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ESS — Reviewing My Existing Absences

1. Select Me to display your
employee functions

2. Click Time and Absences

Good morning, Arya Stark!
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Arya S Stark

@ Current Time Card Existing Time Cards @ Request Time Change
3. Click the Existing Absences tile
Open your current time card. Access all of your time cards. Send a request to change your worked
time.

S Add Absence Absence Balance Existing Absences
2

Request an absence and submit for Review current plan balances and View, change or withdraw existing
approval absences taken or requested absence requests
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Existing Absences
Arya S Stark

4. Your existing absence requests are Absences
displayed

Last 6 months v Sort By Date v

Personal Leave Take - 512 Supervisors: 18 Hours Awaiting approval y
10/19/2020 - 10/20/2020
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Existing Absences
Arya S Stark

5. By default, the last 6 months are Ab
displayed. You can click the drop- Senees

down arrow to change this filter I Last 6 months v I SortBy Date v

Personal Leave Take - 512 Supervisors: 18 Hours Awaiting approval 7

10/19/2020 - 10/20/2020
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6.

If desired, you can click Add to
add an absence from this page

End of Procedure
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Absences

Last & months v Sort By Date W

Personal Leave Take - 512 Supervisors: 18 Hours Awaiting approval y

10/18/2020 - 10/20/2020




