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The steps in the navigation pane should be
updated throughout all the slides. Update
the link of the numbered circles once all the
slides are finalized.

Overview of Quick Steps Procedure

Click the numbered circles on the left to move to the
first step in each phase.

Use the arrows or Pg Up/Down keys to proceed
through each step and sub-step.

Best viewed in |IE or Adobe PDF Reader.
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To create absence requests:

PERIOD SUMMARY ALLOWANCE REQUESTS

Under the Self Service menu, go to
Favorites the Absence workspace » Period
Absence Summary tab » Absence Requests
sub-tab.

Approval Center
Absence Approval ABSENCE REQUESTS . In the Last Day of Absence field, specify the end date of

Allowance Approval d the absence period. If the date you specified is a half-day,
select the 2 Day check box.

First Day of Absence % Day LastDayof Absence ¥

7
2021-12-10 D 2021-12-10 l‘“’/": ays 1,00 Days Timein Lieu
Jobs =

a1

Save | Revert

ibmitted Approved Rejected ToR

Draft Invoices 2021-12-13 D 2021-12-13 D / /‘ Days 1,00 Days Timein Lieu |ffyoufregIS‘ter absence In HOUfRS
- : After filling out the First Day of Absence
obinvoices e O @ 0 IE e e and Last Day of Absence fields, specify the

Job Reports lliness

In the First Day of Absence field, specify the start date
Customers of the absence period. If the date you specified is a half-
Collections day, select the '2 Day check box.
Customer Reports B

Click + New Absence
Request.

Day field for that date.

Vacation

Purchase Orders

| Invoice Allocation

number of hours of absence for both. If you
enter hours equivalent to a half-day for either
date, iAccess automatically selects the 2

Follow the steps on the next slide to

continue creating an absence request.

Edit

s
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Allowance  Carried Forward

0,00 Days 0,00 Days
0,00 Days 0,00 Days
0,00 Days 0,00 Days
0,00 Days 0,00 Days
ABSENCE REQUESTS

First Day of Absence
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a0 8

Y2 Day

O
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Total  Available

0,00 Days 0,00 Days
0,00 Days 0,00 Days
0,00Days 0,00 Days
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Last Day of Absence
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Save | |Revert ‘ Edit
&
In the Absence Type field, select
an absence type from the drop-
down list. Enter additional remarks if
needed.
Duration Working Time Absence Type Remarks Rejection Reason Submitted Approved Rejec] ToR
1,00 Days 1,00 Days Timzin Lisu -
1,00 Days 1,00 Days Timein Lieu v
0,00 Days 0,00 Day v I
Ilness :
Press ENTER or click Save.
Leave iAccess automatically fills out
: the Duration and Working
Time i Ly Time fields on the line.
Vacation

More search results
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Absence
sub-tab.

Approval Center
ABSENCE REQUESTS

Absence Approval

Allowance Approval

First Day of Absence

2021-12-10
Jobs

Draft Invoices 2021-12-13
Job Invoices

Job Reports

Customers
Collections

Customer Reports

Purchase Orders

| Invoice Allocation

v+ New Absence Request

ALLOWANCE REQUESTS

Under the Self Service menu, go to
the Absence workspace » Period
Summary tab » Absence Requests

V:Day LastDayof Absence y
0O w1220 & O3

0O 20211213

To edit absence requests:

Select the line you want
to edit. Update the fields
as needed.

Duration Working Time Abseng@Typ Remarks
1,00 Day= 1,00 Days Timein Lieu v Forapproval|
1,00 Days 1,00 Days Timein Lieu

Save |

Rejection Reason

v

To save your changes, press
ENTER or click Save.

Follow the steps on the next slide to
edit a submitted absence request.

Submitted Approved Rejecilid

Revert ‘ Edit
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Absence «:-»

Save | Revert ‘ Edit

Weekly Time Sheets .
Daily Time Sheets DeteSelected To edit submitted absence requests:

2021-12-13
My Plan

PERIOD SUMMARY ~ ALLOWANCE REQUESTS
Expenses

Mileage A
Per Diem Under the Self Service menu, go to
s the Absence workspace » Period
Absence Summary tab » Absence Requests

sub-tab.

B

Select the line you want To save your changes, press
to edit. Update the fields ENTER or click Save.

as needed.

Approval Center
ABSENCE REQUESTS

Absence Approval

Allowance Approval

First Day of Absence VaDay  LastDay of Absence V2 Day Duration Working Time Absendg Type Remarks Rejection Reason Submitted Approved Rejected ToR
2021-12-10 0 z-1210 O 1,00 Days 1,00 Days Time fi Lieu :
Jobs E
. 2021-12-13 2021-12-13 1,00 Day= 1,00 Days TimeinLieu ¥ Forapproval
Draft Invoices 0 o 0 R o PP v

Job Invoices

Job Reports Reopen Request

On the selected line, click the icon Delete Request
for other actions, and select
Reopen Request from the

Customers

Collections

dropdown list.

Customer Reports

Purchase Orders

| Invoice Allocation

+ New Absence Request
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Approval Center

To submit absence requests:

2021-12-10
Jobs

Draft Invoices 2021-12-13
Job Invoices

Job Reports

Customers

Collections

Customer Reports
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» + New Absence Request

Absence «:-»

ALLOWANCE REQUESTS

a

Under the Self Service menu, go to
the Absence workspace » Period
Summary tab » Absence Requests

2021-12-10

2021-12-13

Edit

Select the line you want
to submit.

Duration Working Time Absen(@Type Rejection Reason Submitted Approved Rejected Yo

Submit Request I

Delete Request

1,00 Days 1,00 Days Timein Lieu \J

1,00 Days 1,00 Days Timein Lieu For approval

On the selected line, click the icon
for other actions, and select
Submit Request from the
dropdown list.

Once you submit the absence request, iAccess sends a notification to the
absence approver, who can either approve or reject your request.
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Approval Center
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To delete absence requests:

Customers
Collections

Customer Reports

Purchase Orders

Invoice Allocation

v+ NewAbsence Request

Edit

Select the line you want
to delete.

Duration Working Time Absenc#lype Rejection Reason Submitted Approved Rejected To#
m A

Submit Request

1,00 Day= 1,00 Days Timein Lieu v

1,00 Days

1,00 Days Timein Lieu For approval

e | Dclete Request

On the selected line, click the icon
for other actions, and select Delete
Request from the dropdown list.

iAccess deletes the line, and automatically refreshes the workspace.
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This concludes the

Recording Absences in iAccess
Quick Steps Procedure.
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