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1. Click on the Absence Aplication on your homepage from Your Top Apps, View All Apps or Menu. 

 

 

2. Click Request Absence.  Notice your available balances as of today will display below. 
3. You can view your accrual balances as of a certain date by updating the “Balance as of” date 

field.  
4. Select one or more days you’re looking to request time off for, notice the orange button on the 

bottom left will appear darkened.  
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5. Click on 2 Days- Request Absence and from Select Absence Type select Time Off Request. 

 

6. Select the specific time off you’re requesting i.e. Vacation. 

 

7. Notice that your position will appear. You may need to update it if you have multiple jobs.  Then 
click Next.  
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8. You may add, remove or edit rows on your Time Off Request. 
A. Click on the + sign to add rows 
B. Click on Edit Quantity per Day to edit the number of hours per day 
C. Click on the negative sign to delete a row/day 

 

 

9. Click Submit for approval.  

Note:  Submitted time pending approval will appear grey, approved time will appear green on your 
Absence Calendar.  
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