
Submitting Absence Request 

(Post P.A.I.D. System Update)
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• User, via Self-service, will navigate to the Pay-Absence-Incent-Ded 

(PAID) tile and submit an Absence Request
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• Add employee ID.

• Select entry Type as Absences

• Click Add to request a new absence

• Click search to view saved and submitted absences
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• Absence Type: Click the magnifying glass

• Select 01-Chargeable
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• Absence Reason: Click the magnifying glass

• Select Annual Absence
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• Begin Date: Click the calendar icon to select date

• End Date: Click the calendar icon to select date

• Input supervisor and leave address information

• Attach documents as required by unit SOP

• Click submit
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• Add employee ID.

• Select entry Type as Absences

• Click Add to request a new absence

• Click search to view saved and submitted absences
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• Absence Type: Click the magnifying glass

• Select 02-Administrative
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• Absence Reason: Click the magnifying glass

• Select House Hunting
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• Begin Date: Click the calendar icon to select date

• End Date: Click the calendar icon to select date

• Input supervisor and leave address information

• Attach documents as required by unit SOP

• Click submit

PTDY FOR HOUSE 
HUNTING MUST BE 
BEFORE PCS LEAVE. 
IF IT IS NOT THE 
FIRST 10 DAYS OF 
THE PCS LEAVE 
BLOCK, THERE WILL 
BE ISSUES 
ARRIVING THE SM



One Soldier One Record One Army

Absence Request (Absence In Conjunction w/PCS)

11

• Add employee ID.

• Select entry Type as Absences

• Click Add to request a new absence

• Click search to view saved and submitted absences
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• Absence Type: Click the magnifying glass

• Select 01-Chargeable
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• Absence Reason: Click the magnifying glass

• Select PCS Absence
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• 1. Begin/End Date: This is the PCS Leave dates

• 2. Begin/End Date: This is AAHH start and PCS end dates
Note: If AAHH is not taken, then both sets of dates will be the same

• Input supervisor and leave address information

• Attach documents as required by unit SOP

• Click submit

1

2
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• Add employee ID

• Select entry Type as Absences

• Click search to view saved and submitted absences
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• PCS absence was updated

– Instance is now 2

– It has 2 approved statuses
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