Employee Absence Management

workday.

EMPLOYEE TIME OFF WORK ACTIVITIES

Submit Time Off Requests

Type of Absence field, and select
Time Off from the resulting menu.

Then select the time off type from

the list.* In this example, Vacation
is used.

Click Next to move to the next
step.

*For an explanation of the time off
options available to you, click here.

Type of Absence*

Search

Leave of Absence

Other Absence Types

Time Off | N

b
2

=

1. Log into Workday and click on the _ , Menu Shortcuts
: : : = MENU UNIVERSITY
menu icon in the upper left-hand side
of the home page. & Personal o
From the resulting list, select Request DoeTEeaa Ry
Absence within the Personal section. L=aming
Favorites
Manage Absence
2. A pop-up Request Absence calendar displays. Click on each day you wish to take off. If you
wish to request a longer period of absence, click the Date Range tab and enter the start and
end date for the absence. You may also click the View Balance link to verify that you have
enough accrued time off to take the days off requested.
Request Absence X Request Absence )4
Date Range
April 2025 v < ((Today) >
Start Date* End Date*
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 MM/DD/YYYY [ MM/DD/YYYY [
g 7 g 4 o a2 View Balances frg
13 14 15 16 17 @ 19
20 21 22 23 24 25 26 Ve Y
27 28 29 30 M A
View Balances [
When done indicating the days requested
| e ) off, click Continue.
3. On the resulting screen, click in the Type of Absence *

Search
& Time Off
Bereavement
Holiday
Jury Duty
Personal Preference Time
Sick Salary

University Closure

Unpaid
@) Vacation Salary =) o
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https://my.willamette.edu/site/hr-benefits/timeoff/vacation
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4. Enter the number of hours taken off daily in
the Hours (Daily field). As desired, you may
enter a general comment or a specific
comment to the person approving the time
off.

Click Submit Request when done.

¢ Request Absence X

Fri, Apr 18

Type of Absence*

X Vacation Salary (+-

Hours (Daily)
8

Comment

Vv Additional Information
Comment to Approver

Total Request Amount: 8 Hours v

7o ™
[ Cancel ) Submit Request
e /N

|

5. You will receive a confirmation of the
submission, and the request will be
forwarded to your manager’s task box for
approval.

Success! Request Submitted

| GotoCalendar |
M st
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View Time Off

1. To view current time off work requested, click
Menu in the upper left corner of the Workday
home page and select Manage Absence from
the resulting menu.

Menu

Shortcuts

Personal
Benefits and Pay
Learning
Favorites

Request Absence

Manage Absence

b

2. You will be led to a calendar for the current month. Absences that have been approved will ap
green, and those waiting for approval will be gray.

< Manage Absence Mark Taylor G0
< > April2025
Sunday Monday Tuesday Wednesday Thursday
30 3 Apr 1 2
] 7 g 9
13 14 15 16
Today
20 21 22 23

24

Friday

Saturday

1

18

(%) Vacation Sal...

v

23

v

26

View Your Requests and Balances per Plan
as of date

Balances Requests

Balances asof | 84/15/2025 [

Personal Preference Time Off Plan
+ Personal Preference Time

8 Hours

Sick
+ Sick Salary

259.34 Hours

Vacation
= Vacation Salary

240 Hours

Total of All Plans
507.34 Hours
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3. TO the rlght Of the Calendar' a View Your Requests and Balances per Plan View Your Requests and Balances per Plan as of date
summary of your current time off ool ;afe . I
g 8 alances equests re your requests from the past 6 months
bajances is displayed. You can : I,
view your future balance or a Balancesasof | 84/15/2025 [3 s
balance in the past by adjusting IR o Mon, Nov 4, 2024
. ersonal rreier £ hime an Vacation Sala
the date in the Balance as of « Personal Preference Time v 7
calendar. idiscni o
Sick January
* Sick Salary Tue, Jan 28, 2025 - Wed, Jan 29, 2025
1 H 80.00 ur Sick Salary
Click the Requests tab to view e Vs
historical absences for the last six Vacation Approved
months and future absences one ot April
year out from the current date. ool
Total of All Plans
168 Hours ;3:;:“':“
Cancel Time Off Request
Request Submitted but Not Yet Approved by Manager
1. Go to Menu and select Manage Absence. Menu Shortcuts
The absence calendar will display.
£ Personal ~
Benefits and Pay
Click the absence displayed in the Learning 25
Request Absence »
Manage Absence ‘ v
2. A summary of your absence request will Absence Entries P X3 X

display. Click Cancel Absence.

Request Amount

Request History

In Progress
Status

Request Dates

8 Hours

Absence Request: Mark Taylor

Submitted
Fri, Apr 25, 2025

Type of Absence Vacation Salary

Duration per Day 8 Hours

Awaiting Action By

Cancel Absence

Dana Monaghan
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3. Enter a cancellation reason in the

' ) Cancel Absence > ¢
Comment field and lick OK.

This action cancels the entire absence request.

Request Dates  Fri, Apr 25

Comment * | Vacation plans were cancelled
o
A 4
4. You will receive a confirmation that the absence event has been Event Canceled
cancelled. _ _
View Details
Cancel/Modify an Approved Time Off Request
1. Go to Menu and select Manage Absence. Menu  Shorteuts
A calendar will display with your absences &  Personal ~ 18
listed. Click on the time off entry that you wish ERiadrey
to cancel. Approved requests will be green. tg » | © Vacation Sal..
avorites
Request Absence
Manage Absence b v

2. To cancel the time off, click Cancel Absence. On the following screen enter comments or
attachments as desired and click OK. The time off display on the calendar will change from
green to gray. The time off request will disappear from your calendar once your manager

approves it.
x Cancel Absence X
Absence Entries P XE X
—

This action cancels the entire absence request.
Request Amount 8 Hours Request Dates Fri, Apr 18
Request History  Absence Request: Mark Taylor Comment
Approved Comment to Approver
Status Approved

Attachments
Request Dates Fri, Apr 18, 2025

files h

Type of Absence  Vacation Salary siop feesiton
Duration per Day 8 Hours

or
r Cancel Absence Edit
(=) <D
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3. To change the time off request, click Edit. In the resulting screen click in the Type of Absence
field to change the time off category. Click in the Hours (Daily) field to change the number of
hours requested off. Add comments or an attachment as desired. Upon making a change, the
Submit Request button appears. Click it to forward the request to your manager for approval.

Edit Absence X

Fri, Apr 18

Type of Absence™

* Vacation Salary (=:-

i

i — H Dail
Absence Entries moE X ours (Daily)

8

Request Amount 8 Hours

Comment

Request History  Absence Request: Mark Taylor

Approved v Additional Information

Status Approved Comment to Approver

Request Dates Fri, Apr 18, 2025

Type of Absence  Vacation Salary 4

’ Attachments
Duration per Day 8 Hours

Drop files here

< Cancel Absence) |/ Select files A
. S

Have questions or need assistance? Contact hr@willamette.edu for help.
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