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How to Submit an Absence Request

From the uhcl.edu webpage:

1. Click on go.uhcl.edu.

E-Services Hawk Card Class Schedule | go.uhcl.edu

UHCL at Pearland Mental Health

2. Log in using your UHCL employee credentials.

UHCL

Username (without @uhcl.edu

First Time User | Forgot Password
Legal Notice as Required by State of Texas
Texas Administrative Code (Title 1, Part 10, Chapter 202)

requires display of the following notice pertaining to system use
within Texas Higher Education entities:

A_Unauthorized use is prohibited

B. Usage may be subject to security testing and monitoring
C. Misuse is subject to criminal prosecution

D. No expectation of privacy except as otherwise provided by
applicable privacy law

3. From this screen, click on the PASS icon

PASS
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From the Employee Self Service screen

How to Submit an Absence Request

4. Click Time. The self-service menu screen will appear.

Employee Self Service v

Payroll & Compensation

My Personal Info Benefits Summary

847 ﬁ

gl

Total Rewards Training Miscellaneous Approvals

EE 6 =

i®

©

09/01/2022 - 08/31/2023

5. Click Manage Absence from the menu.

Time

© Webclock

(&) Timesheet

Manage Absence

Absence Balances

. Cancel Absences

View Requests

The Manage Absences screen will appear
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Manage Absences

Vacation CDV Fitness Releass Time Other Paid Leave
0132024 03082024 2

£ 00 Hours 0 50 Hours

) Agproved ) Approved H & Approved

How to Submit an Absence Request

Create a new Request

“Absence Name | Select Absence Name v

ave
=zaonal Development Leave
13l Release Time

Sick
Unpaid Leave

n Start Date | 032172024 m End Date | 0]

6. Enter or select the start and end dates

7. Select Absence Type under the Select Absence Name drop down menu

8. Click Apply Absence

Note: if you need to take a partial day, see instructions in the Requesting a Partial Day section

9. Verify dates, absence name, and duration are all correct

10. Enter comments (optional)

11. Click Submit

reate a new Request

*Start Date [0321/2024 |

“Absence Name | Vacation v‘ I Apply Absence

Current Bal  20.75

Partial Days None 3

Duration |S 00 Hours

Comments

)

03/21/2024 |

+1Day ]
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Reusing a Denied Leave Request
***Note: TRAM requires you to recycle denied leave request***
From the uhcl.edu webpage:

1. Click on go.uhcl.edu.

E-Services Hawk Card Class Schedule | go.uhcledu JUHCL at Pearland Mental Health

2. Log in using your UHCL employee credentials.

UHCL

First Time User | Forgot Password
Legal Notice as Required by State of Texas
Texas Administrative Code (Title 1, Part 10, Chapter 202)

requires display of the following notice pertaining to system use
within Texas Higher Education entities:

A_Unauthorized use is prohibited

B. Usage may be subject to security testing and monitoring
C. Misuse is subject to criminal prosecution

D. No expectation of privacy except as otherwise provided by
applicable privacy law

3. From this screen, click on the PASS icon

PASS

Rev 01/2026
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From the Employee Self Service screen

4. Click Time. The self-service menu screen will appear.

Employee Self Service v

Payroll & Compensation Time ( My Personal Info ( Benefits Summary
—— @
P q
© glj e

Total Rewards Training Miscellaneous Approvals
A, o
; = E Q =

09/01/2022 - 08/31/2023 0

5. Click View Requests from the menu

Time

© Webclock

(&) Timesheet

Manage Absence

Absence Balances

Cancel Absences

View Requests

6. Select the Denied Request. The Request Details screen will appear

Time
) DIEEER View Requests 34 rows
i Timesheet -
Sick 12104/2023
Manage Absence Denied 8 Hours 4
+ Absence Balances CDV Fitness Release Time 11202023
Approved 0.5 Hours ?
4 Cancel Absences Vacation 1172912023
Approved 225 Hours >
View Requests
CDV Fitness Release Time 11/22/2023
Approved 0.5 Hours ’
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Modify all required fields

7. Select the correct leave type and hit Apply Absence

Time
& Webclock Request Details
[ Timeshest
Manzge Absence e R
Il equests
Abzence Balances Sick CDV Fitness Release Time Vacation
1210412023 NR2H2023 RLEETel v
Cancel Absences 8.00 Hours 0.50 Howrs 225 Hours
View Requests @ Denied i @ Approved H @ Approved

Create a new Reguest

Submit

D *Star Date | 12/04/2023 | End Date

‘Absence Mame  Sick Ed

“"Reason | Emplo

Current Bal  23.25
‘ Partial Days None 3 |

Duration |8.00 Hours Status Denied

Comments )

Attachments

*ou have not added any Attachmenis,

Add Attachment

***Note: if you need to take a partial day, see Requesting a Partial Day below***

8. Verify dates, absence name, and duration are all correct
9. Enter comments (optional)

10. Click Submit

Save for Later

*Start Date |03121/2024 | End Date |03/21/2024 |

+1 Day ]
“Absence Name ‘ Vacation v| I Apply Absence
Current Bal  20.75
Partial Days None >
Duration ‘SOO Hours
Comments e
B
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Requesting a Partial Day

1. Click on go.uhcl.edu.

E-Services Hawk Card Class Schedule | go.uhcledu JUHCL at Pearland Mental Health

2. Log in using your UHCL employee credentials.

UHCL

Username (without @uhcl.edu

First Time User | Forgot Password
Legal Notice as Required by State of Texas
Texas Administrative Code (Title 1, Part 10, Chapter 202)

requires display of the following notice pertaining to system use
within Texas Higher Education entities:

A_Unauthorized use is prohibited

B. Usage may be subject to security testing and monitoring

C. Misuse is subject to criminal prosecution

D. No expectation of privacy except as otherwise provided by
applicable privacy law

3. From this screen, click on the PASS icon

Q

PASS
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From the Employee Self Service screen

4. Click Time. The self-service menu screen will appear.

Employee Self Service ~

My Personal Info ( Benefits Summary

8/ @ﬁ

Payroll & Compensation

el

Total Rewards . . Training | Miscellaneous . Approvals
: EEI @

09/01/2022 - 08/31/2023 0

5. Click Manage Absence from the menu

Time

© Webclock

(E) Timesheet

Manage Absence

Absence Balances

. Cancel Absences

View Requests

The Manage Absence Menu will appear
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In the Create a New Request screen:

How to Submit an Absence Request

6. Select Absence Type under the Select Absence Name drop down menu

7. Enter or select the start and end dates

8. Select the correct leave type and hit Apply Absence

Manage Absences

Vacation COV Fitness Release Time Other Paid Leave
0aM 32024 082029 0ar2024
8 00 Hours 0 50 Houwrs 2 003 Hours

& Approved 2} Approved & Approved

Create a new Request

D “Start Date | 0F2172024 i)

“Absence Mame | Salect Absence Name il

FHL 5

fvestgation
Leave

e

anal Development Leave
#l Redease Time

Sick

Unpaid Leave

End Date | 0}
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Human Resources .
Administration and Finance How to Submit an Absence Request

9. Select the box for Partial Days. The Partial Days pop-up will appear

Create a new Request

“Start Date 032172024 ] End Date (032172024 | [ 1o
N
=)

10. Select which day is a partial day. Either Start date, end date, or all days
11. Input the number of hours taken

12. Select Done

Partial Days

Partial Days ‘ Start Day Only V|

Start Date 03/21/2024

Duration | | Hours

***Note: Duration will automatically update.***
13. Verify dates, absence name, and duration are all correct.
14. Enter comments (optional)

15. Click Submit

Create a new Request

Save for Later

+1 Day ]

“~Start Date

0372172024 | End Date |03/21/2024 |

“Absence Name ‘Vacatlun v‘ i Apply Absence ]

CurrentBal 2075

Partial Days Start Day Only >

Duration ‘1 00 Hours

Comments

23
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