
 STAR PeopleSoft Job Aid: Absences for 

Less Than Your Scheduled Hours 

 

This job aid provides instructions to new employees about how to enter absences for less than your 
scheduled hours. 
 

Use Partial Days if the following instances apply: 

 You are not taking a full day of leave 

 Your STAR PeopleSoft schedule does not match your normal work hours. (To check your STAR 
PeopleSoft schedule, click the View Monthly Schedule link on the Absence Request page.) 

 You are using more than one type of leave to cover the absence 

ENTERING ABSENCES FOR LESS THAN YOUR SCHEDULED HOURS 

The following process can be used for entering future, current or prior time period absence requests. 

Step  Action 

1. Begin by accessing the Employee Self-Service Landing Page:  https://ess.wi.gov  

2. 
Navigate to the Absence Request Page. 

Navigation: Main Menu > Self Service > Time Reporting > Report Time > Absence Request 

3. Enter the desired Start Date. 

4. 

Select the appropriate Absence Event by first selecting a value in Filter by Type to narrow your 

options. Then select the desired Absence Name from the list.  

 
 

Additional fields become available after entering the Absence Name. 

5. 

If required, select an appropriate Reason from the Reason list. 

o Reason is required for all state employees when using an Absence Name of Sick Leave. 

o Additional requirements for selecting a Reason are at the discretion of your agency. 

https://ess.wi.gov/
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Step  Action 

6. 

Enter either the desired End Date or the desired Duration in hours. 

 

o If entering Duration: enter the total amount of hours for the absence.  Portions of time 

need to be entered in hundredths instead of minutes (7.5 for 7 hours and 30 minutes, 

etc.). 

 

 

7. 

* To enter a partial day, you must select a value other than None for the absence hours to 

calculate correctly. 

 

Click the Partial Days list and select an appropriate Partial Day value.  

 

 

Use the following table to help determing which Partial Days selection is appropriate for your 

situation. 
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Step  Action 

 

Use the following table to help determing which Partial Days value is appropriate for your 

situation. 

Value Select when… 
Additional Fields to 

Complete 

All Days 

…all days of your absence will be full days 
but your assigned STAR PeopleSoft 
Schedule does not match actual work 
hours. 

All Days Hours  
 

Enter your actual work day 
hours 

End Day Only 
…just the last day of your absence will be a 
partial day. 

End Day Hours  
 

Enter the number of hours 
you will be out on your last 
day of absences 

Start Day Only 
…just the first day of your absence will be a 
partial day. 

Start Day Hours  
 

Enter the number of hours 
you will be out on your first 
day of absences 

Start and End 
Days 

…both the first and last day of your absence 
will be partial days. 

Start Day Hours and End 
Day Hours  
 

Enter the number of hours 
you will be out on your first 
day of absences and your 
last day of absences 

 

* Important: Enter the total amount of hours of leave on each applicable day in portions of 

time (7.5 for 7 hours and 30 minutes, etc.) 

8. 

Click Calculate End Date or Duration.  

o If End Date was entered above, the Duration is calculated by PeopleSoft. 

o If Duration was entered above, the End Date is calculated by PeopleSoft. 
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Step  Action 

9. 

Click Forecast Balance.  

This process validates your balance and is required prior to submitting the absence request. 

 

9. 

Note: If the error message “Your leave can not be submitted”dispalys, a change will need to be 

made to the type of leave being taken or the number of hours being used.  An absence cannot 

be submitted when an error message appears.   

 

Click View Forcast Details link to review details about your leave. 
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Step  Action 

10. 

Take note of your available absences and values. If for instance, you do not have enough of the 

type of leave you are requresting, you will need to return to the Absence Request page and 

update the Absence Name field or reduce the hours you are taking.  

Click Return to Absence Request to make necessary updates. 

 

11. 

Update your request as necessary.  

Click Forecast Balance.  

 

12. 

Click View Forcast Details to view your updated balances. 
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Step  Action 

13. 

You should now see your Scheduled Hours listed and your remaining balances reduced in the 

Forecast Balance Details. 

Click Return to Absence Request.  

 

14. Click Submit. 

15. 

A submit confirmation window displays. 

Click Yes.  

 

16. 

Click OK. 

 

17. End of procedure. 
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ENTERING CURRENT ABSENCES FOR LESS THAN YOUR SCHEDULED HOURS 

The following process can be used for entering current and prior time period absence requests only. 

Step  Action 

1. Begin by accessing the Employee Self-Service Landing Page:  https://ess.wi.gov  

2. 
Navigate to the Time Sheet. 

Navigation: Main Menu > Self Service > Time Reporting > Report Time > Timesheet 

3. Click the Absence tab.  

4. 

Click Add Absence Event.  
 

 

5. Select the Start Date/End Date of the Absence(s). 

6. Select the Absence Name. 

7. Select a Reason. 

8. 

Click the Details link. 
 

 

https://ess.wi.gov/
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Step  Action 

9. 

Start Date/End Date, Absence Name/Reason are populated from the prior screen. 

 

10. 

* To enter a partial day, you must select a value other than None for the absence hours to 

calculate correctly. 

 

Click the Partial Days list and select an appropriate Partial Day value.  

 

Use the following table to help determing which Partial Days value is appropriate for your 

situation. 
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Step  Action 

 

Use the following table to help determing which Partial Days value is appropriate for your 

situation. 

Value Select when… 
Additional Fields to 

Complete 

All Days 

…all days of your absence will be full days 
but your assigned STAR PeopleSoft 
Schedule does not match actual work 
hours. 

All Days Hours  
 

Enter your actual work day 
hours 

End Day Only 
…just the last day of your absence will be a 
partial day. 

End Day Hours  
 

Enter the number of hours 
you will be out on your last 
day of absences 

Start Day Only 
…just the first day of your absence will be a 
partial day. 

Start Day Hours  
 

Enter the number of hours 
you will be out on your first 
day of absences 

Start and End 
Days 

…both the first and last day of your absence 
will be partial days. 

Start Day Hours and End 
Day Hours  
 

Enter the number of hours 
you will be out on your first 
day of absences and your 
last day of absences 

 

* Important: Enter the total amount of hours of leave on each applicable day in portions of 

time (7.5 for 7 hours and 30 minutes, etc.) 

11. 
After you have made your Partial Days selection and entered the corresponding hours fields, 

click Calculate End Date or Duration.  
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Step  Action 

12. 

Click OK. 

 

13. Click Forecast. 

14. 

Click Submit. 

 

15. 

A submit confirmation window displays. 

Click Yes.  
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Step  Action 

16. 

Click OK. 

 

17. End of procedure. 

 


