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Approve Absences 

Overview 
This job aid shows managers how to approve absences. 

Approval notification 

Approvers receive email notification when they have an approval waiting. This is an example of 
an approval notification email. 
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Action Information 

1. Open the Manager Self 
Service Homepage  

If you have access to multiple Homepages, select Manager Self Service from the 
Homepage menu. 

2. Click the Approvals tile. 

 
The number in the bottom corner of the tile indicates the number of pending approvals. 
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Action Information 

3. Click a request to approve. 

 
• You can filter the list by clicking the filter button . The following filters are 

available: 
- Requester 
- From 
- Date 

4. On the Absence Request 
page, click a button to 
respond: 

- Approve 
- Deny 
- Pushback 

 
• Approve: Approves the request. 
• Deny: Denies the request. 
• Pushback: Pushes the request back to a previous step in the approval chain. You 

can push back to step 0 so the originator can revise. 

 


	Approve Absences
	Overview
	Approval notification

	Approve Absences


