Paid Parental Leave (Supervisor)

Once approved by GSA OHRM for Paid Parental Leave (PPL), the Supervisor can enter a
Paid Parental Leave Absence request in the system on behalf of their employee.

Enter Paid Parental Absence Request on behalf of the
employee

1. From the Manager Self Service homepage, click on the Manage Timesheets tile.
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2. Select the employee you are entering an PPL Absence Request and select Absence
Request
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3. Select the Request Paid Parental Leave button within the Paid Parental Leave
Balance tile to enter a request.

HR Links

Manager Self Service - Manager Time = Absence

Viewing Employee
REQUESTABSENCE  ABSENCE BALANCES

Annual Leave Balance Sick Leave Balance

60 Hours 121.5 vours

Paid Parental Lv Birth Balance
== 480 vous
REQUEST PAID PARENTAL LV BIRTH

. ABSENCE TYPE STATUS BEGIN DATE END DATE
Absence Request History Al v Allstatuses v 04/14/2021 10/11/2021

Date Absence Type Duration Status

Monday June 14 - Thursday June 17 Annual Leave 36 Hours Approved
Monday June 7 - Thursday June 10 Annual Leave 36 Hours Approved
Tuesday June 1 - Friday June 4 Paid Parental Leave Birth 27 Hours Submitted

4. Enter the Start and End Date of the Paid Parental Leave Absence Request. Select
Submit.
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HR Links

Manager Self Service = Manager Time = Absence = Request Absence

Viewing Employee

ABSENCE TYPE*

| Paid Parental Leave Birth

START DATE* END DATE

I 06/01/2021 06/04/2021

I= !! = PARTIAL DAYS
Requested Hours  Comments/History
Tue Wed Thu Fri
June 1 2 3 4
Seheduled 9 9 9 0
Holiday 0 0 0 0
Requested 9 9 9 0

Total Requested Hours: 27.0

The current balance does not reflect requests that have been processed after 07/03/2021

5. View your submitted Paid Parental Leave Absence request in your employee’s
Absence Request history. Select View/Edit button to make adjustments to the
submitted absence request. View this guide on how to Edit an Absence Request.
Select cancel if you would like to cancel this absence request.

. ABSENCE TYPE STATUS BEGIN DATE END DATE
Absence RequeSt HIStOI’y Al v | All Statuses v 04/14/2021 10/11/2021
Date Absence Type Duration Status

Monday June 14 - Thursday June 17 Annual Leave 36 Hours Approved
Monday June 7 - Thursday June 10 Annual Leave 36 Hours Approved
Tuesday June 1 - Friday June 4 Paid Parental Leave Birth 27 Hours Submitted

Approve a Paid Parental Absence Request on behalf of the employee

1. From the Manager Self Service homepage, click on the Manage Timesheets tile.
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https://corporateapps.gsa.gov/files/Edit-an-Absence-Request-Supervisor.pdf
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2. Select the employee you are approving a PPL Absence Request and select Absence

Request
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3. Select the Paid Parental leave request to approve. Select View/Edit button.

Viewing Employee

REQUEST ABSENCE

ABSENCE BALANCES

Annual Leave Balance

60 Hours
REQUEST ANNUAL LEAVE

Sick

Leave Balance

121.5 vours

Paid Parental Lv Birth Balance

480 Hours
REQUEST PAID PARENTAL LV BIRTH

ABSENCE TYPE

Absence Request History

STATUS

BEGIN DATE END DATE

All v Al Statuses v 04/14/2021 10/11/2021
Date Absence Type Duration Status
Monday June 14 - Thursday June 17 Annual Leave 36 Hours Approved
Monday June 7 - Thursday June 10 Annual Leave 36 Hours Approved
Tuesday June 1 - Friday June 4 Paid Parental Leave Birth 27 Hours Submitted
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Manager Self Service = Manager Time - Absence = Request Absence

Viewing Employee /

ABSENCE TYPE*

| Paid Parental Leave Birth

START DATE* END DATE

I 06/01/2021 06/04/2021

CUTRIYER pariaL DAS

Requested Hours  Comments/History

CANCEL REQUEST

Your employee’s PPL Absence Request is now approved.

Tue Wed Thu Fri
June 1 2 a
Scheduled 9 9 9 0
Holiday 0 0 0 0
Requested 9 9 9 0
Total Requested Hours: 27.0
The current balance does not reflect requests that have been processed after 07/03/2021

pAcK

Viewing Employee
L3
REQUEST ABSENCE ABSENCE BALANCES

Annual Leave Balance Sick Leave Balance

60 Hours 1 21 .5 Hours

Paid Parental Lv Birth Balance

480 Hours

| REQUEST PAID PARENTAL LV BIRTH

A ABSENCE TYPE STATUS BEGIN DATE

Absence ReqUESt HIStory All v All Statuses v 04/14/2021
Date Absence Type Duration Status
Monday June 14 - Thursday June 17 Annual Leave 36 Hours Approved
Monday June 7 - Thursday June 10 Annual Leave 36 Hours Approved
Tuesday June 1 - Friday June 4 Paid Parental Leave Birth 27 Hours Approved

END DATE

10/11/2021

VIEW/EDIT CANCEL
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To edit your employee’s Paid Parental Absence Request select the View/Edit button, make
any needed changes and select Submit. To cancel your employee’s request, select Cancel.
You will receive a pop-up message to confirm your cancellation, Select Confirm.

Cancel Request

Paid Parental Leave Birth
06/01/2021 - 06/03/2021
Duration: 27.00

Review the request leave details and optionally enter comments.
COMMENTS

Z

m I CONFIRM
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