
Editing a Denied Absence Request 
ABSENCE WORKFLOW: 

• Employee initiates the workflow by submitting an Absence Request 
• If the employee has enough hours, the system will allow the employee to successfully submit the request; if not, 

it is denied. 
• The absence request is sent to the reports-to manager.  The following roles have the ability to approve an 

Absence Request 
o Reports-to Manager or 
o The assigned delegate 

• The approver has the ability to: 
o Approve:  The Absence Request is only approved once.  Once it is approved, it is final.   
o Deny:  The approver can deny the request or make recommendations to edit the request and re-submit it 

for approval. 
o Any changes after the Absence Request is approved are completed on the timesheet by the Reports-to 

manager. 
 

After you have “submitted” your absence request you will be able to view the status in your 
absence history. 

ABSENCE REQUEST HISTORY:  Self Service > Time Reporting > View Time > Absence Request History 

• Click on the View Absence Request History at the bottom of the Request Absence Page or from the 
main menu to view your past and current leave requests. (1) 
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