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Absence can be requested using the Calendar (page 2) or a Date Range (page 3).



Calendar Absence Request

Select requested day(s) then click the Request Absence button at bottom

Use Today button to return to
current day
Use the arrows to scroll
through months
Click the month/year see all
months in year
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Select the days you are requesting and then click Request Absence

To view detailed instructions, click here

Today < > August 2025
Sunday Monday Tuesday Wednesday Thursday
27 28 29 30
. 0 @ -
10 1 12 13
17 18 19 20

2 Days - Request Absence

3

14

21

Friday

Aug 1

22

Saturday

View Your Requests and Balances per Plan as of date
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The following pop-up box will appear
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Total Request Amount: 14 Hours

To change date(s), click arrow at top beside Request Absence.
To edit individual days, for requests that include multiple days, go to page 4.

Click the Submit Request to route request to manager.
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Date Range Absence Request
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Click Actions button and choose Select Data Range
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Select the days you are requesting and then click Request Absence

To view detailed instructions, click here
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To change date(s), click arrow at top beside Request Absence.
To edit individual days, for requests that include multiple days, go to page 4.

Click the Submit Request to route request to manager.




Edit Individual Days of an Absence Request
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Click the Edit Individual Days link in the
Request Absence pop-up
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Click the Submit Request to route request to manager.



