
Absence Request 
Full Day 

1. Log into HCM with your MEID and password. 

2. Click the Time tile. 

3. Optional: To view your absence balances,  
click Absence Balances. Then click the <Time 
link in the upper-left corner to return. 

4. Click Request Absence. 

5. Click in Absence Name and select a leave type.

 

6. If the Reason field displays, click in Select 
Absence Reason, and select the correct option. 

7. Click the Calendar icons to select a Start/End 
Date for your absence request. 

8. Skip the Duration field. This field automatically 
enters your scheduled full day work hours. 

 If these hours are wrong, do not continue.  
Please ask your Manager to correct your Work 
Schedule in HCM, and then enter your request. 

9. Click Check Eligibility to determine if your 
request will be Paid or Unpaid hours.  
Then click OK. 

10. Optional: Enter comments (not required). 

11. In the upper-right corner, click Submit. 

12. Click Yes to confirm or No to make changes. 

13. To enter a new Absence Request, click the 
<Time link in the upper-left corner, click 
Request Absence, and repeat the steps.  
Or sign out. 

Important for Non-Exempt Employees! 

For any approved absences in a current pay period, 
be sure to subtract these hours from your hours 
worked. 
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1. Log into HCM with your MEID and password. 

2. Click the Time tile. 

3. Optional: To view your absence balances,  
click Absence Balances. Then click the <Time 
link in the upper-left corner to return. 

4. Click Request Absence. 

5. Click in Absence Name and select a leave type. 

6. If the Reason field displays, click in Select 
Absence Reason, and select the correct option. 

7. Click the Calendar icons to select the SAME 
Start/End date for your absence request. 

8. SKIP the Duration field. LEAVE IT AS IT IS! 
(This will auto-correct with your information.) 

9. Click on Partial Days. 

10. Click the Partial Days drop-down menu,  
and select All Days.

 

11. In Duration, enter the number of hours you 
expect to take off for your absence. 

12. Click Done in the upper-right corner. 

 Notice the correct Duration hours. 

13. Click Check Eligibility to determine if your 
request will be Paid or Unpaid hours.  
Then click OK. 

14. Optional: Enter comments (not required). 

15. In the upper-right corner, click Submit. 

16. Click Yes to confirm or No to make changes. 

17. When finished, sign out. 

Important for Non-Exempt Employees! 

For any approved absences in a current pay period, 
be sure to subtract these hours from your hours 
worked. 
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Absence Request 
Partial Day 


