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The PeopleSoft Leave Management Manager Self-Service functionality allows managers to view current leave 
balances for their direct reports. 

Viewing Absence Balances 
 

Navigation:  Manager Self -Service>Time Reporting>View Time>Absence Balances 

 

1. Once you have accessed the page, a list of your direct reports will appear.  
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2.  Select the employee and click continue for the employee you wish to view. 

3.  The following page will appear: 
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4. The page will list all the current leave balances for the employee.  The leave balances displayed are as of 
the 15th or the last day of each month.  

View Employee Absence Request History 
 

Navigation:  Manager Self -Service>Time Reporting>View Time>Absence Request History 

 

1. Once you have accessed the page, a list of your direct reports will appear.   
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2. Select the employee and click  continue for the employee you wish to view.  The following page will 
appear: 
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3. The page will default with a predefined date range.   

4. If you would like to view the employee’s Absence Request History for a specific date range, click in the 
“From” and “To” fields and enter the appropriate dates. 

5. Click the Refresh button. 

6. All absence requests for the date range entered will be displayed. 

Enter Absence Request on behalf of an Employee 
 

The PeopleSoft Leave Management Manager Self-Service functionality allows a manager to enter an absence 
request on behalf of their direct reports. 

 

Navigation:  Manager Self -Service>Time Reporting>Report Time>Absence Request 
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1.  Once you have accessed the page, a list of your direct reports will appear.   

 

2.  Select the employee you are entering the absence request for and click continue.  The following page 
should appear. 
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3. Click in the From field and enter the start date of the employee’s absence request 

4. Click in the Absence Code field and click the drop-down arrow. 

5. Select Sick Leave from the drop-down list 

6. Click in the Absence Name field and hit the drop-down arrow and elect Sick Leave Taken from 
the drop-down list 

7. Click in the Reason field and select Sick Leave from the drop down list 

8. In the To field enter the end date of the employee’s absence request 

9. In the Partial/Full Day field used the default value of “Full Day”.  The page should look similar 
to this. 
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10. Next, click the “Calculate End Date or Duration” button.  

 

Note:  The calculation results are based the employee’s current work schedule including 
alternative work schedules i.e., 9 or 10 hour days.  Also, the amount of hours calculated 
cannot exceed the hours displayed in the “Current Balance” field.  

 

The “Calculate End Date 
or Duration” button 
calculates the total 
number of leave hours 
based on the employee’s 
current work schedule, 
including alternative work 

h d l  
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11. The “Duration” field will populated automatically.  

 

 

The amount of hours 
populated for a full in the 
“Duration” field will be based 
on the employee’s work 
schedule, including alternative 
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12. Click in the Requestor Comments field and enter comments, if needed.  This field is 
optional. 

 

 

13. Click the Submit button at the bottom of the page. The following page will appear. Click 
OK.  
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14. The Request Details page will be displayed. 
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Approve or Deny Absence Requests 
 

Navigation:  Manager Self -Service>Time Reporting>Approve Time & Exceptions>Absence Requests 

 

Once you have accessed the page all “Pending” leave requests submitted by your direct reports will be displayed.   
Pending absence requests are absence requests that have been submitted by your direct reports that are awaiting 
your review for approval. 

 

1.  The following page will appear: 
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2. Click on the appropriate employee name link and the following page will appear. 
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3. Review the absence request.  You may also enter comments in the Approver Comments field. 

4. Click the Approve or Deny button and one of following page will appear. 

 

Approval Confirmation Page 
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Denial Confirmation Page  



LEAVE MANAGEMENT  
 

18 

 

 

5.  Click the Yes button, Then Click Ok.  The Absence Request page will appear showing the request no 
longer visable. 

 

6. The employee will receive an email informing them of the status of the absence request. 
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Rework (Push Back) Functionality 
 

The PeopleSoft Leave Management Manager Self-Service functionality allows managers to “push back” an absence 
request to an employee for modification, prior to approval.  The Push Back button on the Request Details page 
provides this functionality. 

1. Follow the previous steps for Approving or Denying an absence, when an absence request needs to be 
modified prior to approval click the “Push Back” button.  This will “push back” the absence request to the 
employee for modification. 

2. You may want to enter comments in the “Approver Comments” field, to indicate to the employee why 
the request is being pushed back.   This field is optional. 

 

 

 

Click the “Push Back” 
button in order to push 
back an absence 
request to an 
employee, if the 
request needs to be 
modified prior to your 
approval. 

 



LEAVE MANAGEMENT  
 

20 

 

4..  The “Push Back” functionality sends an email to the employee to notify him or her that there is an 
absence request that has been submitted but needs to be reworked.  Once the employee makes the 
necessary changes, the employee can resubmit the absence request for approval. 

Notes:  The Push Back functionality only works for absence request that have not been approved yet.  Once an 
absence request has been approval, only the agency’s Leave Administrator can make any changes to the absence 
request.  The Leave Administrator will need to be notified that there is an absence request that has already been 
approved that requires a change. 

Assigning a New Work Schedule 
Each employee has been assigned a work schedule based on the data provided during the implementation phase 
of the Leave Management module.  If an employee’s work schedule needs to be changed, the employee’s manager 
will have the ability to make the necessary changes through Manager Self-Service. 

Navigation:  Manager Self Service>Time Management>Manage Schedules>Assign Work Schedule 

The following page will appear 
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1. Enter the Emplid of the employee whose schedule you need to change, then hit Enter. The    Assign Work 
Schedule page will be display. 

 

 

 

2. Click the + to insert a new row next to the link title “Show Schedule”. 

3.  The new row will default with the current date.  Click in the Effective Date field and enter the 
effective date of the new schedule. 

 

 To enter a new 
work schedule for 
an employee, Click 

the “ +” to insert 
a new row. 
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4.  Click the drop-down arrow for the Assignment Method  field and select “Select Predefined Schedule”  

5. Use the default value of “SOG” in the field labeled Schedule Group 

6. Next, click the magnifying glass next to the field labeled Schedule ID and select the new schedule for the 
employee. 
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7. Verify the new schedule displayed is correct.  

8.  Click the Save button to save the data. 

 

Note:  Managers are  responsible for assigning a Leave Management work schedule for any new 
employees joining  their department once  Leave Management module  has been implemented.   
To assign the default 8 hour regular Monday – Friday schedule to new employee, the Assign 
Work Schedule page should look like the following: 
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