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Manage Absence

This guide describes the process of canceling or editing absences in Workday.
If you encounter any errors during this process, contact Workday Customer Care:
973 655 5000 option 3, or WCCsupport@montclair.edu

Cancel an absence request that is submitted but not yet approved:

1. Type some or all of the phrase “Manage Absence” in the Workday search bar, and select the
“Manage Absence” report.
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2. Select the absence request by clicking in the grey area of the request in the calendar view.
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3. Click on Cancel Absence.

Absence Entries

Request Amount 35 Hours

Request History ~ Absence Request: Luke Skywalker

In Progress

Status Submitted

Request Dates Mon, Sep 8, 2025 - Fri, Sep 12,2025
Type of Absence Vacation

Duration per Day 7 Hours

Awaiting Action By  Obi-Wan Kenobi

Cancel Absence

4. Type a brief comment, and click OK
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This action cancels the entire absence request.

Request Dates Mon, Sep 8 — Fri, Sep 12

Comment ‘ Vacation cancelled :( ‘
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Cancel or Edit an absence request that has been approved:

Follow the same steps as above to cancel an approved absence request — note that approved
absences appear on the calendar in GREEN instead of grey.

1. To edit a request that has already been approved, select the request from your absence
calendar (see step 2 above), and then select Edit.
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Absence Entries

Request Amount 35 Hours

Request History ~ Absence Request: Bruce Wayne

Approved

Status Approved

Request Dates Mon, Sep 8, 2025 - Fri, Sep 12,2025
Type of Absence  Vacation

Duration per Day 7 Hours

( Cancel Absence < Edit )

2. Edit the type of absence or number of daily hours, or click the blue text, “Edit Individual
Days” to make changes to individual days of the absence. If you are not editing individual days,
make the desired changes and click Submit. If editing individual days, see step 3.

m |

4

Edit Absence X

Mon, Sep 8 - Fri, Sep 12

Type of Absence *

X Vacation (G+2)

Reason

" [not required unless directed by your supervisor] = ‘

Hours (Dail
# Edit Individual Days

Comment

Total Request Amount: 35 Hours ~

Submit Request
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3. After clicking “Edit Individual Days,” select the date(s) you want to edit from the menu on the
left, and change the absence type or daily hours on the right, or delete an entire day by clicking
the blue text, “Delete.” Click Submit Request to submit your changes for review.

r
< Edit Absence

Total Request Amount: 35 Hours

Mon, Sep 8
Vacation = 7 Hours (Daily)

Tue, Sep 9
Vacation - 7 Hours (Daily)

Wed, Sep 10
Vacation * 7 Hours (Daily)

Thu, Sep 11
Vacation * 7 Hours (Daily)

Fri, Sep 12
Vacation - 7 Hours (Daily)

v Additional Information

select date to edit
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click to remove entire
day from absence

Mon, Sep 8 [l Delete

Type of Absence™

Reason

Hours (Daily)
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Comment

Available Balance: 145.17 Hours
Includes your accrued time off and future requests until
09/12/2025.
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