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After logging into Global Pay, the Self Service 
Member will start at the “Requests” link 

In this Training example a member  will be requesting 10 days of Leave INCONUS 

The Self Service 
member will click the 
Requests link……then 
go to next slide. 



Advance Pay Request (Self Service) 
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The Self Service member will 
click the “Submit an Absence 
Request” link…..go to next slide. 
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Absence Request (Self Service) 
 
Step 1.  For Type of Absence click the drop 
down and choose “Leave-INCONUS”. 
 
Step 2.  Enter first day of leave 8/18/2014 
in the “Begin Date” field. 
 
Step 3.  Enter last day of leave 8/27/2014 
in the “End Date” field. 
 
Step 4.  Click “Get Details”.  (The # of Days 
Absent will populate.) 
 
Step 5.  Add Attachment  (you have the 
option to add/upload an attachment if 
desired)  
 
Step 6.  Enter the Approver (Supervisor) 
emplid. 
 
Step 7.  Enter comments (Request 10 days 
leave) 
 
Step 8.   Press Submit.  (Request will be 
routed to the Approver (Supervisor) in a 
Pending status. 
………Go to Next slide 

Absence Request (Self Service) 
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Absence Request (Self Service) 

Supervisor Approval  
After logging into Global Pay, the Supervisor will 
start at the “Requests” link 

The Supervisor will 
click the Requests 
link……go to next 
slide. 
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Absence Request (Self Service) 

Supervisor Approval  

The Supervisor will 
click on the “View My 
Requests (all types)” 
link……go to next 
slide. 
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Absence Request (Self Service) 

Supervisor Approval  
Supervisor  Approval 
 
Step 1.  Change radio button to 
“Requests I am Approver for”. 
 
Step 2.   Change “Transaction 
Name” drop down menu to 
“Absence Request”. 
 
Step 3.   Change “Transaction 
Status” to Pending. (The system 
should have already defaulted to 
Pending) 
 
Step 4.   Click “Populate Grid”.  
(The Absence Request should 
appear in the grid). 
 
Step 5.  Click the “Approve/Deny” 
link   
 
……Go to Next slide 
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Absence Request (Self Service) 

Supervisor Approval  
Supervisor Approval,  continued 
 
Step 6.  Verify Type of Absence, 
the begin and end dates, and # 
days requested. 
 
Step 7.   If an attachment was 
uploaded, view it in the “Request 
Documents” field. 
 
Step 8.   Enter comments 
“Approved” . 
 
Step 9.   Click the “Approved” 
button.  (The Request Status will 
change to Approved and sent to 
Global Pay for processing). 
 
Note:  If the Supervisor needs to 
Deny the request, they will enter  
a reason for denial in the 
comments section and click the 
“Deny” button. 
……Go to Next slide 
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Absence Request (Self Service) 

Email Notifications 
When a member submits a Self Service Absence Request, an email 
notification is sent to the supervisor. 

When the supervisor approves or denies the Absence Request, and email 
notification is sent back to the Self Service member. 



10 

Absence Request (Self Service) 

Absence Request Corrections/Deletions (Under Development)  
Leave Takes will be viewed, (and corrected or deleted, we believe) in 
“Absence Event”.  The path for Absence Event from the “Enterprise Menu” 
page is: Global Payroll Absence & Mgmt> Payee Data> Maintain Absences> 
Absence Event.  At the current time, SPOs do not have access to this page. 
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LEAVE ENT_BALANCE Accumulator  is 34.0 days PRIOR to taking 10 days 
leave  August 18 to August 27 (Inclusive) 

Absence Request (Self Service) 
Accumulators Tab 
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Absence Request (Self Service) 

LEAVE ENT_BALANCE Accumulator  is  reduced to 24.0 days After Global 
Pay processing of 10 days leave  August 18 to August 27 (Inclusive) 

Accumulators Tab 
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Absence Request (Self Service) 

SPO View of Absence Take Calendar ( CG ABS TK)  
The 10 days leave  August 18 to August 27 (Inclusive) can be viewed 
by the SPO on the CG ABS TK Calendar 

The SPO User will 
click on the “Pay 
Calculation Results” 
link on the Pay 
Processing Shortcuts 
page, enter the 
“Emplid”, and click 
“Search”. 
 
…..Go to Next Slide 
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Absence Request (Self Service) 

SPO View of Absence Take Calendar ( CG ABS TK)  

The SPO User will click 
on the “Pay Calendar 
Group” the leave was 
taken.  In this example, 
leave will be taken in the 
End Month August 2014 
Calendar Group ID 
(C114018) . 
 
…..Go to Next Slide 
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Absence Request (Self Service) 

SPO View of Absence Take Calendar ( CG ABS TK)  

The SPO User will 
click on the “Calendar 
Group Results Tab” 
first, then click on the 
“Absence Data” link. 
 
…..Go to Next Slide 
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Absence Request (Self Service) 

SPO View of Absence Take Calendar ( CG ABS TK)  

On this page, the SPO 
User will toggle to the   
CG ABS TK 2014M08E 
Calendar ID. (page 2 of 3) 
 
…..Go to Next Slide 
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Absence Request (Self Service) 

SPO View of Absence Take Calendar ( CG ABS TK)  

On th CG ABS TK 
2014M08E Calendar ID the 
SPO user click the “View 
All” link…..Go to Next Slide 
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Absence Request (Self Service) 

SPO View of Absence Take Calendar ( CG ABS TK)  

After clicking the “View All” 
link on th CG ABS TK 
2014M08E Calendar ID 
the 10 days of leave 
8/18/2014 to 8/27/2014 
can be viewed by the SPO 
User. 
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