Time and Absence Dashboard- How to View Team Absence/Time off

Calendar

The Time and Absence dashboard gives managers quick access to several reports and tasks for

managing team absences.
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View Team Absences

Managers can view all team members’ absences on the unified absence calendar.

On the dashboard under Your Top Apps or Hub section, choose Time and Absence dashboard:
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1. Atthe top of the dashboard, select the Team Absence Hub/App.

2. Under Tasks, select Time Off & Leave Calendar.
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3. The unified absence calendar displays. Employee absence requests show the employee’s
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