Add Absence

1. Select “Me” on the homepage bar, then select “Time and Absences” tile
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2. Select “Add Absence” tile
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3. Select the absence type from the drop-down menu
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4. Enter start and end date (duration/hours will auto-populate), select reason within details if

prompted (only for certain absence types), and enter any comments. Once done select “submit”
in the upper right-hand corner.

NOTE: If you save and close, your absence will not be submitted, and the hours will not

be deducted from your balance. “Context Segment” in additional information section
will always be blank.
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