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Absence_Requests Manager_ Self_Service

Manage Absence Requests

You can access an employee leave approval request three ways:
(1) Viathe link provided in the approval email,

(2) Viayour PeopleSoft Worklist, or

(3) Viathe Absence Approval (SF-6) page.

All three options will be demonstrated in this module.

Access and Approve Absence Requests via Email Link

Procedure

In this topic you will learn how to Access and Approve Absence Requests using Email Link.

Step Action

1. You will receive an email approval request when an employee submits an absence
request.

1. Clicking the View Absence Approval Request link will take you directly to the
PeopleSoft logon page.

2. The email absence request contains information such as the absence type, start
and end dates, and total number of hours.

3. At the bottom of the page, absence balance information is provided.
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Test TST: SF-6 Rgst #184522 for

Message Acrobat Q Tell me what you want to do...

& x ﬁ%@_ﬁ%ﬂ U Inbox

&} To Manager

{ is awaiting your approval - Message (HTML)

Yo T | 5 Mark Unread

oete | Ao o E1 Team Email v Done " m
& - Detete | Reply Repy Foward G- @) popy i Delete  F Create New | e |
All = £
Delete Respond Quick Steps E] Move
Tue §/1/2021 9:46 AM
PeopleSoft LSUHSC <no-reply>
Test TST: SF-6 Rqst #184522 for is awaiting your approval
To
) 1 there are problems with how this message is displayed, click here to view it in a web browser.
View Absence Approval Request
Absence Name Annual Leave
From 06/04/2021 8:00AM
To 06/04/2021 4:30PM
Duration Hours 8
| CERTIFY THAT MY ABSENCE FROM DUTY WAS FOR THE REASON NOTED
BOVE.
Job Title  COORDINATOR OF NON-ACADEMIC OR
Department BR HRM Staff Training & Devel
Request Nbr 184522
Absence Balances
D Current Period | Current Period | Future Period Future Period
Plan As of Balance Approved Leave | Ending Balance | Approved Leave| Ending Balance
Sick 04/30/2021| 97500 0.00 975.00 0.00 975.00
Vacation | 04/30/2021| 174.00 0.00 174.00 0.00 174.00

Categorize =
Follow Up ~

Tags

[E]

a3 P
%
Translate B

Editing

QW o

Zoom

Zoom

Send to
OneMote
OneNote

Report
Phishing

Cofense

Step

Action

View Absence Approval Request

Click the View Absence Approval Request link.
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= (m] X
(im] \@ Citrix Receiver X | @ Microsoft Edge % | [ Oracle PeopleSoft Sign-in x |+ I

@] (3 https://dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_ HRMS.ZZ_ABS SS_AP.. g Q@ 7=

LS

PeopleSoft HRSA - PSOHRTST 2

User ID

‘ —

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

3. Your User ID should default into the User ID field. If it does not default, enter it
directly into the field using ALL CAPS.

Enter the desired information into the Password field. Enter "Password" and then
click the Sign In button.
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(im] \ @ Citrix Receiver X | @ Microsoft Edge % | [ Absence Approval (SF-6) x |+ -
& C ) https://dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS SS_AP.. g @ 7=
Favortes ™  MainMenu™ > ManagerSeffService ™ > Absence™ > Absence Approval (SF-6) Search | 4 Home | Workist | SignOut
PSOHRTST 8 @
WEBDPS?2 Notification NavBar
New Window | Help | Personalize Page
Application for Absence Request (SF-6)
Empl 1D
Job Tille:  COORDINATOR OF NON-ACADEMIC OR Empl Red 1
Details Leave Balance
- . 6/04/202 “Time: AM As Of CurrentPeriod  [Current Period | Future Period
Start Date: DeiD4iz021 Time: (800AM @ PlanType |poee |Balance | iroved Leave  |Ending Balance | Approved Leave
*End Date: 21 | *Time: |430PM [ \ | 0.00] 0.00| 0.00| 0.00|
*Absence Type: Annual Leave v
“Total Hours: 8.00/*Duration Per Day: | 8.00
Comment:
|
Absence Definitions
Request #184522:Pending
Supervisor
Pending
© Supervisor Not Routed
Pending gy Al Procsssing
@ Supervisor
Additional Approval: | v
Approver Action -
»

Step

Action

The Application for Absence Request (SF-6) page displays. Review the information
provided before taking action on the request to ensure you are viewing the correct

transaction.

Click the Down button of the scrollbar.

-

Click the Approval button.
Approve

A message will display stating the request has been approved.

The system will automatically send a confirmation email to you confirming the
absence request has been approved. The system will also send an email to the
employee notifying him/her of the approval.

NOTE: Click the link provided to view the original transaction.

This completes Access and Approve Absence Requests using Email Link.
End of Procedure.
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Access and Approve Absence Requests via the Worklist
Procedure

In this topic you will learn how to Access and Approve Absence Requests via the Worklist.

Step Action

1. After logging into PeopleSoft, you will click on the Worklist link located in the top
right corner. You can also get the Worklist through the Main Menu page, or through

your Favorites. If you prefer to approve transactions using the Worklist, it is

recommended you add a link to your Favorites by clicking the "Add to Favorites”

@ Employee-facing registry content X+ o - X
&« C @ dps.pshelsuhsc.edu/psp/hrtst/EMPLOYEE/HRMS/h/7tab=DEFAULT o % RN = Q H
if1 Apps B3 LSUHealth New Orl.. & LSU Health Shrevep.. @ Citrix Receiver (@) LSUHSC-ZOOM 3 MyChari- Login Pa.. =7 LaGovlEO — » Reading list

Favorites Main Menu ~

PSOHRTST
WEBDPS1

Step Action

2. Click the Worklist link.

ot |
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Step

Action

3.

The Worklist displays the Absence Request waiting for approval. The Worklist
includes Absence Requests submitted by your direct reports.

The Worklist will also include all Absence Requests coded to the employees for
which the Approver is set up as a secondary or delegated approver. Therefore,
Absence Requests from employees other than your direct reports may display on an
Approver’s Worklist if s/he is set up to approve for another manager.

The Refresh button, located at the bottom of the list on the left side of the page, will
move submitted absence requests to the Worklist.

NOTE: You may wish to click the Refresh button before exiting the Worklist to
determine if any other absence requests are available for approval.

Absence requests do not have to be approved in any particular order. However, you
may click the Priority drop-down arrow next to the absence request links to make a
notation of the priority order in which you wish to approve the requests.

NOTE: This does not reorder the absence requests on the Worklist.

Click on the blue link to access a transaction.

Click the TRANSACTION NBR: 184523 link.

Z7Z ABS S5 569723

SUNC MULTI, 2013-01-01, M, 0,
RANSACTION MER:184523
MPLID: EMPL RCD:1
DCREADA,

—

ojml|

I=

The Application for Absence Request (SF-6) page displays. Review the information
provided before taking action on the request to ensure you are viewing the correct
transaction.

Click the Down button of the scrollbar.

-

Click the Approval button.

Approve

A message displays confirming approval of the absence request.

10.

The system will automatically send a confirmation email to you confirming the
absence request has been approved. The system will also send an email to the
employee notifying him/her of the approval.

NOTE: Click the link provided to view the original transaction.

11.

This completes Access and Approve Absence Requests via the Worklist.
End of Procedure.
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Access and Approve Absence Request via the Notification Bell
Procedure

In this topic you will learn how to Access and Approve Absence Requests via the Notification
Bell.

Step Action

The Notification bell displays a line at the top of the bell to notify users of any new
Actions requiring attention, such as Absence Approval Requests.

@ Employee-facing registry content X 4 [~] = X

w @ :
if1 Apps 3 LSUHealth New Orl.. &R LSU HealthShrevep.. @ Citrix Receiver (@) LSUHSC-ZOOM g3 MyChart- Login Pa.. =7 LaGovlEO — » Reading list

<« C & dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/h/?tab=DEFAULT

Favorites ™ Main Menu ~

Search | i Home | Worklist

PSOHRTST @
WEBDPS1

Notification NavBar
? Help

Step Action

2. Click the Notification button.

Notification
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Step Action

3. The most recent transaction will display first in the list.

Click the SF-6 Annual Leave link.

SF-6 from | for 8 hour(s) of Special Leave on

® 16/10/2021 is awa ting your approva

4, The Application for Absence Request (SF-6) page displays. Review the information
provided before taking action on the request to ensure you are viewing the correct
transaction.

Click the Down button of the scrollbar.

-

5. Click the Approve button.
Approve

A message displays confirming approval of the absence request.

The system will automatically send a confirmation email to you confirming the
absence request has been approved. The system will also send an email to the
employee notifying him/her of the approval.

NOTE: Click the link provided to view the original transaction.

8. This completes Access and Approve Absence Requests via the Navigation Bell.
End of Procedure.
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Access and Approve Absence Requests via the Absence Request
(SF-6) Page

Procedure

In this topic you will learn how to Access and Approve Absence Requests via the Absence
Requests (SF-6) Page.

@ Employee-facing registry content X + (] = X
< C @ dps.pshelsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/h/?tab=DEFAULT i = @ H

P Apps S LSUHealth New Orl.. 8 LSU HealthShrevep.. @ Citrix Receiver () LSUHSC-ZOOM 3 MyChart- Login Pa.. =¥ LaGovlEO  » | [E Readinglist

Favorites ™ Main Menu = Search | i Home | Workist | SignOut

@

NavBar

PSOHRTST Q )
WEBDPS1 Notification

Step Action

1. Click the NavBar link.

NavBar

2. Click the Navigator link.

Mavigator

3. Click the Manager Self-Service link.

Manager Self Service
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Step Action
4, Click the Absence link.
Absence
5. Click the Absence Approval (SF-6) link.

Absence Approval (SF-8)

@ Absence Approval (SF-6) x + [+] = X
& C & dps.pshelsuhsc.edu/psp/hrtst/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL i B = @ H

5 Apps S LSUHealth New Orl.. S8 LSU Health Shrevep.. @ Citrix Receiver () LSUHSC-ZOOM 3 MyChart- Login Pa.. =¥ LaGovlEQ — » Reading list

Favorites ¥ Main Menu ¥ » Manager Self Servi

PSOHRTST
WEBDPS1

SF-6 Leave Approval

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Transaction Number: = ~

Security Type: (= ~ ~

Reporting Leve!

Empl ID:
Name:
Last Name:
Begin Date: \:] E1}
Absence Type: /m‘ Q
Workflow Status: (= v | ~]
Pending My Approval 7
Search Clear | Basic Search s Save Search Criteria
Step Action

You may enter the Transaction Number or the employee's Last Name to search for
an absence request.

Enter the desired information into the Last Name field. Enter "Employee's Last
Name".

NOTE: Itis recommended that you use the Last Name field and not the Name
field to search. Names are done differently in PeopleSoft and cannot be accessed
unless entered in the appropriate format.
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@ Absence Approval (5F-6) x  + o - X
&« Cc @ dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS_SS_APPR.GBL w B @ :
i3 Apps kS LSUHealth New Orl.. kS¥ LSU Health Shrevep.. @ Citrix Receiver () LSUHSC-ZOOM 3 MyChart - Login Pa.. = LaGovlEQ — » Reading list

Favorites ¥ Main Menu ~ > Manager Self Service ¥ Absence ¥ > Absence Approval (SF-6) \ # Home \ Worklist \ Sign Qut

PSOHRTST 8
WEBDPS2 Notification NavBar

SF-6 Leave Approval

Enter any infermation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Transaction Number. \:I

Security Type: ‘ = vl ‘ -

Reporting Level:

Empl ID:
Last Name
Begin Date \:I [
Absence Type Q
Workflow Status. (= v ~|
Pending My Approval ?

Search Clear | Basic Search IQ":I Save Search Criteria

Step Action

7. Click the Search button.
Search
8. If more than one absence request is in the system, the various transactions will

display at the bottom of the page. The most recent request will be listed first.

Click the 184544 link.
184544

9. The Application for Absence Request (SF-6) page displays. Review the information
provided before taking action on the request to ensure you are viewing the correct
transaction.

Click the Down button of the scrollbar.

10. Click the Approve button.
Approve
11. A message displays confirming approval of the absence request.
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Step Action

12. The system will automatically send a confirmation email to you confirming the
absence request has been approved. The system will also send an email to the
employee notifying him/her of the approval.

NOTE: Click the link provided to view the original transaction.

13. This completes Access and Approve Absence Requests via the Absence Requests
(SF-6) Page.
End of Procedure.
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Create a Secondary Absence Approval

Procedure

In this topic you will learn how to Create a Secondary Absence Approval.

Step Action

1. You can access absence requests two ways. Your first option is to navigate as
follows:

NavBar > Navigator > Manager Self Service > Absence > Absence Approval
(SF-6)

2. On the SF-6 Leave Approval page:
1. Enter the employee's last name in the Last Name field.
2. Click the Search Button.

NOTE: The Pending My Approval box will remain checked.

3. The absence request will display.

NOTE: If more than one absence request is pending, a list of pending absence
requests will display at the bottom of the page. Click the appropriate request to
view the absence information.
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@ Absence Approval (5F-6) x  + o - X
&« C & dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS_SS_APPR.GBL T N @ H

i3 Apps kS LSUHealth New Orl.. kS LSU Health Shrevep.. @ Citrix Receiver () LSUHSC -ZOOM g3 MyChart - Login Pa.. = LaGovlEQ  » Reading list

L]

Favorites ¥ Main Menu ~ > Manager Self Service ¥ Absence ¥ > Absence Approval (SF-6) \ Home \ Worklist \ Sign Qut
PSOHRTST a @
WEBDPS2 : Nofification  NavBar

*End Date: “Time: |4:30PM

*Absence Type: Annual Leave ~

*Total Hours: 8.00 *Duration Per Day: | 8.00

Comment:

Absence Definitions

Request #184532:Pending

Supervisor

Pending Not Routed
@ Swenisor 4 Addl Processing

Approva\:| hd
Approver Action

Approver Name:

Comment:

il

Approve Deny

[ Return to Search +=| Previous in List

Step Action

4, The Application for Absence Request (SF-6) page displays. Review the information
provided before taking action on the request to ensure you are viewing the correct
transaction.

Click the button to the right of the Additional Approval field.

b

5. A list of additional approvers will display in the drop-down list.

Click the Desired list item.
SH1874500
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@ Absence Approval (5F-6) x  +

< &

i3 Apps kS LSU Health New Orl..  kS¥ LSU Health Shrevep..

Favorites ™ Main Menu ™ > Manager Self Service ¥

PSOHRTST
WEBDPS2

AGSence 1ypy

*Total Hours: 40.00 *Duration Per Day: 8.00 Off-Campus Activity

Fiscal Year  Max Allowed Hrs
2021 120.00
Absence Definitions
Request #184550:Pending
Supervisor
Pending
© Supenisor Not Routed
Multiple Approvers
Pending Addl Processing
]
Supervisor .
@ S
Approva\:l SH1674600 ~

Approver Action

Approver Name:
Comment:
)
Approve Deny

[ Return to Search

& dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS_SS_APPR.GBL
@ CitixReceiver (@) LSUHSC-ZOOM  E3 MyChart - login Pa.. 2 LaGovlEO  »

> Absence Approval (SF-6)

* *®
Reading list

Search ‘

Home ‘ Worklist ‘ Sign Qut

8

Notification NavBar
o0

Hrs Taken FYTD Balance
0.00 120.00

Step

Action

Click the Approve button.
Approve

approval.

notification.

An approval confirmation will display, as well as routing information for secondary

NOTE: When one approver grants approval, the other will receive an email

End of Procedure.

This completes Create a Secondary Absence Approval.
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Create an Absence Request for an Employee

Procedure

In this topic you will learn how to Create an Absence Request for an Employee.

Step Action

1. *khkk*k NOTICE *khkk*k

Absence requests should only be created by the manager when an employee is on
extended leave, such as FMLA, and unable to complete his/her own absence
request. 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 absence slips will be housed in
the department.
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@ Employee-facing registry content X+ (] - P

&« C @ dps.pshelsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/h/?tab=DEFAULT Tt B @ H
i Apps KM LSU Health New Orl.. k38 LSU Health Shrevep.. @ Citrix Receiver () LSUHSC-ZOOM [ MyChart - Login Pa.. &7 LaGov LEQ » Reading list

Favorites *  Main Menu = Search | i Home | Workist | SignOut

PS9HRTST ‘d @

WEBDPS2 Notification NavBar
%7 Help

Step Action
2. Situations, such as an emergency, may arise that will require you to create a absence

request for an employee. In these situations, you will create the absence request and
approve it.

Click the NavBar link.

%)

MavBar
3. Click the Navigator link.
Mavigator
4, Click the Manager Self Service link.

Manager Self Service

5. Click the Absence link.

Absence
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Step Action

6. Click the Absence Request (Supervisor) link.

Absence Request (Supervisor)

7. A list of employees for whom you can perform this function will display.

Click the Select button.
Select

8. Click the Create New Absence Request link.
‘Create New Absence Reguest

9. Click the Calendar button.
e

10. Click the 23rd button.
23

@ Absence Request (Supervisor) x +

(-] = X
&« C & dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_MGRF_REQ.GBL w » H
(28 Psp,

i3 Apps  KSM LSU Health New Orl.. kS LSU Health Shrevep.. @ Citrix Receiver () LSUHSC -ZOOM 3 MyChart - Login Pa.. =¥ LaGovlEO  » Reading list

Favorites ¥ Main Menu ~

» Manager Self Service ¥ > Absence ™ > Absence Request (Supervisor) ‘

#& Home | Workl | sign Out

PSOHRTST @

WEBDPS2 Notification ~ NavBar

ow | Help | Personalize Page
Application for Absence Request (SF-6)

John Doe Empl ID: 0114881

Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red: 0

Details Leave Balance | R
=Start Date: 06/23/2021 |[31) *Time: Current Period Current Period | Future Period Future Period

e PlanType |AsOfDate |Balance |\ vedleave |Ending Balance |Approved Leave |Ending Balance

“End Date: 0672312021 _|[5 *Time: Sick 14/30:2021)  408.50 0.00 409.50 0.00 409.50
“AbsenceType: | ~| Vacation  |04/3012021]  263.80 2.00 255.80 0.00 255.80
*Total Hours: *Duration Per Day:

Off-Campus Activity

Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2021 120.00 0.00 120.00
A

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

Absence Definitions

<< Return »=

Step Action

11. Enter the desired information into the Start Date Time field. Enter "8:00AM".
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@ Absence Request (Supervisar) x +

&« C & dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_ HRMS.ZZ_ABS_SS_MGRF_REQ.GBL
i3 Apps kS LSU Health New Orl..  kS¥ LSU Health Shre

* *®

= LaGovlED  » Reading list

@ Citrix Receiver () LSUHSC-ZOOM 3 MyChart - Login Pa...
Favorites ™ Main Menu ~

Manager Self Sefvice ¥ Absence ¥ Absence Request (Supefvisor)

Search | & Home |

Sign Qut
PS9HRTST
WEBDPS2

Notification NavBar

New Window | Help | Personalize Page
Application for Absence Request (SF-6)

John Do Empl ID: 0114881

Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red: 0
Details Leave Balance | R
*Start Date: 06/23/2021 @ *Time: |8:00AM Current Period Current Period Future Period Future Period
L4 PlanType |AsOfDate |Balance |\ vedleave |Ending Balance |Approved Leave |Ending Balance
“End Date: 0612372021 G [Time: Sick 14302021)  408.50 0.00 409.50 0.00 409.50
“AbsenceType: | ~| Vacation  |04/3012021]  263.80 2.00 25580 0.00 255.80
*Total Hours: *Duration Per Day:

. Off-Campus Activity
Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2021 120.00 0.00 120.00
E
By clicking the submit bution you are cerfifying that the absence from duty is for the reason noted above
Submit

Absence Definitions

<< Return »=

Step Action

12. Click the Calendar button.
£

13. Click the 25th button.
25
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PSOHRTST
WEBDPS2

@ Absence Request (Supervisar) x +

&« C & dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_S5_MGRF_REQ.GBL w » @ H

@ Citrix Receiver (@) LS -ZOOM E3 MyChart - Login Pa.. =¥ LaGov LEO » Reading list

Apps &S LSU Health New Orl... kS8 LSU Health Shr

Favorites ¥ Main Menu ~ > Manager Self Service ¥ Absence ¥ > Absence Request (Supervisor) Search | 4 Home | Worklist | SignOut

Ja)

Notification NavBar

New Window | Help | Personalize Page

Application for Absence Request (SF-6)

John Doe Empl ID: 0114881
Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red: 0
Details Leave Balance | R
*Start Date: 06/23/2021 *Time: |8:00AM Current Period Current Period Future Period Future Period

B L4 PlanType |AsOfDate |Balance |\ vedleave |Ending Balance |Approved Leave |Ending Balance
“End Date: 0612572021 |5 “Time: Sick 14302021)  408.50 0.00 409.50 0.00 409.50
“AbsenceType: | ~| Vacation  |04/3012021]  263.80 2.00 25580 0.00 255.80
*Total Hours: *Duration Per Day:

Off-Campus Activity

Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2021 120.00 0.00 120.00
A

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

Submit
Absence Definitions

<< Return »=

Step

Action

14.

Enter the desired information into the End Date Time field. Enter "4:30PM".
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@ Absence Request (Supervisor) X +

c

o - © X

w *®
=7 LaGovlEOD  » Readiing list
Absence Request (Supervisor) Search | & Home | Worklist |

PS9HRTST ﬁ
WEBDPS2

& dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_MGRF_REQ.GBL

: Apps A8 LSUHealth New Orl.. 48 LSU HeafthShrevep.. @ Citrix Receiver  (3) LSUHSC-ZOOM [ MyChart - Login Pa..

Favorites ¥ Main Menu ~ Manager Self Service ¥ > Absence ¥

Sign Qut

Notification NavBar

New Window | Help | Personalize Page
Application for Absence Request (SF-6)

John Doe Empl ID 0114881

Jop Title:  GOORDINATOR OF NON-AGADEMIC OR Empl Red: 0

Details Leave Balance | IE
*Start Date: 06/23/2021 “Time: |8:00AM Current Period Current Period | Future Period Future Period

o s Ypeg| s QUi Batarce Approved Leave  |Ending Balance |Approved Leave |Ending Balance

“End Date: 0672572021 _|[5] “Times: | 4:30PM Sick 0430/2021] 40850 000 408 50 0.00 409,50
“Absence Type: v Vacation  |04/30/2021|  263.80 200 25580 0.00 255.80
*Total Hours: *Duration Per Day:

Off-Campus Activity

Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2021 120.00 0.00 120.00
A

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

Absence Definitions

== Retum >>

Step

Action

15.

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

bl
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@ Absence Request (Supervisar) x + [~] X
<« C & dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_ HRMS.ZZ_ABS_SS_MGRF_REQ.GBL w N @ H

i3 Apps kS LSU Health New Orl.. kS¥ LSU Health Shrevep.. @ Citrix Receiver () LSUHSC -ZOOM g MyChart - Login P

= LaGovlED  » Reading list

Favorites ¥ Main Menu ~ > Manager Self Service ¥ Absence ¥ > Absence Request (Supervisor) Search | ¢ Home | Wol | Sign Out

PSOHRTST ﬁ-
WEBDPS2 Notification ~ NavBar

New Window | Help | Personalize Page

Application for Absence Request (SF-6)

John Doe Empl ID: 0114881

Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red: 0
Details Leave Balance | R
*Start Date: 06/23/2021 *Time: |8:00AM Current Period Current Period Future Period Future Period
B L PlanType | AsOfDate |Balance |\ vedleave |Ending Balance |Approved Leave |Ending Balance
“End Date: 061252021 |[5 *Time: |4.30PM Sick 14302021)  408.50 0.00 409.50 0.00 409.50
“Absence Type: Vacation  |04/30/2021)  263.80 .00 255.80 0.00 255.80
*Total Hours:
. . Off-Campus Activity

Comment: Annual Leave Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance

Educational (PM-12) 2021 12000 0.00 12000

By clicking the submit| Leave Without Pay at the absence from duty is for the reason noted above

Submit Ofi-Campus Activity

Absence Defin Sick Leave

== Retum >> Special Leave

Step

Action

16.

Click the Sick Leave list item.

Sick Leave
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@ Absence Request (Supervisor) X +

e

B! Apps  kSY LSUHeakth New Orl.. S8 LSU Health Shrevep.. @ Citrix Receiver () LSUHSC - ZOOM

Favorites > Main Menu ¥

Application for Absence Request (SF-6)

John Doe Empl 1D 0114821

Job Tile:  COCRDINATOR OF NON-ACADEMIC OR Empl Red: 0

Details Leave Balance | FE
*Start Date: 06/23/2021 *Time: |8:00AM Current Period Current Period | Future Period Future Period

g i ypeplRs Ouie: )| Batarce Approved Leave  |Ending Balance |Approved Leave |Ending Balance

*End Date: 06/25/2021_|[5) *Time: |4:30PM Sick 04302021)  409.50 0.00 409.50 0.00 409.50
*Absence Type: O FMLAIC Disaster | |Vacation | 04/30/2021 263.80 8.00 25580 0.00 255 80
*Total Hours: *Duration Per Day:

Off-Campus Activity
Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2021 120.00 0.00 120.00
A

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

== Retum ==

Absence Definitions

o - X
C @ dpspshelsuscedu/psp/hrtstEMPLOYEE/HRMS//ZZ_HRMS.ZZ_ABS_S5_MGRF_REQ.GBL * »®

§3 MyChart - Login Pa.. =7 laGovlED  » Reading list

» Manager Self Service ¥ > Absence ™ > Absence Request (Supervisor)

Search ‘ #A& Home | Worklist | Sign Out

PS9HRTST ﬁ @
WEBDPS2

Notification NavBar

New Window | Help | Personalize Page

Submit

Step

Action

17.

NOTE: Never select the FMLA button if FMLA has not been approved by HR.
Supervisors should deny any request that includes FMLA that has not been
approved by HR. If a FMLA leave request is unintentionally submitted and

approved by the supervisor, the employee must delete the request. The supervisor
must approve the deletion.

Click the FMLA option.

L FMLA
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@ Absence Request (Supervisor) X + [~] = x
& [&] 8 dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_MGRF_REQ.GBL r B @ H

B! Apps  kSY LSUHeakth New Orl.. S8 LSU Health Shrevep.. @ Citrix Receiver () LSUHSC-ZOOM g3 MyChart - Login Pa.. =7 laGovlED  » Reading list

Favoites ¥ | MainMenu~ > ManagerSefiService ™ > Absence™ > Absence Request (Supervisor) Search | & Home | Worklist |

ign Out

PSOHRTST Jay
WEBDPS2 Notification NavBar

New Window | Help | Personalize Page

Application for Absence Request (SF-6)

John Doe Empl 1D 0114821
Job Tile:  COCRDINATOR OF NON-ACADEMIC OR Empl Red: 0
Details Leave Balance | FE
*Start Date: 06/23/2021 |5 *“Time: |8:00AM Current Period  |Current Period | Future Period | Future Period

& g i ypeplRs Ouie: )| Batarce Approved Leave  |Ending Balance |Approved Leave |Ending Balance
*End Date: 06/25/2021 _|[ij “Time: |4:30FM Sick 04530/2021] 40850 0.00 40950 000 40950
*Absence Type: {@FMLA O Disaster | |Vacation | 04/30:2021 263.80 8.00 25580 0.00 255 80
*Total Hours: *Duration Per Day:

Off-Campus Activity

Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2021 120.00 0.00 120.00
A

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

Absence Definitions

== Retum ==

Step Action

18. Enter the desired information into the Total Hours field. Enter "24".

19. Enter the desired information into the Duration Per Day field. Enter "8".
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@ Absence Request (Supervisor) X+ o - X
&« C @ dpspshe.lsuhsc.edu/psp/hrtst/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_MGRF_REQ.GBL w »®

P Apps  kSM LSUHealth New Orl.. kS LSU Health Shrevep.. @ CitixReceiver (@) LSUHSC-ZOOM  §3 MyChart-LloginPa.. = laGevlEQ  » Reading list

Favoriles ¥ Main Menu ~ > Manager Self Service ¥ > Absence ™ > Absence Request (Supervisor) Search ‘ #& Home | Worklist | Sign Out

PS9HRTST a @
WEBDPS2 Notification ~ NavBar

New Window | Help | Personalize Page

Application for Absence Request (SF-6)

John Doe Empl ID: 0114881
Job Title:  COORDINATOR OF NON-ACADEMIC OR Empl Red: 0
Details Leave Balance | AR
*Start Date: 06/23/2021 @ *Time: |2:00AM Current Period Current Period Future Period Future Period

g PlanType | AsOfDate |Balance |\ oveqleave |Ending Balance |Approved Leave |Ending Balance
*End Date: 061252021 _|[5 “Time: [4:30PM Sick 043012021 408.50 0.00 40950 0.00 409.50
*Absence Type: @ FMLA O Disaster | [Vacation  |04/3012021 263.80 .00 255,80 0.00 255.80
*Total Hours: 24 |*Duration Per Day: 8

Off-Campus Activity

Comment: Fiscal Year  MaxAllowedHrs  Hrs Taken FYTD Balance
2021 120.00 0.00 120.00
A

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

Absence Definitions

<= Retum ==

Step Action

20.

Click the Submit button.
Submit

21.

A message displays reminding managers that a request should only be created on an
employee's behalf in very specific circumstances.

Click the Yes button.

Yes

22.

A message displays confirming the request has been submitted.

23.

You will receive an email approval request once the absence request is submitted.
You must still approve the absence request.

24.

This completes Create an Absence Request for an Employee.
End of Procedure.
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Manage Multiple Absence Requests for the Same Day
Procedure

In this topic you will learn how to Manage Multiple Absence Requests for the Same Day.

Step Action

1. Absence Scenario

In this example, an employee has submitted two absence requests for the same
day. The first request is for annual leave on July 8, 2021 from 2:30 PM - 4:30
PM. The second request is for annual leave on July 8, 2021 from 9:00 AM - 10:30

@ LSU Health Remote Access Ports. X @ Employee-facing registry content X 4 Q - *
€« C 8 dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/h/?tab=DEFAULT o 2O

P Apps kS LSUHealth New Orl.. kS LSU Health Shrevep.. @ CitrixReceiver (@) LSUHSC-ZOOM g3 MyChart-Login Pa.. 2 LaGevlED  » Reading list

Favorites ™ Main Menu ~

Search ‘ #& Home ‘ Worklist ‘ Sign Out

PS9HRTST @
WEBDPS2 Notification |  NavBar

? Help

Step Action

2. Click the Notification link.

Notification
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Step Action
3. A list of Action items displays with the most recent appearing first.
Click the SF-6 2 hours Sick Leave 07/08/2021 link.
® SF-6 from for 2 hour(s) of Sick Leave on
07/08/2021 is awaiting your approva
4, The Application for Absence Request (SF-6) page displays. Review the information
provided before taking action on the request to ensure you are viewing the correct
transaction.
Click the Down button of the scrollbar.
5. Click the Approve button.
Approve
6. Repeat steps 2 - 5 to approve the other request for 07/8/2021.
Click the Notification link.
7. NOTE: The previously approved request has been removed from the Action list.
Click the SF-6 1.5 hours Sick Leave 07/8/2021 link.
® SF-6 from for 1.5 hour(s) of Sick Leave on
07/08/2021 is awaiting your approva
8. The second Application for Absence Request (SF-6) page displays. Review the
information provided before taking action on the request to ensure you are viewing
the correct transaction.
9. Click the Approve button.
Approve
10. After clicking the Approve button, a warning message displays. You should not

approve the request without first speaking with the employee to verify the
information is correct.

NOTE: If the first request has not completed the approval process, the warning

message will not display.

Click the No button.
Mo
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Step Action
11. A confirmation message stating the approval process has been stopped displays.
Click the OK button.
12. This completes Manage Multiple Absence Requests for the Same Day.

End of Procedure.
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Deny an Absence Request

Procedure

In this topic you will learn how to Deny an Absence Request.

@ LSU Health Remote Access Portz. X @ Employee-facing registry content X =+ (-] = >
& > C @ dpspshelsuhscedu/psp/hrist/EMPLOYEE/HRMS/h/?tab=DEFAULT w »®
i Apps ES LSUHealth New Orl.. kS LSU Health Shrevep.. (@) Citrix Receiver (@) LSUHSC-ZOOM §3 MyChart-Llogin Pa.. =¥ LaGovlEO — » Reading list

Favorites ¥ Main Menu ¥ Search ‘ #& Home ‘ Worklist ‘ Sign Out

PS9HRTST @
WEBDPS2 Notification NavBar

? Help

Step Action
1. Click the Notification link.
2. A list of Action items displays with the most recent appearing first.
Click the SF-6 Sick Leave 6/15/2021 link.
® SF-6 from for 4 hour(s) of Sick Leave on
06/15/2021 is awaiting your approval
3. The Application for Absence Request (SF-6) page displays. Review the information

provided before taking action on the request to ensure you are viewing the correct
transaction.

Click the Down button of the scrollbar.

-
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LSU Health Remote Access Port= X Absence Approval (57-6) x  + - X
PP

& C # dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL?Page=7Z ABS S5S_REQUEST&Acti.. 3 MW @ H

i Apps  kSM LSUHealth New Orl.. kS LSU Health Shrevep.. @ CitixReceiver (@) LSUHSC-ZOOM  §3 MyChart-LoginPa.. = laGevlEQ  » Reading list

Favories ¥ Main Menu ~ > Manager Self Service ¥ > Absence™ > Absence Approval (SF-6) Search ‘ #& Home | Worklist | Sign Out
PSOHRTST a
WEBDPS2 Notification NavBar
“End Date: 061152021 | *Time: [12.00PM | | 0.00 0.00 0.00 0.0 000 *
“Absence Type: Sick Leave ~
*Total Hours: 4.00 *Duration Per Day: 400
Comment: Doctors appointment
4
Absence Definitions
Request #184538:Pending
Supervisor
Pending Not Routed
e} Supervisor - Addl Processing
=
Add\tiona\Appmval:\ v
Approver Action
Approver Name:
Comment:
A
]
Approve Deny
[gh Return to Search
»
Step Action
4, A brief comment should be entered into the Comment field explaining the reason for

the denial.

Enter the desired information into the Comment field. Enter "Submitted request
for Annual Leave for this day".
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@ LSU Health Remote Access Port=. X @ Absence Approval (SF-6) x  + o - X
& [&] 8 dps.pshe.lsuhsc.edu/psp/hrtst/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL?Page=ZZ_ABS_55_REQUEST&Acti.. ¥r W @ H
H! Apps kS LSUHealth New Orl.. &5 LSU Health Shrevep.. @ Citrix Receiver (@) LSUHSC -Z §3 MyChart-LoginPa.. & LaGovlED  » Reading list

» N

Favorites Main Menu ~ > ManagerSelf Service ™ > Absence™ > Absence Approval (SF-6) Search ‘

Home | Worklist | Sign Out

PS9HRTST ﬁ @

WEBDPS2 ) Nofification  NavBar
*End Date: 06/15/2021 *Time: |12:00PM | | 0.00 0.00 000 0 3D| aoo] =
*Absence Type: Sick Leave ~
=Total Hours: 4.00 *Duration Per Day: = 4.00
Comment: Doctors appointment

Absence Definitions

Request #184538:Pending
Supervisor

Pending Not Routed

—
Supervisor o, Addl Processing
o ¢

Add\tiona\Approval:\ v
Approver Action

Approver Name:

Comment: Submitted request for Annual Leave for this day.

Approve Deny

[@h Return to Search

Step Action
5. Click the Deny button.
Deny

A confirmation message will display showing the absence has been denied.

The system will automatically send an email to the manager and employee that the
request has been denied.

NOTE: Click the link provided to view the original transaction.

This completes Deny an Absence Request.
End of Procedure.
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Delegate Absence Approval

Occasionally managers may need to delegate their approval for absence requests. These
situations should be rare and infrequent, and used only when the manager is not able to
approve the requests within the designated payroll cycle. For example, the manager may be on
vacation, FMLA, or travelling on business for an extended period of time. The delegation
approval feature should not be used by managers as a means to delegate this work
responsibility on a regular basis.

Procedure
In this topic you will learn how to Delegate Absence Approval.
NOTE: You will complete all outstanding absence requests that currently require approval

prior to delegating authority. Once the proxy accepts the absence delegation request, all
outstanding absence requests awaiting your approval will be transferred to the proxy.

Step Action

1. NOTE: The delegation feature can only be used to delegate authority to an
individual with supervisory authority over the employee (such as the supervisor’s
supervisor). Delegation to a non-supervisory role is not allowed.
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v @ Employee-facing registry conte. X+

< G % rcbapshelsuhscedu/psp/hrpat/EMPLOYEE/HRMS/h/?tab=DEFAULT e 4 O &

Other [ PSFIN Databases [ PSHCM Databases [ PS(CSDatabases [ PeopleSoftinfo [ PeopleAdmin kS8 Solutions

Favorites ™ | Main Menu ™ Search | & Home | Worklist | SignoOut

Ja) @

Notification ~ NavBar
? Help

S&P 500

Step Action

2. Click the Main Menu link.

| Main Menu ~

3. Click the Self Service link.

L Self Service r

4, Click the Manage Delegation link.

5 Manage Delegation
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~ [ Delegaticns x  + - X
€ > € % rcbapshelsuhscedu/psc/hrpat/EMPLOYEE/HRMS/c/PT_FLDASHBOARD.PT_FLDASHBOARD.GBL?Page=PT_LANDI.. 3¢ [ &

2
[0 Other [0 PSFIN Databases [ PSHCM Datsbases [0 PSCSDatebases [0) PeopleSoftinfe [0 PeopleAdmin kM Solutions
il il

£ Home

Delegations A S A W S 7

Create Delegation Request My Delegates My Delegated Authorities

728

&8

~®

’.‘ 64°F Partly sunny

Step Action

5. Click the Create Delegation Request link.
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&«

X Exit

Step

v BB Delegstion Request x o+ — x

[3 Other [ PSFIN Datasbases [ PSHCM Datsbases [ PSCSDstabases [ PeopleSoftinfo [ PeopleAdmin 4 Solutions

c 23 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/NUI_FRAMEWORK PT_AGSTARTPAGE_NULGBL?CONTEXTIDP... ¥y o =

Delegation Request JANE-
p ,,/;.‘ ,.«;\ f,/;\\‘
Delegation Dates Delegates Transactions Review and Submit

1 of 4: Delegation Dates
“Start Date | 03/20/2024
End Date

End Date is required for delegations

“Comment

1:04 PM
u 64°F Partly sunny ~ 7 W =]

3/20/2024

Step Action
6. Click the *Start Date Calendar button.
7. Click the 22nd button.
22
8. Click the End Date Calendar button.
NOTE: End Date is required. A delegation may not exceed 30 days for LSUNO.
9. Click the 26th button.
26
10. Enter the desired information into the *Comment field. Enter "Delegation for
overtime approval”.
11. Click the Next button.
MNext » |
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~ [ Delegation Request x  + - X
&« c 23 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/NUI_FRAMEWORK. PT_AGSTARTPAGE_NULGBL?CONTEXTIDP... ¥ o =
[ Other [ PSFIN Datsbases [ PSHCM Datsbases [0 PSCSDatebases [ PeopleSoftinfc [ PeopleAdmin k¥ Solutions
x ext Delegation Request JAN-

T N 7

1} 2 { 3} { 4
U >/ 2
Delegation Dates Delegates Transactions Review and Submit
I £ Previous I ’ Next » l
Step 2 of 4: Delegates
11 rows

| Select All | | Clear Al ‘ | Add Delegate

Name & Email ID & Phone &
(] Jane Doe @lsuhsc.edu
] Janet Doe @Isuhsc.edu
[m] John Doe @lsuhsc.edu
O Jenny Doe @lsuhsc edu

t 66°F Partly sunny

1:45PM

7z O
& Do

Step Action

12. NOTE: The Search option will only return a list of those employees designated as
Supervisors or Ad Hoc Supervisors. You cannot delegate absence request approval
authority to non-supervisory employees.

13.

A list of delegate options displays. An additional delegate can be added to your list
if desired. However, the delegate must be at your same level or higher. You cannot
delegate to a subordinate.

NOTE: You can scroll down to view additional delegation options.

Click the Add Delegate button.

Add Delegate
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&«

[3 Other [ PSFIN Databases [ PSHCM Datobases [ PSCS Datebases [ PeopleSoftinfe [ PeapleAdmin

x et Delegation R Add Delegate m m

Step 2 of 4: Delegat(

Select All | | Clear All E

B Delegation Request x +

(& 23 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/NULFRAMEWORK.PT_AGSTARTPAGE_NUL.GBL?CONTEXTIDP... ¥¢ o =

kSl Solutions

®7 User ID Q 4®

Delegation Dates Review and Submit

£ Previous H Next » l

11 rows

Name & } EE s
Jane Doe

Janet Doe

John Doe

Jenny Doe

4 67°F Mostly cloudy

Step Action

14. Enter the User ID or search for it using the Look up User ID magnifying glass.
NOTE: If you click on the Look up User ID magnifying glass, a list of additional
approved delegates displays.
Enter the desired information into the User ID field. Enter "jdoe5".

15. Click the Done button.
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~ [ Delegaticn Request x  + - X

« > C 23 rcba.pshellsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUL.GBL?CONTEXTIDP... ¥r o s

[3 Other [ PSFIN Catabases [ PSHCM Datobases [ PSCSDatebases [ PeopleSoftinfe [ PeopleAdmin 48 Solutions

Invalid value — press the prompt button or hyperlink for a list of valid values
The value entered in the field does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.

Step Action

16. A message displays stating this person is not allowed as a delegate for you.

Click the OK button.

OK
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~ [ Delegation Request x  + - X
<« c 23 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/NUI_FRAMEWORK. PT_AGSTARTPAGE_NULGBL?CONTEXTIDP... ¥ o =
[0 Other [ PSFIN Databases [ PSHCM Databases [ PSCSDatabases [ PeopleSoftinfo [ PeopleAdmin k3K Solutions
x ext Delegation Request JAN-

7 o 7

1} 2 { 3} { 4
U >/ 2
Delegation Dates Delegates Transactions Review and Submit
I £ Previous H Next » l

Step 2 of 4: Delegates

11 rows

| Select All | | Clear All ‘ | Add Delegate

Name & Email ID & Phone &
Jane Doe “(@lsuhsc.edu
Janet Doe @Isuhsc edu
John Doe @Isuhsc.edu
Jenny Doe @lsuhsc.edu

@& 70°F sunny

Step

Action

17. Select a delegate from the original list simply by clicking on the box to the left of
the name.
Click the Jenny Doe option.
[

18. Click the Next button.

Mext »
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[3 Other [ PSFIN Catabases [ PSHCM Datobases [ PS

~ [ Delegation Request x +

c 23 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/NULFRAMEWORK.PT_AGSTARTPAGE_NUL.GBL?CONTEXTIDP... ¥¥ o =

x ext Delegation Request

Datobases [ PeopleSeftinfo [ PeopleAdmin  &5¥ Solutions

=

-

) o o
© : ®
Delegation Dates Delegates Transactions Review and Submit

Step 3 of 4: Transactions

[ All ‘ Approve ‘ Initiate |

O

| Select All | | Clear All ‘

Description &

SF-6 Approve Leave Request

@& 72F sunny

x

I £ Previous H Next » l

1 row

LSUSH

Step

Action

19.

Click the SF-6 Approve Leave Request option.
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Delegation Request x + — X
« c 25 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUL.GBL?CONTEXTIDP... ¢ o &
[ Other [ PSFIN Datsbases [ PS HCM Databases [ PeopleSoftinfo [ PeopleAdmin 558 Solutions
x ext Delegation Request JAN-
PP N O
(1 2 3 4 )
S Ny A
Delegation Dates Delegates Transactions Review and Submit

Step 3 of 4: Transactions

I All ‘ Approve ‘ Initiate |

| Select All | | Clear All ‘
Description ©

SF-6 Approve Leave Request

S&P 500

Next »

1 row

Step Action

20. Click the Next button.

Mext »
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~ [ Delegation Request x  + - X

< (& 23 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/NULFRAMEWORK.PT_AGSTARTPAGE_NUL.GBL?CONTEXTIDP... ¥¥ o =

Other 'S FIN Databases 'S HCM Databases 5 CS Databases 'eopleoft Info 'eopleAdmin IS8 Solutions
[3 Other [ PSFIND [ PS HCM Datab [3 PscsD [ PeopleSoftinfe [ PeapleAd 1= S

x ext Delegation Request JAN-
7 o o
W 2) &) 4
Delegation Dates Delegates Transactions Review and Submit

Step 4 of 4: Review and Submit
Delegation Details
Start Date 03/22/2024
End Date 03/26/2024
Comment Delegation for overtime approval
Delegates Jenny Doe

Transactions SF-6 Approve Leave Request

@& 72F sunny

Step Action

21. Review the delegation information for correctness. If correct, click Submit. If
incorrect, click the previous button to return to the page requiring a change.

Click the Submit button.

Submit

22. You are returned to the Delegation Request page.
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H % s Accepted - Delegation of Authority fram O'Connor, Karen Test - Message (Plain Text) (Read-Only) 2 I X

Message | Acrobat Q@ Tell me what you want to do...

. ~ . = Q.

5 s B [ soutons ¥ Mark Unread & 2 Qg

L € "2 g5, QoMansger |- B I Categorize~ B- i

& Reply Reply Forward o = o) —| Move —_ n Translate Zoom

- Al = - cam Emal - - [P " FollowUp~ B OneNote | Meeting Poll  Mess:

Delete Respond Quick Steps 5 Move Tags % Editing Zoom  OneNote = FindTime  Protection -~
Mon 3/25/2024 11:21 AM
PeopleSoft LSUHSC <no-reply>
Accepted - Delegation of Authority from O'Connor, Karen Test

To Doe, Jenny

You have accepted Delegation of Authority from Doe, Janice Test.

Transaction(s): Delegation for overtime approval: SF-6 Approve Leave Request
From: 2024-03-22
To: 2024-03-26

View Delegation of Authority:

hitps//rcba.pshe.Isuhsc.edw/psc/hrpat EMPLOYEE/HRMS/c/EODL ALL.EODL LANDING.GBL?
Page=EODL LANDING FL&Action=U&EODL DELEGATOR OID=JD0e10 &EQDL DELEGATOR RCD=0&TRANSACTION NAME=ZZ
ABS SS&EODL TRAN ALLOWED=A&FROM DATE=2024-03-22&EODL PROXY QID=GBOUR2

@& 72F sunny

Step

Action

23.

The Proxy (Delegate) will receive an email so that the Delegation of Authority can
be accepted. You will click the hyperlink to take you to the appropriate page in
PeopleSoft.

NOTE: If you are not logged into PeopleSoft, you will need to log in the system.

Page 46




Training Guide
LSUSH

&«

~ @ Employee-facing registry conte. X+

[3 Other [ PSFIN Databases [ PSHCM Datobases [ PSCS Datebases [ PeopleSoft Infe

Favorites ¥ Main Menu ™

c 23 rcba.pshelsuhsc.edu/psp/hrpat/EMPLOYEE/HRMS/h/?tab=DEFAULT *

[ PeopleAdmin &5 Solutions

Search | & Home Workiist | Sign Out

=L} 7AF Windy

Step

Action

24,

When you enter the database, if the Notification bell has a bar across the top of it,
that indicates there are Actions/Alerts that require attention.

Click the Notification button.

Notification
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-
@ LSU Health Remote Access Portz X @ Manage Delegation X o

&« C 8 rcbb.pshelsuhsc.edu/psp/hrirm/EMPLOYEE/HRMS/c/HCDL_ALLHCDL_MGR_DLG_HOME.GBL?CLASSIC&FolderPath=PORTA...
Favorites ¥ Main Menu

ol S|
* O

> SelfService ™ > Manage Deleqation Search | Workist | i Home |

Sign Out

PS9HRTRN © ®
WEBRCB2

Notification NavBar

New Window | Help | Personalize Page
Create Delegation Request

Delegation Detail

Proxy John Doe

From Date 11/-

To Date 11/22/
Transactions

SF-6 Approve Leave Request

Submit Previous Cancel

B AT Y

Step Action

25. Click the Submit button.
Submit
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x  +
* 0O =2

~ @ Employes-facing registry cont

€« c 23 rcba.pshelsuhsc.edu/psp/hrpat/EMPLOYEE/HRMS/h/?tab=DEFAULT
[0 PSCSDatabases [ PeopleSoftinfo [0 PeapleAdmin 4K Solutions
| signout

[ PS HCM Datobases
| & Home | workiist

Search

[ Other [ PSFIN Databases
Q @

Favorites ¥ Main Menu ™
Notification NavBar

] zlp

° Delegation of Authority from Doe, Jenny to
Doe, Janice Test is awaiting your approval

javascript:submitAction_win27(document win27, PTPN_HDR_DV_PTPN_ACTIONABLEY:
b 74°F Windy

Step Action
26. Click the Delegation of Authority link.

elegation of Authority from Doe, Jenny to

® Doe, Janice Test is awaiting your approva

Page 49




Training Guide
LSUSH

~ [ Delegaticn Landing x  + - X

€< (& 23 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/EODL_ALLEODL_LANDING.GBL?Page=EODL_LANDING_FL&... ¥¥ o =

Other 'S FIN Databases 'S HCM Databases 5 CS Databases 'eopleoft Info 'eopleAdmin &8 Solutions
[3 Other [ PSFIND [ PS HCM Datab [3 PscsD [ PeopleSoftinfe [ PeapleAd 1= S

< Home Manage Delegation N ®: 0

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate and/or approve transactions for you and/or your
employees. In addition, others may have delegated responsibility for their fransactions to you.
Learn More about Delegation

Select Create Delegation Request to choose transactions to delegate and proxies to act on your behalf
Create Delegation Request

Select Review My Delegates to review the list of transactions that you have delegated and the delegate for each transaction.
Review My Delegates

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by others, and to accept or reject pending
deleaation requests.
Review My Delegated Authorities

Step

Action

27.

to select to complete the Delegation process.

Click the Review My Delegated Authorities link.

Review My Delegated Authorities
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~ BB My Delegated Authorities x +

< (& 23 rcba.pshelsuhsc.edu/psc/hrpat/EMPLOYEE/HRMS/c/EODL_ALLEODL_MY_DLGT_AUTH.GBL?Page=ECDL DLGT_A.. ¥¥ o =

Other 'S FIN Databases 'S HCM Databases 5 CS Databases 'eopleoft Info 'eopleAdmin &8 Solutions
[3 Other [ PSFIND [ PS HCM Datab [3 PscsD [ PeopleSoftinfe [ PeapleAd L= S

< Manage Delegation My Delegated Authorities

. P
Active ‘ Accepted ‘ Rejected ‘ Revoked ‘ Submitted ‘ Ended | Group Transactions (_ Yes [ )

All Active transaction(s) (Grouped)

Accept  Reject | T ‘
[J Delegator Start Date / End Date Transactions Status

03/22/2024

e . Submitted

255 PM

& ~ = )
EELS & W e, B

Step Action
28. Click the Delegator option.
[
29. Click the Accept button.
Accept
30. A confirmation message displays asking if you wish to accept the delegation.
Click the Accept button.
Yes
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H LR Accepted - Delegation of Authority fram Bourgeois, Gina B - Message (Plain Text)
P g y 9 g
Message | Acrobat @ Tell mewhat you want to do...

~ |3 To Manager
d —| Mo
B - E1 Team Email v N

« X Qi 3 & W |
&

. Delete  Reply Reply Forwar
Al

Delete Respond Quick Steps &

Mon 3/25/20. 06 PM

PecpleSo UHSC <no-reply>
Accepted - Delegation of Authority from Jenny Doe

To Doe, Janice
You have accepted Delegation of Authority from Jenny Doe
Transaction(s): Out of the country: SF-6 Approve Leave Request

From: 2024-03-25
To: 2024-03-27

‘= 5% Mark Unread a"' »p

B Moo 8 1.
ve 2 Translate

E- > Follow Up~ . k-
Move Tags w Editing

Q

a ©

Sendto  Reply with

OneNote  Meeting Poll  Message -

Onehote FindTime

Report

Protection ~

View Delegation of Authority:
https://rcba.pshe Isuhsc.edu/psc/]

at/ EMPLOYEE/HRMS/c/EODL ALL EODL LANDING.GBL?
Page=EODL LANDING FL&Action=U&EODL DELEGATOR OID=GBOUR2&EODL DELEGATOR RCD=0&TRANSACTION NAME=ZZ

ABS SS&EODL TRAN ALLOWED=A&FROM DATE=2024-03-25&EODL PROXY QID=JDoe10

Step

Action

31.

The system will automatically send an email to the requester and delegate. The
delegate will click on the link provided to view the accepted delegation.

32.

End of Procedure.

This completes Delegate Absence Approval.

Page 52




Training Guide
LSUSH

Review and Revoke a Proxy

Procedure

In this topic you will learn how to Review and Revoke a Delegation Proxy.

@ Manage Delegation X  + (-] = X
& [&] @ rcbb.pshelsuhsc.edu/psp/hrprp/EMPLOYEE/HRMS/c/HCDL_ALLHCDL MGR_DLG_HOME.GBL?CLASSIC W » 0 H

i Apps kS LSUHealth New Orl.. kS LSU Health Shrevep.. @ CitrixReceiver (@) LSUHSC-ZOOM  §3 MyChart-Login Pa.. =7 laGevlEQ  » Reading list

Favorites ¥ Main Menu ~ > SeliService™ >

Manage Delegation Search Worklist | #& Home | Sign OQut

PS9HRPRP v @
WEB1 Notification ~ NavBar
New Window | Help | Personalize Page
Manage Delegation

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
and/or approve transactions for you and/or your employees. In addition, others may have delegated
respensibility for their transactions to you.

€ Learn More about Delegation
Select Create Delegation Request to choose transactions o delegate and proxies o act on your behalf.
Create Delegation Request

Select Review My Proxies to review the list of fransactions that you have delegated and the proxy for each
transaction

Review My Proxies

Step Action

1. Click the Review My Proxies link.

Feview My Proxies

A list of delegation proxies displays.

Revoke a Delegation Proxy

Select the Transaction you wish to revoke. Click the SF-6 Approve Leave
Request button.

NOTE: Revoking proxy delegation is only necessary if you wish to stop the
delegation prior to the scheduled “End Date”.

4, Click the Revoke button.

Revoke

5. Click the Yes - Continue button.
Yes - Continue
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Step Action

6. A confirmation message displays stating delegation has been revoked.

Click the OK button.
oK :

7. The system will automatically send a confirmation email to both parties stating that
delegation has been revoked.

NOTE: Click the link provided to view the original transaction.

8. This completes Review and Revoke a Delegation Proxy.
End of Procedure.
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In this topic you will learn how to View Approved Absence Requests.
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@ Employee-facing registry content X

€ C

+

@ dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/h/?tab=DEFAULT

HE Apps  KSM LSU Health New Orl..

K58 LSU Health Shrevep.. @ Citrix Receiver (@) LSUHSC -ZOOM &8 MyChart - Login Pa..

=7 LaGov LEO

Favorites ¥ Main Menu ¥ Search ‘

PS9HRTST
WEBDPS2

#& Home | Worklist | Sign Out

= ®
w »®

» Reading list

a

Notification NavBar

? Help

Step Action

1. Click the NavBar link.

@

MNavBar

Click the Navigator link.

Mavigator

Click the Manager Self Service link.

Manager Self Service

Click the Absence link.

Absence
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Step Action

5. Click the Absence Approval (SF-6) link.
Absence Approval (SF-6)

@ Absence Approval (SF-6) x  + o - X
3 [&] # dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL * B @ :
HI Apps kS LSUHealth New Orl.. K58 LSU Health Shrevep.. @ CitrixRecever () LSUHSC-ZOOM  §3 MyChart - Login Pa.. ¥ LaGovlEO  » Reading list

Favoiles ™ | MainMenu™ 5 ManagerSeliService ™ > Absence™ > Absence Approval (SF-6) Search | & Home | Workist | Sign Out

PSOHRTST a
WEBDPS2 Notification ~ NavBar

New Window | Help

SF-6 Leave Approval

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Transaction Number: = v

Security Type: [= v ~
Reporting Level = v
Empl D!
Name
Last Name
Begin Date: E [E
Absence Type: 'm‘ Q
Workflow Status [= v | ~]|
Pending My Approval ?

Search Clear | Basic Search & Save Search Criteria

Step Action

6. Enter the desired information into the Last Name field. Enter "DOE".
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@ Absence Approval (SF-6) x 4+
&« [&] 8 dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL * N ® H

B! Apps  kSY LSUHeakth New Orl.. &S LSU Health Shrevep.. @ Citrix Receiver () LSUHSC-ZOOM g3 MyChart - Login Pa.. =7 laGovlED  » Reading list

Favortes ¥ MainMenu™~ 5 ManagerSelfService™ > Absence~ > Absence Approval (SF-6) Search | i Home | Worklist | Sign Out

PSOHRTST A
WEBDPS2 Notification NavBar

New Window | Help

SF-6 Leave Approval

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Transaction Number. = ~
Security Type: [= v ~
Reporting Level = v

Empl 1D

Name:

Last Name DOE|

Segn ate E— w

Absence Type: begins with v Q

Workflow Status [= v | v
Pending My Approval ?
. l §
Search Clear | Basic Search & Save Search Criteria

Step

Action

Click the button to the right of the Workflow Status field.

W
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@ Absence Approval (SF-6) x 4+ o - X
&« [&] 8 dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL b e » @ H

B! Apps  kSY LSUHeakth New Orl.. S8 LSU Health Shrevep.. @ Citrix Receiver () LSUHSC-ZOOM g3 MyChart - Login Pa.. 27 laGovlED  » Reading list

Favorites > Main Menu

Manager Seff Service * > Absence™ > Absence Approval (SF-6) Search | & Home | Worklist |

Sign Out

PSOHRTST A
WEBDPS2 Notification NavBar

Administrator is Processing

New Window | Help

SF-6 Leave Approval Approved
Enter any information you have and click § Awaiting final approval values
Find an Existing Value Cancelled
Search Criteria Data Saved
Denied

Transaction Number.
. Error. Contact Administrator.

Il

Security Type:

Reporiing Level (=~ | approval Process
Empl D!

Name Not Available
LastName -

Begin Date:

Absence Type: begins with + || Submitted

Workflow Siatus

E v v

Pending My Approval ?

@
Search Clear | Basic Search & Save Search Criteria

Step Action

8. Click the Approved list item.

Approved
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@ Absence Approval (SF-6) x 4+ o - X
& [&] 8 dps.pshe.lsuhsc.edu/psp/hrist/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL Y » @ H
HE Apps A5 LSUHealth New Orl.. K38 LSU Health Shrevep.. (@ Gitrix Receiver () LSUHSC-700M  §) MyChart - Login Pa. 27 LaGovlED  » Reading ist

Favortes ¥ MainMenu™~ 5 ManagerSelfService™ > Absence~ > Absence Approval (SF-6) Search | i Home | Worklist | Sign Out

PSOHRTST A @
WEBDPS2 Notification ~ NavBar
New Window | Help

SF-6 Leave Approval

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Transaction Number. = ~

Security Type: [= v -

Reporting Level = v

Empl D!

Nams

Last Name DOE

Begin Date: =+~ [
Absence Type: 'm‘ Q

Workdflow Status [= ] [Aproved ~l

Pending My Approval ?

@
Search Clear | Basic Search & Save Search Criteria

Step

Action

Uncheck the Pending My Approval option.

NOTE: If the ""Pending My Approval'* box is checked; you will receive a ""No
Matching Values Found™ message after clicking the Search button. The Pending
My Approval box must be unchecked to retrieve results.

10.

Click the Search button.

Search

11.

Click the Transaction Number 182162 link.
182162

12.

Click the Down button of the scrollbar.

-

13.

Click the Next in List button.
=] Nextin List

14.

Click the Down button of the scrollbar.
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Step Action

15. The absence request displays. Use the Next in List option to view additional

requests. Click the Return to Search to search for other employees' absence request
information.

Click the Return to Search button.

[ct Return to Search

16. This completes View Approved Absence Requests.
End of Procedure.
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