
Need Assistance?
Contact OneUSG Connect Support for help:

sscsupport@ssc.usg.eAssistance?

Click W-2/W-2c Consent.

3      		�  Click the box for 



Submit Absences
Absences are any time you take off from 
work. This can include vacation, sick leave, 
educational support leave, voting leave, jury 
duty, FMLA, and other types of leave.

1      		  �From Employee Self Service, click 
Time and Absence.

2  �	�	  Click Absence Request.

3�	 �	 �Choose absence type from drop 
down.

4      	�	  �Enter absence Start Date and End 
Date.

5      	�	  �If taking leave for only part of a 
day, click the Partial Days row. 
Indicate what day(s) are partial 
and enter hours.

6      	�	  �Enter any necessary comments.

7      	�	  Click Submit.

More About Absences

ü�Submitted absence requests are 
routed to your time approver; both 
you and the approver will receive an 
email notification when timesheets are 
submitted and approved.

ü�All absence requests should be submitted 
prior to timesheet submissions.

ü�You can request absences for future 
timesheets if you know you will be out.

ü�All Absence Balances will indicate “0.00” 
until your first pay period is processed.

  Submit Your Punch Timesheet
�Log your start and end times for each day, 
including meal breaks. 

1      	�


