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Step Action

3. The Request Absence pagelisplayed.

Note: The Absence Type field is not a required field. You can use this field to filter|the
Absence Types in order to narrow down the absence names in the Absence Name list.

Click theAbsence Ty dropdown list.
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Step | Action
4. Select the appropriate leave type from the displayed list.

Note: If you are a Biweekly Benefitted employee, the best practice is to always enter
Comp Time Requests and Deferred Holiday requests as Annual/Vacation and then the
cascading rules will dedudtieé comp balance, the deferred holiday balance, and then
annual leave. Comp Time and Deferred Holidays are not applicable for Monthly
employees. Please view the ESS course materials for more information on the cascading
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