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AbsenceTracker
Employee Self-Service
Dashboard

Submit a New Leave Request on an Employee's Behalf

(Supervisor and/or HR Liaison)



STEP 1

Click on the AbsenceTracker logo in myBama for single sign-on access to
 your Employee Self-Service (ESS) Dashboard

STEP 2

Click on MY TEAM button in the top navigational menu to view employee(s)
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STEP 3

Click on Employee Name to view Employee ProIle Rnformation

STEP 4

Click on QEUWEST NE' CASE button on employeeLs proIle
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STEP 5

Click on QEUWEST NE' VEA,E and enter all known information about the
 employeeLs need for leave/ then SWBMRT
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STEP 6

Certain CollegesHDepartments with an assigned qQ Viaison may also re.uest
 a new leave for an employee in the AbsenceTracker Administrative Portalz qQ
 Viaisons will only be able to view employees in their assigned organiOationsz

The following step is applicable to HR Liaisons only, not all supervisors
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STEP 7

Click on the AbsenceTracker Admin link in myBama for single sign-on access
 to your Administrative Dashboardz Search by Employee Name or C'RD
The following step is applicable to HR Liaisons only, not all supervisors

STEP 8

Click on Employee Name to review Employee ProIle Rnformation

The following step is applicable to HR Liaisons only, not all supervisors
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STEP 9

Click on NE' CASE in the Case qistory section

The following step is applicable to HR Liaisons only, not all supervisors

STEP 10

Type in the SqxQT DESCQRPTRxN Bo" a XCase NameX

The following step is applicable to HR Liaisons only, not all supervisors

7 of 12



STEP 11

Type in the SWMMAQY bo" any relevant information about the new leave
 re.uest
The following step is applicable to HR Liaisons only, not all supervisors

STEP 12

Select the VEA,E TYPE and enter EFPECTED CASE DATES

The following step is applicable to HR Liaisons only, not all supervisors
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STEP 13

Click on the QEASxN GxQ CASE

The following step is applicable to HR Liaisons only, not all supervisors

STEP 14

Enter responses for three clarifying leave .uestions and short-term disability
 status (if known)/ then click CAVCWVATE EVR:RBRVRTY
The following step is applicable to HR Liaisons only, not all supervisors
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STEP 15

ConIrm communication preferences and enter contact information for
 the employee andHor immediate family member serving as caregiver (if
 incapacitated)

The following step is applicable to HR Liaisons only, not all supervisors
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STEP 16

Qeview contact information and click on CQEATE CASE

The following step is applicable to HR Liaisons only, not all supervisors

STEP 17

New Case RD Number will be generated for the employee and indicate
 primary leave administrator assigned to the employeeLs casez
The following step is applicable to HR Liaisons only, not all supervisors
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