Absence Request Approval Functions — Direct Reports

Purpose: These instructions are for approving absence request for direct reports.

For Absence request approvals for direct reports supervisors will go to the Time bookmark. It is
important that supervisors monitor their queue daily in order to approve or reject absence requests
affecting the current payroll period.
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Click on the Time Approval link.
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Click on the Absence Requests link.
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As the supervisor (Mark, The Director of Jennifer, Middle Manager2) you will see her annual leave
request for February 9. The lines have re-ordered themselves with the second half of the day on top of
the first half. A request to change the order of the dates has been made. If the supervisor grants
approval he will Recommend “yes” and leave Un-Authorized field blank and click Approve. These
guestions by are replacing the functionality of the prior hard-copy leave request form.
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In this example the supervisor will be approving the afternoon request and rejecting the morning
request. You will need to contact the employee by phone or e-mail to ensure they know you have

rejected part of their request.
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Logging in as the employee to see if the supervisor has approved my time | will go to the Time

bookmark.
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As you can see the Available balance is still 95.88 as the absence request will not affect the balance.

Next you will go to Absence Requests.
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Reserved Available  Pending  Rejected Reported  Balance
Plan: Annual Leave Pay as of 20~ ough 26-Jan-2012
Position: 0.00 0.00 0.00 0.00 95.88 Future Requests Add Request
Proxy Absence Requests
Plan: COMPENSATORY TIME as of 20-Jan-2012 through 26-Jan-2012
Paosition: 0.00 60.50 0.00 0.00 0.00 60.50  Future Requests Add Request
Plan: FLOATING HOLIDAY as of 20-Jan-2012 through 26-Jan-2012
Position: 0.00 7.50 .00 .00 0.00 7.50  Future Requests Add Request
Plan: SICK LEAYE as of 20-Jan-2012 through 26-Jan-2012
Position: 0.00 437,45 0.00 0.00 0.00 437,45 Future Requests Add Request
Plan: FISCAL YEAR BONUS LEAYE as of 20-Jan-2012 through 26-Jan-2012
Position: 0,00 0,00 0,00 0,00 0,00 0,00 Future Requests Add Request
Plan: NO BALANCE CATEGORY as of 31-Jan-2012 through 09-Feb-2012
Paosition: 0.00 0.00 0.00 0.00 0.00 0.00  Future Requests Add Request

As you can see when you go to Absence Request Update, one status is Approved/Reported and the
other is Rejected. Be aware that there are options under Filter Criteria as both a time reporter and

approver to view different dates and statuses.
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