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Create an Absence/OT Request 
(Employees) 

Content: 
● Absence/OT Request Submitted from Timesheet 
● Absence/OT Request Submitted from Request Absence/OT Tab 

Absence/OT Request Submitted from Timesheet 

1. From the Employee Self Service home page, choose the Employee Time tile. 

 

  

2. The Report Time tab will be displayed automatically. Navigate to the date of the leave 
request using the Date field or Previous Period/Next Period hyperlinks. 

a. Select the refresh [ ] icon if you use the Date field. 
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3. Select the Absence/OT tab on the timesheet. 

 

4. Select the Add Absence Event button. 
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5. Enter the Start and End Dates for the absence/overtime event. 

 

 

6. Select the Absence Name drop-down to choose the appropriate option. 
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7. Select the Details hyperlink. 

 

  

8. The Absence Event Details screen will appear. 
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9. Select the appropriate option for Partial days. 
a. None: Default value. No partial days (all full day absences). The hours calculated will 

be based on the number of hours on the base schedule. 
b. All Days: All partial days. Enter the hours to be applied to all days. 
c. Start Day Only: Start day is the only partial day. The rest are full day absences. 

Enter the number of hours for the first day. The rest will be calculated using the 
hours in the base schedule. 

d. End Day Only: End (or last) day is the only partial day. The rest are full day 
absences. Enter the number of hours for the last day. The rest will be calculated 
using the hours in the base schedule. 

e. Start and End Days: Start and end days are partial days. The rest are full day 
absences. Enter the number of hours for the first and last day. The rest will be 
calculated using the hours in the base schedule. 

 

 

10. Choose the Calculate Duration button to see how many hours of leave will be submitted. 
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11. Enter comments, if necessary, and select the OK button. 

 

 

12. Once you return to the timesheet, select the Submit button to submit the absence/overtime 
event. This will submit the request to the supervisor for approval. 
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13. An attestation message will appear. Select the Yes button. 

 

 

 

  

14. Once the absence/OT event is submitted, you will see the status change from New to Needs 
Approval. You have successfully submitted the absence request for approval. 

a. If the event is an overtime request, comp time earned or credit hours earned, be sure 
that the time is added manually to the timesheet after it has been worked. 
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Absence/OT Request Submitted from Request Absence/OT Tab 

1. From the Employee Self Service home page, choose the Employee Time tile. 

 

  

2. The Report Time tab/page will appear automatically. Choose the Request Absence/OT tab 
from the left menu.  
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3. Choose the Start Date of the absence by entering the date into the field or selecting the 
calendar icon [ ]. 

 

 

4. Leave the Filter by Type drop-down menu set to All. Use the Absence Name field to select 
the specific absence event type. 
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5. Choose the End Date for the absence by entering the date into the field or selecting the 
calendar icon. 

a. The End Date field does not appear until you make a selection from the absence name 
field. 

6. Select the appropriate option for Partial days. 
a. None: Default value. No partial days (all full day absences). The hours calculated will 

be based on the number of hours on the base schedule. 
b. All Days: All partial days. Enter the hours to be applied to all days. 
c. Start Day Only: Start day is the only partial day. The rest are full day absences. 

Enter the number of hours for the first day. The rest will be calculated using the 
hours in the base schedule. 

d. End Day Only: End (or last) day is the only partial day. The rest are full day 
absences. Enter the number of hours for the last day. The rest will be calculated 
using the hours in the base schedule. 

e. Start and End Days: Start and end days are partial days. The rest are full day 
absences. Enter the number of hours for the first and last day. The rest will be 
calculated using the hours in the base schedule. 

 

 

 

7. Choose the Calculate Duration button to see how many hours of leave will be submitted. 
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8. Click Submit to submit the Absence Request. 

 

  

9. Review the Confirmation Message and click Yes. 
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10. A message will appear, confirming that the Absence Request has been successfully 
submitted. Click OK to continue. 

 

 

 

 

11. The Request Details page will appear with details of the absence request. You have 
successfully submitted the absence request for approval. 
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