
Manage Employee Time Off   

Audience: Managers 

Overview: 

This job aid provides step-by-step guidance on how to approve an Employee’s time off 

request through Workday. Managers are also able to enter time off on behalf of an 

employee if the employee is unavailable. 

This job aid covers the following: 

 Approve Employee Time Off Request 

 Enter Time Off on Behalf of Employee 

 

 

Approve Employee Time Off Request 

  

1. From the Workday homepage, click on the Inbox icon to take you to your Inbox. 

                                                    

2. Click on the absence request to be reviewed. Review the absence request. If you want 

to see the employee’s time off balances, click the View Balances button. Click Approve. 

Note: Other optional responses include: 

a. Send Back the request and enter the required Reason. This will allow the employee to 

make changes and resubmit the request. 

b. Deny the request will terminate the transaction. You will be required to enter a reason. 

c. Cancel the request will keep it in your Inbox to be reviewed at another time.    
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Enter Time Off on Behalf of Employee 
 

1. From the Workday homepage, click the Global Navigation Menu icon. 

 

 
 

2. Click the Time and Absence application. In the Absence Tasks section click Enter 

Absence. 

 

       

 

3. Select Enter Time for Worker. 
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4. Click in the Worker field and enter the name of the employee. In the Date field, enter the 

date of the absence. Click OK. 

 

  
5. The date selected will be highlighted in blue. Select Actions. 

 

 
 

6. Select Enter Absence. 
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7. The team member’s time off balances as of today appear on the left. You can see 

projected time off balances for a future date by changing the Balances as of date. 

Select the day(s) you want to request time off.  

Hint: You can select multiple days in a row by clicking and dragging across the desired 

days. Click Request Absence. 

 

  

8. Click in the Type field, then select the appropriate absence type. Click Next.  
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9. Click the Edit Quantity per Day button. 

 

 
 

10. Enter the hours for each day of time off you are requesting. 

Hint: If you are requesting multiple days and each day has the same number of hours, 

enter the number of hours in the Update All Quantities field. 

Click Done. 

 

 
11. Click Submit. In most cases no further approval is needed since you are the employee’s 

manager.  
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