |08/30/2019|  4:30PM 8.00( 135812 Delete
Sick Submitted 08/02/2019 S:00AM |08/02/2018 4:30PM 8.00 135811 Cancel
Sick Submitted e 09232019 5:00AM|09/30/2018|  4:30PM| 48.00( 135805 Cancel
Annual Cancelled 0871512019 S:00AM |08/15/2019 5.00PM 8.00 134471
Annual Approved 08/04/2018 5'00AM | 0971372018 5:00PM| 6400 130574 Delete
Annual Approved 08/19/2019 5:00AM | 0872312018 5.00PM| 4000 130573 Delete
Annual Approved 0771212019 S00AM |07/12/2018 5:00PM 8.00 130468 Delete
Special Approved 04/13/2019 S.00AM (04/13/2018|  5.00PM 8.00 123604 Delete

1034pm | |
109 ||

T O AR

SR AT RS

Step Action

4. A confirmation message displays confirming a request for -8 hours of sick leave has

been submitted.

Click the OK button.
(o]

5. Click the Refresh button to update your Leave Request History.

2 Refrazh ]

6. A new line displays indicating your request has been submitted for approval.

leave to be taken until your manager has approved the deletion request.

NOTE: The Future Period Approved Leave field continues to show 8.00 hours of

7. The system will automatically send you an email once your manager has approved

actual transaction.

the deletion request. You can click on the link included in the email to view the

8. Once your manager approves your request, the system will automatically update

and the original request line status to Deleted.

9. This completes Delete a Leave Request.
End of Procedure.
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Submit a Family Medical Leave Request

Procedure

In this topic you will learn how to Submit a Family Medical Leave Request.

=
@ LSU Health Remote Access Porte X L
- ..
€ Absence Request (SF-6) - Google Chrome b=

o » -
|| 8 remote.lsuhsc.edu/psp/hrirm/EMPLOYEE/HRMS/ nalnfo=rcbb.pshe.lsuhsc.edu,55L+ZZ. - SERVICE.ZZ_ABS_55_EE_F_REQ.GBL?FolderPath=PORTAL...
Favorites ~ Main Menu ¥ Self Service ™ > Absence ¥ > Absence Reques
PS9HRTRN
WEBRCB2
New Window | Help | Personalize Page
Absence Request (SF-6)
John Emp! ID.
Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red
Leave Balance [FE] ]
Creals New Absence Acqiech PanType |AsOrDate [Balance | e otance | Approved Leave |Ending Salonce
Sick 071312019 723.00 0.00 723.00 0.00 723.00
EE=) \acation  [07/31/2019|  176.00 48.00 126.00 64.00 64.00
Off-Campus Activity
Fiscal Yeasr  Max Allowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00
Absence Request History Find | View All | & | [ First (40 110 0f 55 (» Last
Absence Type | status FMLA |StartDate |StartTime |EndDate |EndTime |Hours |Trans Nbr | Delete |Prior Nbr [Action
Annual Submitted 08/30/2018|  S:00AM|08/30/2018| 4:30PM| -800| 135814| ¥ | 135812|Cancel
Special Cancelled 0471312013  &00AM|04/13/2018 4:30PM|  800| 135813
Annual Deleting 08/30/2018|  S:00AM|08/30/2018| 4:30PM| 800| 135812
Sick Submitted 08/02/201%|  &:00AM|08/02/201%| 4:30PM| 8.00| 135811 Cancel
Sick Submitted 7 |09/232019(  8:00AM|09/30/2019( 4:30PM| 43.00( 135305 Cancel
Annual Cancelled 08/15/2018|  G:00AM|08/15/2018| S00PM| 800 134471
Annual Approved 00/04/2013|  &-0DAM|09/13/201| 500PM| 64.00| 130574 Delete
Annual Approved 08/19/2018|  S:00AM|08/23/2018| 500PM| 40.00| 130573 Delete
Annual Approved 07/12/2018|  &:00AM|07/12/2018| 500PM| 800| 130468 Delete

o 0N €]

¥ @ @ . B e

Step Action

1. Click the Create New Leave Request link.

Zreate Mew Absence Reguesi
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[F= N
- =
-6) - EEIREX
& @ Absence Request (57-6) - Gaogle Chrome - -

& remote.lsuhsc.edu/psp/hrim/EMPLOYEE/HRMS/c/,Danalnfo=rcbb.pshe.lsuhsc.edu,SSL+77_SELF_SERVICE.ZZ_ABS_SS_FE_F_REQ.GBL?FolderPath=PORTAL...

Favorites ¥ Main Menu ¥ Self Service ™ > Absence ™ > Absence Request(SF-6) Search | A& Hq : ESH 4 | u-l-

PSOHRTRN o9
WEBRCB2 Notification NavBg

New Window | Help | Personalize Paq

Application for Absence Request (SF-6)

John Doe i s Emel 1D
Job Tile:  COORDINATOR OF NON-ACADEMIC OR Empl Red
Details Leave Balance I
. 11142019 “Time: Current Period | Current Period  |Future Period | Future Period
Start Date: 71412019 ¢ |*Time: @ |PanType |AsOfDate |Balance |Approved Leave  |Ending Balance |Approved Leave | Ending Balance
*End Date: [ *Time: Sick 072172019 723.00 0.00 723.00 0.00 723.00
*Absence Type: M Vacation  |07/3172018|  176.00 48.00 128.00 64.00 64.00
*Total Hours: *Duration Per Day:
) Off-Campus Activity

Comment: Fiscal Year  MaxAllowed Hrs Hrs Taken FYTD. Balance

2020 12000 0.00 120.00

y

By clicking the submit bution you are certifying that your absence from duty is for the reason noted above

Submit
Absence Definitions

== Retumn =>

2B Joléevnenm S s

Step

Action

In this example, you will create a request for 40 hours of FMLA leave beginning

June 22nd through June 26th.

Click the Choose a date button.
)

Click the desired date.
18

Enter the desired information into the Time field. Enter "8:00AM".

Click the Choose a date button.
e

Click the desired date.
22

Enter the desired information into the Time field. Enter "4:30PM".

Click the button to the right of the Absence Type field.

T

Click the Sick Leave list item.

Sick Leave

Page 24




Training Guide
Absence Request Employee Self Service

Step Action

10. NOTE: The FMLA option will display when the Leave Without Pay, Sick or
Annual absence type is selected.

Click the FMLA option.

FMLA
11. Enter the desired information into the Total Leave Hours field. Enter "40".
12. Enter the desired information into the Duration Per Day field. Enter "8".
13. Click the Submit button.
Submit
14. Once submitted, a message will display indicating your request will be sent to

Human Resources for review.
Click the Yes button.

15. A message displays indicating that the request has been successfully submitted.

Click the OK button.
QK

16. You will receive an email confirming your FMLA request has been submitted.
FMLA requests require approval from both your manager and Human Resources.
The system will automatically send an approval email to you once both approvals
have been submitted. Click the link provided in the email to view the actual
transaction.

17. This completes Submit a Family Medical Leave Request.
End of Procedure.
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Submit a Leave Without Pay Request

Procedure

In this topic you will learn how to Submit a Leave Without Pay Request.

@ Absence Request (SF-6)

<« C @& rcbb.pshelsuhsc.edu/psp/hrim/EMPLOYEE/HRMS/c/ZZ_SELF_SERVICEZZ_ABS _SS_EE_F_REQ.GBL?FolderPath=PORTA.. & ¢ @

Favorites ™ Main Menu * Self Service ¥ > Absence ¥ » Absence Request (SF-5) Search # Home | Sign Out

PSOHRTRN v @
WEBRCB1 Notification ~ MavBar

New Window | Help | Personalize Page

Absence Request (SF-6)

ohn Dog Empl ID:
JobTitls:  GOORDINATOR OF NON-AGADEMIC OR Empl Red 1
Leave Balance (=] =)

PnType |AsOfDste |Balance |CurrentPeriod |GurrentPeriod |Future Period  |Future Perioa

iCreate New Absence Request Approved Lea: Enciing Bal |Approved Leave |Ending Balance

Sick 073172019 0.0 7 D.0D 00
EPutich) Vacation  |07/31/2019 45.00 126.00 64.00 64.00
Off-Campus Activity
Fiscal Year Max Allowed Hrs Hrs Taken FYTD Balance
2020 12000 0.00 120.00
Absence Request History Find | ViewAll || [ First (4) 110 0f56 () Last
Absence Type | Status FMLA | Start Date End Date |EndTime |Hours |Trans Nbr | Delete |Prior Nbr |Action
Sick [submitted | @ 1372013 12202013 4pp0| 138815 Cancel
Annusl Submitted 02/302019 0873072019 135814 @ | 135812|Cancel
Special Cancelled 041152019 041372019
Annusl Deleting 08302019 083072019
Sick Submitted 080212019 080272019 Gancel
sick suomitted | @ [0s@3r01e 097302019 Cancel
Annusl Cancelisd 08/15/2019 06/15/2019
Annusl Approved 080472019 o 19 Delete
Annual Approved 081972019 0872372019 Delste
Annual Approved 0711212019 071272019 Delete

Step Action

1. If you have no leave hours available, you can submit a Leave Without Pay request.

Click the Create New Leave Request link.

i{Create Mew Absence Request
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@ Absence Request (5F-6)

< C @& rcbb.pshelsuhsc.edu/psp/hrtrm/EMPLOYEE/HRMS/c/ZZ_SELF_SERVICEZZ_ABS_SS_EE_F_REQ.GBL?FolderPath=PORTA.. @ ¢ o H

Favorites *  Main Menu ¥ Self Senvice ™ » Absence ™ » Absence Request (SF-6) Search # Home | Sign Out

PSOHRTRN -
WEBRCB1 Notification  NavBar
New Window | Help | Personalize Page

Application for Absence Request (SF-6)

John Dog iy Empl ID:

Job Tile:  COORDINATOR OF NON-ACADEMIC OR Empl Red. 1

L==TE Leave Balance
*Start Date: 11152019 |G| *Time: @ | |PlanType  |AsOFDate [Balan e e
*End Date: [ *Time: Sick
*Absence Type: v /acation a .

*Total Hours: *Duration Per Day: Off.Campus Activity
Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
120.00 0.00 0.0

Comment:

24
By clicking the submit button you are ceriifying that your absence from duly s for the reason noted above.
Submit
Absence Definitions

== Retum =>

o12am | |

11/15/2019

P S Y

Action

Click the Choose a date button.

|;1']

Click the desired date.
27

Enter the desired information into the Time field. Enter "8:00AM".

Enter the desired information into the Time field. Enter "4:30PM".

Click the Absence Type list.

L

Click the Leave Without Pay list item.

| Leave Without Pay

NOTE: The FMLA option will display when the Leave Without Pay, Sick or
Annual absence type is selected.

Enter the desired information into the Total Leave Hours field. Enter "8".

10.

Enter the desired information into the Duration Per Day field. Enter "8".

11.

Click the Submit button.

Submit
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@ Absence Request (SF-6)

<« c @ rcbb.pshe.lsuhsc.edu/psp/hrtm/EMPLOYEE/HRMS/c/ZZ_SELF_SERVICE.ZZ_ABS_SS_EE_F_REQ.GBL?FolderPath=PORTA.. & ¥ o H

Favorites Main Menu Self Service Absence Absence Request (SF-6) Search #& Home Sign Out

PSOHRTRN e

WEBRCB1 Mofificaion  NavBar
New Window | Help | Personalize Page:
Absence Request (SF-6)

John Doe Wi 15 el ie

JobTitle:  COORDINATOR OF NON-ACADEMIC OR Byl 1
Leave Balance (e =]

Creste New Absence Request PanType  |AsOiDate |Balencs | IS o Batance | Appeoves Leave | Ending Stance

) ‘Su:k 07/312018|  723.00 0.00 723.00 0.00 723.00

. Vecation __|07/312018| __176.00 45.00 128.00 £4.00 £2.00

Message
ou have successiully submitied an absence request for 11/27/2019-11/27/2019 of Leave Without Pay 8

Absence Reguest History hours.
Absence Type |status FILA | tart Dag
LwopP Submitted nzig £...0K
Sick submitted | @ |11/182079]  G00AM|T1/202079] 430PM| 40000 135675 Cancel
Annual Submitied 08302018 so0amoasonois|  430em| soof 13ss1a] @ | 13ss12|cancel
Special Cancelled 04182018 s.00aM[oananois|  430em|  soo| 13s13
Annusl Deleting 08302019 2:00aM(oson01s| 430PM|  soof 13ssi2
Sick Submitted osm2201a|  2:00am|osm2o019|  430Pm|  soo| 13ssit Cancel
Sick Submitted | ¢ [oa3oo1a|  s:00am|osmomois| 4:30m| 4so0| 13s8DS Cancel
Annusl Cancelled osi15019|  2:00aM(osnsoo1a| sooPM|  s00[ 134471
annusl approved oansnnta|  =00aM(osinanots| sooPM| espof 130574 Delete
annuzl approved 08192013|  8:00aM (08232019 S5:00PM| 4000 130573 Delete

T € ok ‘;_I H'-fl ® .y & S RSN

Step

Action

12.

A message displays indicating that the request has been successfully submitted.

Click the OK button.

13.

The system will automatically send a confirmation email to your email address.
Your manager will also receive an email indicating a Leave Without Pay request has
been submitted by you for approval. You can click on the link provided in the email
to view the actual transaction.

14.

Once the request has been approved by your manager, you will receive an approval
confirmation email. You can click on the link included in the email to view the
actual transaction.

15.

Once your manager approves the request, the Leave Request History will
automatically update and display a Status of Approved.

16.

This completes Submit a Leave Without Pay Request.
End of Procedure.
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