
For Timekeepers/Clerks ONLY 

How to Submit or Modify an Absence Request for a Full Time Teacher 

(Anyone besides Teaching Assistants, Part Time Employees, Employee with 
Unique Schedules, etc.) 

 

 Step 1. Go to PeopleSoft > Manager Self-Service > Team Tile > Create and Maintain 
Absences. If it’s a new request, fill in all of these fields with the respective information. If it’s an 
existing absence request, you need to utilize the search option and search their Employee ID to 
modify or edit it. 

  

Step 2. Select the hyperlinked name once all information is filled out for the most user-
friendly view of the absence request. 
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 Step 3. Review and Adjust - Skip to this other help page for assistance in requesting or 
modifying an absence request for a Teaching Assistant, Part Time Employee, or an Employee 
with a unique schedule. These additional steps will be needed if nothing generates 
automatically for the “Duration” field. 

 

 Step 4. Scroll down and select “OK” 
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Step 5. Review: 

 
  

Step 6. Submit the absence request: 

 

 

 

 

 

 


