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View Monthly Schedule 
 
The TeamWorks Absence Management module allows employees to view their current work schedule. 
The standard schedule for employees is Monday through Friday, eight hours each day.  However, you 
may be working an alternative work schedule (i.e., 4/10, 9/80)) which will be displayed.  The default start 
time displayed for your monthly schedule will be 8:00 AM, if you are working a regular 8 hour day.  All 
other work schedules will have a default start time of 7:00 AM.  The start times are simply default values 
and may not necessarily reflect your actual start time and end times.   Also, the monthly schedules are 
designed to only to reflect “working” hours and therefore exclude default one hour lunch.   
 
 If you have questions regarding the schedule that is being displayed for you, please contact your 
manager.  
 
Navigation: Self Service>Time Reporting>View Time>Monthly Schedule 
 
The following page will appear: 
 
Example:  8 hour regular Monthly Schedule: 

 

 
 

State holidays 
will be 
displayed with 
the suitcase 
icon. 
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Example:   Alternative Work Schedule (every other Friday off) 
 

 
 
 
Notes:  Absences that have been requested will be displayed on your monthly schedule with a 
calendar icon. State holidays will be displayed on your monthly schedule with a suitcase icon.  If 
you have an absence request that overlaps a state holiday, both icons will be displayed.  
 
The TeamWorks Absence Management module allows employees to view their current absence balance 
information through Employee Self Service. 
 
 

View Absence Balances 
 

Navigation: Self Service>Time Reporting>View Time>Absence Balances. 
 
The following page will appear: 
 

Absences that 
have been 
entered will be 
displayed with a 
calendar icon. 
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Notes: All absence codes that have balances are displayed as of the last absence processing cycle.   
Current balances do not reflect absence requests that have processed by the 15th and last day of the 
month.  The Accrual Period From/To dates for each absence balance will reflect either a fiscal year or 
calendar year date, depending on type of leave. 

 
 

The TeamWorks Absence Management module allows employees the ability to view their absence 
requests history through Employee Self-Service.  The Absence Request History will reflect any absence 
requests enter by the employee through Employee Self Service, enter the employee’s manager through 
Manager Self-Service and absence requests entered the agency’s Leave Administrator. 
 
 

Viewing Absence Request History 

 

Navigation: Self Service>Time Reporting>View Time>Absence Request History 
 
The following page will be displayed: 
 
 

David Lee 
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1. The Absence Request History page is displayed with a pre-populated From/To date range.  
Absence request data is displayed in descending order. To change order displayed, click the 
Column titled From and the absence request will b displayed in ascending order. 

2. To view a specific date range click in the From and To dates fields and update the date range 
displayed.  

3. Click the Refresh button.  All absence requests within the date entered will be displayed. 

 
 

Jill Johnson 

Jill Johnson 
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4. If you would like to view all your absence requests, delete the dates in the “From” and “To” fields 
and then click the Refresh button.  All absence requests will be displayed. 
 

Entering an Absence Request (Full Day) 
 
The Absence Request Page includes the following fields: 
 
 From 
 To 
 Absence Code   
 Absence Name 
 Reason 
 Partial/Full Day 
 Duration 
 Requestor Comments 
 

Navigation:  Self Service>Time Reporting>Report Time>Absence Request. 
 

The following page will appear: 
 

Jill Johnson 
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1. Click the From field and enter the start date of your absence request.  
2. Click in the Absence Code field and click the drop-down arrow. 
3. Select Annual Leave from the drop-down list 
4. Click in the Absence Name field and click the drop-down arrow and select Annual Leave 

Taken  
5. Click in the Reason field and select Annual Leave from the drop down list 
6. In the To field enter the end date of your absence request 
7. In the Partial/Full Day field used the default value of “Full Day”.  The page should look 

similar to this. 
 

 
 
8. Click the “Calculate End Date or Duration” button 
9. Verify the correct amount of hours have been populated in the “Duration” field.   
 
Note:  The calculation results are based on your current work schedule including alternative work 
schedules i.e., 9 or 10 hour days.  Please see your manager if the hours being calculated are 
incorrect, in order to verify if the correct work schedule has been entered for you.   Also, the 
amount of hours calculated cannot exceed the hours displayed in the “Current Balance” field.  
 
  

The “Calculate 
End Date or 
Duration” 
button 
calculates the 
total number of 
leave hours 
based on your 
current work 
schedule, 
including 
alternative work 
schedules. 
 

Jill Johnson 
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10. Click in the Requestor Comments field and enter any comments, if needed.  This is an 

optional field. 

The amount of 
hours populated 
for a full day in 
the “Duration” 
field will be 
based on your 
work schedule, 
including 
alternative work 
schedules. 

Jill Johnson 
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11. Click the Submit button at the bottom of the page and the following page will appear.  

Click Ok on the Submit Confirmation page. 
 

 
 

Once the “Submit” 
button is clicked, an 
absence request 
email notification 
will be sent to your 
manager.  You will 
also receive an 
email notification 
with the details of 
your absence 
request. 

Jill Johnson 
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12.  After you click Ok, the Request Details page will be displayed which provides a 
summary of your absence request.   
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Entering an Absence Request (Partial Day ) 
 

When submitting an absence request for less than a full day, the “Partial Day” option must be selected in 
the field titled “Partial/Full Day”. 
 
Navigation: Service>Time Reporting>Report Time>Absence Request. 

 
1. Enter the appropriate data in the following fields on the absence request page: 
 
 From 
 To 
 Absence Code 
 Absence Name 
 Reason  
 
2. Click in the Partial/Full Day field and select the drop-down arrow  
3. Select “Partial Day” from the drop-down list  
 

 
 
 

When entering an 
Absence Request 
for less than a full 
day, the “Partial 
Day” option must be 
selected. 

Jill Johnson 
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4.  Click in field titled” All Day Hours” and enter the amount of partial hours you are requesting. 

 
 
5. Next, click the “Calculate End Date or Duration” button.  Verify that the amount of hours 

populated in the “Duration” field is correct. 
 

Jill Johnson 
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Jill Johnson 
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6. Enter any comments in the Requestor Comments field, if needed.  This field is optional. 

 
7. Next click the Submit button at the bottom of page to submit your request. The Submit 

Confirmation page will be displayed next.  Click Ok. 
 
8. After you click Ok, the Request Details page will be displayed which provides a 

summary of your absence request.   

Entering an Absence Request (Multiple Codes) 
 

TeamWorks Absence Management allows employees to enter more than one absence code for the same 
day.  For example, you would like to submit an absence request using four (4) hours of Annual Leave and 
(4) hours of Sick Leave for the same day.  Use the Partial Day functionality for each absence code you 
wish to submit.  See – Entering an Absence Request (Partial Day), for instructions on how to 
enter partial hours. Each absence request will generate a separate email notification to you and your 
manager. 
 

Modifying an Existing Absence Request (Rework Functionality) 
 

In order to modify an existing absence request once it has been submitted for approval, the “Rework” 
functionality can be used.  For example, you submitted an absence request using Annual Leave when 
you should have submitted Sick Leave.  Notify your manager that you would like to change/modify an 

Jill Johnson 
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absence request that was recently submitted.  This must be done prior to the manager’s approval of the 
absence request.  Your manager will initiate the Rework functionality, which will generate an email 
notification to you 

 
Navigation:  Self Service>Time Reporting>Report Time>Absence Request History.   

 
1. The following page will be displayed: 
 

 
 
2. The status for any absence request that has needs to be reworked will change from Submitted to 

“Push Back”.   
 
3. Click the Edit button next to the absence request and the following page will appear. 
 

Any absence 
request that 
needs to be 
“reworked” will 
have a status 
of “Push 
Back”. 
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4. Enter your changes into the absence request page.  You may also enter any comments.  
 

 
 
5.  Click the Submit button, in order to send the updated absence request to your manager for 

approval.   You will receive an email notification that your absence request has been submitted. 
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6. On the Submit Confirmation page, click Ok.  The Request Details page will display  with a 
summary of your absence request. 

 
 

 
 
 
 
 
Notes: Once an absence request has been approved by your manager, it cannot be modified.   The Rework 

functionality only applies to an absence request that hasn’t been approved yet. Any changes to an 
absence request after it has been approved must be submitted to the agency’s Leave Administrator. 

Cancel an Existing Absence Request  
 

The Rework functionality can also be used cancel an absence request in its entirety. For example, you 
submitted an absence request for Annual Leave but there has now been a change in your plans and you 
wish to cancel the absence request. Notify your manager that you would to cancel a recently submitted 
absence request. This must be done prior to the manager’s approval of the absence request.  Your 
manager will initiate the Rework functionality, which will generate an email notification to you.   

 
Navigation:  Self Service>Time Reporting>Report Time>Absence Request History 

 
1. Click the Edit button on the absence request you wish to cancel 
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2. Click the Cancel button on request you wish to cancel. 
  
3. Click Yes, on each cancel confirmation page.    
 
4. The Request Details page will appear. 

 
5. Any absence request that have been cancelled will have a status of Cancelled on your Absence 
Request History page. 
 
Notes: Once an absence request has been approved by your manager, it cannot be cancelled.   The 
Rework functionality only applies to an absence request that hasn’t been approved yet. Any changes 
to an absence request after it has been approved must be submitted to the agency’s Leave 
Administrator. 
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