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Entering Absence Details
Once you've chosen the date(s) of the absence, its time to enter the rest of the absence
details.







Once you have added a þle, you will see the name of the þle in the File Attachments area. To
delete, the þle use the trash can icon.  

Saving the Absence
Once you have þlled in all the required þelds, click the Create Absence button at the bottom
right corner.



Once the absence is saved, you will see a message at the top of your screen which will
include the conþrmation number. The absence will also show up under the "Scheduled
Absences" tab.  

Congratulations! You're done entering your absence into absence management. Now, go get
some coffee.

 
 


