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In Employee Service Center, My Absence Reporting
Enhanced

TEAMS Area: Employee Management, Employee Service Center

In the Employee Service Center (ESC), My Absence Reporting has been enhanced to be more user friendly. Clicking the My
Absence Reporting link now expands the navigation bar to show related options instead of opening the Employee Absence tab in a
new window. The Employee Absence tab with the calendar view for selecting the work day of the absence has been removed.

Employees have the following options under My Absence Reporting on the navigation bar:
 Employee Absences: Click to view the Absence/Leave Request page to enter create a new absence or work with
previously entered absence information. For more information, see Working With the Absence/Leave Request Page.

* Favored Substitutes: If you are a teacher, click the Favored Substitutes link to go directly to the Favored Substitutes
page, which you can use the Favored Substitutes tab to add and maintain a list of favored substitutes. The functionality
of the Favored Substitutes page has not changed from previous versions of TEAMS.

Working With the Absence/Leave Request Page

To access the Absence/Leave Request page, click Employee Absences on the navigation bar.

iy i Drmilis Haiadd

et e il )

Wy Lraen B s

Al L b Ao e ®

Al =53 Fas T s S b

iy Aasene Brmoriiey
Vinphippe Al e

Fevraes fubwrniem m

Bty Time Cants

B o m

I Atmmnrsdbseve Argees [riorerd
Hy Wirrk DY Cabeertar tiain s Absass liss  Authaastin Rl Suh Sl Almrt ©fd Lo (10 St Processd S8 fusss © Asiechesins
Pl | TIAIgTSrm s Hesanan Pl Crade loh.  Reguire]  Tow T Mineies]  Hams i Byl
miy Py Inieration o
My Parprall ol rsaslion

Catarighin s Y
BTk

Hy Benertis Enfrmme ias

Employee Service Center, Absence/Leave Request page

Tip: Click the Leave Balance button to open the Leave Balances box. When you are finished reviewing
balances, click the Cancel button.

Creating an Absence

1. Click the Create Absence button to display the Absence Details and Substitute Details panels.
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Employee Service Center, Absence/Leave Request page with Absence Details and Substitute Details panels

2. The Start of Absence field defaults to the current date, but you can change that if necessary. If you are going to be
absent for more than one day, enter the last day you will be absent in the End of Absence field.

3. Select a Reason. Some selections also require you to select a usage Path.
4. Complete the remaining fields in the Absence Details panel as necessary.

5. In the Substitute Details panel, complete the Substitute Required? option. If your role is configured for substitutes and
you select Yes, then complete the fields in the Substitute Details panel as in previous versions of TEAMS.

Note: Substitute Required? no longer defaults to Yes and is now a required field.

6. Optional. To add an attachment to this absence record, click the Attachment button.

7. When you have finished configuring details, click the Submit button to add the absence to the Absences/Leave Request
Entered panel.

Working With Entered Absences/Leave Requests

In the Absences/Leave Request Entered panel, row action menus have replaced buttons that were previously used to work with
saved dates.
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Employee Service Center, Absence/Leave Request page with row action menu

Click the + icon to view a pop-up window with detailed information about the record in that row.



Click the *  icon to view a list of the following actions that can be performed on that row:

« Edit Selected Date

« Edit All with Same Sub Job

¢ Delete Selected Date

¢ Delete All with Same Sub Job

Note: You can only edit or delete dates entered in the Employee Service Center and that are in the
future or are part of a multiple day substitute job where the Start Date of the substitute job is in the
future and that have not been approved.

« Add Notes
« Add Attachments
¢ Add Pre-Arranged Substitute
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