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Staff Services Online
Absence Leave Requests

This guide assists staff to action the below in Staff Services Online:

submit, view, amend and cancel their absence leave requests
save a request to submit at a later date

attach supporting documents (eg medical certificate) to leave requests
forecast leave balances.

Procedure

Log into SSO
1. Click on the Absence tile.

Absences

| &

Navigate to the menu as shown below and select the appropriate request:

() Submit Absence Request

(™ View Absence Requests

= Amend/Cancel Absence Request

(8! View/Forecast Balances
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Staff Services Online Absence Leave Requests

Submit Absence Request:
1. Select the Start & End dates
Select the Type of leave (Absence Name — e.g. Annual leave)
Select a Sub-type of leave (if applicable)
Click Calculate Duration.
Click Forecast to see if you have enough time available.
Add comments (optional).
Click Save for Later or Submit.

Noup,swhn

Note: Staff Services Online can be used to apply for all absences except Parental leave, Conference leave, Time
Off for Study (Professional Staff).

RE=)

|l) Submit Absence Request
| View Absence Requests
: Amend/Cancel Absence Request

|ﬂ! View/Forecast Balances

Instructions

Instructions

This page enables you to apply for all types of leave except for Parental Leave. Refer to 'Help’ or contact the HR Service Centre on 8313 1111 for information about

Parental Leave

Leave at Half Pay

Please note that when you select the Half Pay reason for LSL or Annual Leave the duration will still show your normal hours. The amount of hours to be deducted
from your LSL or Annual Leave balance can be seen by clicking on the View Forecast Details link (available after clicking on the Forecast Balance button)

Note

The Save for Later button allows you to edit your proposed leave request at a later time

The Submit button forwards your request for consideration.

Absence Detail |-

*Start Date 25/10/2023 [
*Absence Name| Select Absence Name

Select Absence Name

Annual Leave

Comments

Requestor Comments

Australia Day Substitute
Community Service Leave
Compassionate Leave
Leave Without Pay

Long Service Leave

View Monthly Schedule

rs‘:’
%

Partner Leave
Personal Leave (sick / carers)
Purchase Leave

Workflow Acti ate
Special Leave

Results Personalize | {2 First

Approval Process Comment

Absence Request

Go To View Absence Request History

After Submit:
1. Your manager can Approve, Deny or Push back your request.

2. You will be sent a notification email once your absence request has been approved, denied or
pushed back.

3. If a manager does not action your absence request within 8 days, SSO will automatically
escalate the request to your manager’s direct manager.

Submit Absence Request for Partial Days:

Enter the Start and End dates.

Select Type of Leave (Absence Name)

Select a Sub-type of Leave (if applicable).

If only part of the day, select Partial days and enter hours you are away from work.
Click Calculate Duration.

Click Forecast to see if you have enough time available.

Add comments (optional).

Click Save for Later or Submit.

N WN R

The University of Adelaide Page 2 of 7



Staff Services Online

Absence Leave Requests
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*Start Date 3

End Date

"AbSEncE Mame Ann

All Days Hours

.......

Parnal Days | A

When entering leave for a part day, the
below options are available. This
provides you options when entering
leave across multiple days and you
may have started with a part day or
ended the leave in a part day. If it is for
a single day or across all days
requested, all days will suffice.

Absence Detail

“Start Date 31

*Absence Name

Al Days Hours

Duration 4 35

Calculate Duraiion ———

End Date 31402

Partial Days Al Day

Enter the hours that you are
claiming as leave, eg if worked from
9 to 12 (3 hours) you would claim

- the remaining 4.35 (7.35 represents
a standard working day)

Hars

All Days Are Hall Days Yy

You are allgible o apply for leave for the tima requesied

After Submit:

Your manager can Approve, Deny or Push back your request.

You will be sent a notification email once your absence request has been approved, denied or

pushed back.

If a manager does not action your absence request within 8 days, SSO will automatically

escalate the request to your manager’s direct manager.

Viewing Absence Requests:

1. Navigate to the View Absence Requests screen.

2. Enter a date range to view leave for a specific time period.
Or retrieve a complete list by leaving the ‘From’ and ‘Through’ date fields blank.
3. Click Refresh.
Fron‘ 21122018 E{J Through |19/06/2018 E{J Refresh

Absence Request History Personalize | Find | view Al | 23 | B First ‘4’ 1-30f3 '»' Last
| Absence Name Status Start Date End Date Edit

Personal Leave (sick/ carers) Approved 2710312018 28/03/2018 Edit

Annual Leave Push Elac}{\\) 02/01/2019 07/01/2019 Edit

Annual Leave Approved 281212018 I1M2/2018 Edit
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Staff Services Online Absence Leave Requests

Amend Absence Request:
1. Navigate to the Amend/Cancel Absence Request screen.
2. Only absence requests with a status of Push Back, Denied, Saved can be amended.
Approved absence requests cannot be amended, they have to be cancelled.

Absence Request History Personalize | Find | View All | @I L==ﬁf First '‘4' 1-30f3 ‘»/ Last
Eﬂ\bsence Name Status Start Date End Date Edit

Personal Leave (sick/ carers) Approved 2710312019 28/03/2019 Edit

Annual Leave IF'ush Back 02/01/2019 07/01/2019 Edit

Annual Leave Approved 28M2/2018 322018 | Edit

3. Click Edit to amend an absence request.

Amend the leave request details
&

Absence Detail (7

*Start Date [02/01/2019 |[5] Wiew Monthly Schedule

End Date 07/01/2019 [

*Absence Name|.¢.nnua| Leave v\
Partial Days [None v]
Duration 29.40 Hours

Status Push Back

Calculate Duration Forecast Balance
Comments
Requestor Comments F
Results Personalize | (2 First ‘4
Approval Process Workflow Action Name Action Date Comment
Absence Request Submitted 05M12/2018
Absence Request Push Back 06/12/2018
I Save for Later Cancel
——

Cancel Leave request:
1. Navigate to the Amend/Cancel Absence Request screen.
2. Approved absence requests cannot be amended, they have to be cancelled.
3. Select the Approved leave that needs to be edited by clicking the Edit button

Fnl)/\ryn 2211212018 |[) Through 20/06/2019 |5 Refresh
Absence Request History Personalize | Find | View All | 21 B First ‘&) 1-40f4 & Last
Absence Name Status Start Date End Date Edit
Personal Leave (sick / carers) Approved 27/03/2019 28/03/2019
Community Service Leave Saved 22/03/2019 22/03/2019
Annual Leave Push Back 02/01/2018 07/01/2019
28M12/2018 3111272018

Annual Leave Approved

4. Enter the relevant comments

5. Click on Action Cancel
Once your manager approves the leave cancellation only then can you submit a new leave request.
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Staff Services Online

Absence Leave Requests

Add attachment:

Note: Only jpeg/jpg or PDF files can be uploaded to the form

1. Click Add Attachment

Absence Detail (7

*Start Datelw2/01/2019 |[5

End Date[07/01/2019 |[H

Wiew Mont

*Absence I‘Jame| Personal Leave (sick / carers) V|
Reason | Sick Leave ~| Attachment
Partial Days | Mone ~| tiain)
Duration Hours
Stmuﬁ ﬁhﬁﬂ Eack
2. Select Add
L\) File Attachment X
Browse... | No file selected.
Upload i Cancel
€ >
3. Click ‘Browse’
& FileUpload *
4 H > ThisPC & Desktop & o
Urganize = Poew litder m e
& Downleads a A‘Jslriu,Tr-n Frep .

& Pictures 4 M| CPR_Gautam
= Gond wenks, 2

o | Fuman,

R SERVICE CFN # Aeld 2 new Vinlue tab

4~ HRSERVICE:
JOA_HR_IO8 DATA, DETAILED 778080 2

i UOA_HR_J08_DATA, DETAILED, 740476050

i) e midgright_med exceptions

T % schoal Contacts (Hlecte § Jn 2019)

e

Miscellaneaus

550 2019 QRG draft

1

g

g

]

&5 HRSC_ORG
5

8 Project Officer application
g
]

Updated Employee Beskl
P Leave lusding salculetion
B ThasfC " s system_scoess_request - rene Baitolo .
[ Deskop PH Microsoft Cutisok 2016
[

¥ B Time Brrnrtas Errmsnches

File rame: ||

~| | Fites

4. Select the file from the browser, click on Open.

5. Click Upload

% File Attachment x

PA0X3-Calendar-Lean.pdf
Upload Cancel

< >

6. Click OK

Attachment

Po0X3-Cale | Delete

Cancel
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Staff Services Online

Absence Leave Requests

Save for Later:

AbsEnce Detail (2
*Start Date | 22/03/20

End Date 22/03/20

19
19

View Monthly Schedule

]
E

*Absence Name‘ Community Service Leave

*Reason \ Jury Senvice

Partial Days [ Nons

Duration 7 .35

Hours

Calculate Duration

Comments

Requestor Comments

Results
|Approval Process Workflow Action

|lbsence Request
GoTo

Submit

View Absence Request History

Name Action Date Comment

Save for Later |

equesI Absence

Save Confirmation

The Absence Request was successfully saved. The request must
be submitted in order for it to be approved.

Detah% &
Start Date 22/03/2019
End Date 22/03/2019
Absence Hame Community Service Leave
Reason Jury Senice
Partial Days Mone
Duration 7.35 Hours
Status Data Saved
Request History
Approval Process Status Name Date Comments
Absence Request Saved 2110312019

Complete an absence request and click Save for Later
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Staff Services Online Absence Leave Requests

View/Forecast Balance:
1. Click on View/Forecast Balance
2. Select the As of date and type of leave (Absence Name)
3. Click on Forecast Balance or click the link View forecast Details and the
balance will appear.

- nJ - Persenal Leave (sick / carers)
ViewForseastBalances e

As Of 160372019 256 30 Hou

Annual Leave
As Of 1600312018 141.05 Howrs

w Forecast Balance

n Forecast Balance

Forecast Details x

The Forecast leave balance includes any submitted leave requests up to the forecast date. Leave
requests for periods after the forecast date are not included.

Annual Leave
146.69

Further enquiries

Ph: +6 8 8313 1111
Email: hrservicecentre@adelaide.edu.au
Web: https://www.adelaide.edu.au/hr/organisational-development/diversity-and-inclusion/family-and-domestic-violence
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