Editing an Absence Management Event

Below are the directions and screen shots from the Employee point of view:

To edit the absence, navigate to Employee Self Service > My Time > Absences > View Absences
(screenshots are below). Click on the (>) symbol on the right side of the date in question. Make any
adjustments and/or enter comments to the request and re-submit it to your supervisor for approval.
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Editing an Absence Management Event
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Request Absence
) Changing thé Absencs Name will chaar the deladed mlormation asdodated
Abzence Type  Annual -
“Absence Mame  Annual Leave -
"Reason  Vacation b
*Start Date 120472023 [z
End Date  1208/2023 =

Duration 4000 Hours

Partial Days (See Instructions
Above for Using Partial Days)

g
i

Changed week of vacation from 11/27/2023 to 12/1/2023, Will be oul on
134033 1o 1282023
Comments £

&
Desclaimer Current leave balances do nol reflect absences not processed. By submEing Suck leave, you acknpwiedgs &
agree bo follow FL Stabe Statute 1012 81(1) Sick Leave, ELIGIBILITY. By submitting Telework mm Home hours, you

ackmowiedge & agiee

As a reminder, for partial hours, you will need to change the input in the drop-down box (an example
in the screen shot below) in order to input the number of hours of leave you are requesting.

Request Absence
) Changing the Absence Nama wil claar the detailed information associated
Submit
Absence Type  Annual -
“Absence Name = Annual Leave w
“Reason  \Vacation b
“StartDate 1211172023 =)
End Date | 12/11/2023 =
Duration | & 00 Howrs
Partial Days (See Instructions , .
Above for Using Partial Days) Mona :
.
Comments 4 |
p—
2 e | Partial Days (See Instructions Above mr@
Disclaimer. Current leave balances donol reflect absences nol processed. By I.Iging Partial Dal"s}
agree bo follow FL Stale Siabute 1012 61(1) Sick Leave, ELIGIBILITY. By suks
Bcknowiadge & agres | Partial Days [See
Instructions Above ., o ; -
for Using Partial | 2 - a0 Day Only
Days)

Start Date 1210472023

Duration 4 Howrs

Please contact Benefits@fscj.edu if you have any further questions.
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