
 

Manage Team’s Absences- How to Approve, Deny, and Send Back Absence Request 

As a manager, you have the option to approve, deny, or send back absence requests.  

To view an absence request:  

1. Navigate to My Tasks (Folder Icon at the top right-hand side of the screen 

a.  

2. Select the Absence Request item. 

a. It will Type and Employee Name 

3. (Optional) Select the View Balances button to view an employee’s time off balances.  

4. Select the Approve, Send Back, Add Approvers or More button. From the More menu, you can select Deny, or 
Cancel.  



 

  


