
Login as Employee and Navigate to Absence Worklet
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Click on Absence Balance to view Time off Balances:
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Request Time off/Absence:
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Click on Request Absence to submit Time off Request:
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Select the Dates and click on Continue:
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Select the Absence Type:
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Click on Submit Request:
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Time off Correction:
[image: ]
Click on Manage Absence:
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Select the Time off Request need to be corrected
[image: ]
Click on the Edit Button to make correction:
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Click on Edit individual days:
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Time off corrections can be done on Individual days. Time off entry can be deleted or daily quantity can be adjusted
Make the correction and click on Submit Request:
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Approved Time off entry will be shown in green color and Pending for approval will be shown in grey color
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Values displayed are based on the Balance As Of Date entered. To view details drill down on Year to Date values.
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Balance As of Date
Beginning Year  Accrued Year  Absence Paid Beginning Period Accruedin  Absence Paidin  Carryover Forfeited (Includes Events
Absence Plan Unit of Time Balance ToDate  YearToDate Balance Period Period in Period Balance As Of Date  Awaiting Approval)  As of Period
Adiusted Work Schedule Days 0 0 0 0 0 0 0 0 0 03/01/2026 -03/31/2026 (IND
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