MANAGER SELF-SERVICE QUICK REFERENCE GUIDE
FOR APPROVING ABSENCES


When an employee submits an absence request(s), the request must be reviewed and approved, or denied.  View employee absence request(s) by:
· Access HRS through MyUW Portal (my.wisc.edu).
· If you use a one-time password device for HRS, you will need to enter a one-time password before continuing. 
· Select the Approve Absence link under Manager Time and Approval module.
· Do not use the Approve Time link as academic staff and faculty report only absence requests - not time.  
                                    [image: ]

· Click on the employee’s name.
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· Approve or Push Back the absence. 

· Approve:  Select this option to approve of the employees absence take.
· Push Back:  Push Back tells the employee he/she may need to make a change to their request and then resubmit it.  Check Current Balance (highlighted in red below) to make sure sufficient hours are available for use.  If the employee has an insufficient balance for the requested leave, indicate this in Approvers Comments and push back request to employee to correct and resubmit.  The corrected absence request needs to be approved after it has been resubmitted. The employee will not be automatically notified if you push an absence request back to them. As a result, you must communicate with them if this occurs. 
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NO LEAVE TAKEN:
· If an employee has not taken any Leave during a given month, an employee must submit an absence request for “No Leave Taken”.  Failure to do so will result in the leave report reported as “missing”.
· The Start date and End date must be the same date.
· The employee needs to select an Absence Name from the drop-down list of “No Leave Taken (UNC)”.  
· The “Reason” field should remain blank.
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· Managers are required to approve the “No Leave Taken” absence request, just as with any other absence requests.
· If there is a Legal Holiday during a month such as Labor Day, Thanksgiving, etc., and the employee has not taken any other leave during the month, the employee must still complete an absence request for No Leave Taken. 
LEGAL HOLIDAYS:
· Legal holidays automatically load based on an employee’s FTE.  
· If an employee needs to void or change the number of hours worked for a legal holiday, contact your payroll representative.  
· If a floating holiday occurs in the fiscal year (e.g. December 24 & 31, 2017 falling on weekend dates), the employee will need to request an Absence Request for “Legal Holiday (UNC)” and designate the hours requested.

REMINDER:
Employees must report leave in increments below.   
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Additional Resources:
· Approve an Absence – Manager – KB # 17247:  https://www.kb.wisc.edu/page.php?id=17247.     
· View Employee Absence Balances – Manager – KB # 18200:  https://www.kb.wisc.edu/page.php?id=18200
· Absence Help Page: https://uwservice.wisconsin.edu/help/time-absence/ 
· Time and Absence Video: https://uwservice.wisconsin.edu/docs/pd/mss-dashboard/index.html 
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Instructions for Reporting Leave

1. If no leave time used. enter 0 in the Total Hours Row.

2. See chart to the right for reporting requirements.

3. Sign, date. and return leave report to approving authority by
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