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Absence Requests 
All employees must submit their Absence 

Requests through our Human Capital 

Management (HCM) system. These requests 

must be submitted - and approved - prior to the 

time being taken. All absence requests should be 

submitted at least one pay period in advance. 

Enter Absence Requests 
1. Log into HCM with MEID and password. 

 Your home page lists your Absence Balances. 

 

2. To request time off, follow the path:  

Main Menu > Self Service > Time Reporting > 

Report Time > Timesheet.  

3. Towards the bottom, above the Submit button, 

click the “Absence Event – select to view” link.  

 

4. At the bottom, view the Absence Entitlement 

Balances section to check your leave balances.  

 

 Note: If absence hours requested exceed your 

available balance, plus any current pay period 

entitlements, and your manager approves your 

request, the excess hours will be unpaid.  

Unpaid hours will reduce the accruals on the 

next pay period.  

5. At the top, in the Date field, use the Calendar 

to enter the beginning date of the pay 

period in which you are requesting your 

absence time. 

 

 To view the correct pay period dates: 

a) Go to Payroll: 

https://business.maricopa.edu/payroll 

b) On the left, click Pay Calendars. 

c) Under Current Year, click Time & Labor 

Calendar. 
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6. After entering the correct date, click the green 

Refresh arrows. 

 

7. In the middle of the page, above the Absence 

Entitlement Balances, click Add Absence Event. 

 

8. Click the Calendar icons to select a Start Date 

and End Date for the Absence Event. 

 

 If your request is only for one day, or for 

certain hours in one day, enter the same date 

in both Start and End fields. 

9. Click in Absence Name and select the 

appropriate leave type (Vacation, Sick, etc). 

  

 Please keep in mind, each Absence Type (such 

as Sick, Vacation, Personal, Jury Duty, etc.) 

requires its own Absence Request. 

 For example: If you are requesting vacation 

time and family sick time in one pay period, 

each request must be its own Absence Event. 

10. Some Leave types (listed below) require a 

Reason to be selected. If required, click in 

Reason to make a selection. 

 

 Absence types that require a Reason: 

Bereavement Leaves, Catastrophic Leaves,  

Jury Duty, Sick Family, and FMLA. 

11. Click Details to add additional information and 

comments to the Absence Request. 

 

12. If this is a partial day request, in which the 

number of hours being requested is less than 

the scheduled hours for the day, click in Partial 

Days, and select the appropriate option. 

 

 All Days – All the days you are requesting will 

be partial days.  

 End Day Only – Only the end day you are 

requesting will be a partial day.  

 Start Day Only – Only the start day you are 

requesting will be a partial day.  

 Start and End Days – Only the start and end 

days you are requesting will be partial days.  

 None – None of your days will be partial days. 

The system will deduct the entire scheduled 

hours (ex: an entire 8 or 10 hour day). 
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13. Depending on the option you choose in Partial 

Days, in the Day hours field(s) that displays 

just below the “Partial Days” field, enter the 

number of absence hours you are requesting. 

 

 For example, if you are requesting 4 hours off 

of your 8 hour day, use the All Days option, 

and enter 4 hours in All Days Hours.  

 If you are requesting “partial” days (hours less 

than your regular work hours), with different 

time frames on each day, (for example, you’re 

taking 2 hours one day and 4 hours the next 

day), you must submit a separate Absence 

Event for each day since there is not an option 

for this particular scenario for “Partial Days.” 

14. Leave the Duration field blank.  

15. Click the Calculate End Date or Duration 

button to calculate your absence duration. 

 

 The system will auto-calculate the duration 

based on your work schedule. 

16. If needed, enter comments in the Reporter 

Comments box. 

 Please do not include any sensitive or personal 

information in the Comments box. 

 

17. Click the OK button. 

 

18. In the Absence Events section, review the 

absence request. 

 

 If you need to delete an Absence Request, 

before submitting, click Delete;  

click Yes – Delete. 

 

You cannot delete an Absence Request once it 

has been submitted. However, you can cancel it 

if it has not been approved yet. (next section) 

http://www.maricopa.edu/training


 

Technology Training Services 4 
480-731-8287  

www.maricopa.edu/training 

 

19. When finished, scroll down, and click Submit. 

20. Click OK to confirm. 

 An email notification is sent to your manager 

to approve the Absence Request. 

 You will receive an email notification when 

your Absence Request is Approved, Pushed 

Back, or Denied. 

21. To enter a new Absence Request, click on the 

Add Absence Event button.   

 

 Please keep in mind, each Absence Type 

(such as Sick, Vacation, Personal, etc.) 

requires its own Absence Request. 

 Different partial hour requests also require 

separate absence events. 

22. Complete this Absence Event following the 

same steps you just completed.  

23. Click Submit; then click OK to confirm. 

Edit/Cancel Absence Requests 
You can edit or cancel an Absence Request that 

has been submitted, but has NOT been approved. 

1. Navigate to Absence Events. (See pages 1-2.)  

2. To the right of the Absence Request, click Edit. 

3. To edit, click the Details link and make your 

changes and click OK. 

4. To cancel, click the Cancel checkbox. 

5. Scroll to the bottom, click Submit. 

6. Click OK to confirm. 

 If you cancelled your request, the Status field 

states “Cancelled.” 

Edits or Cancellations of 
Approved Absence Requests 
 If the Absence Request was submitted for a 

future pay period, the manager can edit or 

cancel the request prior to it being processed 

by Absence Management. 

 If a change or cancellation is required after 

Absence Management has processed the 

request, and the pay period has passed, you 

will need to follow the Absence Adjustment 

process. 

Important Reminder  
For Non-Exempt Employees  

Every pay period, you must enter your Regular 

Earnings time by applying your schedule in your 

Timesheet. 

If you have approved Absence Requests in the 

current pay period, you must adjust your 

Regular Earnings time in your Timesheet by 

deducting the approved Absence Request hours 

to ensure that you are not overpaid. 
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