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# View Time off Balances 4 Steps

There are two ways to view Time off Balances
1- Through your Profile and clicking on the Absence Tab
2-Through the Absence Hub

STEP 1

View Time off Balances- Through your WorkDay Profile

In the top right-hand corner when logging in you will see a bell, folder and your profile picture.
Click on your profile Picture.
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STEP 2

View Profile

Click view profile to go to your profile
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STEP 3

Absence Hube

On the left hand side you should see Absence as a tab/hub
Click Absence
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STEP 4

Absence Balances

Click on Absence Balance

# Microsoft Edge 5 Steps
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STEP 5

Main Dashbord View

Second option is do view it through your main dashboard. When you first log in you will see 
be on your main dashboard however if you want to get back to the main dashboard you can 
click the icon below and it will bring you back to the main dashboard.
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STEP 6

Hub/Apps Section

Select Absence
-If you do not have Absence as an option, you can click the + sign and add app by typing in 
the app you need.
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STEP 7

Absence Balance

Click Absence Balance under the View area
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STEP 8

Date

Select the date you want to view your balances as of. You can leave it alone if you want to look 
at it as of today or you can select a previous date.

STEP 9

Click Ok
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