
Viewing Scheduled Absences

Any upcoming absences that you have created in Absence Management can be found

under the "Scheduled Absences" tab on your home page. The number on the tab indicates

how many absences you have scheduled.


​​Each absence is represented by two lines. The top line shows the confirmation number, fill

status, and approval status. The second line shows the date of the absence, absence

reason, and the times of the absence.


​​If the absence is a multi-day absence, you can expand it to view the individual days by

clicking the expand icon (shown below).




​​​Once the absence is expanded, you will be able to see each day on its own line. Collapse

the absence by clicking the collapse icon (shown above).




