
Managing Time Off 
for Employees

Action: Manager
- Enter time of absence on behalf of employees

- Correcting time of absence on behalf of employees
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Enter time of absence on 
behalf of employees
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Type My Team Management in search
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Select the team member 
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Select Actions and Enter Absence
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Select month and year, click on day
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Select add Request Absence
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Select Type
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Once selected, click Next
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Edit quantity or date range
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Edit dates Edit hour quantity 



Click Submit
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View you should see once submitted

6/4/2024 12



Edit/correct days of 
absence
You will be able to correct or delete time on behalf of your 
employees.
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Select the time you are looking to edit
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Click the        symbol to remove time
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Select 
check 
the 
box To 
edit 
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Click Submit 
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Note: You may 
have this alert 
pop up. This is 
for awareness 
only. Press 
Submit again.
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