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Entering and Modifying Absences Overview

The Absence Event page allows Absence Administrators to enter, edit, delete, or void an Absence
Event on behalf of an employee, timekeeper, or supervisor when they cannot make the adjustment
on the Timesheet or if extended leave types are required (these are not on the Timesheet). AM
Administrators have modify access to the Absence Event page within 1 year of the current open
leave period and view only access to Absence Events greater than 1 year from the current open
leave period. In general, the employee Timesheet should be the primary means of entering
absences.

Absence Events in a “Saved” or “Needs Approval’ status more than 1 year from the current open
leave period can be voided by your Agency TA Expired Grace Approver on the Update Time Status
page. For more information, see the TA_Time Status Administration Job Aid. Interfacing Agency
Absence Administrators should make changes in the Agency system of record. If changes are made
in Cardinal, it is important that the Agency system is also updated to keep the systems aligned.

There are no systematic notifications sent to the employee when Absence Events are added,
modified, deleted, or voided. All necessary communication with the employee regarding these
actions must be done in accordance with Agency procedures outside of Cardinal.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the process within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Adding an Absence Event
Use this process to add an absence event.

Step | Action

1. Navigate to the Absence Event page using the following path:

Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences > Absence
Event

The Absence Event Search page displays.

Absence Event

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘

w Search Criteria

Empl ID | begins with[] | | |

Empl Record ‘: | | |

MName ‘ begins with| | |

Last Name ‘ begins with| | |

Second Last Name ‘ begins with| | |

Alternate Character Name ‘ begins with| | |

Middle Name | begins with[V]| | |

O Case Sensitive

Limit the number of results to (up to 300): |300 |

‘ Search ” Clear ‘Basic Search F Save Search Criteria
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Step | Action

2. Search for the applicable employee by entering the Employee ID or known portion of the
Employee ID in the Empl ID field.

Note: Users can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each
employee.

Empl ID | begins with v

3. Click the Search button.

Search ’ Clear ‘ Basic Search " Save Search Criteria

0 If multiple employees match the search criteria entered, the search results will display in the

bottom portion of the page and the user must click the Empl ID link for the applicable employee.

The Absence Event page displays with the Absence Event Entry tab displayed by default.

Absence Event Entry Eorecast Messages

Employee ID Empl Record 0 Name

— —~—

From 08242024 3n Through | 0272(N20246

Absence Events 7

5 Q
Absence Take Process Status Eorecas! Value I»

*Absence Take Description *Begin Date End Date Partial Hours *Process Action Volded

Normal v

m i = : e ol

< Carginal Homepage Absence Event

include the absence date that needs to be entered, update them as appropriate.

|From 08/24/2024 “ Through 02/20/2025

4. The From and Through fields (dates) default and can be changed. If the default dates do not

5. Click the Refresh button for the updated time period to display.

m i iy |

Rev 12/17/2024 Page 3 of 29



/) Cardinal Cardinal HCM Job Aid
d TA374_Entering and Modifying Absences

Step | Action

6. Click the Absence Take Look Up icon.

*Absence Take

Q

The Look Up Absence Take page displays in a pop-up window.
Look Up Absence Take X

Element Natne | begins with «

Description | begins weth v

m ; 2 :‘ g g

Element Name  Description Country Code
FVC TAXE ELEM Fex Va

FSX TAKE ELEM  Fex Sick

YAME Bl EM

7. Use the scrollbar as needed and select the applicable Absence Take type by clicking the
corresponding link in the Element Name column.

Element Name

FVC TAKE ELEM
FSK TAKE ELEM
WCP TAKE ELEM|
ALl TAKE ELEM
CSL TAKE ELEM
LNP TAKE ELEM

$i TAYC T CAY
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Step

Action

The Absence Event page displays with the selected absence take type.

¢ Targinal Momepege

Alizance Bvert Briiry Focecyw Mensazr
Errgpicyee (Eh
Frum « 5
Absence Event
W Q
Abswrce Teke / k E 1
“Azmence Take Dexcrigicn
TAKE FLEM Q Vot Sevvice Lnave

"Begin Daiw

) P
Absence Event ® i @
Mam
T Outw Partwt Mours "Process Action Vouded Original Begin Dale Detmils LS
— Mo B Dat s
= orree Ed

8. Click the Details link.

Details

Details
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Step | Action

The Absence Event Input Detail page displays in a pop-up window. The Absence Take field defaults
based on the previous selection.

Absence Event Input Detail x
Absance Event
Absence Event Input Detail
Absence Take CSL TAKE ELEM Q Abnonca Tyne  Vokuiess Servics Lsave
Absance Reszon Q Event Priority

Entry Solrce  Adminisyator Absarce Event LastUpdeted

Process Status Nt Processed

Workfow Status  Needs Appeaval

Procsss Actior Normal v Calendar Group ID

Voided Indicalar Process

2 Manager Approved

Absence Begin / End Data

—
"Bogin Date s
End Dale -..
—
Origina! Begin Date 2
Partiol Days | None v
User Defined Fields d

9. Click the Absence Reason Look Up icon.

Absence Reason Q

Rev 12/17/2024 Page 6 of 29



f/Cardinal Cardinal HCM Job Aid
v TA374_Entering and Modifying Absences

Step | Action

The Look Up Absence Reason page displays in a pop-up window.

Look Up Absence Reason X l,
Help
}k Cancel 1
Search Results
View 100 1-4 of 4V|
Absence Reason Description |
SCA School Assistance
VFD Volunteer Fire Department
VOL Other Community Service
! VRS Volunteer Rescue Squad b
s 3

10. | Select the applicable absence reason by clicking the corresponding link in the Absence Reason
column.

Absence Reason

SCA

FD

oL

RS

o For many Absence Take types, the reason may be the same as the Absence Take name.
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Step

Action

The Absence Event Input Detail page redisplays with the selected absence reason.

Absence Event Input Detail

Absence Event input Detail

11. | Enter/select the first day of the absence in the Begin Date field.
{*Begin Date | ﬂ
12. | Enter/select the last day of the absence in the End Date field.
End Date ‘ ‘
13. | The Partial Days field defaults to “None”. This selection denotes that the absence is made up

of full days only. If any of the absence days are partial hours, click the Partial Days dropdown
button and select from the following:

a. All Days — All days are partial days

b Start Day Only — Only the start day is partial

C End Day Only — Only the end day is partial

d. None — Default value. None of the days are partial days

e Start and End Days — Both the start day and the end day are partial days

Partlal Days I N'5""5' . B
Al Days
End Day Oniy
User Defined Fields [Nooe |
Start Day Only
Start and End Days J
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Step | Action
14. | If none of the absence days are partial hours, proceed to Step 16. For employees on a Variable
Work Schedule, always select “All Days” and then enter the number of hours for the absence in
Step 15.
Partial Days | None I :-||
End Day Only
User Defined Filelds _
Start Day Only
Start and End Days
15. | Enter the number of hours in the applicable Hours field (All Days Hours, Start Day Only Hours,

End Day Only Hours, and/or Start and End Days Hours).

Partial Days | Al Days v

IAII Days Mours I All Days Are Half Days

@

The number of hours entered should be equal to the number of absence hours for the partial
day(s).

16.

Scroll down to the bottom of the page and click the Comments link.

=

The Absence Events Comments page displays in a pop-up window.

Absence Event Comments X

Absence Event
Absence Event Comments

Comment
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Step

Action

17.

Enter any notes pertaining to the Absence Event in the Comment field. This is not required.

Comment

@

Information entered here is visible to anyone with access to this page.

18.

Click the OK button.

‘ Cancel H Refresh

The Absence Event Input Detail page redisplays.

Absence Event Input Detail x

Absence Event Input Detail

Absence Tske |CEL TAKE ELEW a

s Not Frocessed

19.

Scroll down to the bottom of the page and click the OK button.

‘ Cancel H Refresh
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Step | Action

The Absence Event page displays and the row is populated based on the data entered/selected on the
Absence Event Input Details page.

< Corttnat Ramepoge Absence Event @ @
Atmance Evers Bniry Sormcaat Mg
Absancs Evenis
Atsance Tans Mocess Jaan atsal Vi
"Abssnce Tebe Description ‘Segn Date £nd Oate Partel hours "Process Achitn Voided Crigieal Begin Dale Dalaits o)
CSL TAKE ELEM Q Volneer Zerace Lodwe nasams B N2z o0 N o :
20. If additional Absence Events need to be entered, scroll to the right and click the Add a New

Row (+) icon and then repeat these Steps. If no other Absence Events need to be entered,
proceed to Step 21.

{ Cantinas Heeeepage Absence Event w . @

jam Dets End Do Partwd Mours "Frocess Acten Voues Origine Begit Cele Dwarh Ty Sowrce Workfow Shetun

The Entry Source field defaults to “Administrator Absence Event” when an Absence
0 Administrator enters an absence and this field cannot be changed. The Workflow Status field
defaults to “Approved” when no additional approval is required based on the absence take type.
While not all absence types require forecasting, users should always forecast the leave type
entered. If the user does not forecast and it is required, an error message displays indicating
the information cannot be saved until forecasting is completed. However, it is still recommended
to forecast the Absence Event. If the Absence Event requires additional approval, the Workflow
Status field defaults to “Needs Approval”.
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Step

Action

21.

Click the Forecast button.

A message displays in a pop-up window when the forecasting process is completed.

Forecasting completed covering the period from 2024-06-25 to 2024-11-26. Please check the Forecast Value tab to
confirm eligible.(25006, 10)

22.

Click the OK button to close the message.

=

Cancel

The Absence Event page refreshes to show the updated status in the Workflow Status field.

Atnwrrzs Dren

Q

@

23.

Click the Forecast Value tab to confirm that the employee is eligible.

‘ Absence Take H Process Status

Forecast Value

>
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Step | Action

The Forecast Value tab displays.

£ Certlinal Homepage Absence Evant

Ammmmi--, Fareoan Measiges
Smployws IO Grmql Recor Name
From t8c0M B Theough (2om2s B
Alisance Events
Abisaroe Dake Mrocess Slakis Fovscast Valus »
TAbsscce Take Dwacrption "Regin Date End Dats Velus Ouatw Time Dwtalls
O TAKE ELEM Q Wokintenr Serden Lusve Nz 53 noeess ELGmLE ‘,‘Z;‘f" + -
24, Click the Forecast Details link.
Forecast Details
Forecast Details
L
The Absence Forecast Results page displays in a pop-up window.
Absence Forecast Results X
Absence Event
Absence Forecast Results
Absarces Tohe Blement CSL TAXE ELEM Begin Owin 11202024
Absence Type End Dade 112602024

Vol Sy Ly

Forwcast Value  ELIGIELE

Absence Forecast Result Details

Forwcast Date Tims

UNFD

B Q
Forecast Rosults Accumuator Resuts User Keys 1.3 User Keys 4-0 >
Secondary Element Forecast Eloment Type Numeric Value  Charactor Value Date Value
CSL TAKE ELEM CSLENT ELEM_BAL Ayl 0000000
GSL TAKE ELEM EZLDFORFC"E'Y Acurmulntr 16 000000
GSL TAKE ELEM C6L FORECAST Accumulalr £.000000
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Step

Action

25.

Review the following information:
a) Forecast Value field: Verify a status of “Eligible”
b) *** ENT ELEM_BAL row: Displays the employee’s predicted balance after the absence take

c) ** FORECAST PAID row: Displays the forecasted number of paid absence hours for this
Absence Event

d) ** FORECAST UNPD row: Displays the forecasted number of unpaid absence hours for this
Absence Event

For identification purposes, the “***” represents the absence take type (Element Code) and will
be unique for each absence take type during review. Cardinal automatically generates an
absence take for Pay Docking (LNP) for any hours that are not covered by the employee’s
absence entitlement balance (*** FORECAST UNPD row). If necessary, work with the
employee and/or supervisor to determine if another leave type can be used. The employee
and/or supervisor should be given an opportunity to update the leave request, whenever
possible, to avoid pay docking. It is the administrator’s responsibility to verify that the employee
has a sufficient balance to cover the absence if a balance is required for the absence take type.
If the Forecast Value status is “INELIGIBLE”, it should be addressed.

26.

Click the Return button.

Return

{ Carane Momwoege Absence Event Q

Azzencs Cseme Eeery

“Absance Teee Cescrgnee "By Sann €2 0am Eatecast vanm Sarwcest Oate Time Sxecant ety

The Absence Event page redisplays.

®
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Step | Action

27. | Click the Save button after confirming that the employee is eligible for the leave. The absence
has been successfully added for the employee and will be processed (if in the current or
previous period) during the next run of the Absence Calculation process (scheduled to run
daily). Future period absences are processed when that period is processed.
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Modifying an Absence Event
Use this process to modify a current absence for an employee.

Step | Action

1. Navigate to the Absence Event page using the following path:

Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absence > Absence
Event

The Absence Event Search page displays.

Absence Event

Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value ’

¥ 8earch Criteria

Empl ID | begins with[/] | | |

Empl Record ’: ‘ ‘ ‘

Name ’ begins with‘ ‘ ‘

Last Name ’ begins with‘ ‘ ‘

Second Last Name ’ begins with‘ ‘ ‘

Alternate Character Name ’ begins with‘ ‘ ‘

Middle Name | begins with[/] | | |

[OcCase Sensitive

Limit the number of results fo (up to 300): ‘300 ‘

' Search H Clear ’Basic Search B Save Search Criteria

2. Search for the applicable employee. Enter the Employee ID or known portion of the Employee
ID in the Empl ID field.

Empl ID | begins with v

Rev 12/17/2024 Page 16 of 29




Y,

Cardinal HCM Job Aid
TA374_Entering and Modifying Absences

Cardinal

Step | Action
Users can also search by Employee Record or Name using the corresponding fields. However,
o it is recommended to use the Employee ID as it is a unique identifier for each employee.
3. Click the Search button.

“ Search I‘ Clear ’Basic Search cin Save Search Criteria

If multiple employees match the search criteria entered, the search results will display in the
bottom portion of the page and the user must click the Empl ID link for the applicable employee.

.y

The Absence Event page displays with the Absence Event Entry tab displayed by default.

Absence Event Entry Frsecast hessages
Emploves 10 00 ot Recors Name OF
08272024 Mz Prough 02232025 [z]

Absr 1 1

w | Q

Absence Take = Satin crecast Vhoe |1
“Absence Take Description "Segin Date End Date Parsal Mours ‘Process Action Voided Original Begin Date Denails
CSLTAKE ELEM Q bribewr o 11252024 (i) nasaoese b 200 | Nosmal - 128208 .

4, Click the Details link for the Absence Event that needs to be modified.

Details
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Step | Action

The Absence Event Input Detail page displays in a pop-up window.

Absence Event Input Detail x
Absence Event
sence Event Input Detail
Alssncs Take CSLTAKE ELEM a Iyee  Volemieer Service Leave
Atisance Ruas 8CA Q School Assistance wart Prlanty 0
Emtry Sowece  Admnamator Abserce Event Jpdated 1112272024
Workflow Ststus  Agproved atws  Not Processed
...... A Nomn: v
y 1 ind) " L
Gu Apy \ 4 D
At e Bog End Data
[ 12612024 &=
End Daw | 111262028 =)
...... 117262 =)
o | AX Doy v
! Days 0t AR )
User Defined Fields
User Defined Fleids 1 User Defined Figids 2
5. Update the Absence Event as needed based on the following general update types:

Changing the start date

Scenario Action Required

Update the Begin Date field. Update the
Partial Days and Partial Hours fields as
needed if the new start day will not be a
full absence day

Changing the end date

Update the End Date field. Update the
Partial Days and Partial Hours fields as
needed if the new end day will not be a
full absence day

Changing a partial day to a full day

Update the Partial Days field

Changing a full day to a partial day

Update the Partial Days and Partial
Hours fields

Reason selected is not accurate

Update the Absence Reason field by
selecting the appropriate reason code
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Step | Action
6. Scroll down to the bottom of the page and click the Comments link.
- !

The Absence Events Comments page displays in a pop-up window.

Absence Event Comments X

Absence Event
Absence Event Comments

Comment

“[ Cancel ” Refresh

7. Enter the reason for the change in the Comments field.

Comment

0 Information entered here is visible to anyone with access to this page.

8. Click the OK button.

‘ Cancel H Refresh
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Step | Action

The Absence Event page redisplays and the row is populated based on the data entered/selected on the
Absence Event Input Details page.

< Cantinal Homepage Absence Event

Abscace Evem Enry Eorecast Messages

Employes I Lingd Recort 3 Warr

Absence Evenz

Absance Tabn Process States Foracan! Vahin

“Absoence Fakeo Description “Begin Uome End Dace Partisl Wowss ‘Process Action Volded Ovignal Bogn Date Detatis
CSI TAKE ELEM Q Voluntmer Sarvice Legve nesma & NN 5 X Norreal v NS =7l
MY
9. Click the Forecast button.
Refresh Forecast

A message displays in a pop-up window when the forecasting process is completed.

Forecasting completed covering the period from 2024-06-25 to 2024-11-27. Please check the Forecast Value tab to confirm eligible.(25006, 10)

OK H Cancel ]

10. Click the OK button to close the message.

OK ‘ Cancel ‘

The Absence Event page redisplays.

{ Cartvai rewwrage Absesoe Event A i @
Mveocx breeiEary P ow Veniages
Abseais lune Puisis Joa [otecms Vo

Arven v Tabe Dwacriptics Dagh: Tww ot Ditn Farsel touts Trroees Actes Vet Calgiral Dagin D Derwe Lovy Sowrn Wertoe Srna
2 el CLEV Q) Vet Sows Lo acoe M (haoomd B9 %! [wesd e oen M Adsbapuiet Abganse [N— ¢lli=
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Step | Action

11. Click the Forecast Value tab to confirm that the employee is eligible.

Absence Take ‘ ‘ Process Status

Forecast Value I»

The Forecast Value tab displays.

< Canzinal Homegage

Abwsoce Evant Entry

Eorecan! Massapes

Cmgloyss 1D 7700000000

Absence Evemns
Fomcast Vol | 1»

Abdesce Taba Frocess Sules

fom (062772024 i Ihroagh | P2R3202%

"Absence Take Duscription "Begn Dats
5% TAKE ELEM Q Valartmer Sanice Lamve SN2 in

End Date

NaATx

Absence Event

Forecast Vaue Forecant Date Tins Foeacest Dutails

ns02a i
135 " +

—

123 05 ELWGIBLE

12. Click the Forecast Details link.

Forecast Details

Forecast Details
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Step

Action

The Absence Forecast Results page displays.

Absence Forecast Results

sence Event

Absence Forecast Results

Tak CSL TAKE ELEM
t P viv
J ELIGIBLE
Absence Forecast Result Details
Forecast Results Accumulator Resuls User Koys 1.3
Secondary Element Farecast Element Type
CSL TAKE ELEM CSLENT ELEM_BAL Accumulal

CSLFORECAST

PAID Accumulatr

CSL TAKE ELEM

CSL FORECAST

UNSD Accumulatr
INSL

CSL TAKE ELEM

Numeric Value Character Value Date Valoe

13.

Review the following information:

absence take
this Absence Event

for this Absence Event

a. Forecast Value field: Verify a status of “Eligible”
b. **ENT ELEM_BAL row: Displays the employee’s predicted balance after the

c. * FORECAST PAID row: Displays the forecasted number of paid absence hours for

d. ***FORECAST UNPD row: Displays the forecasted number of unpaid absence hours

For identification purposes, the “***” represents the absence take type (Element Code) and will
be unique for each absence take type during review. Cardinal automatically generates an
absence take for Pay Docking (LNP) for any hours that are not covered by the employee’s
absence entitlement balance (*** FORECAST UNPD row). If necessary, work with the
employee and/or supervisor to determine if another leave type can be used. The employee
and/or supervisor should be given an opportunity to update the leave request, whenever
possible, to avoid pay docking. It is the administrator’s responsibility to verify that the employee
has a sufficient balance to cover the absence if a balance is required for the absence take type.
If the Forecast Value status is “INELIGIBLE”, it should be addressed.

14.

Click the Return button.

Return
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Step

Action

The Absence Event page returns with the Forecast Value tab displayed.

< Carainal Homepage Absence Event

Abwsoce Fvant Entry Eormcanl Massapes

fom (08272024 [ Ihioagh |92232025 (2

Absence Everas

Abdesce Taba Froceas Sules Fooscast Valoe "
"Abserce Tabe Duscription “Begn Dais End Dane Forecast Value Forecast Date T Foeacest Dutails
55 TAKE ELEM Q| Vokrtmer Sanice Lawve nasae o nai@a | EUGIBLE :;/:;;- I Derta + -

15. Click the Save button after confirming that the employee is eligible for the leave. The absence

has been successfully modified for the employee and will be processed during the next run of
the Absence Calculation process (scheduled to run daily).
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Deleting an Absence Event
Use this process to delete an Absence Event.

Step | Action

1. Navigate to the Absence Event page using the following path:

Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absence > Absence
Event

The Absence Event Search page displays.

Absence Event

Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value ’

¥ 8earch Criteria

Empl ID | begins with[/] | | |

Empl Record ’: ‘ ‘ ‘

Name ’ begins with‘ ‘ ‘

Last Name ’ begins with‘ ‘ ‘

Second Last Name ’ begins with‘ ‘ ‘

Alternate Character Name ’ begins with‘ ‘ ‘

Middle Name | begins with[/] | | |

[OcCase Sensitive

Limit the number of results fo (up to 300): ‘300 ‘

' Search H Clear ’Basic Search B Save Search Criteria

2. Search for the applicable employee. Enter the Employee ID or known portion of the Employee
ID in the Empl ID field.

Empl ID | begins with v
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Step | Action
Users can also search by Employee Record or Name using the corresponding fields. However,
o it is recommended to use the Employee ID as it is a unique identifier for each employee.
3. Click the Search button.

“ Search I‘ Clear ’Basic Search cin Save Search Criteria

.y

If multiple employees match the search criteria entered, the search results will display in the
bottom portion of the page and the user must click the Empl ID link for the applicable employee.

The Abs

< Cardimal Homepage Absence Event

Absencs Event Entry Fosecass Messages

ence Event page displays with the Absence Event Entry tab displayed by default.

Employes 1D Pl Recora 0 MName

"
Prough 022372025

Abgence Take Process Satin Forecast Ve | b
“Absence Take Description "Segin Date End Date Parsal Mours ‘Process Action Voided Original Begin Date Denails
CSLTAKE ELEM Q Vohuiesr Seonoe Lease 11282024 (ml nasaee 200 | Nosmal - 1esoM .
4,
Alrsence Evenl
diadd
Zewirames Doy Lo Ot (o Pkl houn Pracess Aosoe o Orgmal Qege Lume Oatae. Lmry Sooce Worktew Soas
=
5. Click the Delete Row (-) icon for the applicable Absence Event.
il
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Step | Action

The Delete Row (-) icon is only visible and available if the Absence Event has not yet been
o processed by the regularly scheduled Absence Calculation process.

A Delete Confirmation message displays in a pop-up window.

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

l | Cancel

6. Click the OK button to confirm the deletion.

The Absence Event page refreshes with the Absence Event removed.

£ Carginal Homepage Absence Event
Abzence EventEntry = Forecasi Messages

Employee ID Empl Record 0 Name
— —~—
From 0&242024 3 Through Q220v2028 3|
Absence Events 7
B | Q
Absence Toke Process Status Eoracas! Value I»
*Absence Take Description *Begin Date End Date Partial Hours *Process Action Volded [
Q “ =) Normal v

m il o oLy

When an Absence Event is deleted, a record of the Absence Event does not remain in Cardinal.
0 Cardinal will automatically adjust the employee’s absence entitlement balance if the absence

was previously deducted from the balance during the next run of the Absence Calculation
process (scheduled to run daily).
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Voiding an Absence Event
Use this process to void an Absence Event.

Step | Action

1. Navigate to the Absence Event page using the following path:

Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absence > Absence
Event

The Absence Event Search page displays.

Absence Event

Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value ’

¥ 8earch Criteria

Empl ID | begins with[/] | | |

Empl Record ’: ‘ ‘ ‘

Name ’ begins with‘ ‘ ‘

Last Name ’ begins with‘ ‘ ‘

Second Last Name ’ begins with‘ ‘ ‘

Alternate Character Name ’ begins with‘ ‘ ‘

Middle Name | begins with[/] | | |

[OcCase Sensitive

Limit the number of results fo (up to 300): ‘300 ‘

' Search H Clear ’Basic Search B Save Search Criteria

2. Search for the applicable employee. Enter the Employee ID or known portion of the Employee
ID in the Empl ID field.

Empl ID | begins with v
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Step | Action
Users can also search by Employee Record or Name using the corresponding fields. However,
o it is recommended to use the Employee ID as it is a unique identifier for each employee.
3. Click the Search button.

“ Search I‘ Clear ’Basic Search cin Save Search Criteria

If multiple employees match the search criteria entered, the search results will display in the
bottom portion of the page and the user must click the Empl ID link for the applicable employee.

.y

The Absence Event page displays with the Absence Event Entry tab displayed by default.

Absencs Event Entry

F e

TY Y-

Emplaves 10 Evpt Recors Name |

Prough 02232025

“Absence Take Parsal Mours ‘Process Action Voided Original Begin Date Denails

CSLTAKE ELEM

........ Noemral v 1280 m

Click the Process Action dropdown button and select “Void” from the dropdown list.

“Process Action

1 Void

| Normal

Click the OK button to confirm the void action.

“ Return to Search || Maotify || Refresh |
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Step

Action

The Absence Event page refreshes and the Workflow Status field updates to “Voided”.

( Cardrad Wemmepigm

Absence Event

"Bagn Doew Ené Date

------

When an Absence Event is voided, the Voided checkbox will be checked once the void is
processed by the Absence Calculation process and a record of the Absence Event remains in
Cardinal.
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