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Procedure

In this topic you will learn how to enter Employee Application for Absence.

----- Verizon LTE 1:38 PM 9 % 77% W

|n remote.lsuhsc.edu | (]

T —
Welcome to the

LSU Health Remote
Access Portal

Useame ()

.

Password

Meihod (e Gorvec 2

Sign In
Please sign in to begin your secure session

Step Action

1. Click the Internet Browser on your remote device.
Type in: https://remote.lsuhsc.edu

NOTE: Please be aware that depending on the mobile device that you are using,
your screen may appear slightly different than the ones you will see in this
documentation. There may also be a difference when holding your device
landscape versus portrait mode. With this in mind, please note that your selection
choices are the same.
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sesse Verizon LTE 1:38 PM © 3§ 77% W

a remote.lsuhsc.edu <

AU AALVEIUIL AZNVINIVULL

Access Portal

S e —
Method

SignIn
Please sign in to begin your secure session

/N N/ Passwords Done
172 3 45 6 7 8 90
- ) % & @ "

#e= . ? ! ! &

A5 space

Step

Action

Enter the desired information into the Username field. Enter "Your Network User
ID".

Enter the desired information into the Password field. Enter "Your Network
Password".

NOTE: The User ID and Password are the same as you use at work.

AL L L L L L L L]
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----- Verizon LTE 1:38 PM O % 77% W

& remote.lsuhsc.edu

I —
Welcome to the

LSU Health Remote
Access Portal

O

.

Password

Method (e Gorvec 2

Sign In
€ase S1ZNn In 0 DEgIn your secure session

Device

Step

Action

Make sure that the Method is Web Connect.

Click the Sign In button.

Sign In
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weses Verizon LTE 1:38 PM O % 77% D

& remote.lsuhsc.edu ()

Connect Secure
Home

LS -

[Welcome to the LSU Health Remote Access Portal, wdoal1 J

Sign Out

d Web Bookmarks

P Preferences

< > M m @

Step Action

4. Click the Web Bookmarks option.
>
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eeeee Verizon LTE 1:39 PM o % 77% .
& remote.lsuhsc.edu ¢
Home Web Sign Out

LSLU

] o |

Retrieving user record is in progress. Any modifications to
bookmarks and preferences will be overwritten when the record

is retrieved. T

My Bookmarks ﬁ Q

HRPAT
Standard Bookmarks @

Juniper Help
Webmail

Help Desk Support Services

Employee Self Service

< M m O

Step

Action

The Remote Access Portal Bookmarks are displayed. The menu options you see
will depend on your network access.

Click the Employee Self Service link.
Employee Self Service
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ssss0 Verizon LTE 1:39 PM 0 % 77% M

& remote.lsuhsc.edu c

PeopleSoft HRSA - PSOHRPAT 1

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.

Step Action

6. The PeopleSoft sign on screen will appear.

NOTE: Your User ID should default into the User ID field. If it does not, enter it.
The User ID is the same as the 1D you used to logon to the Remote Access Portal.
The User ID is not case sensitive and the system automatically converts it to Upper
Case.

Passwords are case sensitive.
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sssss Verizon LTE = 1:39 PM 0% 77% M

remote.lsuhsc.edu X

User ID

Password

(ILIT I Y )

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.

Step Action

7. Enter the desired information into the Password field. Enter "Your Password".

Click the Sign In button.
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| IMG_5909 - Windows Photo Viewe
File ~ Print v E-mal  Bum v Open ¥ (7]
il Verizon B 9:14 AM @ @ 100% )+

& remote.lsuhsc.edu (©

np\oyee Self Service W
[Absence |

Certification
.

Pay

(B

Last Paid 07/31/19

< f m)

At = G

Step Action
8. Click the Absence tile.
Absence
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| IMG_5910 - Windows Photo Views

File ~ Print v E-mal  Bum ¥ Open ¥ (7]
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will Verizon = 9:15 AM @ @ 100% W) ¢

& remote.lsuhsc.edu ()

D -

| lil Request Absence (SF-6) |

|ﬂ! Cancel/Delete Absence (SF-6)

(I view Requests (sF-6)

<

———— a @O@ucx\

Device

Step

Action

Select the desired function from the Absence screen.
In this example, we will request an absence.

Select the Request Absence (SF-6) option.
lil Request Absence (SF-6)
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| IMG_5912 - Windows Photo Views

File ~ Print v E-mal  Bum v Open ¥ (7]

will Verizon = 9:16 AM @ @ 100% W) ¢

& remote.lsuhsc.edu ()

nteq uest Absence

COORDINATOR OF NON-ACADEMIC OR

Details

*Absence

- Select Absence Name — D
Type

Leave Balance

Current Future
:;‘apr; ;:r;:‘)::g" Approved/ Approved/
Balance Balance
07/31/2019 0.00 0.00
Sick
723.00 723.00 723.00
07/31/2019 40.00 64.00
Vacation
176.00 136.00 72.00
AL P A i
< T 3

TEN SIS (6w eesl)eey 5 ¢ [ X)

Step Action

10. Click the arrow to the right of the Absence Type to select the type of absence you
desire.
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= IMG_5914 - Windows Photo Views

File = Print ¥ E-mail Bun ¥ Open ~

will Verizon = 9:17 AM @ @ 100% W) ¢

& remote.lsuhsc.edu ()

nteq uest Absence

COORDINATOR OF NON-ACADEMIC OR

Absence oo al Leave
Type

FMLA () No

“Start Date  08/15/2019

*End Date m

“Start Time

*End Time

*Duration Per
Day

*“Total Leave
Hours

Comments

< f T

Device

TENITITT (6w el)eey 5 ¢ [ X)

7 s mly] 5 a w .« FE N

= 2Oy b

Step

Action

11.

Click the Calendar page icon to select the Start Date.
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| IMG_5916 - Windows Photo Views

File = Print ¥ E-mail

Bum ¥ Open ~ (7]

will Verizon = 9:18 AM @ @ 100% W) ¢

& remote.lsuhsc.edu ()

nteq uest Absence

COORDINATOR OF NON-ACADEMIC OR

“Absence
Type

FMLA

*Start Date
*End Date
“Start Time

*End Time

*Duration Per
Day

*“Total Leave
Hours

Comments

<

Annual Leave

No

08/15/2019 [
08/15/2019 [
0800
1700

8

8

Vacation Day ‘

= E oz @ @ Yy 4 W W E\VﬁT\ SEwE o

@ &

el 5 € x )

1019Am ||
/2019

Action

Complete the form by entering the Start Date, End Date, Start Time, End Time
(include AM or PM), Duration Per Day (number of hours the absence will last
each day), Total Leave Hours for all days requested, and Comments.
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= IMG_5916 - Windows Photo Views

File ~ Print v E-mal  Bum ¥ Open ¥ (7]
il Verizon & 9:18 AM @ © 100% ) +

& remote.lsuhsc.edu ()

nteq uest Absence
COORDINATOR OF NON-ACADEMIC OR

“Absence
Type

FMLA No

Annual Leave

*Start Date | 08/15/2019 [
*End Date  08/15/2019 [
*Start Time 0800

“End Time 1700

*Duration Per
8

Day

*“Total Leave

Hours

8

Vacation Day
Comments

< f ]

CEE DT (e w elEeed 5 ¢ X))

€ é@ oz @ @ ) T W g f:\riT N = T

Action

Once all the fields have been entered, Click the Submit button.
Submit
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= IMG_5920 - Windows Photo Viewe

Bum ~* Open =

wil Verizon

N

File = Print ¥ E-mail

9:23 AM @ @ 100% W) ¢

& remote.lsuhsc.edu ()

"BRequest Absence

You have successfully submitted an x
absence request for 8/15/2019-8/15/2019 of
Annual Leave 8 hours.

Absence Annual Leave
Type

FMLA No

*Start Date

*End Date

“Start Time

*End Time

*Duration Per

Day
*“Total Leave
Hours
Comments
< f 3
- p— (8 wﬁ.mbc x )

A @3

Step

Action

14.

Once the absence request has been submitted correctly, you will see a message
across the top of the screen saving that the absence has been submitted successfully.
Also, an email is generated that will automatically be sent to you and your
supervisor's inbox.
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| IMG_5922 - Windows Photo Views

File ~ Print v E-mal  Bum ¥ Open ¥ (7]
il Verizon & 9:23 AM @ @ 100% ) +

& remote.lsuhsc.edu ()

nteq uest Absence

COORDINATOR OF NON-ACADEMIC OR

Absence Annual Leave
Type

FMLA () No

*Start Date
*End Date
“Start Time

*End Time

*Duration Per
Day

*“Total Leave
Hours
Comments

<

TENITUTT (6w ey 5 ¢ X))

Action

To return to the Home screen, click the Actions List (the three dots) in the upper
right corner.
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| IMG_5924 - Windows

File ~ Print v E-mal  Bum ¥ Open ¥ (7]

will Verizon = 9:23 AM @ @ 100% W) ¢

& remote.lsuhsc.edu ()

n I “l:e quest Absence
Home
COORDI

NavBar

Help

Sign Out
*Start

*End Date
“Start Time

*End Time

*Duration Per
Day

“Total Leave
Hours
Comments
< u n @
= D —— = iS5 ¢ %)

=z e @ oz [ Lﬂ ) @ B .3 f:\riT B

Step Action

16. Select the Home option.
Home
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| IMG_5925 - Windows Photo Viewe
File ~ Print v E-mal  Bum ¥ Open ¥ (7]
il Verizon 9:24 AM @ 9 100% W)+
& remote.lsuhsc.edu ()
E:Request Absence
COORDINATOR OF NON-ACADEMIC OR
'Ahs:;];z Annual Leave
FMLA No
*Start Date
*End Date
“Start Time
“End Time
*Duration Per
Day
“Total Leave
Hours
Comments
< M m @
S e ——— (B @O@ucx\
< @D
Step Action
17. You may also return to the previous screen by clicking the Reposition Toolbar

button (the double arrows) to move the Remote Access Toolbar to reveal the Back
Button underneath.

Click the Reposition Toolbar button.

i
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| IMG_5926 - Windows

File ~ Print v E-mal  Bum v Open ¥ (7]
il Verizon & 9:24 AM @ @ 100% ) +

& remote.lsuhsc.edu ()

£ Request Absencsm

COORDINATOR OF NON-ACADEMIC OR

Absence Annual Leave
Type

FMLA () No

*Start Date
*End Date
“Start Time

*End Time
*Duration Per
Day

*“Total Leave
Hours

Comments

<

--'-‘ e ( «Pmtl Et e 5 ¢ | X))

s Bmlfy 5 u € TR N\ -rwoe o

Step

Action

18.

Click the Back button.
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| IMG_5927 - Windows Photo Views

File ~ Print v E-mal  Bum ¥ Open ¥ (7]
il Verizon & 9:24 AM @ @ 100% ) +

& remote.lsuhsc.edu ()

o

lil Request Absence (SF-6)

|ﬂ! Cancel/Delete Absence (SF-6)

(I view Requests (sF-6)

¢ m m o
S N T = WA

Action

If you need to Cancel/Delete Absence (SF-6). Click the Cancel/Delete Absence
(SF-6) button.

IE;' Cancel/Delete Absence (SF-6)
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=] IMG_5930 - Windows

File ~ Print = E-mal Bum ~ Open v @

wil Verizon ¥ 9:25 AM @ & 100% - +

& remote.Isuhsc.edu (e
ped 0|

COORDINATOR OF NON-ACADEMIC OR

I/Delete Absence .., E

Cancel/Delete Absence (SF-6)

Absence Request History 45 rows
Start/ End  Start/ End
Leave Hours
Date Time
Annual 08/15/2019 8:00AM 8.00
Submitted -
08/15/2019 5:.00PM Cancel
Annual 09/04/2019 8:00AM 64.00
Approved :

Pp! 09/13/2019 5:00PM Delete
Annual  08/19/2019  B:00AM 40.00
Al d

pproved  0g/23/2019 5:.00PM Delete
Annual  07/12/2019 8:00AM 8.00
Approved 5

07/12/2019 5:00PM Delete

. —
N e [ B o alSfim) 5 ¢ X

=@ o 9

Step Action

20. Click the Leave date you wish to cancel.

[=] MG_5932 - Windows

File v Print * E-mal Bum v Open v @
will Verizon & 9:26 AM @ & 100% (= +

& remote.Isuhsc.edu (e

Cancel Absence e
*Start Date
*End Date
*Start Time
“End Time

*Duration Per
Day

*Total Leave
Hours

Trans Nbr

Comments

Cancel Details

Comments
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Step

Action

21.

Under the Cancel Details, put in the Comments explaining the reason for the
cancelation.

| IMG_5935 - Windaws P

File = Print ¥ E-mail Bun ~ Open + .@.
wil Verizon = 9:27 AM @ & 100% . ¢

& remote.lsuhsc.edu (e

m0ancel Absence 5

Wanda Dooley
COORDINATOR OF NON-ACADEMIC OR

*Absence

Annual Leave
Type

Details

*Start Date
*End Date
“Start Time

*End Time

*Duration Per
Day

*Total Leave
Hours

Trans Nbr

< 1 ml

e = EE AR

Action

Click the Cancel Absence button.
Cancel Absence
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=] IMG_5936 - Windows

File ~ Print ~  E-mail Bum > Open ~ .@.
wil Verizon ¥ 9:27 AM @ & 100% - +

& remote.lsuhsc.edu (e

I "W Cancel Absence

You have successfully cancelled an
absemce request for 8/15/2019-8/15/2019 of
Annual Leave 8 hours.

“Absence

Annual Leave
Type

*Start Date

*End Date

*Start Time

*End Time

*Duration Per
Day

“Total Leave
Hours

Trans Nbr

Comments

Step

Action

"' 34471 from has been cancelled - Message (Plain Text)

~ x L*\é E;;i ﬁ;;; n Y Inbox 3 To Manager Vo G LP;, Hl > % el q u

8 . Delete  Reply Reply Forward [ B Teom Email v/ Dene Move Mark Categorize Follow  Translate B- Zoom | Sendto

&~ i W~ |l Reply & Delete ¥ Create New O Up~ TN . Pt

Delete Respond Quick Steps B Move Tags B Editing Zoom | OneNote ~

Thu 8/15/19 9:28 AM
PeopleSor UHSC <no-reply>
SF-6 Rqst #134471 from has been cancelled

To ~

The following SF-6 Request has been cancelled.

Employee Id: -
Department: ADMIN SUPPORT ORG
Job Title: COORDINATOR OF NON-ACADEMIC OR

Start Dttm: 08/15/2019 8:00AM
End Dttm:  08/15/2018 5:00PM
Absence:  Annual Leave

Hours: 8

Reason:

Comments: Vacation canceled
Request Nbr: 134471
Message:

Please use the following link to view the transaction:
https://prd.pshe.lsuhsc.edu/psp/hrprd/EMPLOYEE/HRMS/c/ZZ SELF SERVICE.ZZ ABS S5 REQUEST.GBL?
Page=7Z ABS S5 REQUEST&Action=U&TRANSACTION NBR=134471&EMPLID=0095120&EMPL RCD=1

LSU Health.. LSU Healt...
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Step

Action

24,

Once the absence request has been canceled, an email is generated that will
automatically be sent to your inbox.

=] IMG_5940 - Windows Photo Viewe

File +* Print v E-mail Bum ¥ Open v @
il Verizon & 9:28 AM @ @ 100% M 4
& remote.lsuhsc.edu (e
Jad [+ B Absence

lil Request Absence (SF-6)

|FJ Cancel/Delete Absence (SF-6)

([ view Requests (sF-6)

< O m O
- - .‘ — s E' >§l< EE) 3 c X\!
Bz ® TN
Step Action
25. If you would just like to see your Leave Balance and Absence Request History, click

the View Requests (SF-6) link.

IE View Requests (SF-6)
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=] IMG_5942 - Windows P

File ~ Print ~  E-mail Bumn > Open ~ .@.
wll Verizon ¥ 9:29 AM @ & 100% ) +

& remote.lsuhsc.edu (e

aw Requests (SF-6)

COORDINATOR OF NON-AGADEMIC OR
View Requests (SF-6)

Leave Balance

Current Future
:Ian sllofDateI Approved/ Approved/
Yo alance Balance Balance

07/31/2019 0.00 0.00
Sick

723.00 723.00 723.00

07/31/2019 40.00 64.00
Vacation

176.00 136.00 72.00

Off-Campus Activity

Fiscal Max Hours Hours Taken

Year Allowed  Fiscal YTD  °2ance
2020 12000 0.00 120.00
Aheanca Panuas + Hiatan: R

Step Action

26. On the View Requests (SF-6) screen, your total Leave Balance will be listed at the
top of the page and the Off-Campus Activity and Absence Request History will
be below.

217. This completes Employee Application for Absence - SF6.

End of Procedure.
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