
General Absences 

Overview 

 
Introduction This guide provides procedures for entering General Absences in Direct 

Access. 
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Entering General Absences 

Introduction This guide provides procedures for entering General Absences in Direct 

Access. 

 
Procedures See below. 

 

Step Action 

1 From the Enterprise Menu select the following options: Workforce 

Administration > Absence and Vacation > Track Absence History > 

Create/Update Absence 

 
 

2 Enter the Empl ID and hit Search. 
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Entering General Absences, Continued 

 
Procedures, continued  

 

Step Action 

3 The Absence Data page displays.  

 
 Start Date: Defaults to the current date, change to actual start date of 

absence.  

 Return Date: Enter 1 day after absence ends (cannot be prior to start 

date).  

 Absence Type: Click the absence type drop down and select the 

appropriate reason. 

 
 Approval Status:  Will automatically be checked once approved. 

 Paid or Unpaid Absence: See chart below. 

Absence Type Paid/Unpaid 

Misconduct Paid is full pay, Unpaid is reduced pay 

Military Confinement Paid is reduced pay, Unpaid is no pay 

All other types Automatically defaults 

 

Scroll to the bottom of the page and hit Save. 
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Entering General Absences, Continued 

 
Procedures, continued  

 

Step Action 

4 A message box will appear once saved. Hit the OK button. 

 
 

  

 

  



Approving General Absences 

 

 
Introduction This guide provides procedures for approving General Absences in Direct 

Access. 

 
Procedures See below. 

 

Step Action 

1 From the Requests tab, select View My Requests (all types). 

 
 

2 Select Requests I am Approver For, narrow the search if necessary, and select 

Populate Grid.
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Approving General Absences, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Select the appropriate Approve/Deny link.  

 
 

4 Click the link to view the transaction, then select either Approve or Deny. 

Comments are required for a Denial. 
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Checking Status of General Absences  

 
Introduction This guide provides procedures to check the status of General Absences in 

Direct Access. 

 
Procedures See below. 

 

Step Action 

1 From the Enterprise Menu select the following options: Workforce 

Administration > Absence and Vacation > Track Absence History > 

Create/Update Absence 

 
 

2 Enter the Empl ID and hit Search. 
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Checking Status of General Absences, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Once the General Absence has been saved, the following values are set.  

 
 

 Cancel Code: Only use if general absence was entered erroneously, enter 

XXX 

 
 

 Approval Status: Values are Pending, Approved or Denied 

 Approved box: Checked only if transaction has been approved 

 Date Approved: The date when the approver has approved/denied the 

transaction 

 Submit Date: The date when the submitter has saved the initial transaction 

 Approver: User who approved or denied the transaction 
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Checking Status of General Absences, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Once a general absence transaction is approved, the start date and absence type 

cannot be modified.  If a mistake was made or a change to the start date and/or 

absence type is needed, the incorrect transaction should be cancelled using the 

Cancel Code above.  A new general absence transaction should be inserted. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


