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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 Leave 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 a 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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U S Test TRM: SF-6 Rqst #135796 for John Doe

is awaiting your approval - Message (HTML)

Message Q

Tell me what you want to do...

PeopleSoft LSUHSC <no-reply> 12:59 PM
Test TRN: SF-6 Rgst #135796 for John Doe

is awaiting your approval
) I there are problems with how this message is displayed, click here to view it in 2 web browser.

SF-6 Request for John Doe is awaiting your approval

View Absence Approval Request

Absence Name  Sick Leave
From 09/26/201% 12:00PM
To 09/26/2019 5:00PM

Duration Hours 5

| CERTIFY THAT MY ABSENCE FROM DUTY WAS FOR THE REASON NOTED

Job Title  COORDINATOR OF NON-ACADEMIC OR
Department PEOPLESCFT ADMIN SUPPCRT ORG
Request Nbr 135796

Absence Balances

D Current Period | Current Period | Future Period Future Period

Plan Asof Balance Approved Leave | Ending Balance | Approved Leave| Ending Balance
Sick 07/31/2018| 57275 000 57275 0.00 57275
Vacation| 07/31/2019|  240.55 0.00 240.55 0.00 24055

Off .Campus Activities

Step

Action

Click the View Absence Approval Request link.

View Absence Approval Request
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P
Oracle PeapleScft Sign-in x ° =

C @ rcbb.pshe.suhsc.edu/psp/hrirm/EMPLOYEE/HRMS/c/ZZ_ HRMS.ZZ_ABS_SS_APPR.GBL?Page=77 ABS S5 REQUEST&Action.. ¥ @

LSLU

PeopleSoft HRSA - PSOHRTRN 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

Sign In

€ m m o g 1 e IR

9/25/2019

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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Favorites ¥ MainMenu~ 5 ManagerSeffService ™ > Absence™ > Absence Approval (SF-6) Search Worklist | #& Home | Sign Out

PSOHRTRN v o

WEBRCB2 Notification NavBar
New Window | Help | Personalize Page
Application for Absence Request (SF-6)
John Doe Empl ID:
— Empl Red 0
Details Leave Balance | E
Swrtbate:  QUZ92018 | Time: [IZ00PN @ ||pantipe |asoroee |ssenee |SRRISON (M ien | e | e
*End Date: *Time: 5:00PM Sick 07/31/2019 572.75 0.00 571275 0.00 57275
*Absence Type: Sick Leave v \acation 07 240.55 0.00 240.55 0.00 24055
*Total Hours: 5.00 *Duration Per Day: | 5.0
Comment: Off-.Campus Activity
Fiscal Year Max Allowed Hrs Hrs Taken FYTD Balance
2020 120.00 0.00 120.00
i
Absence Definitions
Request #135796:Pending
st
[C] Supenvisor Not Routed
Pending B ada Processing
[CR—
Additional Approval: v
Approver Action
Approver Name: John Doe
Comment:
_ 2 o
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 Down button of the scrollbar.
5. 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.
8.

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

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.

Page 4




Training Guide
SF-6 Manager Absence Requests

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"
link.

' @ Employee-facing registry content X ° y
&«

C @ rcbb.pshelsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/h/?tab=DEFAULT * O

Favorites *  Main Menu = search | [Workist| | #& Home | SignOut

PSOHRTRN v e
WEBRCB2 Nofification ~ NavBar

e
N o g, 1HA5PM

* 92572019

Step Action

2. Click the WorKklist link.
[ vorkit
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.

Page 5



Training Guide
SF-6 Manager Absence Requests

Step Action

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

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

5. 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.

6. Click on the blue link to access a transaction.

Click the TRANSACTION NBR: 135795 link.
ZZ ABS S§ 520995,

[SUNG MUITL Z013-01-01_N_0,

TRANSACTION NBR:135795

EMPLIL: EMPL HCOU

RDCRADA
| — — —

7. 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.

8. Click the Approval button.

9. 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.

Access and Approve Absence Request via the Notification Flag

Procedure

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

Flag.
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Step

Action

The Notification flag displays a number count in the banner to notify users of any
new Actions requiring attention, such as Absence Approval Requests.

[ @ Employee-facing registry content X °

e

Favoriles ¥ Main Menu ¥ Search | Workist | & Home | SignOut

PS9HRTRN
WEBRCB2

c & rcbb.pshe.lsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/h/?tab=DEFAULT * O

243pM ||

S 92572019

Step Action
2. In this example, a two (2) displays in the banner indicating there are two actions
requiring attention.
Click the Notification button.
Motification
3. The most recent transaction will display first in the list.

Click the SF-6 Annual Leave link.

SF-6 from John Doe for
on 10/0172019 s

L= <]
L= |

din

[54]
l:'|]
A% ]
£
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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 Down button of the scrollbar.

5. Click the Approve button.

A message displays confirming approval of the absence request.

7. 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 Flag.

End of Procedure.

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.
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s
l @ Employee-facing registry content X ° (===
&« C & rcbb.pshe.lsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/h/?tab=DEFAULT o % O :

Favorites ¥ Search | Workist | ¢ Home | SignOut

PSOHRTRN ARG
WEBRCB2 Notification ~ NavBar
2 Help

-
314 PM
9/25/2019

< D s

Action

Click the Main Menu link.

| Main Menu ¥

Click the Manager Self-Service link.

3 Manager Self Service C

Click the Absence link.

3  Absence *

Click the Absence Approval (SF-6) link.

Ij Absence Approval (SF-G)
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@ Absence Approval (5F-6)

&«

Favorites ¥

PS9HRTRN
WEBRCE2

SF-6 Leave Approval

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

C & rcbb.pshe.lsuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS_SS_APPR.GBL?FolderPath=PORTAL ROOT_OBJECT....

w6

# Home | SignOut

w @

Notification NavBar

Main Menu ~ > Manager Self Sefvice ¥ Absence ¥ >  Absence Approval (SF-6) Search \ Worklist \

New Window | Help

Find an Existing Value

Search Criteria

Transaction Number:

Reporting Level

= v
Empl ID: begins with v
Name: begins with v
Last Name: begins with v :
Begin Dat = v
ce Type begins with v
Workflow Status: M M
Pending My Approval ? 4

Search Clear

Basic Search " save Search Criteria

-
315PM

I 10 s

9/25/2019

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)

< &

Favorites ¥

& rcbb.pshe.lsuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS_SS_APPR.GBL?FolderPath=PORTAL ROOT_OBJECT....

w6

Main Menu ~ > Manager Self Sefvice ¥ Absence ™ > Absence Approval (SF-6)

Search | Worklist | ¢ Home | SignOut

© @

PS9HRTRN
WEBRCE2

Netification NavBar

New Window | Help
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: = v

Security Type: v v
Reporting Level = v

Empl ID: begins with v

Name: begins with v

Last Name: begins with v |DOE

Begin Date: = v [E
Absence Type begins with v Q
Workflow Status: = M M
Pending My Approval ? 4

Clear | Basic Search ¥ save Search Criteria

I 10 s

Action

Click the Search button.

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 135797 link.

In this example, the sick leave requested has been identified as FMLA. FMLA
requests require approval from both you and Human Resources. The employee will
receive a confirmation email once the request has been approved by both the
Manager and Human Resources.

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
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Step Action

11. A message displays reminding you of the two-tier approval process.

Click the Yes button.

12. A message displays confirming approval of the absence request. FMLA requests
must have HR approval as well, so the system will automatically route the absence
request to the appropriate HR representative.

13. The system will automatically send a confirmation email to you confirming the
absence request has been approved by HR. 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.

14. This completes Access and Approve Absence Requests via the Absence Requests
(SF-6) Page.
End of Procedure.

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:

Main Menu > 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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Test TRMN: SF-6 Rgst #135804 for John Doel is awaiting your approval - Message (HTML)

Message

Q Tell me what you want to do...

PeopleSoft LSUHSC <no-reply> 11:40 AM
Test TRN: SF-6 Rgst #135804 for John Doe is awaiting your approval

@ I there are problems with how this message is displayed, click here to view it in 5 web browser.

SF-6 Request for John Doe is awaiting your approval

View Absence Approval Request

Absence Name  Annual Leave
From 10/01/201% 8:30AM
To 10/01/2019 5:00PM
Duration Hours 8

| CERTIFY THAT MY ABSENCE FROM DUTY WAS FOR THE REASON NOTED
BOVE.

Job Title  COORDINATOR OF NON-ACADEMIC OR

Depariment PEOPLESOFT ADMIN SUPPORT ORG
Request Nbr 135804

Absence Balances

Plan As of D Balance Current Period | Current Period

Future Period Future Period
Approved Leave | Ending Balance

Approved Leave| Ending Balance
Sick 07/31/2018| 57275 000 57275 16.50 55625
Vacation | 07/31/2019| 24055 0.00 240.55 5.00 23255

Off .Campus Activities

Action

Click the View Leave Approval Request link.

View Absence Approval Request
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Favorites ¥ MainMenu~ 5 ManagerSeffService ¥ > Absence™ > Absence Approval (SF-6) Search Workiist | 4 Home | Sign Out
WEBRCB2 Notification NavBar
John Doe Empl ID: -
Job Title Empl Red: 0
Details Leave Balance |
= . 100011 “Time: M Current Period  [Current Period  |Future Period | Future Period
Start Date: oo Time: 830AM @  |PlanTyps |AsOfDats |Balance | onel UL |Ending Balance |Approved Leave |Ending Ealance
*End Date: 10/0122019 *Time: 5:00PM Sick 07/31/2019 57275 0.00 57275 16.50 556.25
*Absence Type: Annual Leave v \acation  |07/31/2019] 24055 0.00 24055 2.00 23265
*Total Hours: 8.00 *Duration Per Day: | &.00
. Off-Campus Activity
Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00
4
Absence Definitions
Request #135804:Pending
Supervisar
Pending Not Routed
—| &
¢ Supervisor Addl Processing
Additional Approval: E
Approver Action
Approver Name: John Doe
Comment:
#
Approve Deny

Step Action

5. 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.

[

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

Click the Jumonville, Beth list item.

Jumonville, Beth MO
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Favorites ¥ Main Menu ~

> Manager Self Service ™ > Absence™ >  Absence Approval (SF-6) Search | Workiist | #& Home | SignOut
PSO9HRTRN p ®
WEBRCB2 Notification NavBar
JonnDoe Emero B
Job Title Empl Red 0
Details Leave Balance |
"start Date: “Time: B30AM PanType |asOfDate |Balance  [SENINIOL, | N Salonce | Approves Loave | Ending alance
*End Date: 10/01/2019 *Time: 5:00PM Sick 07/31/2019 57275 0.00 57275 16.50 556.25
*Absence Type: Annual Leave v Vacation  (07/31/2019| 24055 0.00 240.55 200 23265
“Total Hours: 8.00 *Duration Per Day: | .00
Off-Campus Activity
Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00
i
Absence Definitions
Request #135804:Pending
Supervisor
Pending Not Routed
€] Supervisor Y& Pracessing
Additional Approval: ; Jumonville, Beth NO v
Approver Action
Approver Name: John Doe
Comment:
4
=
»
Step Action
7. Click the Approve button.
Approve
8. An approval confirmation will display, as well as routing information for secondary

approval.

NOTE: An email will not be sent to either the requester or original approver when
the secondary approver is added. The system will only send a confirmation email
to the requester once the secondary approver has approved the request.

9. This completes Create a Secondary Absence Approval.
End of Procedure.

Create an Absence Request for an Employee
Procedure

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

Action

1.

*kkkk NOTICE *kkkk

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.

l @ Employee-facing registry content X ° =
&« C @ rcbb.pshelsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/h/?tab=DEFAULT w O

Favorites ¥ Search | Workist | ¢ Home | SignOut

PSOHRTRN v 2
WEBRCB2 Notification ~ NavBar
2 Help

2 € m® o:[lg i ‘ T eape mm
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 Main Menu link.
[ wain wienu =

3. Click the Manager Self Service link.

L Manager Self Service »
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Step Action

Click the Absence link.

3  Absence

Click the Absence Request (Supervisor) link.

|_11 Absence Request (Supervisor)

Click the Select button.

Select

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

[Create New Absence Fee-:uestzl

Click the Create New Absence Request link.

Click the Calendar button.

Click the 23rd button.

@ Absence Request (Supervisor)

< c

Favorites v Main Menu ~ » Manager Self Service ¥ >

PS9HRTRN
WEBRCB2

Application for Absence Request (SF-6)

Absence ¥

@ rcbb.pshe.lsuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS_SS_MGRF_REQ.GBL?FolderPath=PORTAL_ROOT_OB...

Absence Request (Supervisor)

v O

A Home | SignOut

v @

Notification NavBar

Search Worklist ‘

New Window | Help | Personalize Page

Absence Definitions

=< Retum >>

JonnDoe EmetiD
Job Title Empl Red
Details Leave Balance | E
. . 91232019 Time: Cument Period  |Current Period | Future Period | Future Period
Start Date: 52320 Time: :o PlanType  |AsOfDate |Balance | ooroved|eave |Ending Balance |Approved Leave |Ending Balance
*End Date: 09232019 | *Time: Sick 07312019 723.00 0.00 722.00 0.00 723.00
=Absence Type: v Vacation 07/3112019 176.00 40.00 136.00 64.00 72.00
*Total Hours: *Duration Per Day:
X Off-Campus Activity

Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance

2020 120.00 0.00 120.00

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

B 0 %
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Step Action

10. Enter the desired information into the Start Date Time field. Enter "8:00AM".

@ Absence Request (Supervisor)

< c @ rcbb.pshelsuhsc.edu/psp/hrim/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_MGRF_REQ.GBL?FolderPath=PORTAL_.ROOT_OB.. ¥+ @

Favorites ¥ Main Menu ™ > Manager SelfService ¥ > Absence ¥ Absence Request (Supervisor) Search Workiist | 4 Home | SignOut

PSOHRTRN Ll
WEBRCB2 Nofification  NavBar

New Window | Help | Personalize Page

Application for Absence Request (SF-6)

JonnDoe EmetiD
Job Title Empl Red
Details Leave Balance | E
. i 2332018 ~Time: |500AM Current Period  |Cumrent Period  |Future Period | Future Period
Start Date: por2320 Time: B004M |@ | [PlanType |AsOfDate |Balance Approved Leave |Ending Balance |Approved Leave |Ending Balance
*End Date: pei232019 “Time: [t [o712019] 72300 0.00 723.00 0.00 723.00
*Absence Type: v [vacation [o731:2018]  176.00 40.00| 136.00 64.00| 72.00
*Total Hours: *Duration Per Day:
X Off -Campus Activity

Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance

2020 120.00 0.00 120.00

|

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

Submit
Absence Definitions

== Retum >>

Eld . A=l N

Step Action

11. Click the Calendar button.

12. Click the 30th button.
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@ Absence Request (Supervisor)

< &

Main Menu ~

Favorites ¥

Manager Self Service ¥ Absence ¥

PS9HRTRN
WEBRCE2

Application for Absence Request (SF-6)

Absence Request (Supefvisor)

Training Guide
SF-6 Manager Absence Requests

Search | Worklist | ¢ Home |

v

Notification

Sign Qut

®

NavBar
New 'Window | Help | Personalize Page

4

By clicking the submit by

Submit
Absence Definitions

<= Return »»

Empl ID:
Job Title Empl Red.
Details Leave Balance | IR
- . 9232019 Time: [3:00AM Current Period  |Current Period | Future Period | Future Period
Start Date: 0923/2019 [ ~Time: [800AM |@ |PlanType |AsOfDate |Balance [oontl T |l ance | Approved Leave |Ending Balance
“End Date: pera02012 | *Time: [ ] Sick 07312018 72300 0 723.00 723
*Absence Type: M Vacation 0773172019 176.00 40.00 136.00 72.00
Include Weekend
*Total Hours: *Duration Per Day: Off.Campus Activity
Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00

ifying that the absence from duty is for the reason noted above

Step Action

13.

Enter the desired information into the End Date Time field. Enter "4:30PM".

@ Absence Request (Supervisor)

< c

Favorites ¥ Main Menu ¥ Manager Self Service ¥ Absence ¥

PS9HRTRN
WEBRCB2

Application for Absence Request (SF-6)

@ rcbb.pshe.lsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_MGRF_REQ.GBL?FolderP:

Absence Request (Supervisor)

=PORTALROOT OB.. ¥r ©

A Home |

v

Notification

Search Worklist ‘ Sign Qut

®

NavBar
New Window | Help | Personalize Page

e

By clicking the submit button you are
Submit

Absence Defi

=< Retum ==

Empl ID.

Job Title Empl Red

Details Leave Balance | E

- . 232019 “Time: /& D0AM Current Period  [Cumrent Period  |Future Period | Future Period

Start Date: 2320 Time: $00AM |@)  |PlanTyps |AsOfDats |Balance |, nEl 0L | F e |Approved Leave |Ending Balance
*End Date: 2019 |[§) *Time: 430PM| Sick 07312019 723.00 0.00 723.00 0.00 723.00
*Absence Type: E Vacation 07/3112019 176.00 40.00 136.00 64.00 72.00

Include Weekend

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

Comment: Fiscal Year  Max Allowed Hrs  Hrs Taken FYTD Balance

2020 120.00 120.00

ifying that the absence from duty is for the reason noted above
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Step Action

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

[

@ Absence Request (Supervisor)

< c @ rcbb.pshelsuhsc.edu/psp/hrim/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_MGRF_REQ.GBL?FolderPath=PORTAL_.ROOT_OB.. ¥+ @

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

PS9HRTRN * @
WEBRCB2

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

John Doe Empl ID:
Job Title Empl Red
Details Leave Balance | B
. R 2230018 time: BO0AM Cument Period  |Current Period | Future Period | Future Period
Start Date: p9i23/20 Time: $00AM |@)  |PlanTyps |AsOfDats |Batance |, Bl 0L | E O Aalance | Approved Leave | Ending Balance
“End Date: [ *Time: [4:30PM Sick 07312019 723.00 0.00 723.00 0.00 72300
*Absence Type: ] Vacation 07/3112019 176.00 40.00 136.00 64.00 72.00
Annual Leave
*Total Hours: Leave Without Pay r Day: i
— 1 Off';CﬁTvPLIE Am:lmyau d H Hrs Taken FYTD Bal
Comment: Stk Leave iscal Year lax Allowed Hrs Irs Taken alance
Special Loave 2020 12000 0.00 120,00
i
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 Sick Leave list item.

ISick Leave |
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@ Absence Request (Supervisor)

< &

Favorites ¥ Main Menu ~

PS9HRTRN
WEBRCE2

Job Title

Details

*Start Date: 09/23/2019
“End Date: og 019
*Absence Type:

*Total Hours:
Comment:

By clicking the submit button you a
Submit

Absence Definitions

<= Return »»

Application for Absence Request (SF-6)

Include Weekend

Manager Self Sefvice ¥ Absence ™ Absence Request (Supervisor) Search \ Worklist \ # Home \ Sign Qut

v @
Notification NavBar

New 'Window | Help | Personalize Page

Empl ID:
Empl Red.

Leave Balance

|
Time: [3.00AM Cument Period  |Current Period | Future Period | Future Period
E) “Time: [00AM @ |PlanType [AsOfDate |Balance | 0ot o | ionce | Approved Leave |Ending Balance
[ *Time: [+:30PM Sick 07312018 72300 0 723.00 723
' ClfmLa [Vacation  |o721i2019|  176.00 4000 136.00 7200
“Duration Per Day: Off -Campus Activity

Fiscal Year  MaxAllowed Hrs  Hra Taken FYTD Balance
2020 120.00 120.00

e

ing that the absence from duty is for the reason noted above

Step

Action

16.

O

Click the FMLA option.

@ Absence Request (Supervisor)

< c

Favorites ¥ Main Menu ~

PS9HRTRN
WEBRCE2

Application for Absence Request (SF-6)

Empl ID:
Job Title: Empl Red
Details Leave Balance | ER
N . 0230070 Time: B.00AM CurrentPeriod | Current Period | Future Period | Future Period
Start Date: Pui232019 |[§) “Time: 300AM @ |PlanType  |asOrDate |Balance  [pntl T |Ending Balance |Approved Loave |Ending Balance
“End Date: 019 | *Time: [4:30PM Sick 07312018 723.00 0 723.00 723
*Absence Type: v A [Vacaton  [07312018] 17600 4000 136.00 7200
Include Weekend Off-Campus Activity
“Total Hours: [ ourstion per bay: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00

By clicking the submit button you are
Submit

Absence Definitions

== Retum =»

Manager Self Sefvice ¥ Absence ™ Absence Request (Supervisor) Search Worklist \ # Home \ Sign Qut

v @
Notification NavBar

New 'Window | Help | Personalize Page

ifying that the absence from duty is for the reason noted above
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Step

Action

17.

Enter the desired information into the Total Hours field. Enter "48".

18.

Enter the desired information into the Duration Per Day field. Enter "8".

@ Absence Request (Supervisor)

&«

C @ rcbb.pshe.suhsc.edu/psp/hrirn/EMPLOYEE/HRMS/c/ZZ_ HRMS.ZZ_ABS_SS_MGRF_REQ.GBL?FolderPath=PORTAL ROOT OB... ¥r & :

Favorites ™ Main Menu ~ > Manager Self Service ¥ Absence ¥ > Absence Request (Supefvisor) Search \ Worklist \ # Home \ Sign Out

PS9HRTRN Ayt @

WE!

Application for Absence Request (SF-6)

John Doe Empl ID
Job Title Empl Red
Details Leave Balance |
- . 0 [+ . . 0AM Current Period Current Period Future Period Future Period
Start Date: 9 ¢ [ “Time: B00AM |@ |PlanType (AsOfDate (Balance |Zotmt SOt | nce |Approved Leave | Ending Balance
*End Date: og 9 |[H *Time: 4:30PM Sick 07/31/2019 723.00 0.00 723.00 0.00 72300
*Absence Type: Sick Leave v ®Fma  [Vacation |07 176.00 40.00 136.00 64.00 7200
Include Weekend Off-Campus Activity
“Total Hours: 43 *Duration Per Day: 3 Fiscal Year Max Allowed Hrs Hrs Taken FYTD Balance
2020 120.00 0.00 120.00
By clicking the submit button you are certifying that the absence from duty is for the reason noted above

== Retum >>

BRCB2 Notification ~ NavBar

New Window | Help | Personalize Page

Absence Definitions

12:45 PM Pl
9/27/2019

S =l N

Step

Action

19.

Click the Submit button.

20.

A message displays reminding managers that a request should only be created on an
employee's behalf in very specific circumstances. An FMLA request must have HR
approval as well, so the system will automatically route the absence request to the
appropriate HR representative.

Click the Yes button.

a5

21.

A message display stating the request will be routed to Human Resources given it is
an FMLA request.

Click the Yes button.

es

22.

A message displays confirming the request has been approved.
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Step Action

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.

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 October 8, 2019 from 2:30 PM - 4:30

PM. The second request is for annual leave on October 8, 2019 from 9:00 AM -
10:30 AM.

[ e
[ @ Employee-facing registry content X ° =T
&«

C @ rcbb.pshelsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/h/?tab=DEFAULT * O

Favorites ¥ Main Menu ~

Search | Workist | & Home | SignOut

PS9HRTRN
WEBRCB2

300PM | |

= 9772019
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Step Action
2. Click the Notification link.
Motification
3. A list of Action items displays with the most recent appearing first.
Click the SF-6 2 hours Sick Leave 10/08/2019 link.
® ":_‘- "'3“'_ 3:“;..._.:%'_“ . _..:,_L_H;_:J 5)00 o Ledve on
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 10/8/2019.
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 10/8/2019 link.
® r:?j-'-f_"'_::'q._?“:’;::-:I:; o _”:::: s) of Sick Leave
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.
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Step

Action

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
messaqge will not display.

Click the No button.
Mo

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.

Deny a Absence Request

Procedure

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

' @ Employee-facing registry content X ° = =

&«

Favorites ¥ Main Menu ~ Search | Workist | ¢ Home | SignOut

PSOHRTRN
WEBRCB2 Notification

)

C @ rcbb.pshelsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/h/?tab=DEFAULT T O

% Help

1:38 PM Pl

i 47 s
S 972772019
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Step Action

1. Click the Notification link.

©

Motification

2. A list of Action items displays with the most recent appearing first.

Click the SF-6 Sick Leave 10/01/2019 link.

SF-6 from John Doe for 8 hour(s) of Sick Leave on
e 100172019 is awaiting your approva

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.

@ Absence Approval (5F-6)

< c

Favorites ¥

@ rcbb.pshe.suhsc.edu/psp/hrirn/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL?Page=Z7_ABS_SS_REQUEST&Action...

Main Menu ™ 5 Manager Self Service ¥ > Absence™ > Absence Approval (SF-6) Search | Workfist |

O

Notification

PS9HRTRN
WEBRCB2

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

Off -Campus Activity

Comment:

Fiscal Year Max Allowed Hrs Hrs Taken FYTD

2020 120.00 0.00

Balance
120.00

Absence Definitions

Request #135806:Pending

v O

A Home | SignOut

®

NavBar

Approver Action

Approver Name:

Comment:

Approve

[EBh Return to Search

Supervisor
Pending
O superscr Not Routed
Pending = Addl Processing
© Supervisor )

Additional Approval:

John Doe0114554

]

Deny

—
1:58 PM
9/27/201%

- B D e
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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".

@ Absence Approval (5F-6)

< c @ rcbb.pshe.lsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/c/ZZ_HRMS.ZZ_ABS_SS_APPR.GBL?Page=ZZ_ABS_SS_REQUEST&Action.. tr @ &

Favorites ¥  MainMenu~ 5 Manager SeffService ¥ > Absence ™ Absence Approval (SF-6) Search | Workist | & Home | SignOut

PSOHRTRN v e
WEBRCB2 Nofification ~ NavBar

*Total Hours: 8.00) *Duration Per Day: | &.00
§ Off -Campus Activity
Comment: Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2020 120.00 0.00 120.00
z
Absence Definitions
Request #135806:Pending
Supervisor
Pending
® Supsnvisor Not Routed
Pending = Addl Processing
O superisor
Additional Approval: v
Approver Action
Approver Name: John Doe
Comment: Submitted request for Annual Leave for this day
F
]
[Eh Return to Search

N [T — —,‘ ™
T e m mgfg 3 S D

Step Action

5. Click the Deny button.
6. 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.

8. This completes Deny a Absence Request.
End of Procedure.

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
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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 another
leader. Delegation to a non-supervisory role is not allowed.

l @ Employee-facing registry content X °
&«

C @ rchb.pshe.lsuhsc.edu/psp/hrim/EMPLOYEE/HRMS/h/?tab=DEFAULT w 6
Favorites ¥ Search | Workist | ¢ Home | SignOut

PSOHRTRN ARG
WEBRCB2 Notification ~ NavBar
2 Help

344PM | |

® 9212019

Step Action

2. Click the Main Menu link.
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Step Action
3. Click the Self Service link.
L self Service 4 I
4, Click the Manage Delegation link.
=l Manage Delegation
5. Click the Create Delegation Request link.
Create Delegation Reguest
6. Click the Calendar button.
El
7. Click the 18th button.
18
8. Click the Calendar button.
El
9. Click the 22nd button.
22
10. Click the Next button.
Mext
11. Click the SF-6 Approve Leave Request option.
12. Click the Next button.

Mext
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-
@ LSU Health Remote AccessPort= X @ Manage Delegation

<« C @ rcbb.pshe.suhsc.edu/psp/hrirm/EMPLOYEE/HRMS/c/HCDL_ALLHCDL MGR_DLG_HOME.GBL?CLASSIC&FolderPath=PORTA... ¥ &

Favorites ¥ Main Menu = > SelfService ™ Manage Delegation Search | Worklist | 4§ Home | SignOut

PSOHRTRN v e
WEBRCB2 Notification ~ NavBar

New Window | Help | Personalize Page

Create Delegation Request

Select Proxy by Name

Search for a proxy using their name. You can also select the Search By Hierarchy hyperlink to search for
yOur proxy

Last Name aQ
First Name Q
Search Clear
Choose Delegate

Organizational

Name Empl ID Remtionship Job Title Department Supervisor Name

Previous Next Cancel

300 PM P

a [ i al A

11/5/2019

Step Action

13. Enter the desired information into the Last Name field. Enter "DOEXXXXXXX".

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.
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' [
@ 15U Heslth Remote Access Port= X @) Mansge Delegation =T

&« C @ rcbb.pshe.suhsc.edu/psp/hrirn/EMPLOYEE/HRMS/c/HCDL_ALLHCDL MGR_DLG_HOME.GBL?CLASSIC&FolderPath=PORTA.. ¥r & :

Favorites ¥ Main Menu = > SelfService ™ Manage Delegation Search | Worklist | 4§ Home | SignOut

PSOHRTRN v e
WEBRCB2 Notification ~ NavBar

New Window | Help | Personalize Page

Create Delegation Request

Select Proxy by Name

Search for a proxy using their name. You can also select the Search By Hierarchy hyperlink to search for
yOur proxy

Last Name DOE Q
First Name Q

Search Clear

Choose Delegate

Organizational

Name Empl ID Relationship

Job Title Department Supervisor Name

Previous Next Cancel

€ B ® oz Fgfva & S

Step Action
14. Click the Search button.
Search
15. Click the Choose Delegate option.
16. Click the Next button.
MNext
17. Click the Submit button.
Submit
18. Click the OK button.
Ok
19. The system will automatically send an email to the requester and delegate. The
delegate will click on the link provided to accept or reject the delegation.
20. This completes Delegate Absence Approval.
End of Procedure.

Review and Revoke a Proxy

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

~
LSU Health Remote Access Porta X Manage Delegation
9 g

<« C @ rcbb.pshe.lsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/c/HCDL_ALLHCDL MGR DLG HOME.GBL?CLASSIC&FolderPath=PORTA.. ¥ O

Favorites ¥ Main Menu ¥ >  Self Service ™ Manage Delegation Search Worklist ‘ # Home ‘ Sign Qut

PSOHRTRN v e
WEBRCB1 Notification ~ NavBar

New Window | Help | Personalize Page

Manage Delegation

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

OLearn More about Delegation
Select Create Delegation Request to choose transactions to delegate and proxies to act on your behalf.
Create Delegation Reguest
Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction

Review My Proxies

e m | fou fgifda ™ T

11/5/2019

Step Action

1. Click the Review My Proxies link.

Review 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.

Fevoke

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.

View Approved Absence Requests

Procedure

In this topic you will learn how to View Approved Absence Requests.

J o e
&«

Favorites ¥

PS9HRTRN
WEBRCE2

=
i O

Search | Workist | ¢ Home | SignOut

v @

Notification NavBar
% Help

yee-facing registry content X ° \

C @ rcbb.pshe.lsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/h/?tab=DEFAULT

. 4zpM ||

Y aprnme

Action

Click the Main Menu link.

| Main Menu ~ |
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Step Action

2. Click the Manager Self Service link.

3 Manager Self Service C

3. Click the Absence link.

(3  Absence C

4, Click the Absence Approval (SF-6) link.

|j Absence Approval (SF-G)

Absence Approval (5F-6)
pp

<« C & rcbb.pshe.lsuhsc.edu/psp/hrirn/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS SS_APPR.GBL?FolderPath=PORTAL ROOT OBJECT... ¢ O

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

ARG

Notification NavBar

PSO9HRTRN
WEBRCE2

New Window | Help
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: = v

Security Ty v v
Reporting e = v
Empl ID: begins with v
Name: begins with ¥
Last Name: begins with v :
Begin Date: = M &
Absence Type begins with v Q
Workflow Status: = M M
Pending My Approval ? 4

Search Clear | Basic Search [6" save Search Criteria

S = N

Step Action

5. Enter the desired information into the Last Name field. Enter "DOE".
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@ Absence Approval (5F-6)

< &

Favorites ¥ Main Menu ¥ Manager Self Sefvice ¥ Absence ™ > Absence Approval (SF-6)

PS9HRTRN
WEBRCE2

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: = v
Securit = hJ Al
Reporting Level = v
Empl ID: begins with v
Name: begins with v
Last Name: begins with v | DOE|
Begin Date: = v [E

) begins with v Q

= v E

Pending My Approval ? 4

Basic Search " save Search Criteria

Search Clear

& rcbb.pshe.lsuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS_SS_APPR.GBL?FolderPath=PORTAL ROOT_OBJECT....

Search ‘ Worklist ‘

w O

# Home | SignOut

© @

Netification NavBar

New Window | Help

Action

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

]
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@ Absence Approval (5F-6)

<« C @ rcbb.pshe.suhsc.edu/psp/hrirm/EMPLOYEE/HRMS/c/ZZ_ HRMS.ZZ_ABS_SS_APPR.GBL?FolderPath=PORTAL ROOT OBJECT... ¥ @

Favorites ¥ Main Menu ™ > Manager Self Service ¥ Absence ™ >  Absence Approval (SF-6) Search | Worklist | ¢ Home | SignOut

PSOHRTRN v e
WEBRCB2 Notification ~ NavBar

New Window | Help

SF-6 Leave Approval

Enter any infermation you have and click Search. re fields blank for a list of all values.
Find an Existing Value

Search Criteria

Transaction Number: = v
= v v
= v

Empl ID: begins with v

Name: begins with v

Last Name: begins with v |DOE

Begin Date: = v &

Ab: e Type: begins with v Q

Work Status: = v| v

Pending My Approval ?

Awaring Tnal approva
Search Clear | Basic Search |Cancelled
Data Saved

Denied

Error. Contact Administrator.
In Approval Process

Not Available

Rework

Submitted

Step Action

7. Click the Approved list item.
| Approved |
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= ===

@ Absence Approval (5F-6)

< &

Favorites ¥

& rcbb.pshe.lsuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/c/ZZ HRMS.ZZ_ABS_SS_APPR.GBL?FolderPath=PORTAL ROOT_OBJECT....

w6

Main Menu ~ > Manager Self Service ¥ Absence ™ > Absence Approval (SF-6)

Search | Worklist | ¢ Home | SignOut

© @

PS9HRTRN
WEBRCE2

Netification NavBar

New Window | Help
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: = v

Security Type: v v
Reporting Level = v

Empl ID: begins with v

Name: begins with v

Last Name: begins with v |DOE

Begin Date: = v [E
Absence Type begins with v Q
Workflow Status: = v £ Approved v
Pending My Approval ?

Search Clear | Basic Search " save Search Criteria

I 10 s

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.

Click the Search button.

10.

Click the Transaction Number 130574 link.

A

TA:

11.

Click the Down button of the scrollbar.

O

12.

Click the Next in List button.
{45 NextinlList |

13.

Click the Down button of the scrollbar.

=
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Step Action

14. 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.
L:G“ Return to Search |

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