
Viewing Past Absences

You can track your previous absences, as needed, within Absence Management. The

system displays this information in one of two places, based on the timeframe you want to

reference. 

The "Past Absences" tab (located on the homepage) retains a list of absences that have

occurred within the past 30 days.

You can review the basic details of each absence (e.g. location, duration, etc.) at a glance,

or you can  click the confirmation number or the View Details button beside an absence

for additional details.

This selection will offer a broader range of information such as notes and attachments, a

substitute rating, etc. 




​If you need to see your absence history from more than 30 days ago, click the View More

link at the top of the "Past Absences" list or navigate to Absences > Past Absences in the

side navigation.


​​This selection opens a history of past absences. From here, you can filter timeframes from

the last 60 days to the last 90 days, 120 days, and beyond. Simply select a timeframe

option at the top of the page.




Note that you can even create a custom date range and search for absences that occurred

within a specified period of time. Simply click the Custom option and choose a calendar

date in the "From" and "To" boxes. You can then select Go to perform the search.




