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Absence Management Job Aids
TL/ABS: Approve/Cancel Absence Requests

How to approve absence and cancel absence requests: This job aid outlines how a TL/ABS
approver can approve absence and cancel absence requests initiated from the Request Absence
tile. A TL/ABS approver has the ability to search for employees in their designated department(s)

in the Time and Absence WorkCenter to include approving, reporting, and viewing activities.

)

Navigation: Employee Self Service > My Homepage > Time and Absence WorkCenter

1) On the Employee Self Service landing page, click the Choose Other Homepages drop down-
arrow and select My Homepage from the list.
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2) Click the Time and Absence WorkCenter tile.
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TL/ABS: Approve/Cancel Absence Requests

Time and Absence WorkCenter provides a central area to access the most used time and
absence related activities. It enables managers to access various pages and keep multiple
windows open while doing their daily work.

The activities provided within the Time and Absence WorkCenter include Approving, Reporting,
viewing time and absence related transactions, queries and reports.

To approve multiple absence requests :

3) Click the Approve Time and Absence drop-down arrow.

4) Click Approve Multiple Absence Requests from the options list.

Time and Labor WorkCenter

v My Approvals
Approvals
v Links

Approve Time and Absence

Approve Multiple Absence Requests

TL ABS Administrator Monitor Approva
Manage Time and Absence
Absence Processing
Leave Donations

Extended Absences

5) Click the Expand Page icon to see a full view of the Enter Time page. This will reduce the
amount of scrolling you will have to do to complete the task.

Scope Q {E} New Window
~ My Scope Multiple Absence Requests
My Work ~ Search
Exceptions )4 Work Flow Status | My Pendings "|
Allowable Exception From Date |01f01f2026 |
Fix Exception
~ My Approvals l Search l
Approvals o I ”1
p| <
~ Links
Absence Requests
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TL/ABS: Approve/Cancel Absence Requests

When you click the Approve Multiple Absence Requests link a list of all absence requests
entered for employees that you have access to will be listed here. Validate each employee’s
absence details before taking action. The listing defaults to requests up to 3 months in the future.
If you want to see a future dated absence beyond 3 months the through date will need to be
changed.

6) The status defaults to My Pendings. You can select to view absences in the status of approved,
denied, or pushed back.

7) Enter an end date in the Through Date Field. Click the Search button.

Multiple Absence Requests

~ Search

Work Flow Status | My Pendings vl

From Date |01/01/2026 = Through Date |06/30/2026 |

l Search l

8) Approvers can take one of the following three actions by clicking the associated button:

e Approve: The absence request is approved.

¢ Deny: The absence request has been denied. Enter an appropriate comment notifying the
employee of the reason for denial.

e Push Back (needs rework): The request is neither approved nor denied . You need
additional information, or the request requires correction. Enter an appropriate comment
to notify employee of the reason and specify any additional information needed.

Absence Requests
‘E‘EHQ‘ 1-50f83 w| > >l
Absence Detail Forecast Comments >
Select *Employee ID Name T Job Title *Start Date *End Date “Absence Name  Reason Duration Attachment Balance Entry Source | Status

Employee

01/16/2026 01/16/2026 Annual Leave Personal 3.75 Hours View |Absence Submitted
Request
Employee

01/16/2026 01/16/2026 Sick Leave Family Sick 7.5 Hours View | Absence Submitted

Family Leave

Request
Employee

03/05/2026 03/13/2026 Annual Leave Personal 525 Hours View |Absence Submitted
Request
Employee

01/22/2026 01/22/2026 Sick Leave Personal 7.5 Hours View |Absence Submitted
Request
Employee

01/15/2026 01/15/2026 Sick Leave Personal 7.5 Hours View |Absence Submitted
Request

Select All Deselect All
Approver Comments e
e
| Approve i Deny i Push Back i Forecast |

Use the View All link to the expand the list to view all absences pending approval.

1-50f98 v| > >l View All

NOTE: Validate each employee’s absence details before taking action.
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TL/ABS: Approve/Cancel Absence Requests

9) After reviewing all of the request details, click to select each of the Absence Requests and click
the Approve button.

Absence Requests
‘EEHQ‘ 1-50f83 w| > >l
Absence Detail Forecast Comments >
Select *Employee ID Name T Job Title *Start Date “End Date “Absence Name  Reason Duration Attachment Balance Entry Source | Status
Employee
01/16/2026 01/16/2026 Annual Leave Personal 3.75 Hours View Absence Submitted
Request
N Employee
01/16/2026 011612026 Sick Leave Family Sick 7.5 Hours View Absence Submitied
Family Leave
Request
Employee
03/05/2026 03/13/2026 Annual Leave Personal 52.5 Hours View Absence Submitted
Request
Employee
01/22/2026 01/22/2026 Sick Leave Personal 7.5 Hours View Absence Submitted
Request
Employee
01/15/2026 01/15/2026 Sick Leave Personal 7.5 Hours View Absence Submitted
Request
Select All Deselect All
Approver Comments e
P
( Approve Il Deny i Push Back i Forecast |

NOTE: If a request needs to be denied or pushed back it will need to be selected separately to
take the appropriate action.

10) Click the Yes button to confirm you would like to approve the selected absence requests.

Are you sure you want to Approve the selected absence requests?

pr—

Yes I ‘ Mo ‘

11) A message will appear indicating the absences have been approved successfully. Click the Yes
button to review and approve the Cancel Absence Requests.

Selected Absence Cancelation Requests were successfully approved. (0,0)

Notice the Absence Requests are approved.

(Continued on next page)
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TL/ABS: Approve/Cancel Absence Requests

To approve multiple cancel absence requests:

12) To approve any cancelled absence requests, click the Pending Cancelation of Absence

Requests link.

Multiple Absence Requests

v Search

‘Work Flow Status ‘ Approved v‘

From Date |01/01/2026 =]

Search

Absence Requests

EHEY
Absence Detail Forecast Comments >
*Employee ID Name™ Job Title

“End Date

01/16/2026

Through Date |06/30/2026

“Absence Name Reason

Annual Leave

Personal

Duration

3.75 Hours

View

| Pending Cancelation of Absence Requests

[150f99 | >

Attachment Balance Entry Source Status
Employee
Absence Approved
Request

NOTE: Validate each employee’s cancel absence details before taking action.

Approvers can take one of the following two actions by clicking the associated button:

e Approve: The cancel absence request is approved.
e Deny: The cancel absence request has been denied. Enter an appropriate comment
notifying the employee of the reason for denial.

13) After reviewing all of the request details, click to select each of the Cancel Absence Requests
and click the Approve button. If a cancel request needs to be denied it will need to be selected
separately to take the appropriate action.

Manage Absence Requests
Absence Requests for Cancelation
5|Q]
Absence Detail Forecast Comments >
Select “Employee ID Name T Job Title *Start Date “End Date *Absence Name Reason Duration Attachment Egtl?’ce Status g
) Employee —
| 01/15/2026 01/15/2026 Sick Leave Personal 7.5 Hours View Absence ancel in
| Progress
| Request
aanagey Cancel In
03/31/2026 0373172026 Sick Leave Personal 3 Hours View Absence P
rogress
Request
Employee Ie 0
0 01/16/2026 0111612026 Sick Leave Personal 2 Hours View Absence ance n
Progress
Request
Select All Deselect All
Approver Comments e
4
“ Approve ]I Deny

(Continued on next page)
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TL/ABS: Approve/Cancel Absence Requests

14) Click the Yes bu
requests.

tton to confirm you would like to approve the selected cancel absence

Are you sure you want to Approve the selected Absence Cancelation requests?

I Yes I‘ Mo ‘

15) A message will appear indicating the absences have been approved successfully. Click the Yes
button to review and approve the Cancel Absence Requests.

Selected Absence Cancelation Requests were successfully approved. (0,0)

OK

Notice the Cancel Absence Request is approved.

It is important to note that during the approval process the request is visible to the employee,

manager, and TL/AB

S approver under View Absence requests. Once the cancellation is fully

approved the absence request no longer appears in the ‘view' since the hours were not taken.

16) Click the Expand

Page icon to view the WorkCenter's left navigation to continue viewing,

entering, and/or approving timesheets and absence requests.

Approvals

Reported Time (2037
N
Absence Request @)

Cancel Absence D)
2

v Links

Approve Time and Absence -

Approve Multiple Absence Reques:|

New Window

Multiple Absence Requests

v Search

Work Flow Status | My Pendings

From Date |014’07ﬂ’2026 Through Date |07/31/2026

Search

TLABS Administrator Monitor Approva

Manage Time and Absence o

Absence Processing -

[

P

bsence Requests for Cancelation

You successfully learned how to approve multiple absences and cancel multiple absence

requests!
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