
ESS – Adding Absence Outside of Work Schedule

1. Select My Team to 
display your  employee
functions

2. Click Time and Absences



3. Click Add Absence
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4. Add Absence Type

5. Add Date
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6. Click the button under 
Show Individual Dates to 
add times

7. Click the pencil to edit
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8. Add the start and 
end times

9. Click Save
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10. Submit
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