For Timekeepers/Clerks ONLY

How to Submit or Modify an Absence Request for a Teaching Assistant, Part Time
Employee, or an Employee with a Unique Schedule

*For these employees, you need to select the partial days all days option with the duration field
filled out.

Any TA, employee with a unique schedule, or part time
employee may need the partial days option required for
an absence request to go through. As a Timekeeper, this

selection can be overriden which will cause the absence
request to essentially be non-existent with zero hours.
This may result in a delay or error in pay for the
Employee.

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.
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Step 2. Select the hyperlinked name once all information is filled out.

New Window,
Create and Maintain Absence Requests
s Search The easiest way to add this is by
selecting the Employee’s name
that is highlighted blue after the
Absence Requests main absence information is
[a] added.
Absence Detail Partial Days Additional Information Ovep gt Process Forecast Comments Demographic >
D Select *Employee ID Name eor d Job Title *Start Date *End Date *Absence Name
o (= af ) oemzs  [| [0z [ [seeaes] |
_ ——_
Select All Deselect All
Copy Absence ] [ Delete ]
Comments

Step 3. The Absence Details page will pop up. Fill out the partial days and
duration fields. Select “All Days” for the Partial Days field:
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Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Extended Absence Request page
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Step 4. This is what this page should look like once you fill out these fields
with the Partial Days “All Days”, the respective number of hours (this is per day —
i.e. Do not enter 15 if you are submitting for 2 days to indicate 7.5 hours each day,
select 7.5 in this field), and select Calculate Duration:
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Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Extended Absence Request page
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Step 5. Scroll down and select “OK”

Request History

Approval Process  Status Comments

Click OK before
submitting once you

have added in the
partial days, all days,

and duration fields Cancel

* Required Field
**Disclaimer The current balance does not reflect absences that have not been processed.




Step 6. Review:

The duration should be
reflected here before you
submit the absence
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