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ESS — Entering an Absence to Your Timecard

1. Select Me to display your
employee functions

2. Click Time and Absences

(Good morning, Arya Stark!
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3. C(lick the Current Time Card tile

ESS — Entering an Absence to Your Timecard

Time and Absences

Arya S Stark

@ Current Time Card Existing Time Cards @ Request Time Change
Open your current time card. Access all of your time cards. Send a reguest to change your worked
time.

- Add Absence Absence Balance Existing Absences
-

Request an absence and submit for Review current plan balances and View, change or withdraw existing
approval absences taken or requested absence requests
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Note: Approved absence requests will
automatically populate on your
timecard as an absence taken —
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4. Enter the Assignment Number
(your employee number with an E)
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6. Select the dates of the absence \ % \ \ o
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7. Enter the quantity of hours taken Ohaus
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8. The new absence is added to your = s ! : e

timecard ]

9. C(Click Submit or Save and Close
the timecard

Save and Close

Print

End of Procedure
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