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Approve Extended Absence – HR Administrator

1. Approve extended request by navigating to Manager Self Service> Approvals 



2. Select the Extended Absence 




3. Click Approve
· Or you may also Pushback the request if necessary 





4. You may also add comments then click Submit


















Page 2 of 2

image1.png
Q;HAWAH T v Manager Self Service

Approvals Team Time

)





image2.png
Q;HAWAH T v Manager Self Service

Approvals Team Time

)





image3.png
< Manager Self Service
ViewBy | Type

@& wm

(B Extended Absence

Leave Donations

All

Leave Donations

Extended Absence

'ending Approvals

Donate 16.00 Hours
Accounting & General Services

Workers Compensation EA

2rows

Routed
11/05/2020

Routed
11/13/2020




image4.png
< Manager Self Service
ViewBy | Type

@& wm

(B Extended Absence

Leave Donations

All

Leave Donations

Extended Absence

'ending Approvals

Donate 16.00 Hours
Accounting & General Services

Workers Compensation EA

2rows

Routed
11/05/2020

Routed
11/13/2020




image5.png
< Pending Approvals Extended Absence

v Extended Absence Event Details

Request 9287 Request Date 11/13/20
Absence Name Workers Compensation EA Absence Reason Workers Compensation
Start Date 11/01/20 Expected Return Date 12/31/20

Actual Return Date

Comments




image6.png
< Pending Approvals Extended Absence

v Extended Absence Event Details

Request 9287 Request Date 11/13/20
Absence Name Workers Compensation EA Absence Reason Workers Compensation
Start Date 11/01/20 Expected Return Date 12/31/20

Actual Return Date

Comments




image7.png
| cancel | Approve

You are about to approve this request.

Approver Comments




image8.png
| cancel | Approve

You are about to approve this request.

Approver Comments




image8.jpeg
] HAWAIermsen




