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Once logged in to the employee interface,
staff will be able to view requests previously
submitted as well as have the ability to
submit a new request for absence

Staff can use th&oggle button to switch
between viewing completed and pending
requests for absence.

To submit a new request for absence,
employees will select the
“Submit New Absence Request” icon.

Employees will then be presented with the
requestfor absence form which they complete
as they would the paper version.

*Employee location codes areted on
timesheet.

Once all required information entered,the employee must complete the following steps:

1) Use the “Click to Sign” button. This will
add an electronic signature and timestamp
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2) Complete the Approval Routing Step.
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Additional availablefunctionality.
Once a request is submitted, the employees can submit additional requests, review pending reguests
create an emaidaway message within outlookrféhe time of theleave.

Return to

Create Outlook
Away Message
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