SubmitAbsence Request

The belowstepsare tosubmit an &#sence request as yourself (the e7(h)At(t)-s

How tosubmit an absence request (Method 1):

x Employee SelBervice £Time and AbsencgERequest Absence
X



x Click the word Details under the Details column and the absence details window will open. If you
are requesting a full day absence for all days click the Calculate Duration button, verify the total
hours are correct, click OK. If you are requesting pattigh, select the appropriate option using
the Partial Days dredown menu, enter the number of hours, click the Calculate Duration
button, verify total hours are correct, then click OK.



Select the Start Date, End Date & Absence Name

Click the word Details under the Details column and the absence details window will open. If you
are requesting a full day absence for all days click the Calculate Duration button, verify the total
hours are correct, click OK. If you are requesting partial days, select the appropriate option using
the Partial Days dreodown menu, enter the number of hours, click the Calculate Duration

button, verify total hours are correct, then click OK.
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Orce you click OK, you will be taken back to your timesheet and will need to click the Forecast
button.
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Then click the Submit button on your timesheet to submit the requeslicic OK to confirm submissian
You can submit an absence request if it is eligible or ineligibjast know that ineligible means you will
have some uncompensated hours that you will not be paid for.

Beported Time Status SLMImary Leave  Compensatory Time Absence Exceptions Bayable Time

To see the Forecast Details, click the Forecastl®aab and then select Forecast Details
0 The Forecast Details will display how many and what time of hours will be used for the request

Once back on the timesheagain, the approval options should appéar you to approve the
requestunder the Abseng tab; select the row next to the absence that was submitiad then click
Approve

If the approval options below are not available, please approve through the normal absence
approval method (Manager Sedervice /£ETeam Time ABbsence Reques@R Time Approver A&
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