
Manager- View Employee Time off/Absence
Here is the how to on how to pull up an individual employee and view their taken time off, 
request time off, and Leave of Absence.
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STEP 1

Search Employee Name

First step is to search for the employee. You can search for the employee by:
1- Employee ID #
2- Employee Full Name
3- Employee Last name
4- Abbreviation of the employee's name
-EXAMPLE: Chel Bell

Search bar will be at the top of the screen int he middle
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STEP 2

Press Enter

You can Press enter OR the Search icon to the right in the search bar
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STEP 3

Click on the Employees Name

STEP 4

Click on Absence Dashboard
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STEP 5

View of Time off

After clicking on the Absence Dashboard, it will bring to a page where it will list all submitted, 
approved, and denied time off.
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STEP 6

Requesting Absence

This is another way to request an Absence for the employee
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STEP 7

Select Time off

You can select individual day off or Date Range
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STEP 8

Calendar View of Absence/Time off

If you want to view the employees Time off/Absence, click on Manage Absence and it will bring 
up the calendar view
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STEP 9

Calendar View

This view will show you all the time off they have taken and/or Scheduled

You can also view balances/request all the way to the right hand side
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