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Throughout training, you will come across the following icons:

Training Icons

Instructor Demos: View a live 
demonstration of the system functionality

Important: Emphasizes information that may 
impact how you handle a specific area

Remember: Reminds you about 
previous important information

Quick Tip: Provides extra 
instructions intended to give immediate, 
practical advice

Take Note: Recommends that you take note of 
information needed for future activities

System Exercises: Indicates that you will be 
participating in a group or paired activity

Repeat Steps : Indicates a time in which 
previous steps you learned will be repeated 
related to accomplish a new objective 

Knowledge Checks: Test your knowledge of key 
concepts
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Welcome to the Absence Coordinator course. This course is designed to provide DeKalb Leave Coordinators 
with a focus on managing Employee’s Absence Details within CV360. 

Course Overview

• Absence Coordinator 

• .75 Hours

We recommend the following prerequisites before taking this course:

• CV360 Navigation Training 

Who should take this course?

Prerequisites:

Duration:



4

Upon the completion of the Absence Coordinators course, you will be able to:

Course Objectives:

Objectives

• View an Employee's Absence Records Details
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Below is a list of the sections within this course as well as an estimated duration of each

Course Agenda

# Absence Coordinators Duration

1 Manage Absence 15 Minutes

2 Submit an Absence Request 15 Minutes

3 Withdraw a Absence Request 15 Minutes
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Lesson 1: Manage Absence

Absence Coordinators
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Upon the completion of the Manage Absence lesson, you will be able to:

Lesson Objective:

Objective

• View an Employee’s Absence Records Details
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Joey Jackson

Joey Jackson

Manage Absence

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Manage Absence

3

From the Person Management: 
Search page, key in the Name
or Employee Number of the 
Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Manage Absence

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Manage Absence

7

Once the Panel Drawer 
opens, select the Absence 
Records link from the 
Absences section
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Manage Absence

From the Absence Records 
tab, the Coordinator can 
review an Employee’s Absence 
Records for their Absence 
Plans. From this page, the 
Coordinator would be able to 
view any Existing Absences 
and Plan Participation along 
with corresponding Balances
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If you are not taken directly back to 
the Person Search page after 
selecting the Close button, a 
Warning Message may appear. If it 
does, select the Yes button to return 
to the Person Search page

Manage Absence

8

Once the Coordinator has 
completed reviewing the 
Absence Record details, 
he/she can select the 
Close button
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Manage Absence: Knowledge Check

A. True

B. False

To view Absence Records details, the Absence Coordinator should select the Person Management tile 
from the Apps area. 

True or False?
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Manage Absence: Knowledge Check

A. True

B. False

The correct answer is A. To view Absence Records details, the Absence Coordinator should select the 
Person Management tile from the Apps area

To view Absence Records details, the Absence Coordinator should select the Person Management tile 
from the Apps area. 

True or False?
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• View an Employee’s Absence Record
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Lesson 2: Submit an Absence 
Request

Absence Coordinators
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Upon the completion of the Submit an Absence lesson, you will be able to:

Lesson Objective:

Objective

• Submit an Absence Request for an Employee
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Joey Jackson

Joey Jackson

Submit an Absence Request

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Submit an Absence Request

3

From the Person Management: 
Search page, key in the Name
or Employee Number of the 
Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Submit an Absence Request

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Submit an Absence Request

7

Once the Panel Drawer 
opens, select the Absence 
Records link from the 
Absences section
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Submit an Absence Request

From the Absence Records tab, 
the Coordinator can review an 
Employee’s Absence Records. 
From this page, the 
Coordinator would be able to 
view Existing Absences and 
Plan Participation along with 
corresponding Balances

8
Select the Add button from 
the Existing Absences 
section
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Submit an Absence Request

9

Select the Advanced 
Mode button from 
the Existing 
Absences section
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Submit an Absence Request

10

Select the Add 
button from the 
Advanced Mode 
section
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Submit an Absence Request

11

Key in the 
appropriate 
Start Date

The Duration field will auto populate. 
Absence Coordinators have the 
option to change the absence 
duration.
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Submit an Absence Request

12

Key in the 
appropriate 
Start Date

The Duration field will auto populate

13

Select the 
Submit button

Select the Save button to 
save the Absence request 
and submit it at a later 
time
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Submit an Absence Request

The status of the 
Absence request will 
display under the 
Existing Absences section
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Submit an Absence Request: Knowledge Check

A. True

B. False

The Absence Coordinator is required to key in the Duration for an Absence request. 

True or False?
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Submit an Absence Request: Knowledge Check

A. True

B. False

The Absence Coordinator is required to key in the Duration for an Absence request. 

True or False?

The correct answer is B. The Duration field will auto-populate after the Absence Coordinator selects 
the Date for an Absence request
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• View an Employee’s Absence Record
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Lesson 3: Withdraw a 
Absence Request

Absence Coordinators
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Upon the completion of the Withdraw a Absence Request lesson, you will be able to:

Lesson Objective:

Objective

• Withdraw Absence Requests for an Employee
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Joey Jackson

Joey Jackson

Withdraw a Absence Request

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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Withdraw a Absence Request

3

From the Person Management: 
Search page, key in the Name
or Employee Number of the 
Employee

4 Select the 
Search button

Employees may be searched 
by Name, Person Number, or 
by Keywords
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Withdraw a Absence Request

5

From the Search Results 
section, select the 
Employee’s Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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Withdraw a Absence Request

7

Once the Panel Drawer 
opens, select the Absence 
Records link from the 
Absences section
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Withdraw a Absence Request

8

Highlight the appropriate 
Absence request that 
needs to be withdrawn and 
select Withdraw from the 
Actions drop-down list for 
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Withdraw a Absence Request

8

Select the OK button 
in the pop-up window 
to withdraw the 
Absence request
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Withdraw a Absence Request

The status of the 
Absence request will 
display under the 
Existing Absences section
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Withdraw a Absence Request: Knowledge Check

A. True

B. False

Absence Coordinators can withdraw an existing Absence request by selecting Delete from the Actions 
drop-down list.

True or False?
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Withdraw a Absence Request: Knowledge Check

A. True

B. False

The correct answer is B. Absence Coordinators must select Withdraw from the Actions drop-down list 
to withdraw an Absence request

Absence Coordinators can withdraw an existing Absence request by selecting Delete from the Actions 
drop-down list.

True or False?
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Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• Withdraw an Employee’s Absence Request
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You have reached the end of the Absence Coordinators course. You should now be able to:

✓ Manage Absence

✓ Submit an Absence Request

✓ Withdraw a Absence Request

For additional information on the topics covered in this course, please consider using the following resources:

• DeKalb POC: 

• Katherine Furlong |kdfurlong@dekalbcountyga.gov

• Catrina Rives | carives@dekalbcountyga.gov

Absence Coordinators Summary

mailto:%7Ckdfurlong@dekalbcountyga.gov
mailto:carives@dekalbcountyga.gov

